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THIS DIRECTIVE SUPERCEDES PREVIOUS DIRECTIVE 1.12 - POLICE ETHICS,
TRUTHFULNESS & HONESTY

The written directives developed by the Bridgeton Police Department are for internal use only,
and do not enlarge an officer’s civil or criminal liability in any way. They should not be
construed as the creation of a higher standard of safety or care in an evidentiary sense, with
respect to third party claims. Violations of written directives can only be the basis of a
complaint by this department, and then only in an administrative disciplinary setting.

i:12-1 PURPOSE

The purpose of this policy is to provide members of the department with a clear
understanding of their ethical responsibilities and of their responsibility to constantly strive to
meet the highest standards of professional policing. This policy will also provide officers with
a general idea of consequences for failing to abide by its provisions.

[:12-2 POLICY

It will be the policy of the department, as a professional law enforcement agency, to adopt
the International Chief's of Police “Law Enforcement Code of Ethics”. All members of the
department shall abide by this code as set forth in this policy, the Bridgeton PD Rulesand R
egulations and the City of Bridgeton Personnel Policy & Procedures. It shall also be the
policy of this agency for all of its officers and employees to remain truthful and honest in all
required matters.

[12-3 PROCEDURE

A. Primary responsibilities of a police officer:
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1. A police officer acts as an official representative of government who is
required and trusted to work within the law. The officer's power and
duties are conferred by statute. The fundamental duties of a police officer
include serving the community, safeguarding lives and property, protecting
the innocent, keeping the peace, and ensuring the rights of all to liberty,
equality and justice.

2. A police officer as an official representative of government is required to
be truthful and honest in most citizen contacts, and all official reports
and proceedings.

B. Performance of duties of a police officer:

1. A police officer shall perform all duties impartially, without favor or affection
or ill will, and without regard to status, sex, race, religion, political belief or
aspiration. All citizens will be treated equally with courtesy, consideration
and dignity.

2. Officers will never allow personal feelings, animosities, or friendships to
influence official conduct. Laws will be enforced appropriately and
courteously and, in carrying out their responsibilities, officers will strive
to obtain maximum cooperation from the public. They will conduct
themselves in appearance and deportment in such a manner as to inspire
confidence and respect for the position of public trust they hold.

3. Members shall not lie, give misleading information or falsify written or
verbal communications in official proceedings or reports or in their actions
with another person or organization when it is reasonable to expect that
such information may be relied upon because of the member’s position or
affiliation with this department.

C. Discretion:

1. A police officer will use responsibly the discretion vested in the position
and exercise it within the law. The principle of reasonableness will guide
the officer's determinations and the officer will consider all surrounding
circumstances in determining whether any legal action shall be taken.

2. Consistent and wise use of discretion based on professional policing
competence will do much to preserve good relationships and retain the
confidence of the public. There can be difficulty in choosing between
conflicting courses of action. It is important to remember that a timely
word of advice rather than arrest, which may be correct in appropriate
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circumstances, can be a more effective means of achieving a desired
end.

D. Use of force:

A police officer will never employ unnecessary force or violence and will
use only such force in the discharge of duty as is reasonable in all
circumstances.

Force should be used only with the greatest restraint and only after
discussion, negotiation, and persuasion have been found to be
inappropriate or ineffective. While the use of force is occasionally
unavoidable, every police officer will refrain from applying the unnecessary
infliction of pain or suffering and will never engage in cruel, degrading or
inhumane treatment of any person.

E. Confidentiality:

1.

Whatever a police officer sees, hears, or learns of, which is of a
confidential nature will be kept secret unless the performance of duty or
legal provision requires otherwise. Members of the public have a right to
security and privacy, and information obtained about them must not be
improperly divulged.

F. Integrity:

A police officer will not engage in acts of corruption or bribery, nor will
an officer condone such acts by other police officers.

The public demands that the integrity of police officers be above reproach.
Police officers must, therefore, avoid any conduct that might compromise
integrity and thus undercut the public confidence in a law enforcement
agency. Officers will refuse to accept any gifts, presents, subscriptions,
favors, gratuities, or promises that could be interpreted as seeking to cause
the officer to refrain from performing official responsibilities honestly and
within the law. Police officers must not receive private or special
advantage from their official status. Respect from the public cannot be
bought; it can only be earned and cultivated.

G. Cooperation with other officers and agencies:

1.

Police officers will cooperate with all legally authorized agencies and their
representatives in the pursuit of justice.

An officer or agency may be one among many organizations that may
provide law enforcement services to a jurisdiction. It is imperative that a
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police officer assists colleagues fully and completely with respect and
consideration at all times.

H. Personal/Professional Capabilities:

1. Police officers will be responsible for their own standard of professional
performance and will take every reasonable opportunity to enhance and
improve their level of knowledge and competence.

2. Through study and experience, a police officer can acquire the high level
of knowledge and competence that is essential for the efficient and effective
performance of duty. The acquisition of knowledge is a never-ending
process of personal and professional development that should be pursued
constantly.

I.  Private life:

1. Police officers will behave in @ manner that does not bring discredit to their
agencies or themselves.

2. A police officer’s character and conduct while off duty must always be
exemplary, thus maintaining a position of respect in the community in
which he lives and serves. The officer's personal behavior must be beyond
reproach.

J. The Code of ethics which is referred to above should not be considered all
inclusive. Each individual member of the department must at all times remember
their ethical responsibilities to their profession, their department, their community
and themselves.

[:112-4  TRAINING
The training of department employees on the code of ethics shall be conducted
biennially.

The training will be conducted in a classroom setting during regularly scheduled
departmental training.

t:12-5 VIOLATIONS

A. Examples of violations:

1. Purposely putting false or misleading information into an official police
report or other government document. This would be viewed as a
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schedule “A” matter in addition to associated criminal violations.

Intentionally lying to an investigator during a criminal or administrative
investigation. This would be viewed as a schedule “A” matter in addition
to associated criminal violations.

Covering up for or purposely failing to report loss of or damage to division
equipment. This would be viewed as a schedule “A” matter in addition to
associated criminal violations.

Failing to conduct a professional investigation and, because of it, an
innocent person is prosecuted. This would be viewed as a schedule “A”
matter in addition to any associated criminal violation.

Making untruthful or misleading statements or partial truths about any
employee, supervisor, command staff member or their operations.
This would be viewed as a schedule “A” matter.

Providing citizens with misleading or false information to avoid
performance of duties or delivery of an expected service.  This
would be viewed as a schedule “A” matter.

Requesting others to change facts in a report or withdraw a report
or notice, causing delay of any official communications. This would be
viewed as a schedule “A” matter.

(Note — points 1 through 7 and similar situations involving the future reliability of the officer
represents cases in which the first step in discipline must be termination, as a necessary step
in protecting the rights of citizens and the integrity of the agency.)

8. Calling in sick when there is no iliness or situation requiring the necessity

for the use of a sick day. This would be viewed as a schedule “B” matter.

Each specific incident may present aggravating or mitigating circumstances and not every
situation can be provided for in this policy.

B.

Examples of non-violations:

Filing information that proves to be wrong when the member can provide
substantial evidence that he or she had no intent to be in error.

Minor omissions or errors on reports or cases that have no significant
impact on outcome and when the member has not worked with such
reports or cases for a period of time.

Redirecting a criminal suspect’s, or a potentially dangerous person’s,
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attention or focus in order to reduce the threat of injury or jeopardizing of
an important investigation is not a violation of this order.

C. Each specific incident may present aggravating or mitigating circumstances and
not every situation can be provided for in this order.

Attachment: LAW ENFORCEMENT CODE OF ETHICS

LAW ENFORCEMENT CODE OF ETHICS

As a law enforcement officer, my fundamental duty is to serve the community; to safeguard
lives and property; to protect the innocent against deception, the weak against oppression or
intimidation and peaceful against violence or disorder; and to respect the constitutional rights
of all to liberty, equality and justice.

I will keep my private life unsullied as an example to all and will behave in a manner that does
not bring discredit to me or to my agency. | will maintain courageous calm in the face of
danger, scorn or ridicule; develop self-restraint; and be constantly mindful of the welfare of
others. Honest in thought and deed both in my personal and official life, | will be exemplary in
obeying the law and regulations of my department. Whatever | see or hear of a confidential
nature or that is confided to me in my official capacity will be kept ever secret uniess
revelation is necessary in the performance of my duty.

[ will never act officiously or permit my personal feelings, prejudices, political beliefs,
aspirations, animosities or friendships to influence my decisions. With no compromise for
crime and with relentless prosecution of criminals, | will enforce the law courteously and
appropriately without fear of favor, malice or ill will, never employing unnecessary force or
violence and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust
to be held so long as | am true to ethics of police service. | will never engage in acts of
corruption or bribery, nor will I condone such acts by other police officers. | will cooperate
with all legally authorized agencies and their representatives in the pursuit of justice.

I know that I alone am responsible for my own standard of professional performance and will
take every reasonable opportunity to enhance and improve my level of knowledge and
competence.

I will constantly strive to achieve these objectives and ideals, dedicating myself before God to
my chosen profession...law enforcement.
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PURPOSE

The purpose of this directive is to establish a firm framework, or table of organization, for the
chain of command and division of work throughout the Police Department.

POLICY

It shall be the policy of this Department to follow this directive in an effort to achieve a unified
purpose and direction to fulfill our obligations and carry out our missions with little or no
difficulty. It shall be the policy of this Department to maintain unity of command and direction
in carrying out our assigned missions and obligations.

ACRONYMS

AB - Administrative Bureau
ABC — Administrative Bureau Commander

COMPSTAT - Comprehensive Statistics; a meeting where crime patterns, statistics and c
oncentration of calls is analyzed and discussed in an effort to make plans, hold
managers and supervisors of the Department accountable, and to address the

identified problems.

DB — Detective Bureau

DBC — Detective Bureau Commander

IA — Internal Affairs

PB — Patrol Bureau

PBC — Patrol Bureau Commander

PSB — Professional Standards Bureau
TCOs - Telecommunications Officers
TRNG - Training

XO — Executive Officer; the Police Captain.

PROCEDURE

A. The Department shall be commanded by the Chief of Police. The Chief's duties and
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responsibilities are described in both statutory law and in the Department’s Rules &
Regulations. In the Chief's absence the XO is in command of the  Department.

B. COMMAND STRUCTURE / SCHEMATIC
Chief of Police

Police Captain — Executive Officer (XO)

ABC DBC PBC PSBC
C. The Executive Officer (Police Captain):
1. Duties;
a. Assumes command of the Department during absence of the Chief;

b. Has financial and budgetary control and supervision of all Bureau
Commanders;

c. Acts as the Command Inspection Officer;

i.  Carries out scheduled and unscheduled inspections of
various Departmental sub-units and operations to ensure
compliance with Departmental Rules & Regulations,
directives, procedures and policies.

d. Shall formulate and promulgate Departmental Directives,
procedures and policies, with Chief's approval, when necessary;

e. Shall carry out other duties as determined to be necessary for the
betterment of the Department. This may be done on personal
initiative with Chief's approval or as assigned by the Chief of
Police.

f.  Shall lead Departmental COMPSTAT meetings.

g. Shall prepare annual evaluations on each of the four Bureau
Commanders and forward them to the Chief by no later than Jan.
12th of the following year.

2. Work Week/Hours:

a. Shall be determined by the Poiice Captain with Chief's approval.
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b. Shall provide a minimum of 40 hours per week.

c. Shall provide a minimum number of extra hours per year as
provided for in existing contracts if so stipulated.

D. Patrol Bureau:
1. Shall be commanded by a Police Lieutenant;

a. The Patrol Bureau Commander (PBC) shall be responsible for
overall operation of the Patrol Bureau.

b. PBC shall be responsible for staffing overtime assignments be they
short shift, or outside functions.

c. PBC shall be responsible for tracking ICE notifications, false alarms
and issue of invoices/summonses.

d. PBC shall be responsible for all TCOs and perform other duties as
assigned.

e. PBC shall be responsible for assisting with budget preparation
concerning needs of the Patrol Bureau.

f. PBC shall report to the XO monthly, in a format approved by the
XO, on the status and activities of the PB (by no later than the 12th
of each month following the month reported on.)

g. PBC works days and hours of work as approved by the Chief or
XO, and per contract.

h. PBC shall be responsible for ensuring evaluations are done on each
member of the PB, when done they would be forwarded to the XO.

i.  The PBC shall have assigned a number of personnel as deemed
appropriate under current manpower conditions to carry out its
goals, missions and responsibilities. This manpower shall be
organized around the squad system.

J.  Squads:

() There shall be four Patrol Squads. The Supervisors and
Officers shall work the 12 hour workday on a biweekly
rotation between day & night shift. The Supervisor's 12
hour shift shall run from 6:30 to 6:30. The Officer’s 12
hour shift shall run from 7:00 to 7:00.
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(iiy There shall be two Neighborhood Response Teams. The
Supervisors of the NRT shall work 1430 to 0230. The
Officers shall work the 12 hour workday which runs from
1500 to 0300. The NRTs shall be a largely proactive unit.
NRT officers may be called upon to fill gaps in Squad
coverage when shift strength falls below 4 patrolmen, 1
OIC and 1 Desk Officer.

E. Detective Bureau
1. Shall be commanded by a Police Lieutenant;

a. The Detective Bureau Commander (DBC) shall be responsible for
overall operations of the Bureau.

b. The DBC shall be responsible to perform other duties as assigned.

c. The DBC shall ensure that proper communications are kept with
the Cumberland County Prosecutor’'s Office concerning various
investigations, notifications and especially information concerning
Statewide Narcotics Action Plan requirements and Governor’s
Crime Initiatives.

d. DBC shall be responsible for assisting with budget preparation
concerning the needs of the DB.

e. DBC shall report to the XO monthly, in a format approved by the
XO, on the status and activities of the DB (by no later than the 12th
of each month following the month reported on).

f. DBC shall work days and hours of work as approved by the Chief
or XO and per contract.

g. DBC shall be responsible for ensuring that evaluations are done on
each member of the DB, when completed they would be forwarded
to the XO.

h. DB shall have assigned a number of Police Sergeants, Police
Officers and other civilian personnel as deemed appropriate under
current manpower conditions to carry out its goals, missions and
responsibilities. This manpower shall be organized around the
squad system, with each squad being commanded by a Police
Sergeant.

I.  The personnel assigned to the DB shall work schedules assigned
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by the DBC with approval from the Chief or Captain.
j.  Squads:

(i) There shall be one Squad of Detectives assigned to conduct
secondary investigations of reported crimes, incidents and
carry out other duties as assigned.

(i) When possible, there shall be one Anti-Crime Team which
shall be assigned to primarily focus on proactive anti-
gang/anti-narcotics efforts, but shall carry out other duties
as assigned.

(iif) The DB shall also be in charge of the Evidence Processing
and Storage functions.

F. Professional Standards Bureau
1. Shall be commanded by a Police Lieutenant;

a. The Professional Standards Bureau Commander (PSBC) shall be
responsible for overall operations of the Bureau.

b. The PSBC shall be responsible to perform other duties as assigned.

c. The PSBC shall ensure that proper communications are kept with
the Cumberland County Prosecutor’'s Office Professional
Standards Unit concerning various investigations and notifications.

d. PSBC shall be responsible for assisting with budget preparation
concerning the needs of the PSB.

e. The PSBC shall report to the XO monthly, in a format approved by
the XO, on the status and activities of the PSB (by no later than the
12th of each month following the month reported on).

f.  PSBC works days and hours as approved by the Chief or XO and
per contract.

g. The PSBC shall be responsible for ensuring that evaluations are
done on each member of the PSB, when completed they would be
forwarded to the XO.

h. The PSB shall have assigned a number of Sergeants, Officers and
other personnel as deemed appropriate under current manpower
conditions to carry out its goals, missions and responsibilities.
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J-

The personnel assigned to the PSB shall work schedules assigned
by the PSBC with approval from the Chief or XO.

Shall prepare the yearly package to the Cumberland County
Prosecutor’'s Office:

The Report shall contain the following yearly reports;
(i) The Internal Affairs Report

(i) Police Pursuit Report

(iii) Use of Force Report

(iv) Training Report

(v) Firearms Training/Qualifications Report

(vi) ICE Detainers

The PSB shall be responsible for the following functions, and
filing and reporting on the following subject matter areas:

(i) Internal Affairs
(i) Regulatory Investigations

(iv) Other duties as assigned

G. Administrative Bureau

1. Shall be commanded by a Police Lieutenant;

a.

b.

The Administrative Bureau Commander (ABC) shall be
responsible for overall operations of the Bureau.

The AB shall be responsible for the following functions:
(i) Computers and Networking

(i) Telecommunications/Video Equipment

(iii) Traffic Safety

(iv) Animal Control
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(v) School Crossing Guards

(vi) TAC Function

(vii) Vehicle, Building and Equipment Inventory & Care
(viii)  Police Records

(ix) Other duties and responsibilities as assigned

(x) Impounded vehicles

(xi) Department Training and Records of Training

- Forwarding a Detailed Department Training Report to
PSB

(xii) Right to Know Office

(xii)  Safety Officer Function
(xiv)  Crime Track Entries
(xv)VGTOF Entries

(xvi)  Making Recordings for Cumberland County Prosecutor's
Office

(xvii)  Bridgeton Municipal Court Security

c. The ABC shall be responsible for assisting with budget preparation
concerning the needs of the AB.

d. ABC shall report to the XO monthly, in a format approved by the
XO, on the status and activities of the AB (by no later than the 12th
of each month following the month reported on).

e. ABC shall work days and hours of work as approved by the Chief
or XO and per contract.

f.  ABC shall be responsible for ensuring that evaluations are done on
each member of the AB, when completed they would be forwarded
to the XO.

g. The AB shall have assigned a number of Sergeants, Officers and
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Civilian personnel as deemed appropriate under current manpower
conditions to carry out its goals, missions and responsibilities.

h. The personnel assigned to the AB shall work schedules assigned
by the ABC with approval from the Chief or XO.

i. The Services Unit officers shall be multi-functional officers, used
to supplement Patrol Squads when their strength falls below four
patrolmen, one OIC and one desk officer. The Services Unit shall
study motor vehicle crash statistics and use that research to
pro-actively enforce the law in order to reduce the number or
severity of crashes based on researched data through enforcement.
Service officers shall, when working take primary service of any
reported crash, when available. The Service officers shall also be
responsible for the following duties when available:

(i) Crossing guard replacement
(ii) Follow up investigation on hit & run reports

(i) Proactive motor vehicle enforcement in identified problem
zones

(iv) Radar enforcement
(v) Other duties as assigned
(vi) TAC OFFICER - Duties & Responsibilities

*  Care of Master Name Index (merging)

*  General Clean Up of Impact Records

*  Report Review (All necessary reports in)

Pin Mapping

*  Compstat Meeting Prep

*  Purging of Old Records

*  Training of Dispatch Personnel

*  Taking care of CCPO recording requests

*  VGTOF Entries

*  NCIC Training & Compliance/Record Keeping
*  Making Certain Prints Reach SBI as required
*  Follow Up — SOP Receipt/TB Receipt

*  Other duties as assigned

j. The Community Police Unit shall be officers assigned to semi-
fixed posts and used to cover contractual obligations for patrol
coverage in a community policing manner.
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(i) CPU Officers will meet with the management of posted
areas (Amity Heights Office for AH//UEZ Office for UEZ
patrol) regularly.

(i) ABC shall instruct the Community Policing Sergeant on
how to prepare email notifications to Apartment Complex
managers concerning activities in their respective
communities, and shall ensure this is done in a timely
and appropriate manner.
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The written directives developed by the Bridgeton Police Department are for internal use only,
and do not enlarge an officer’s civil or criminal liability in any way. They should not be
construed as the creation of a higher standard of safety or care in an evidentiary sense, with
respect to third party claims. Violations of written directives can only be the basis of a
complaint by this department, and then only in an administrative disciplinary setting.

[:47-1 PURPOSE

The purpose of this directive is to establish and maintain the policy and procedures
concerning the appropriate submission, storage, maintenance, and control of the reports and
records of the Bridgeton Police Department.

1:147-2 POLICY

It is the policy of the Bridgeton Police Department to maintain records in a manner to
meet operational, informational and management needs in conformance with applicable law,
administrative code, and Attorney General and Presecutor Guidelines.

1:147-3 PROCEDURES

. General

A. Records serve as the official memory of a law enforcement agency and are subject to
scrutiny at all levels of the criminal justice system. The Bridgeton Police Department may be
judged for competency by citizens and representatives of other governmental entities by the
manner in which reports and records are completed and maintained.

B. Any release of records must be in conformance with the Open Public Records Act NJSA
47:1A-1 et seq., applicable Attorney General Guidelines and this directive.
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C. Records shall be retained in accordance with the applicable schedules promulgated by
the New Jersey Division of Archives and Records Management.

D. The Records Unit is the repository of all records with the exception of the following:
1. Accreditation files;

2. Confidential informants;

3. Criminal intelligence;

4. Fiscal records; and

5. Personnel records (internal affairs, training, personnel, medical, disciplinary, grievance,
applications, selection, etc.)

E. The Administrative Bureau Commander or his designee is designated as the Records
Supervisor and is responsible for maintaining the security and integrity of all records unit
records and files.

F.  Access to files in the records unit is restricted to authorized personnel only. The Records
Supervisor may grant access to other personnel on an as-needed basis.

G. Most of the information contained in the agency'’s criminal records is available through
the in-house computer system or State and Federal electronic records systems.

1. Ifitis after hours and an investigation is of such magnitude to require copying or
inspection of original records, the duty supervisor may contact the Records Supervisor, who
may respond or authorize a recall of a Commanding Officer or records unit personnel to
assist in gaining access to and inspection of these original records.

H. Once the data from the written records is entered into the in-house incident records
management system, the physical record shall be promptly filed. Access to these filing
cabinets is restricted. Personnel with a need to physically inspect and/or copy these records
for official purposes, may only do so with the permission of the Records Supervisor or his
designee. Original records shall not be removed from the records unit unless signed for on a
form designed for such use by the Records Supervisor.

[ Original reports may be completed electronically or may be hand written. Handwritten
reports shall be in black ink ONLY. Original reports should be signed and forwarded to the
records unit through the chain of command for filing.

J. Follow-up reports (original copies) shall be identified with the same file number as the
original precipitating event and forwarded to the records unit for storage in the original
incident file jacket.
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Il. Contemporaneous Notes

A. Definition of notes is any handwritten or typed writing or notation made by an officer or
detective that describes or memorializes a crime scene or the substantive content of a
witness interview including, but not limited to; what transpired during the course of the
interview (e.g. the questions that were posed; what the interviewee said; a description of the
interviewee’s reaction and physical appearance, such as a notation that the interviewee
appeared to be nervous, excited, angry, mad, etc.). Notes also include notations made after
the interview that memorialize the officer’'s personal recollection of what transpired during the
interview. The term DOES NOT include notes made in the course of a criminal investigation
that do not describe or otherwise document the substantive content of a witness interview
(e.g. information learned outside the witness interview; surveillance notes; notations made
during the interview concerning investigative tasks to be accomplished such as a “to do” list,
or reference to information from outside the interview to be checked against statements
made by the interviewee to verify or dispel the witness’ account; possible lines of inquiry or
specific questions that were not pursued or actually posed to the witness, etc.).

B. All original notes of crime scenes or witness interviews made by an officer in the course
of an investigation of an indictable crime shall be retained by the officer with photocopies
being forwarded to the Records Unit as per procedures set forth in BPD Policy I1l.17. The
notes must be clearly marked with the applicable case number and attached to the original
report.

C. A photocopy of all such original notes shall be forwarded to the Prosecutor’s Office along
with the reports for any indictable investigation.

1. Contemporaneous notes that are considered confidential or privileged, or notes that an
officer or detective believes that full disclosure or any portion thereof that may endanger any
person or interfere with an investigation shall be clearly marked as confidential. The
Prosecutor’s Office will determine whether to provide these notes in the discovery process.

Ill. Field Reporting & Records Management

A. A standardized process is required to memorialize police activity for future reference. At
a minimum, a CAD record will be generated for all citizen complaints, all calls for police
service and all self-initiated field activity. This CAD record assigns a unique file number to
each incident for reference.

B. Patrol Officers and Sergeants shall ensure that all efforts are made to complete
applicable reports during the shift in which they are generated.

C. Reports that, due to circumstances beyond the Officer’s control, are not able to be
completed during a particular shift shall be printed and placed into the corresponding
incomplete bin in the shift Sergeant's office and shall have included an “incomplete Report
Form” (attachment A) to be completed by the shift Supervisor. This form shall explain the
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reasons for the report not being completed by the end of the officer's shift. Examples of
justified reasons for incomplete reports would include witness statements which have not yet
been attained, acquisition of necessary documents, etc.

D. Under NO circumstances is an Officer to secure from duty to a period of leave, which
includes scheduled days off, without having completed all outstanding incomplete reports.

E. ALL reports should be completed within 48 hours of the incident being generated. In the
rare instance when reports may need to remain incomplete for a period in excess of 48
hours, the applicable Supervisor shall explain said circumstances in the "Incomplete Report
Form" and forward same to the Division Commander.

F. Supervisors are responsible for reviewing reports to ensure that they are complete,
accurate, and grammatically correct.

1. Reports containing errors or deficiencies will be returned to the officer for correction prior
to submission to the records unit. Supervisors will indicate that they reviewed the report by
placing their initials and ID number in the appropriate field.

G. Reports authored by supervisors should be reviewed by a supervisor in the next level of
command.

H. The Records Unit shall provide copies of criminal reports and criminal records to the
County Prosecutor, New Jersey Attorney General, Commissioner of the Department of
Corrections, and any other State and Federal law enforcement agency upon request, on an
as-needed basis, and in accordance with law or policy.

[.  Reports containing descriptions of hazardous or dangerous conditions that are under the
purview of other governmental agencies shall be copied and forwarded to the appropriate
government agency with jurisdiction without undue delay. Information within the report that is

not subject to public disclosure shall be redacted. These governmental agencies include, but
are not limited to municipal, county, and State:

1. Public Works Departments;

2. Engineering/Transportation Departments;

3. Zoning, property maintenance, code officials;
4. Fire Department/fire code officials;

5. Public health officials:

6. Boards of Education/educational institutions;

7. Parks and recreation; and,
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8. Utility Company’s (gas, electric).

J.  An officer requiring access to original documents currently stored by the Records Unit will
complete a “Records Request” form (attachment B). The Records Request form consists of
one page and is located in the Records Unit. The Records Request form procedure is as
follows:

1. Records unit staff will provide the Records Request form to the officer requesting same.
The staff member will then write the information into a records request log to track each form
that is provided.

2. After completing the Records Request document, it shall be submitted to the Records
Unit during working hours or will be placed in the Records Unit mailbox located in the Shift
Supervisors office during non-working hours.

3. An assigned Records Unit staff member will then obtain the requested document, sign
the records request form and then place the form in a file folder which will be set in place of
the document being removed.

4. The Records Unit staff member will then personally hand the requested document to the
requesting officer. In the event the requesting officer is not available, then the Records Unit

staff member will hand the document to the on-duty shift supervisor who will, in turn, see that
the document is passed on to the requesting officer.

5. The requesting officer is responsible for the integrity and security of the document
requested.

6. As soon as the requesting officer is completed with their use of the document, said
document shall be returned to the Records Unit staff immediately. It will be unacceptable for
a record/document to be removed from the Records area for a prolonged period of time.

7. Records Unit staff will then sign and date the “records request” form in the area denoted
as returned and place the document back in its proper location. The “records request” form
will then be placed with the returning document and become part of that report.

IV. Release of Government Records

A. Custodian of a government record for the police department means the Records
Supervisor, designee, or other personnel deemed necessary by the Chief of Police. For
matters not related specifically to the police department, the Municipal Clerk is designated as
the custodian of a government record.

B. Government records includes any paper, written or printed book, document, drawing,
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map, plan, photograph, microfilm, data processed or image processed document, information
stored or maintained electronically or by sound recording or in a similar device, or any copy
thereof, that has been made, maintained or kept on file or received in the course of official

business.
C. A government record shall not include the following information:

1. Any copy, reproduction or facsimile of any photograph, negative or print, including instant
photographs and videotapes of the body, or any portion of the body, of a deceased person
taken by or for the medical examiner at the scene of a death or in the course of a post
mortem examination or autopsy made by or caused to be made by the medical examiner

except:

a. When used in a criminal action or proceeding in this State which relates to the death of
that person;

b. For the use as a court of this State permits, by order, after good cause has been shown
and after written notification of the request for the court order has been served at least five
days before the order is made upon the county prosecutor for the county in which the post
mortem examination or autopsy occurred:;

c. Foruse in the field of forensic pathology or for use in medical or scientific education or
research; or,

d. For use by any law enforcement agency in this State or any other state or federal law
enforcement agency.

2. Criminal investigation records.

a. Records which are not required by law to be made, maintained or kept on file held by a
law enforcement agency that pertains to any criminal investigation or related civil
enforcement proceeding.

3. Victim’s records, except that a victim of a crime shall have access to their own records.

a. Victim means a person who has suffered personal or psychological injury or death, or
incurs loss of or injury to personal or real property as a result of a crime, or if such a person is
deceased or incapacitated, a member of that person’s immediate family.

b. Victim’s record means an individually-identifiable file or document held by a victims’ rights
agency that pertains directly to a victim of a crime.

4. Trade secrets and proprietary commercial or financial information obtained from any
source.

5. Administrative or technical information regarding computer hardware, software and
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networks which, if disclosed, would jeopardize computer security.

6. Emergency or security information or procedures for any buildings or facility which, if
disclosed, would jeopardize security of the building or facility or persons therein.

7. Security measures and surveillance techniques which, if disclosed, would create a risk to
the safety of persons, property, electronic data or software.

8. Information which, if disclosed, would give an advantage to competitors or bidders.

9. Information generated by or on behalf of public employers or public employees in
connection with any sexual harassment complaint filed with a public employer or with any
grievance filed by or against an individual or in connection with collective negotiations,
including documents and statements of strategy or negotiating position.

10. Information that is a communication between a public agency and its insurance carrier,
administrative service organization or risk management office.

11. Information that is to be kept confidential pursuant to a court order. Refer to (Executive
Order 69) for further detail.

12. That portion of any document that discloses the social security number, credit card
number, unlisted telephone number or driver's license number of any person; except for use
by any government agency, including any court or law enforcement agency in carrying out its
functions.

13. Internal Affairs files and records.

D. lItis the public policy of the State of New Jersey that government records shall be readily
accessible for inspection, copying, or examination by the citizens of this State, with certain
exceptions, for the protection of the public interest.

E. All public records shall be subject to public access unless exempt.

F.  The Bridgeton Police Department has an obligation to safeguard from public access a
citizen’s personal information with which it has been entrusted when disclosure would violate
the citizen’s reasonable expectation of privacy.

1. Any person who has been convicted of any indictable offense under the laws of this State
or any other state, and who is seeking government records containing personal information
pertaining to the person’s victim or the victim’s family, shall be denied access to specific
information, including but not limited to:

a. Home address;

b. Home telephone number;
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c. Work or school address;

d. Work telephone number;

e. Social security number;

f.  Medical history;

g. Driver's license number,

h. Date of birth;

i.  Credit card information; or,

j. Any other identifying information.

G. Government records containing personal identifying information may be released only if
the information is necessary to assist in the defense of the requestor. A determination that
the information is necessary to assist in the requestor’s defense shall be made by the court
upon motion by the requestor or requestor’s representative.

H. A custodian of a government record shall not comply with an anonymous request for a
government record.

I If the government record(s) that are sought to be inspected, copied or examined pertain
to an investigation in progress, the right of access may be denied if the inspection, copying or
examination of the record(s) are detrimental to the public interest. However, this provision
shall not be construed to allow this agency to prohibit access to a government record that
was open for public inspection, examination, or copying before the investigation commenced.

J.If, during the course of an investigation, the Bridgeton Police Department obtains a
government record from another agency that was open to public inspection, examination, or
copying before the investigation commenced, this agency shall provide the other agency with
sufficient access to the record to allow the other agency to comply with requests made to
inspect, copy or examine the record.

K. The following information concerning a criminal investigation shall be available to the
public within 24 hours or as soon as practicable:

1. Where a crime has been reported but no arrest yet made, as to the type of crime, time,
location, and type of weapon, if any;

2. If an arrest has been made, information as to the name, address, and age of any victims
unless there has not been sufficient opportunity for notification of next of kin of any injury
and/or death to the victim, or where the release of the names of any victim would be contrary
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to existing law or Court Rule. In deciding on the release of information as to the identity of a
victim, the safety of the victim and the victim’s family, and the integrity of any ongoing
investigation, shall be considered.

3. If an arrest has been made, information as to the defendant’'s name, age, residence,
occupation, marital status and similar background information and, the identity of the
complaining party unless the release of this information is contrary to existing law of Court
Rule.

4. Information as to the text of any charges such as the complaint, accusation and
indictment unless sealed by the court or unless the release of the information is contrary to
existing law or Court Rule.

5. Information as to the identity of the investigating and arresting personnel, agency and
length of the investigation.

6. Information of the circumstances immediately surrounding the arrest, including but not
limited to the time and place of the arrest, resistance if any, pursuit, possession and nature
and use of weapons and ammunition by the suspect and by the police.

7. Information as to the circumstances surrounding bail, whether it was posted and the
amount thereof.

L. Notwithstanding the above provisions, where it shall appear that the information
requested or to be examined will jeopardize the safety of any person or jeopardize any
investigation in progress or may be otherwise inappropriate to release, the information may
be withheld. This exception shall be narrowly construed to prevent disclosure of information
that would be harmful to a bona fide law enforcement purpose of the public safety.
Whenever a law enforcement official determines that it is necessary to withhold information,
the official shall issue a brief statement explaining the decision.

M. Persons or entities denied access to government records have the right to file a
complaint with the Superior Court or the Government Records Council to challenge the
custodian’s decision. (NJSA 47:1A-7)

N. The custodian of a government record shall permit the record to be inspected, examined,
and/or copied by any person during regular business hours, unless a government record is
exempt from public access by NJSA 47:1A-1 et seq., any other statute, Executive Order of
the Governor, Rules of Court, or federal law, regulation or order.

O. Prior to allowing any access to any government record, the custodian shall redact from
that record any information that discioses the social security number, credit card number,
unlisted telephone number, or driver’s license number of any person; except for use by
another government agency, including a court or law enforcement agency in carrying out its
functions, or any private person or entity seeking to enforce payment of court-ordered child
support.
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P. Copies of the government record may be purchased by any person upon payment of the
fee prescribed by law, regulation, or ordinance.

Q. A custodian shall permit access to a government record and provide a copy thereof in the
medium requested if this agency maintains the record in that medium.

1. If this agency does not maintain the record in the medium requested, the custodian shall
either convert the record to the medium requested or provide a copy of some other
meaningful medium.

2. If the custodian can demonstrate that its actual costs for duplication of a government
record exceed the established rates, this agency shall be permitted to charge the actual cost
of duplicating the record. The actual cost of duplicating the record shall be the cost of
material and supplies used to make copies, but shall not inciude the cost of labor or other
overhead expenses associated with making the copy.

3. Ifthe request for a record is:
a. Ina medium not routinely used by this agency; or
b. Not routinely developed or maintained by this agency; or

c. Requiring a substantial amount of manipulation or programming of information
technology,

This agency may charge, in addition to the actual cost of duplication, a special charge that
shall be reasonable and shall be based on the cost for any extensive use of information
technology, or for the labor cost of personnel providing the service, that is actually incurred by
this agency or attributable to this agency for the programming, clerical, and supervisory
assistance required, or both.

R. Immediate access shall ordinarily be granted to budgets, bills, vouchers, contracts,
including collective bargaining agreements and individual employment contracts, and pubiic
employee salary and overtime information.

S. Requests for access to public records must be made on a form approved for use by the
Chief of Police and in compliance with NJSA 47:1A-1 et seq.

T. Requests for access to public records shall be in writing and hand-delivered, mailed,
transmitted electronically or otherwise conveyed to the custodian. The custodian shall
promptly comply with the request to inspect, examine, copy or provide a copy of a
government record. If the custodian is unable to comply with a request for access the
appropriate form will be completed with one of the reasons from the preprinted list checked
off.
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U. If the custodian asserts that part of a particular record is exempt from public access, the
custodian shall delete or excise from a copy of the record that portion that the custodian
asserts is exempt from access and promptly permit access to the remainder of the record.

V. If the government record requested is temporarily unavailable because it is in storage,
the custodian shall advise the requestor and shall make arrangements to promptly make a
copy of the record available.

W. If a request for a government record would substantially disrupt agency operations, the
custodian may deny access to the record after attempting to reach a reasonable solution with
the requestor that accommodates the interests of the requestor and the agency.

X. Any employee of the Bridgeton Police Department who receives a request for access to a
government record shall forward the request or direct the person to the custodian of
government records.

Y. The custodian shall grant access to a government record or deny a request for access as
soon as possible, but no later than 7 business days after receiving the request, providing that
the record is currently available and not in storage or archived.

Z. In addition to the provisions of NJSA 47:1A-1 et seq.:

1. NJSA 39:2-3.3, NJSA 39:2-3.4, and NJSA 39:2-3.5 make it a 4th degree crime to
disclose personal information from a motor vehicle record to unauthorized persons.

2. NJSA 2A:4A-60 makes it a disorderly persons offense to disclose certain juvenile
information.

3. NJSA 9:6-8.10a makes it a disorderly persons offense to release information pertaining
to child abuse or child neglect information to unauthorized persons.

V. Records Disposal Process

A. NJAC 15:3-1 et seq. regulates the retention and disposal of public records through the
New Jersey Division of Archives and Records Management. Supervisors are responsible for
archiving and ultimately disposing of unnecessary records under their purview.

B. The Records Unit Supervisor shall maintain a ready supply of the New Jersey Division of
Archive and Records Management Request and Authorization for Records Disposal forms.

1. These forms may be typed or neatly printed. The forms are self explanatory. The New
Jersey Records Retention Schedule contains a list and description of various records, the

minimum retention schedule, method of destruction, and their associated series number.

a. Records should be grouped together in their Record Series Number and an estimate of
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their cubic footage should be obtained.

b. The month and year of the oldest record needs to be recorded in the proper box and the
month and year of the most recent record needs to be recorded in the proper box.

c. Requests to dispose of any financial records (overtime, confidential funds, petty cash,
etc.) must be forwarded to the Chief Financial Officer for review by the Auditor.

d. Completed forms shall be forwarded to the Chief of Police for final review and mailed to
the Division of Archives for approval.

e. While awaiting approval, the records that are being disposed of should be securely boxed
and separated from records that are still being retained.

f. When approval to destroy the records has been received from the Division of Archives,
the records shall be promptly destroyed by shredding or burning.

g. Block #12 of the Request and Authorization for Records Disposal shall be completed and
the form shall be again forwarded to the Chief of Police. The yellow copy shall be mailed to
the Division of Archives and the pink copy shall be retained permanently. A copy of the fully
executed form shall be forwarded to the Accreditation Manager

C. The Chief of Police may reassign personnel to records disposal duties at times when a
significant number of outdated records need to be destroyed. The Chief of Police may
authorize an outside vendor to shred the records. Personnel on convalescent duty should be
utilized for this purpose when available.

D. Personnel shall not haphazardly discard police related records into the trash.

VI. Security of Central Records Computer Systems

A. Virus Protection — Due to the possibility of computer virus infection, all outside software,
discs, or other electronic data storage devices will be scanned utilizing an antivirus program
on each computer. Should anyone need assistance with this process, they will contact the
Administrative Bureau Commander or his designee before using or connecting the device to
any computer. All software shall be properly licensed.

B. Data Back-Up — The Administrative Bureau Commander or his designee shall provide for
a nightly tape back-up of the electronic records management system. This will assure
continual continuity of data integrity and retrieval in case of a catastrophic failure of the
system.

C. Data Storage — All data from the central records computer records management system
will be stored in a manner compliant with the hardware and software manufacturer's
recommendations as well as what is considered to be the current best practices in the IT
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field. All data will be stored in the records management system. The storage of any
electronic files or other forms of electronic data not the property of the Bridgeton Police
Department on computers owned by the Bridgeton Police Department is strictly prohibited.
All data will be stored on network resources that are backed up nightly. No data or
documents will be stored on deskiop computer media.

D. Access Security — Physical security of our computer systems must be maintained at all
times. Only Bridgeton Police Department personnel are to be given access to the office
computers regardless of their location should that be in the office or off site on mobile
systems. The Bridgeton Police Department’s electronic records management system has a
password protected access control system. Only personnel with a need to access the
system will be assigned a user name and password.

E. Password Strength and Security - All personnel shall have a strong password.
Passwords should never be written down or stored on-line. Ideal passwords are not only
hard to guess but also easily memorized. Passwords are not to be shared with anyone.
They should be considered as sensitive, confidential information that belongs to the
organization. Passwords should not be included in an email message, revealed to
co-workers or family members.

F. Annual Password Audit - On an annual basis the Administrative Bureau Commander or
his designee will perform an audit of all user names and passwords to determine the
following:

1. Only currently employed personnel have access.
2. All users’ access rights are for their specific duties and responsibilities.

3. Any personnel on suspension or other related leave of absences are temporarily
removed from having access rights.

4. The Administrative Bureau Commander or his designee shall report their findings in a
written report to the Chief of Police no later than January 31st of the calendar year.

G. Clearing, Sanitizing, and Releasing Computer Components - No computer, hard drive,
CD, DVD, cellular phone or other remotely related electronic data storage device owned or
operated by the Bridgeton Police Department shall be released from custody and control of
this agency until such time as the Administrative Bureau Commander or his designee can
clear it of all data and software and sanitize it in a way that no one will be able to retrieve any
data from any type of storage device at a later date.

H. Internet Access — All of the Bridgeton Police Department computers have Internet access
and are secured with an industry standard firewall to prevent unauthorized access to the
central electronic records management system. Even with this level of protection, internet
use is for mission critical requirements only.
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VII. REFERENCE FORMS (AVAILABLE ON BPD ONLINE FORMS)
A. Incomplete Report Form (Located under Supervisor tab)

B. Records Request Form (Located under Miscellaneous tab)
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BRIDGETON POLICE DIVISION
CHIEF OF POLICE DIRECTIVE
POLICY AND PROCEDURE

SECTION: [
CHAPTER: 1
SUBJECT: ABSENTEEISM AND LATENESS

REVISION DATE: January 10, 2014
EFFECTIVE DATE: January 10, 2014

CHIEF OF POLICE:MARK W. OTT
ACCREDITATION STANDARDS: 26.1.1

THIS DIRECTIVE SUPERCEDES PREVIOUS DIRECTIVE .1 - ABSENTEEISM AND
LATENESS

The written directives developed by the Bridgeton Police Department are for internal use only,
and do not enlarge an officer’s civil or criminal liability in any way. They should not be
construed as the creation of a higher standard of safety or care in an evidentiary sense, with
respect to third party claims. Violations of written directives can only be the basis of a
complaint by this department, and then only in an administrative disciplinary setting.

[. Purpose:

This directive is enacted to establish accountability and to control excessive or abusive use of
employee absenteeism privileges within the Bridgeton Police Division.

Il. Policy:

It is reasonable to expect members to be absent occasionally. However, abusive or
excessive use of absenteeism privileges creates legitimate ethical, economic and safety
related issues for employees and citizens alike. Controlling absenteeism is a legitimate
business necessity and a basic management right. In public safety work, controliing
absenteeism is especially important because of the nature of the work and the consistent
need to provide public safety services.

Should substantial evidence suggest that an employee’s reasons for being absent are
suspect, or the employee is excessively absent, management will take reasonable and

appropriate action to correct the problem.

l1l. Definitions:
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ABSENCE WITHOUT LEAVE: Lateness in arriving for duty or failure to report for assigned
duty shall both be considered absence without leave.

ABSENTEEISM: Absenteeism is a condition when a worker is not available for regular
scheduled duties. Some illustrative examples are: vacation, sick leave and
out-of-department training. It encompasses the concept of scheduled and non-scheduled
absences from work.

NON-SCHEDULED ABSENTEEISM: Non-scheduled absenteeism is a practice of a
worker failing to report for work over one or more days, or shifts, when he or she has been
assigned for scheduled work. This includes not being at an expected work location during a
work period, taking excessive periods of time to perform work assignments outside accepted
standards, and also not performing assigned tasks or functions during an assigned work
period. Non-scheduled absenteeism also includes employee tardiness.

ATTENDANCE STANDARDS: Attendance standards are being to work on time, ready
to go to work. Being available for work: being at work station, position or assignment;
available to handle calls or other job functions; as well as being physically and mentally fit for
normal duty.

ESSENTIAL FUNCTION: Fundamental, not marginal, job duties of the employment
position. This includes positions that exist to perform the function, limited numbers of
persons are available to perform the function, or highly specialized functions that require
special expertise or ability to perform the function.

BUSINESS NECESSITY: Business necessity is a practice that is sufficiently compeliing
to override any discriminatory impact. The practice must effectively carry out the business
purpose for the organization and the employer can provide no other acceptable alternative
practice or policy that would better accomplish the practice without discrimination.

SUBSTANTIAL EVIDENCE: Substantial evidence is the level of evidence a
reasonable person needs to support a conclusion. It is this standard or level of evidence that
is appropriate in an administrative setting and will be the Bridgeton Police Division adopted

standard.

EXCESSIVE ABSENTEEISM: Excessive absenteeism includes but is not limited to the
following definition: more than 2 unexcused absences during a quarter.

RED FLAGGED: The status of an employee who during a quarter used more than two
unexcused sick days will be red flagged in the following quarter. The empioyee's red flag is
removed after a quarter with no violation.

V. Procedure:

The purpose of this policy is to establish accountability and control excessive or abusive use
of employee absenteeism privileges within this Division. It is reasonable to expect employees
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to be absent occasionally. Legitimate absenteeism (vacation leave, bereavement leave,
contractual personal days, approved compensation time and training, as examples), usually
scheduled in advance is not a problem. Abusive or excessive uses of absenteeism privileges
create legitimate ethical, economic and safety related issues.

In applying this policy, the Division intends to comply with the requirements of local, state and
federal anti-discrimination laws, personnel laws, administrative civil service regulations or
provisions of any collective bargaining contracts that may exist.

1. Controlling absenteeism is a legitimate business necessity and a basic management
right. In public safety work, controlling absenteeism is especially important because
of the nature of the work and the consistent need to provide public safety services.

a. Business necessity. Public safety work requires a team effort and each member
plays an important part as a member of the team. Unless members are regularly
available for duty, work cannot go on effectively and efficiently. Excessive
absenteeism causes unnecessary increase in official operating expenses.
Members who are excessively absent and unavailable for work, forces others to
carry their load, as well as tie up job opportunities and positions for more available
personnel.

b. All absenteeism affects the effective, efficient and safe operations of this Division.
The nature of public safety work requires a cadre of workers capable and ready to
handle any established or expected service demand by the public. Public safety
personnel have specialized and specific training that cannot be easily replaced or
substituted by other persons. Replacement and substitutions are usually difficult
for management.

c. Each member must maintain a level of availability for work during any regutar
reporting period that is at least that of the unit's calculated average for the

reporting period.
2. Abuse of absenteeism privileges is considered a serious violation of ethical conduct and
a possible violation of criminal law. Falsifying absenteeism reports or using this privilege
falsely or fraudulently will be dealt with in administrative proceedings and when

appropriate, in criminal proceedings.

a. When absenteeism is excessive or creates substantial evidence of abuse,
employees invoived can expect to perform one or more of the following actions:

(1) Cooperate in the development of a performance improvement plan;
(2) Provide a signed fitness for duty report;

(3) Answer completely and truthfully all questions related to any
administrative internal affairs investigation or discipiinary investigation
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that may result;

(4) Face disciplinary measures.

Employees whose absenteeism becomes excessive, and when abuse is not
expected, can expect management to question their fitness for performing the
essential functions of their jobs. Employees can expect to be evaluated for their
fitness for duty in accordance to prescribed policies/directives.

3. Examples: The following are examples of both acceptable absenteeism, and

a.

excessive or abusive absenteeism. While the lists provide ample
illustration of each, one must realize that the lists may not be all
inclusive:

Examples of non-violations:

(9)

Observance of scheduled days off.
Approved bereavement (funeral leave) time.

Time in approved training, special work assignment or educational
assignments, including contractual conference times.

Earned vacation time.

Required military time, as permitted by law.
Personal days used in accordance with policy.
Time off for duty injury.

Time off for approved disability (serious duty injury, pregnancy or cause
provided by federal, state or local discrimination laws).

Use of approved compensation time.

Examples of violations of this policy:

(1)

(2)

Any employee who accrues, uses or realizes more than two unexcused
absences during any quarter. Schedule "D" offense on first occurrence.

Note - proofs of excused absence need to be submitted within one
week of returning to work after the absence. Employees may not

submit provider excuse notes after the initial seven days has elapsed.

All unauthorized absences. Failing to arrive for duty or special
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(10)

assignment. Schedule “B” offense on first occurrence.

Consistently scheduling personal appointments that coincide with
scheduled work time. This would be viewed on the first occurrence as
a Schedule “C” matter.

Failing to attend scheduled training or being absent for any part or any
time period from a scheduled training course without direct approval from
appropriate authority. This would be viewed as a Schedule “B” offense on
the first occurrence.

Time late reporting for duty; habitually unavailable for assignment of
overtime within the scope of contract and policy. Late for duty on the first
instance would be a schedule “D” matter on the first occurrence.
Habitually unavailable for assignment of overtime within the scope of
contract and policy would be a schedule “C” matter on the first occurrence.

Time lost because of reporting for duty unfit or not ready for duty. This
includes mental or physical unfitness, and the failure to bring or wear
necessary equipment or uniform. This would be viewed as a schedule “‘C”
offense on the first occurrence.

Time lost consistently correcting work because such work was not
completed properly the first time. This would be viewed as a schedule ‘D"
matter on the first occurrence.

Time lost in sleeping, loafing or watching TV during restricted times on the
job. This would be viewed as a schedule “C” matter for the first
occurrence.

Time spent consistently conducting personal business on work time. This

would be viewed as a schedule “A” matter on the first offense and may also

subject the employee to criminal charges related to theft.

Time spent correcting deficient work product after receiving notice, oral or

written, to improve. This would be viewed as a schedule “C” matter on the
first occurrence.

(11)  Time spent on unassigned task without an immediate supervisor's

permission. This would be viewed as a schedule “D” matter for the first
occurrence.

(12)  Time spent on extended lunch break or work break after receiving noti

oral or written, to correct. This would be viewed as a schedule “C” matter
for the first occurrence.

ce,
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(13) Time taken because of disability or injuries occurring during off duty
hours, reviewed on case by case basis. This would be viewed as a
schedule “D” matter for the first occurrence.

(14)  Absences of short duration (less than three days) due to alleged
illness that are attached to scheduled days off or other scheduled
absenteeism. This would be viewed as a schedule “C” matter for
the first occurrence.

(15) Consistently using sick leave or personal days within a short period
of time in whieh they were earned. This would be viewed as a
schedule “D” matter on the first occurrence.

(16) Use of sick leave at a rate that consistently leaves the employee
at or near zero (less than fifteen hours). This would be viewed as
a schedule “D” matter on the first occurrence.

(17)  Short-term sick leave (less than twenty hours) consistently
attached to regularly scheduled days off. This would be viewed
as a schedule “C” matter on the first occurrence.

(18) Using accumulated sick leave beyond the maximum limit allowed.
Which will subject the employee to no pay for any sick leave used
with no accumulated time and would be considered Absence Without
Leave (see #4 below) a schedule “A” matter.

(19) Failing to provide a minimum of 2 hours notice prior to calling in sick.
This would be viewed as a schedule “D” matter on the first occurrence.

(20)  Failing to report for duty for five consecutive work days is considered
abandonment of position and employee shall be terminated.

4. Enforcement Guidelines:

a. Progressive discipline shall be used up to and including termination. Note:
absence without leave that exceeds five (5) days is considered to be a
voluntary resignation on the part of the employee {See (20) above.}

b. Each employee shall be eligible to use two unexcused sick days per
quarter without having o supply a note by physician or health care
professional.

5. Additional examples of non-violation absenteeism:

a. Absenteeism due to restricted light duty because of a job related injury provided
the associated time off does not establish a pattern of unapproved time attachment
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with regularly scheduled days off.

b. Sick time used by a member who has a serious iliness or injury to self or
immediate family member shall not be calculated into any pattern so long as such
iliness or injury is documented (with Chief's Office), the nature of the illness or injury

certified by a licensed physician approved by the Division (in compliance with
medical confidentiality policies) and such use is approved by management.

(1) Al such approvals are subject to management audit and change and
intended to be in compliance with the provisions of federal, state and local
discrimination laws.

It is the intent of this directive to convey to members that management respects their
rights to the protection provided them by law. Very important are the rights afforded

through the 1964 Civil Rights Act, the 1990 Americans with Disabilities Act, the 1991

Family Leave and Standards Act and state or local laws and ordinances.

If any employee believes this policy has been improperly or unfairly applied, he or she is
encouraged to discuss the issues with a management authority of their choice. They
should do this free from fear of retaliation. Nothing in this policy is to be construed that
employees are prevented from contacting a representative agency. However, nothing in
this policy is to be construed to mean that employees are not expected to comply with the
principal of “obey now and grieve later.” Employees who choose to do otherwise incur
the additional risk of being charged with insubordination and its subsequent

consequences.

8.

9.

Tracking.

a. Tracking of absences and absenteeism shall be carried out by the Captain of
Police. The information shall be tracked via an excel type program
and printouts shall be made available to unit supervisors for each employee of the

Division.

b. This information shall be tracked based on quarters. During the first
quarter of tracking officers who exceed the 2 unexcused sick days shall be “red
flagged” as in violation of the policy. The unit supervisors upon receiving the nofice
on particular officers shall provide the officers in violation of same and advise them
that during the next quarter they should be able to correct the error.

Home Inspections/Reporting To Desk

a. Officers who are “red flagged” may be visited at their home during hours logged off
as sick.

b. Officers who are “red flagged” and using sick leave will be required to call BPD
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Dispatch with the name and location of their medically required visits when leaving
the home. They shall call BPD Dispatch to report their return to the home.

c. Officers put off work due to duty injury are required to remain at home. If
required to leave the home (due to medical appointments, etc) they shall contact
BPD Dispatch with the name and location of that place. Upon their return to the
home they shall again contact dispatch to report the return.

d. Use of sick leave or duty injury leave shall be viewed as an on duty situation in the
home or medical setting during regularly scheduled shift hours for short term
leaves. It shall not be used by members as a means to have vacations etc. during
the time periods they are meant to be healing. For those on long term leaves they
shall be considered in this status for Monday through Friday 8a-4p.
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CHIEF OF POLICE DIRECTIVE
POLICY AND PROCEDURE

SECTION: |
CHAPTER: 2
REVISION DATE: 1-13-2014

SUBJECT: ADMINISTRATIVE LEAVE / REASSIGNMENT

EFFECTIVE DATE: 1-13-2014
CHIEF OF POLICE:Mark W. Ott

Purpose:

To establish a vehicle beneficial to the organization, and officer/member, in dealing with
outside source allegations, CDR complaints and suspected misconduct. In today's economy
and the increasing caseload placed on this agency through public demand, the practice of
suspending members is not always beneficial to the organization and the city. Often, a prima
facie case does not exist without further investigation into the allegations or charges against a
member. At the same time, this agency must offer protection to the community it serves from
a member or members who may prove to be derelict or corrupt in his or her actions.
Therefore, in cases where prima facie evidence of statutory violation or violation involving
moral turpitude is not readily discernable and where member conduct is not bizarre or
heinous in nature to call for immediate disciplinary suspension, this agency is enacting an
Administrative Leave or Reassignment policy.

Statement:

There are times when a member or group of members may become involved in acts or
omissions where it is appropriate for an immediate suspension, with or without pay, as the
first step in effective dealing with the issue at hand. In other instances, the elements or facts
may not be so clear cut during misconduct allegation investigations, particularly from outside
sources. Itis in these instances of alleged misconduct that members need to be removed
from enforcement duty until a proper investigation or other administrative proceeding can be
accomplished. It is for these cases, needing further investigation or administrative action (or
possibly completion of a preliminary criminal proceeding) to determine culpability and need
for disciplinary action, that this organization is instituting an Administrative Leave or

Reassignment policy.
|.  ADMINISTRATIVE LEAVE OR REASSIGNMENT

Is defined within this agency as a non-disciplinary action, to wit, the removal of a member
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from enforcement duty to duties prescribed by appropriate authority (i.e. A Command Level
Officer//Lieutenant or above).

. USES/DESCRIPTION

Administrative Leave or Reassignment occurs any time a member must be removed from his
regular police enforcement duty functions. This shall remain in effect until such time as a
proper investigation or other administrative proceeding can be made or take place. Usually
the situation will involve a case of suspected misconduct, such as alcohol or drug use,
excessive use of force or being mentally or physically unfit for duty. In such cases, leaving
the member in position would create an unreasonable liability or safety issue for the
organization.

An immediate supervisor can order a relief from duty for a member but must then
immediately report the action to the next higher ranking supervisor in the chain of command.
Incident documents will follow the chain of command to the Chief. The Chief should initiate
an investigation and make a decision within 24 hours of receiving such notice about whether
the relief will continue and for how long. It will be within the Chief’s discretion, based on
allegation content, any criminal charge and available facts to remove a member from
enforcement duty and reassign the member to administrative functions within the agency to
carry out the fact finding procedures or to follow existing legal procedures to move for an
unpaid suspension based on the individual facts and information existing at the time.

Any reassignments made are to be considered a temporary assignment and are not to be
considered as disciplinary actions.

Should the reported or suspected misconduct require an immediate suspension with or
without pay, the member will, upon direction and discretion of the Chief, report to the Chief or
his designee at locations and times ordered by the Chief. The purpose for such direction is
member availability in assisting the furtherance of the fact finding procedures.

Should a member be reassigned to no duty or suspended with pay, that member shall be on
duty status in the home from 0800hrs to 1600hrs Monday through Friday. That member shall
report to the working supervisor via phone at both the beginning of that shift and the end of
that shift and report any comings or goings from the home to the working patrol OIC or as
designated by the Chief of Police. The Supervisor designated as the point of contact for the
reassigned officer shall be the conduit for passing of important information, supplying
subpoena's, eic.

Administrative leave/reassignment may also be used during incidents where in the best
interest of the agency and city, an officer needs {o be reassigned while the Department takes
other actions. This could include but would not be limited to: during the aftermath of an
officer involved shooting.

This policy is not intended to discriminate against members of this organization based on any
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protected class stipulations.
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BRIDGETON POLICE DEPARTMENT
CHIEF OF POLICE DIRECTIVE
POLICY & PROCEDURE

SECTION: |
CHAPTER: 45

SUBJECT: Affirmative Action Plan

Effective Date: September 15th, 2010
Chief of Police: Mark W. Ott

[.  INTRODUCTION

A. The following plan makes recommendations relative to the recruitment of minorities
and women for full-time sworn law enforcement positions in the Bridgeton Police
Department. This marks the first time the department has taken a pro-active
approach to minority hiring by developing an affirmative action plan. Each applicant
shall be provided an equal employment opportunity regardless of race, sex, or any
other protected class status.

1. Nothing in this plan however, shall change the department’'s commitment to
hiring the best available candidate based solely upon the consideration of an
individual candidate’s qualifications.

2. This department will attempt, when feasible, to use alternative hiring programs
such as the Police Assistant Program, the Intergovernmental Transfer
program or by utilizing candidates from a Rice Bill list.

Il. NEED FOR AFFIRMATIVE ACTION

A. The Bridgeton Police Department recognizes the need for an affirmative action plan.
The Department has identified, by the demographic analysis below, a need to
increase the percentage of African American officers, Hispanic officers and female
officers.

B. The Department also recognizes that the process does not end with the development
of a plan. The plan must be evaluated and results analyzed on a regular basis to
insure that the recommendations made are being effective and that the desired
results are being attained.

Ill. DEMOGRAPHIC ANALYSIS
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A. Bridgeton City demographic information (2000 census)

1. Population 22,771
2. Percentage of Caucasians in population 38.9%
3. Percentage of African Americans in population 41.8%
4. Percentage of Hispanics in population 24 5%
5. Percentage of other minority races in population 13.7%
6. Percentage of women in population 43.4%

B. Bridgeton Police Department police officer demographic information for 2010

1. Authorized sworn positions 67

2. Actual number of filled sworn positions 63

3. Percentage of Caucasian officers 86.88%
4. Percentage of African American officers 3.25%
5. Percentage of Hispanic officers 13.11%
6. Percentage of Female officers 6.5%

C. The Bridgeton Police Department applicant information for 2010:

1. The Bridgeton Police Department has not accepted any
applications to date for the year 2010.

D. Bridgeton Police Department hiring results for 2009:
1. Seven candidates were hired in 2009.
a. Three white males
b. Three Hispanic males
¢. One Hispanic female
2. Retained candidates hired during 2009.
a. White males retained — two.
*  One resigned position.
b. Hispanic males retained — zero.
*  One injured during academy — drop out.
* Two hired from Bilingual Spanish list
Dismissed due to failing state DOP

Spanish language test.

c. Hispanic female retained - yes.
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V. 2010 AFFIRMATIVE ACTION GOALS

A. By this plan the Department will establish measurable and reasonable
goals for 2010 and beyond regarding attempts at recruiting through civil
service guidelines more African American, Hispanic and female officers.

1. The Department will take lawful steps to increase the pool of
retained African American officers to 15% within 3 years.

2. The Department will take lawful steps to increase the pool of
retained Hispanic officers to 15% within 3 years.

3. The Department will take lawful steps to increase the pool of
retained Female officers to 15% within 3 years.

B. The Department will continue to hire the best available candidate, regardless of
gender, race, religious, ethnic or other form of protected class status. This will
be done in a manner which best suits a fair and equitable process as possible
under hiring guidelines established by the civil service rules and regulations.

C. The Executive Officer will prepare an annual report regarding action taken in
conjunction with the Affirmative Action Plan and the results of the action taken.
The report will be filed as part of the Department’s annual report to the Appropriate
Authority.
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BRIDGETON POLICE DEPARTMENT
Chief of Police Directive
POLICY AND PROCEDURE

SECTION: |
CHAPTER: 13.1
REVISION DATE

SUBJECT: BRIDGETON P.D. AWARDS PROGRAM

EFFECTIVE DATE: 3-11-2010
CHIEF OF POLICE:MARKW. OTT

PURPOSE:

The purpose of this directive is to identify the types of awards issued by the Department and
as generally as possible set forth the circumstances that would qualify an individual to receive
one.

POLICY:

It shall be the policy of the Bridgeton P.D. to issue appropriate awards to individuals as based
on an examination of the totality of the circumstances involved in the particular case in

question.
The following is a listing of Bridgeton P.D. awards and their respective qualifications:
RIGHT BREAST AWARDS:
In order of importance;
MEDAL OF HONOR - Awarded for an outstanding act in the line of duty,
which placed the individual at imminent personal

hazard of life, with full knowledge of the risk involved.

PURPLE HEART - Awarded for a wound received in the line of duty,
MEDAL inflicted by an armed adversary, resulting in

severe puncture wounds, lacerations, fractures

or concussion or wounds requiring in depth

surgical repairs to the nominee.

MEDAL OF VALOR - Awarded for an outstanding act of bravery in
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the line of duty which meets some but
not all of the requirements for the Medal
of Honor.

RIGHT BREAST ACCOMPLISHMENT DEVICES:

FIREARMS INSTRUCTOR -  Awarded to officers who have been
to advanced schooling for firearms
instruction.

DISTINGUISHED PISTOL - Awarded to officers who achieve a
EXPERT combined score of spring/fall
qualifications 98% during a calendar
year.

PISTOL EXPERT - Awarded to officers who achieve a
combined score of spring/fall
qualifications 90% during a calendar
year.

LEFT BREAST AWARDS:
In order of importance;,

COMBAT CROSS - Awarded for an individual act of heroism,
at imminent personal hazard of life, in
combat with an armed adversary.

MERITORIOUS SERVICE - Awarded for a highly unusual accomplishment,
under adverse conditions, with some degree
of hazard to life or limb to the nominee or
where death or injury to a third party is
prevented.

LIFE SAVING MEDAL - Awarded for an act performed in the line of
duty which, through disregard to personal
safety or prompt and alert action, results in
saving a life.

EXCEPTIONAL DUTY -  Awarded for a highly creditable accomplishment
MEDAL bringing acclaim to himself, his department

or the police profession, as a result of

training, devotion to duty or service to the

public.
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HONORABLE SERVICE - Awarded for a creditable act in the line of duty
MEDAL which meets some but not all, of the

requirements for other medals. Unusual

accomplishment or initiative.

NEGOTIATORS MEDAL - Awarded for a notable act of negotiations that
ends a hostage or suicidal situation without

injury to any party.

COMMUNITY POLICING - Awarded for a notable contribution or particular
MEDAL dedication to the community through the
role of police employee.

GOOD CONDUCT MEDAL -  Awarded for service during a year without
suspension. An officer receiving a suspension
is ineligible to receive or wear this medal
until one year without suspension has p
assed.

K9 MEDAL - Awarded for a notable act involving a K9
officer and his partner.

FIREARM/NARCOTICS - Awarded for a notable act involving the
ENFORCEMENT MEDAL arrest of an individual or individuals
who possess either firearm or narcotics.

EDUCATIONAL - Awarded to an officer who achieves 60
ACHIEVEMENT MEDAL or more college credits or graduates
the FBI National Academy.

UNIT CITATION MEDAL - Awarded to a group of officers who work

together and accomplish a significant
or notable police action.

MILITARY SERVICE PIN - Awarded to an officer who had been
honorably discharged from the Armed
Forces or US Coast Gaurd.

MULTIPLE MEDALS IDENTIFIERS:

STAR - One star affixed to any medal indicates
second award.

Two stars affixed to any medal indicates
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third award.

ACORN - One acorn affixed to any medal indicates
fourth award.

Two acorns affixed to any medal indicates
fifth award.

OAK LEAVES - One oak leaf cluster affixed to any medal
indicates sixth award.

Two oak leaf clusters affixed to any medal
indicates seventh award.

MALTESE CROSS - One maltese cross affixed to any medal
indicates 8th award. Two maltese crosses
affixed to any medal indicates 9th award.

MULTIPLES IN EXCESS OF NINE PER MEDAL WILL NOT BE RECOGNIZED
ON THE UNIFORM BUT BY PERSONNEL FILE ALONE.
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BRIDGETON POLICE DEPARTMENT
CHIEF OF POLICE DIRECTIVE
POLICY AND PROCEDURE

SECTION: |
CHAPTER: 3
REVISION DATE: 1-16-2014

SUBJECT: CARE OF DEPARTMENT PROPERTY

EFFECTIVE DATE: 1-16-2014
CHIEF OF POLICE:Mark W. Ott

PURPOSE:

To establish clear guidelines on how Bridgeton Police Department property is to be treated by
City of Bridgeton employees. Employees must understand that the property owned by the
City is the property of the City and the City maintains exclusive control over all the property
that it owns.

Everyone must understand that all City property remains as such and that any alterations,
changes, damage or etc. may affect some future public auction results or render the
equipment useless or ineffective for continued proper service.

POLICY:

|, BUILDINGS

Members and employees will not mar, mark, deface, reconstruct, deconstruct, dismantle,
attach or otherwise alter any Department building or satellite office, whether owned, leased or
rented by the City of Bridgeton.

Note - The term "Buildings" for this policy will include all City owned structures, grounds,
vehicles and equipment.

Il. BULLETIN BOARDS:
a. CITY OR POLICE DEPARTMENT BULLETIN BOARDS

All bulletin boards with the exception of authorized Union bulletin boards are the
property of the City of Bridgeton and the City retains all rights at what, when, how
and why things are posted on it's bulletin boards. Employees should consult with
the Chief of Police and gain permission before posting anything on a City or
Department Bulietin Boards.
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b. AUTHORIZED BULLETIN BOARDS NON-CITY OWNED

Each of the three unions (PBA/SOA/C18) may at their own expense obtain

and fasten a bulletin board to an approved wall area of the Police Department

so long as it conforms to neat appearance standards, appropriate size and
configuration so as not to interfere with safe movement or clash with new building
color patterns. The bulletin board may be of the type that can be secured by
locking mechanism. Union bulletin boards may only be hung in an approved area
at the Union’s cost. These boards shall be controlled by the individual union
presidents or their designee.

c. PROHIBITIONS

No union nor any of its members may post comments/images/or other materials
that would be violation of any City rule, regulation, directive or policy.

I FURNISHINGS AND EQUIPMENT

Members and employees will not mar, mark, deface, reconstruct, deconstruct, dismantle,
attach or otherwise alter any Department equipment or furnishings. Members and
employees wishing to make some form of improvement or alteration to existing furnishings or
equipment of any kind must first seek approval from appropriate authority (ie Lieutenant or
above).

IV. POSTINGS, NOTICES AND ANNOUNCEMENTS

Members and employees will not post any material on any wall, locker, desk or any other
surface in the Department building without authorization from appropriate authority (ie
Lieutenant or above).

Note - background photos/screen savers on workstation computers are to be of the Bridgeton
Police Department patch and not personalized by individual workers.

V. HOSTILE WORK ENVIRONMENT

No member shall post any material or images or other rendition of anything that couid be
construed as offensive or bias in nature.

No member shall post any material of a non-police related matter. Postings shall be for
official police business only. The only exception to this would be posting of family type photos
or public figures or icons of America that are in good taste. These photos or
images/materials shall only be affixed to the cloth covered pegboard portion of an employees
assigned workstation or on the interior surface of an assigned locker door.

Refer to Harassment in the Workplace Policy for further information.



( DEPARTMENT ORDER ) Page #:

Order #:1.3 Date: 01/16/2014
Category: DEPARTMENT ORDERS
Title: CARE OF DEPARTMENT BUILDINGS/ PROPERTY

VI. LOCKERS, DESKS AND OTHER STORAGE AREAS/EQUIPMENT

Members assigned a locker, desk or storage area or equipment shall understand that the
lockers are the property of the Department and City of Bridgeton and therefore subject to
entry and or inspection at all times. The City makes these lockers, desks and other storage
areas or equipment available to employees for their work needs and not for personal use.

Every locker, desk or other storage area/equipment must have a copy of the lock key or
combination on file in the Chief’s office (stored in personnel folder) so that Police or City
Management can open the locker, desk or other storage area/equipment.

The only permitted alterations or additions to Department lockers are the installation of the
door storage device called “Locker Dawg” or “Locker Organizer”, which is a nylon hanging
device intended to be secured to the inside of the locker via tape or metal rod.

Locker rooms will be kept clean and all equipment controlled by an employee or member
shall remain secured inside their locker. No one is permitted to hang items outside of the
lockers, store items on top of lockers or on the floor of the locker room. No footwear may be
stored on the floor, on top of lockers or anywhere outside of the lockers.

It is recommended that any officer wishing to store footwear inside a locker obtain some form
of deodorizer (ie small bags of cedar chips/etc — to place inside the footgear stored inside
lockers).

No member or employee is permitted to post or affix any item, image, writing to the exterior of
any locker or any surface of the locker room.

Members or employees with lockers may affix personal or family photographs or images of

non-hostile, non-pornographic or of a suggestive nature on the interior of their lockers. The
manner of hanging should not be permanent (ie leave the locker scarred or damaged).

No pornographic or biased materials (not being held as evidence through normal evidentiary
storage methods/procedures) may be stored anywhere inside of any Department building or
storage device of any kind.

This section also applies to all electronic equipment as well (ie computers, hard drives, efc).

The term focker room includes adjacent changing, washing and toilet areas.

VIl. KEYS

Members or employees issued keys to Department buildings, vehicles and equipment are
responsible for that equipment and shall be held liable for replacement costs if lost or
damaged.
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Members or employees losing control of keys to Department buildings must report that loss
to their supervisor immediately upon discovery of the loss. That working supervisor must
make contact with the officer in charge of electronic and metallic key security (Admin.
Bureau) as soon as possible to avoid security breaches of Police Department facilities.

It is the responsibility of members and employees issued vehicle keys to return them to their
proper place prior to securing for the day. Should an officer neglect to return a key and must
be called to return same that responsibility falls on the officer and no overtime shall be
awarded for returning the key.

Members or employees may, at their own expense, obtain copies of keys to vehicle which
they are normally assigned. Upon separation from service the officer, must however,
surrender those keys to the Department.

VIII.CLEANLINESS

Members and employees given access to work spaces, areas and equipment are expected
to maintain the neat appearance of same. This would include making certain all trash is
properly placed in the appropriate trash bin or container (overflowing containers are emptied
into available exterior trash receptacles).

Vehicles shall not be left with cups, bottles, papers, wrappers, etc. littering the interior or trunk
areas of vehicles. This shall include the neat and organized storage of police equipment in
vehicles.

Members and employees are expected to take care of any spills they may inadvertently
cause along floors throughout the building or vehicle.

Members and employees are expected to maintain their assigned work spaces in a neat,
clean and orderly fashion, ensuring that sensitive documents or items of non-sensitive nature

are not left behind (are properly destroyed).

Any permitted refrigeration device is to be kept clean and inspected by working supervisors

on a daily basis. On every Sunday night shift the working supervisor shall inspect the break
room refrigerator and remove or cause to be removed any and all items stored there that are
not accounted for by working personnel. Monday morning the working supervisor shall make

certain that this was carried out.

All personnel are expected to cooperate in keeping the break room clean, neat and
conducive to good health by participating in clean up, discarding abandoned items, efc.

[X. VIOLATIONS

Any violation of this policy will be handled on a case by case basis involving the severity and
type of activity involved through progressive discipiine.
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BRIDGETON POLICE DEPARTMENT
Chief of Police Directive
POLICY AND PROCEDURE

SECTION: |

CHAPTER: 13.2

SUBJECT: NEW SUMMER CLASS B SHIRT SPECIFICATIONS
EFFECTIVE DATE: May 1st, 2010

CHIEF OF POLICE:MARKW. OTT

MODIFIED: May 7th, 2010

PURPOSE:

The purpose of this order is to allow officers at their own expense to acquire and wear a
more suitable shirt for hot weather wear.

The secondary purpose of this order is to provide specifications for those shirts.

POLICY:
For those officers wishing to purchase, at their own expense, polo style shirts for wear during
the periods of "Summer Uniform" they may do so, and wear same, so long as their entire

work group is likewise outfitted with the same shirt.

The term "Work Group" from above may be defined as particular squad (1-4) or team (A or
B).

SPECIFICATIONS:
These specifications provide for the description of the only authorized version of shirt:

MANUFACTURER: ELBECO

MODEL: UFX 100%Polyester
COLOR: DARK NAVY
ACCOUTREMENTS:

Patrol Officer: 1. Small Bridgeton PD patch on right shoulder
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1/2 inch below shoulder seam.

2. Normal cloth badge centered on left chest.

3. Centered under badge in gray thread matching
badge color, badge number in 1/2 inch high lettering.

Police Sergeant. 1. Small Bridgeton PD patch on right shoulder 1/2

inch below shoulder seam.

2. Sergeants chevrons centered on collar tips of
shirt collars.
PD patch on right arm.

3. Normal cloth badge centered on left chest.

4. Centered under badge in gold thread matching
badge color, badge number in 1/2 inch high lettering.

Police Lt & Above: 1. Small Bridgeton PD patch on right shoulder 1/2 inch

below shoulder seam.

2. Rank insignia on 1.5 squares on both shoulders 1
inch past the sleeve seam, color to match BPD Patch
gold.

3. Normal cloth badge centered on left chest.

4. Centered under badge in gold thread matching
badge color, badge number in 1/2 inch high lettering.
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BRIDGETON POLICE DEPARTMENT
CHIEF OF POLICE DIRECTIVE
POLICY & PROCEDURE

SECTION: |
CHAPTER: 49

SUBJECT: BODY ARMOR

EFFECTIVE DATE: April 1, 2012
CHIEF OF POLICE:MARK W. OTT

The written directives developed by the Bridgeton Police Department are for internal use only,
and do not enlarge an officer’s civil or criminal liability in any way. They should not be
construed as the creation of a higher standard of safety or care in an evidentiary sense, with
respect to third party claims. Violations of written directives can only be the basis of a
complaint by this department, and then only in an administrative disciplinary setting.

[:149-1 PURPOSE

The purpose of this policy is to provide law enforcement officers with guidelines for the proper
use and care of body armor.

1:149-2 POLICY

It is the policy of this department to maximize officer safety through the use of body armor in
combination with prescribed safety procedures. While body armor provides a significant level
of protection, it is not a substitute for the observance of officer safety procedures.

[:49-3 DEFINITIONS

Field Activities: Duty assignments and/or tasks that place or could reasonably be expected to
place officers in situations where they would be required to act in enforcement rather than
administrative or support capacities.

l:49-4 PROCEDURES
A. Issuance of Body Armor

1. All body armor issued must comply with protective and related
requirements prescribed under current standards of the National
institute of Justice.
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2.

All officers shall be issued department-approved body armor.

Body armor that is worn or damaged shall be replaced by this
department. Body armor that must be replaced due to misuse
or abuse by the officer shall be paid for by the officer.

B. Use of Body Armor

Officers shall wear only department-approved body armor.

Officers that are assigned to a uniformed function and non-uniformed
sworn officers are required to wear body armor while engaged in field
activities both on duty and during off duty employment unless they
are exempt, as follows:

a. When a licensed physician determines that an officer has a
medical condition that would preclude the wearing body armor;

b. When the officer is involved in undercover or plain clothes work
that a supervisor determines could be compromised by the
wearing of body armor; or

c. When the department determines that circumstances make
it inappropriate to mandate wearing body armor.

C. Inspections of Body Armor

1.

Supervisors shall be responsible for ensuring that body armor is worn
and maintained as required by this policy through routine observation
and periodic inspections.

Annual inspections of body armor shall be conducted for fit, cleanliness,
signs of damage, abuse and wear.

D. Care, Maintenance and Replacement of Body Armor

1.

Officers shall routinely inspect personal body armor for signs of damage
and for general cleanliness.

As dirt and perspiration may erode baliistic panels, each officer shall be
responsible for cleaning personal body armor in accordance with the
manufacturer’s instructions.

Officers are responsible for the proper storage, maintenance and care
of body armor in accordance with manufacturer’s instructions.
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4. Officers are responsible for reporting damage or excessive wear to the
ballistic panels or cover to their supervisor.

5. Body armor will be replaced in accordance with guidelines and protocols
established by the National Institute of Justice and current contract
agreements.

E. Training
1. The training officer shall be responsible for:

a. Monitoring technological advances in the body armor industry
that may necessitate a change in body armor.

b. Assessing weapons and ammunition currently in use and the
suitability of approved body armor to protect against those
threats.

c. Providing training programs that demonstrate body armor's
stopping power under actual firing conditions and that emphasize
its safe and proper use.

d. Maintaining statistics on incidents where armor has or has not
protected officers from harm, including traffic accidents.
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BRIDGETON POLICE DEPARTMENT
POLICY AND PROCEDURE

SECTION: I
CHAPTER: 5
SUBJECT: DISPATCHING AND COMMUNICATIONS CENTER

EFFECTIVE DATE: January 27th, 2014
REVISION DATE: January 24th, 2014

CHIEF OF POLICE:MARK W. OTT

ACCREDITATION STANDARD(S): 81.2.1; 81.2.2; 81.2.3; 81.2.4; 81.2.8; 81.2.12; 81.2.14;
81.3.2

THIS POLICY SUPERCEDES AND INCORPORATES PREVIOUS DIRECTIVE 1.40 -
DISPATCH FUNCTION; EFFECTIVE 11/01/2008

The written directives developed by the Bridgeton Police Department are for internal use only,
and do not enlarge an officer’s civil or criminal liability in any way. They should not be
construed as the creation of a higher standard of safety or care in an evidentiary sense, with
respect to third party claims. Violations of written directives can only be the basis of a
complaint by this department, and then only in an administrative disciplinary setting.

1:40-1 PURPOSE

The purpose of this policy is to establish measures of standards and performance which
are necessary for the effective and efficient operation of this department. This policy also
serves to ensure that a measure of safety and security to law enforcement officers and the
public is in place through the establishment of equipment and system requirements, as well
as, by operational and procedural requirements and guidelines.

1:140-2 POLICY

The basic function of the Communications Center is to satisfy the immediate information
needs of the law enforcement agency in the course of its normal, daily activities and during
emergencies. ltis the latter situation that places the greatest demands upon the
communications center and tests the capability of the center to fulfill its functions.

The communications center conveys information from the pubiic to the law enforcement
agency through communications personnel (hereinafter referred to as dispatchers), to the
officer who responds to the call for assistance, to other law enforcement and public services
agencies, and to information storage faciliies. Each system’s component measures the
agency's capability to respond to the needs of the community.
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I:140-3 PROCEDURE

. Administration

A.

The Patrol Bureau Commander(s) shall be responsible for administering the
communications section.

The communications center shall be operated in accordance with the Federal
Communications Commission (FCC) and New Jersey procedures and
requirements.

1.

It shall be the responsibility of the Patrol Bureau Commander(s) to ensure
that the Federal Communication Commission’s procedures and
requirements are followed.

All appropriate Federal Communications Commission documents shall
be accessible to the dispatchers.

II. Operations

A. The Communications Center shall be equipped with manuals on the operations

or activities in the communications center.

B. The dispatcher shall have immediate access to the following departmental
resources;

The duty Patrol Bureau Commander, shift sergeant or officer in
charge.

A duty roster of all personnel.

The telephone numbers of every agency member. (Telephone numbers
shall not be given to any person(s) that are not an active member of the
police department)

A phone list of extensions for all employees within the building.

A mechanism via computer aided dispatch to know the status of officers
assigned to duty.

When someone calls police headquarters for an employee and that
employee is off or out of the building, the dispatcher shall take a
message or forward the call to voice mail.
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a.

When a civilian arrives at headquarters and requests to
speak to an officer or a superior officer, the dispatcher shall
notify the requested officer. The dispatcher will advise the
civilian that the officer was contacted and relay any message
or have them await the employee’s arrival.

When a civilian arrives at headquarters and requests to speak
to an officer and the officer is not on duty, the civilian should be
advised of the officer’s status and provide, if requested, when
the officer is scheduled to return to work, but should offer
services of another officer to ensure swift customer service.

7. Cellular phone

a.

Department cellular phones shall be utilized when contacting
the Chief, Division Commanders or anyone else with a
department cell phone as needed after normal business hours.

The telephone numbers shall be located in the communications
center.

8. Written procedures and phone numbers to procure emergency and
necessary external services to include, but not limited to the following;

g.

Heating and Air conditioning
Locksmith

Animal Control

Fire Department

Rescue Squad

Other service organizations that might be required during
non-business hours.

Generator/electrical problems

C. The dispatcher shall have immediate access to Emergency Medical Dispatch
Guide cards located in the communications center computer system.

D. When an attack warning test is received by the dispatcher via telephone, the
following information shall be completed on the post card and mailed to the
Cumberland County Office of Emergency Management.



( DEPARTMENT ORDER ) Page #:

Order #: 1.5 Date: 01/27/2014
Category: DEPARTMENT ORDERS
Title: DISPATCHING AND COMMUNICATIONS CENTER

1. Date received

2. Time received

3. Operator number and signature
4. Supervisor who was notified

E. The dispatcher is never to discuss a police reported incident with anyone calling
police headquarters for information. The call should be referred immediately to
the Shift Supervisor.

F. The dispatcher should never release information to the public or the news media.
Any non-law enforcement person(s) requesting information concerning department
activities shall be directed to the Chief of Police. Press releases shall only be
provided by the Chief of Police or his designee as described in Policy #1.22
and #1.22.1 — Press Releases. This also applies to a person coming into
headquarters requesting information. Dispatchers are not authorized to answer
questions regarding law enforcement matters.

G. The dispatcher shall determine whether a call for service is of an emergency
or non-emergency situation and send officers to the call based on that
determination. If in doubt, the dispatcher should immediately notify the shift
supervisor for guidance.

H. The dispatcher shall advise the caller of the agency’s response or lack thereof
and should provide referrals to other agencies as the circumstances warrant.

| The dispatcher shall immediately notify an officer in charge when a serious crime
has been committed and reported.

J. A dispatcher shall always be cognizant of the activities on his/her shift, as well
as the preceding shifts.

1. The dispatcher shall be responsible for communicating pertinent
information that may be needed by later shifts tothe oncoming

dispatcher(s).

2. No notes or papers are to be placed on the communications equipment
or console at any time.

K. The dispatcher shall be responsible for teletype communications

1. All outgoing teletype messages shall be entered into the teletype log.
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The CAD system shall be used for referencing the teletype message

The dispatcher and the shift supervisor shall be responsible to review
all incoming teletype messages directed to the agency.

The shift supervisor shall forward all incoming teletype messages to the
Patrol Bureau Commander for review.

L. The dispatcher shall dispatch the appropriate patrol and support units when an
alarm is received.

1.

Officers dispatched to an alarm call shall acknowledge and shall indicate
their response.

2. Officers shall advise if the call is a false alarm.

M. The dispatcher on duty shall maintain security for the communications center,
as follows;

The communications center must be kept clear of personnel that are
not directly responsible for its operation. This is necessary to eliminate
noise, confusion and control of equipment.

The only authorized personnel to be in the communications center
are the dispatchers assigned to that specific shift, shift supervisors
on duty or personnel with special approval through permission of
the shift supervisor.

The only exception to this section would be an emergency basis,
wherein the dispatcher on duty requests assistance in the operation
of the communications center, and this shall be for emergencies
and breaks only. The personnel of the department shall utilize the
areas designated for coffee breaks, reports, meetings, etc. The
communications center does not fit any of these categories.

No one is to be allowed access to the main section of the police
department without first contacting the party they wish to obtain
clearance. This includes relatives and retired officers. This does
not apply to the person(s) that are in charge of building
maintenance.

It shall be the responsibility of the dispatcher to maintain the
communications center in a neat and orderly manner. The
following guidelines are to be followed;

(1) Equipment, including chairs, computer, filing cabinets,
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waste baskets, terminals, etc, are not to be relocated,
removed or added to the communications center, unless
specifically authorized by the Chief of Police or his
designee.

(2) Food and nonaicoholic beverages may be consumed in
the communications center by dispatchers only.

(3) Coolers, purses, non-departmental books or briefcases
are to be kept out of the public view.

(4) Personnel working in the dispatch center shall not carry
and/or utilize a personal cellular telephone while in the
dispatch center.

No member of any department is to enter the communications center to
use any equipment assigned for communications purposes, unless the
member is filling in for an absent dispatcher or assisting in an emergent
situation. This shall only be done after the member has been properly
trained in the use of such equipment.

N. The dispatcher shall have a good working knowledge in the following areas;

9,

Directives/Policy & Procedures/Rules & Regulations
9-1-1

CJIS (including NCIC 2000)

CAD

AOCTELE (including DV central registry)

Radio Console and Procedures

Equipment

Records and files

City activities and events

10. Apartment complex tenant lists/ban information

11. Drug Offender Restraining Orders

O. All personnel will completely familiarize themselves with all agencies served
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by or connected with the communications center, which includes fire, road,
water/sewer, hospitals, ambulances, animal control, zoning enforcement, etc.

P. The communications center shall disseminate to all police personnel any
pertinent information from surrounding jurisdictions, i.e. Stolen Vehicle.

1. Incident information collected from other jurisdictions.
2. Incident information from the City of Bridgeton.

a. Allinformation shall be forwarded to surrounding communities
via teletype or telephone.

b. The dispatcher shall enter all information into the NCIC computer
format.

Q. The dispatcher shall not be responsible to deliver emergency messages via
telephone.

1. Notification shall be made to the Patrol Bureau Commander or the
shift supervisor.

2. The Patrol Bureau Commander or shift supervisor shall deliver the
message in person.

3. Emergency messages are defined as related to this subsection:
a. Death Notification (Follow directive 11.10)
b. lliness or serious injury in the family.
c. Contact requesting law enforcement agency.
R. When a dispatcher receives a call or is visited by a victim, witness, or
complainant, the dispatcher will properly obtain all information so that

they may disseminate the nature of the call and to be able to determine
whether an emergency or non-emergency response is required.

1. Provide general information when no foliow-up to any other agency
IS necessary.
2. Dispatch the appropriate response or refer the call for officer follow-up.

3. Advise the calling party of the agency response or other protocol
including direct police intervention and or referral to other agencies.
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S. When a dispatcher receives a call, the dispatcher shall prioritize the call for
service according to the estimated risk level. The following is a listing of the
highest priority calls for service:

1.

10.

11.

12.

13.

14.

15.

Officer needs assistance (violent conditions involved);
Any call where the life of another is in immediate danger,;
911 Hang-up calls;

Crime in progress;

Hostage /Barricaded suspect;

Domestic violence calls;

Shots fired;

Assaults and aggravated assaults;

Motor vehicle crashes with injury;

Weapon calls;

Robbery and armed robbery;

Burglary;

Alarms;

Structural fires;

Any call where the caller is facing violence or potentially facing violence.

T. When a dispatcher receives an emergency call which was inappropriately routed,
or was misdirected to this agency instead of the appropriate emergency service
agency, the dispatcher shall relay the information to the appropriate emergency
service agency.

The dispatcher, when possibie shall transfer the call to the appropriate
agency.

The dispatcher shall remain on the line until the dispatcher from that
agency answers the call.
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Il. Facilities and Equipment
A. The following backup resources shall be utilized by the communications center.
1. Secondary handsets for all telephone lines.

2. Emergency generator for continued operation in the event of failure of
the primary power.

B. The communications center shall be supplied with a listing of emergency services
agencies’ telephone numbers.

C. The communications center shall be equipped with a map detailing this agency’s
service area.

D. The communications center shall be operated 24 hours a day, seven days a week
to provide continuous two-way radio and telephone access capabilities between the
communications center, officers on duty and calls for service.

Hours for the shifts are as follows:
1. Day Shift 0700-1900 hours
2. Night Shift 1900-0700 hours
3. Mid shift ~ 1400-0200 hours

a. The dispatcher shall not leave his/her post unless a qualified
replacement is available.

b. There shall be an additional dispatcher working the mid shift
as listed above to provide for maximum coverage during
periods of heightened activity and calls for service when available.

E. The agency's radio system shall be inspected annually by the communications
service company to ascertain if the radio system is providing adequate coverage
for the city.

F. The Communications center shall be equipped with a base station capable of
two-way operation with both multi-channeled portable and mobile units on a joint
public safety frequency, SPEN- State Police Emergency Network Radio System

G. The communications center shall have the information for obtaining emergency
repairs of critical equipment in the communication center and shall report any
malfunction or need of supplies to the Administrative Bureau Commander.
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H. The communications center shall be equipped with administrative telephone trunk
lines.

1.

It shall be the responsibility of the Administrative Bureau Commander to
conduct periodic telephone line load studies.

The telephone line load study shall assist the Administrative Bureau
Commander in determining whether additional phone lines are needed
to handle the volume of incoming telephone calls.

The telephone line load study shall be forwarded to the Chief of Police
for inclusion in the police department’s annual report.

I. The communications center shall be equipped with a telephone and digital
audio recording system capable of immediate and future playback of both
recorded telephone messages and radio conversations while maintaining
continuous recording of incoming messages.

Each dispatcher on their respective tours of duty will utilize the instant
playback component located at each console.

The Administrative Bureau Commander or his/her designee shall maintain
the data storage along with the recording system.

It will be the responsibility of the Administrative Division Commander to
ensure that the recording system is functioning properly.

J.  Preservation of recorded telephone/radio calls

1.

All recordings shall be retained for at least thirty days.

K. Preserving telephone/radio calls

The conversation on the recording system is to be transferred by the
Administrative Bureau Commander or his/her designee onto a DVD/CD
when an incident occurs that requires preserving or is requested.

The DVD/CD is to be labeled as follows:

a. Case Number
b. Date

c. Time

d. Officer's Initials

3. When the recording in question might be used in any court proceeding
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L.

or disciplinary action, the Administrative Bureau Commander or his/her
designee shall enter the recording into evidence.

Destruction of preserved DVD/CD

1. The destruction of a preserved DVD/CD recording shall be followed
according to department policy #I11.5 — Property and Evidence Procedures.

IV. Fire Alarm System

A. The communications center shall be equipped with a fire alarm system.
V. Training
A. Any and all personnel being considered for assignment as a dispatcher must
satisfactorily perform the following:

1. Serve a period of training and familiarization while under the constant
supervision of a qualified and established training dispatcher, under the
Dispatcher Training Program (Policy #1.5.1).

B. The following emergency call taking training requirements must be met:

1. New Communications Operators:

a. 40 hour communications course and/or on the job training
b. The dispatcher/call-taker certification record shall be filed with
the employee’s personnel training file.
C. CAD Training
D. CJIS Training

V1. Police Radio Operation

A

All Personnel shall have constant access to radio communications while on duty
assignments.

When an officer needs to contact the communications center, he/she shall identify
himself/herself and await a reply from the dispatcher.

When dispatch needs to contact an officer, the dispatcher shall call the officer and
await a reply from that officer. It is the responsibility of every officer to acknowledge
each dispatch communicated via police radio at said officer(s).
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1. This is extremely important, as the Dispatch Center is the organizational
center for all police related activities;

2. Dispatched calls from the Dispatch Center are to be viewed as direct orders
and shall be acted upon appropriately, unless countermanded by a competent
authority as based on specific circumstances.

D. Officers shall contact dispatch to update any CAD entries and to advise of any
assistance which they may require.

E. When officers are conducting active investigations, they shall communicate in the
following manner:

1. Communicate over the police radio to the dispatch center or to other officers
the important and/or necessary information; or

2. Communicate via personal or departmental cellular telephone to the dispatch
center main lines.

a. Officers shall not make direct, personal cellular telephone to personal
cellular telephone contact with other officers or department members
concerning the investigation.

3. Members of the Investigations Bureau may, when making confidential
communications, bypass the need for having information shared in this way,
but shall consider the nature of the communication and whether or not it
needs to be shared with police dispatch and/or officers when doing so.

4. Covert investigations or exchanging information on crimes in progress,
officers may:

a. Communicate directly with other officers from cellular telephone to
cellular telephone, but must keep the Dispatch Center advised of
activities by making contact with them via the Dispatch Center
main telephone lines or by police radio.

F. Officers shall advise dispatch of all self-initiated activity to include, but not limited

to:

1. meal breaks;

2. personal relief;

3. fuel;

4. vehicle maintenance/DPW,

5. any other circumstance which makes them unavailable for service or

which would cause a delay in service.
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VII.

G.

All personnel are required to indicate their status, location, nature of the call,
assignment, assigned area of responsibility, or advisement when out of service.
The dispatcher shall record the information provided in the CAD.

The following method shall be used to identify officers during radio transmissions:
1. Officer's vehicle number or radio number
Communications with interacting agencies shall be managed as follows:

1. Communications with other police agencies shall be through the State
Police Emergency Network (SPEN) and/or County Radio Channels.

All personnel shall use the appropriate radio codes and phonetic alphabet.
All personnel will communicate on the radio in the following manner:

Professional transmissions

All acknowledgements will be verbal (no clicking)

No profanity will be used

Acknowledge calls giving your vehicle or radio number
Audible voice (no clipping)

Proper enunciation

Use of proper radio codes

N oo =

Police Radio Malfunctions

A

A test count will be requested from the dispatcher if radio malfunction is
suspected.

If a radio malfunction is discovered, it is to be reported immediately by
telephone to the communications center and the shift supervisor. A CAD
should be struck documenting the issue and noting who was contacted
in regards to the radio failure.

Relaying of messages from poor transmitting locations to other vehicles
on the system shall be accomplished when necessary. If you encounter
a weak transmission in the City, the following suggestions will assist you:
1. 1f wearing a jacket, have the portable antenna exposed

2. If all else fails, use your car radio

Officers shall operate the mobile radios on channel 1.

Portable radios operate the same as the mobile radios.



Order #:1.5

( DEPARTMENT ORDER ) Page #:

Date: 01/27/2014

Category: DEPARTMENT ORDERS
Title: DISPATCHING AND COMMUNICATIONS CENTER

14

VIIl.Police Radio Protocol

A. The following shall be the standard radio procedures:

3.

4

Dispatched call
a. “District 7 to Vehicle Number” or “Radio Number”
b. Police response: “Vehicle Number” or “Radio Number”

c. Dispatcher: “Vehicle Number” or “Radio Number”
respond to (location) for a (nature of call)

Motor vehicle Stops
a. Officer: “Vehicle or Radio Number to 77
b. Dispatcher: “Vehicle or Radio Number go ahead”

c. Officer: Location, plate, vehicle description, number of
occupants, etc

d. Dispatcher: “Copy and time of stop”

Suspicious Persons

a. Officer: “Vehicle or Radio Number to 77

b. Dispatcher: “Vehicle or Radio Number go ahead”

c. Officer: Give location and description

d. Dispatcher: “Copy and time of incident”

Miscellaneous Broadcast/Police Information

a. Dispatcher: “District 7 to all units, prepare to copy
(nature of call, missing person, etc), authority (list town
where incident occurred)

b. Wait approximately 15 seconds

c. Give information slowly so information can be copied.

d. All units shall acknowledge “received”.
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X1

XIl.

XHl.

XIV.

e. The dispatcher will acknowledge that all units received and
the time when all units have acknowledged.

f.  If individual officers do not acknowledge, the dispatcher will
call them by vehicle or radio number to seek acknowledgment.

Fire and First Aid Squad Radio Operations

A. All Fire Department Vehicle and First Aid Vehicles are dispatched by
Cumberland County Police Radio.

Registration of equipment and personnel

A. All radio equipment capable of being used for two-way communications
shall be approved for use by the Chief of Police or his designee.

B. Radio identification numbers shall be maintained at the communications center.

When a call for service is received and requires a police response, the dispatcher shall
assign the call to the officer assigned or located in that area.

A. This may be superseded when the initially assigned officer in that particular
area is unavailable.

When an officer makes an emergency request for assistance, or if the officer's radio
indicates an alarm, the following procedures shall be foliowed:

A. The dispatcher shall contact the officer whose alarm has been activated to
ascertain if it was accidental or a malfunction.

B. If no response from the officer, the dispatcher shall notify all units of the
location of the officer requesting assistance or who has activated an alarm.

C. Patrol officers shall notify dispatch of their intent to respond.

D. All personnel shall maintain radio silence as much as is operationally feasible
until the situation involving the officer has been rectified.

When a dispatcher receives a call for a crime in progress or an officer requesting
assistance, all personnel will refrain from using the radio for any unrelated, routine
communication which might interfere with the emergency call.

Communications Records

A. The dispatcher shall record the following information at the time of a request
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for service (the CAD system will automatically assign the next sequential
number as a control number)

1. Date and time of request

2. Name and address of complainant (if possible)
3. Type of incident reported

4. Location of incident reported

5. Date and time of dispatch

6. Date and time of officer arrival

7. Date and time of officer return to service

8. Disposition or status of reported incident

9. lIdentity of officer(s) dispatched along with those assigned as primary
and backup officers.

B. The information shall be recorded for all requests including those received by
telephone, in person, self initiated by the officer(s) or reported to the officer(s)
in the field. The information shall be recorded for each specific call for law
enforcement service.

C. The dispatcher shall obtain all relevant information for each call for law
enforcement service. The dispatcher shall elicit as much information as
possible to enhance the safety of the officer and assist in anticipating
conditions to be encountered at the scene.

D. The dispatcher shall record the status of the officers when out of service.
E. Contact with telecommunications officers shall always occur over recorded
departmental telephone lines or by police radio. There shall be no cases where

an officer utilizes a personal telephone to contact a telecommunication officer’'s
personal telephone.

XV. Violations

A. Violations of this directive shall be handled via progressive discipline standards.
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BRIDGETON POLICE DIVISION
CHIEF OF POLICE DIRECTIVE
POLICY AND PROCEDURE

SECTION: I
CHAPTER: 5.1

REVISION DATE: 1-31-2014

SUBJECT: DISPATCHER TRAINING PROGRAM

EFFECTIVE DATE: 1-31-2014
CHIEF OF POLICE:MARK W. OTT

ACCREDITATION STANDARDS: 35.1.3;
33.1.5;
33.1.6;
33.4.3;
38.5.1

The written directives developed by the Bridgeton Police Department are for internal use only,
and do not enlarge an officer’s civil or criminal liability in any way. They should not be
construed as the creation of a higher standard of safety or care in an evidentiary sense, with
respect to third party claims. Violations of written directives can only be the basis of a
complaint by this department, and then only in an administrative disciplinary setting.

[:5.1-1 PURPOSE

The purpose of this policy is to establish a training program for employees hired as
dispatchers for the police department

[:56.1-2 POLICY

It is the policy of the Bridgeton Police Department to train dispatchers in the duties and
responsibilities of police dispatching to ensure the safety of the police officers and the pubilic.

[:56.1-3 PROCEDURE

[. Definitions:

A. Certified Dispatcher- A dispatcher who has been trained and certified
in dispatching and is recognized by the State of New Jersey as a certified
dispatcher or tele-communicator.
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B.

G.

Training Dispatcher (CTO)- A dispatcher chosen by the Administrative
Division Commander or his/her designee to train newly hired dispatchers
in performing the duties and responsibilities of dispatching

Phase 1 training- Phase one of training involves active observation by the
trainee as the training dispatcher performs and explains the duties, followed
by active participation by the trainee with assistance from the training
dispatcher

Phase 2 training- Phase two of training begins when the training dispatcher
takes a secondary role with the trainee performing all the functions of a
dispatcher with the Trainer available to assist when needed.

Primary Dispatcher- For purposes of this policy a primary dispatcher is
a dispatcher who is certified and can work the communications center
without a second dispatcher on duty.

Secondary Dispatcher- For purposes of this policy a secondary dispatcher
is a dispatcher who can not work in the communications center unless a

primary dispatcher is on duty.

Week- For purposes of this policy, a week is a minimum of thirty six hours.

Il.  Training Program

A

Dispatchers, like all new hires, will be subjected to an orientation program
into the police department.

Upon completion of the orientation program, the dispatcher will be paired up
with a CTO. Dispatchers who are hired and are not considered to be a
certified dispatcher shall be trained on the following schedule:

1. Phase 1 training:

Phase 1 training will be for a period of 4 weeks. This may be
extended for an additional period of 2 weeks at the recommendation
of the training dispatcher and upon approval of the Administrative
Division Commander or his/her designee.

2. Phase 2 training:

Phase 2 training will be for a period of 4 weeks. This may be
extended for an additional period of 1 week at the recommendation
of the training dispatcher and upon approval of the Administrative
Division Commander or his/her designee
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C.

3. Secondary Dispatch

Upon completion of Phase 2 training, the dispatcher shall be a
secondary dispatcher until such time as they have received
certification for basic dispatch.

For dispatchers who start employment with this agency as a certified
dispatcher shall be trained on the following schedule.

1. Phase 1 training:

Phase 1 training will be for a period of 2 weeks. This may be
extended for an additional period of 1 week at the recommendation
of the training dispatcher and upon approval of the Administrative
Division Commander or his/her designee.

2. Phase 2 training:

Phase 2 training will be for a period of 2 weeks. This may be
extended for an additional period of 1 week at the recommendation
of the training dispatcher and upon approval of the Administrative
Division Commander or his/her designee.

3. If a dispatcher on this training schedule is working without a
training dispatcher due to scheduled time off, the training period
will be increased accordingly to compensate the same number of
days to ensure that the dispatcher receives the minimum number
of hours of training.

For dispatchers who are hired as part time dispatchers, the training will
consist of a minimum of one week of training with a training dispatcher.

Any time after the one week, the training officer can recommend that the
part time dispatcher be permitted to work as a secondary dispatcher. The
part time dispatcher will remain as a secondary dispatcher until
recommended by the training officer as a primary dispatcher and only

after approval of the Administrative Division Commander or his/her designee.
Only certified dispatchers shall be hired as part time dispatchers.

Ill. Record Keeping and Evaluations

A.

The CTO shall evaluate the dispatch trainee each day during phase one
and phase two of the training, utilizing the daily communications training
evaluation form (Appendix A — Policy [.5.4).

The Administrative Bureau Commander or his/her designee shall evaluate
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the dispatch trainee on a weekly basis. The evaluations after Phase 2 will
be monthly for each calendar month for the first six months, including the
first month, if phase two training ends before the 15th of the month. The
monthly training shall be completed utilizing the monthly communications
evaluation form (Appendix B — Policy [.5.5).

Records shall be kept on any part time dispatchers and any exceptional or
unsatisfactory performance will be discussed with the dispatcher, however,
no formalized written evaluation shall be conducted on part time dispatchers.

IV. Selection of CTO

A

The Administrative Division Commander shall consult with the Training
Officer to determine which dispatchers should be selected as a CTO.

The CTO shall make every effort to minimize time off when they
are actively training a dispatcher.

NOTE - THE BLANK TRAINEE PAPERWORK PACKET IS ON FILE IN CHIEF'S OFFICE
UNDER THIS DIRECTIVE NUMBER.
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The lesson, as a complete unit of instruction, should be selected in terms of the following
factors:

1. What are the objectives of the lesson?

Remember that the lesson is designed to help students learn. The objectives
should therefore be planned around the student achievement.

2. Does the lesson meet the needs of the student?

Instruction should be student-centered. What is taught is only of value for the
contribution it makes to the development of the student.

3. Does the lesson deal with only one major topic or job?

It is important that the student not be confused with too many ideas or topics
presented at one time.

4. Does the lesson contain new ideas or procedures?

If there are no new elements the lesson should be treated as a review lesson.

If there are more than six or seven elements learned, it may have to be
divided into several lessons.

5. Is the lesson based on previous information?

Unless the lesson starts a new unit of work, the lesson should have some

connection with previous information.

6. Does the lesson lead into more advanced work?

Unless the lesson is the last one in a unit of work, it should be planned to be
followed by additional information.

7. s the lesson too short?

If the lesson does not contain enough material to warrant giving a test on the
information presented, it may not be a lesson, as such, but merely a bit of
information. It may be desirable to combine several small “lessons” into a

larger unit of instruction.

8. Is the lesson too long?
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A lesson should be complete enough to warrant the planning and effort

required. Any time the lesson rambles or pursues uncertain goals it should be
terminated so that valuable time can be used in other activities. The learners’
attention span must also be taken into account.

The Four Step Plan

The four step method of instruction is a natural procedure applicable to any instructional
situation. It will fit teaching situations in any industry, in any area, or at any level. It
seems basically logical to proceed by first getting the attention and interest of the
individual, when this is accomplished, presenting the information to be learned and
finally determining that the learner has actually learned. The four-step method is as
simple as that. Its features are summarized in the following steps.

Step 1 Introduction: The first step of the teaching process should result in the

arrangement of the ideas and experiences already present in the learner into such

an order that he/she will be receptive toward the new ideas and experiences to be

taught. No new knowledge is added. The instructor is interested developing a

basis upon which the instruction can rest. It is also essential that the introduction

step be designed to focus the interest of the student on the lesson to be learned and
provide them with a motive and enthusiasm for learning. These steps must all be

thorough and complete if the new instruction is to have effective reception.

Step 2 Presentation: The objective of the second step of the teaching process is to
impart the knowledge or skills to the learner. This step must be related to known

ideas and experiences. The instructor’s problem is to arrange the material to be
taught in a effective order, placing emphasis on the most essential aspects.

Step 3. Application: The third step of the teaching process affords the learner the
opportunity to put to use the information prepared for and presented in the
previous steps. It should disclose the learners’ grasp of the details of the new
subject matter and their ability to progress.

Step 4. Test: The last step of the teaching process may be regarded as the final
inspection of the learner’'s accomplishment. The instructor is concerned with
determining the present abilities of the learner and his readiness to move on to a
new phase of the instruction. Whether the instructor gives an oral test, written
test, or performance test, the student must know the nature of the extent of
his success and failures.
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Standardized Guidelines and the Evaluation Process
What are the Standardized Guidelines? Job performance standards and descriptions of how
well a trainee must perform in order to pass the Field Training Program satisfactorily.

How many are there? They are broken down into 30 measurable behaviors. On the Daily
Field Training Evaluation Report, these 30 behaviors are broken down into four categories.
1. Appearance

2. Attitude/Interaction

3. Knowledge

4. Performance.

Why do we use them?

. To show validity, all trainees are evaluated on the same basis.

. To show reliability if it measures consistently.

. By using the guidelines we can bring CTOs into the same line of thought in each of
the 30 measurable behaviors.

. So we don't base the rating on personal bias.

Leniency: The tendency to rate high by not following the guidelines. It can damage a
recruit's morale when they see another trainee performing low but getting rated high.

Central Tendency: Raters tend to group their ratings in the middle scale. This possibly
results from the policy of documenting other scores.

The Halo Effect: Don’t assume that excellence in one factor implies excellence in all factors.
Related Traits: When the CTO gives similar ratings to traits or behaviors that only seems to

be similar. Such as: if the trainee is attentive to duty, then they must have a high degree of
initiative.
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Overweighing: Being unduly influenced by an occurrence, either good or bad, involving the
trainee near the end of the shift.

How we use Standardized Guidelines.
The rating system.

1 is totally unacceptable

2 is close to a 1 and is just a little better than totally unacceptable

3 is close to a 4 but not yet minimally acceptable.

4 is the minimum acceptable level. It is an officer able to work a solo assignment in a
safe, skillful, productive and professional manner.

5 and 6 are above acceptable and like a bonus score recognize work that is above the
minimum acceptable level.

7 is a superior performance.

N.R.T is Not Responding to Training.

N.O. is Not Observed in that behavior.

Training Time is Remedial Training Time, document time spent on remedial training.

Scores of 1,2,6,7, and N.R.T's must have justification shown on the Daily Communications
Training Report in the appropriate narrative category.

The Evaluation Interview

Review the Daily Communications Training Report that you have completed.

Determine what you want to accomplish when you discuss it with the trainee.

Discuss the evaluation in private.

Place primary interest on the trainee’s development and growth.

Be open minded to the opinions of the trainee.

Cover the trainee’s strengths first.

When discussing weaknesses, tell the trainee how to improve.

Close the evaluation when you've covered all the points, the trainee has responded and
plans of action have been developed for the future.

O ~N O O hA WN -

Daily Communications Training Report Narrative Section CTO Checklist

1 Set the stage/scene.
2 Consider using verbatim quotes
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3 Remember your audience.

Critique performance, not style.
Don’t predict.

Report facts.

Check your spelling, grammar, etc...
Think remedial!

0o ~N OO oA

Training Supervisors Weekly Report

CTO meets with the Training Coordinator..

Discuss strengths and weaknesses of trainee.

Prepare remedial plan if necessary.

Review progress of Field Training Guide.

The Training Coordinator and the Administrative Bureau Commander will review Weekly
Field Training Evaluation Reports.

AR WN -
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Communications Training Officer Program

Standardized Evaluation Guidelines
The task of evaluating and rating a trainee’s performance must be based on the following
numerical scale value definitions. As guidelines, these definitions serve as a means of
program standardization and continuity.

Appearance
1.General Appearance: Evaluates physical appearance, dress and demeanor.

1. Unacceptable Dirty shoes and unkempt of soiled uniform; unkempt hair
not conforming to regulations; poor personal hygiene.

4. Acceptable Neat and clean uniform or business attire; shoes are shined,
good personal hygiene.

7. Superior  Neat, clean, well fitting, pressed uniform or business attire;
well groomed hair; well shined shoes; very good personal
hygiene.

Attitude/Interaction

2. Acceptance of Feedback-CTO Program: Evaluates the way that the trainee accepts the
trainer’s criticism and how that feedback is used to further the leaning process and improve

performance.

1. Unacceptable Always makes excuses for poor performance;
argumentative; refuses to make corrections; trainee takes
criticism personal or gets angry. Trainee patronizes CTO.

4. Acceptable Accepts criticism with open mind and positive manner;

applies criticism to further the learning process.
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7. Superior  Solicits criticism in order to improve performance; applies
the information gained from the criticism to improve; never
argues or blames others.

Attitude/Interaction (continued)

3. Attitude Toward Communications Work: Evaluates how the trainee views the career in
terms of personal motivation, goals and acceptance of the responsibilities of the job.

1. Unacceptable Sees career as only a job; uses job to boost ego;
abuses authority ; demonstrates little dedication to the principles of the public safety work.

4. Acceptable Expresses active interest in the new career and in public
safety communications responsibilities.

7. Superior  Utilizes off duty time to further professional knowledge,
actively soliciting assistance from others to increase
knowledge and improve skills. Demonstrates true concern
for callers and maintains high ideals in terms of
professional responsibilities.

4. With the Public in General: Evaluates the trainee’s ability to interact with citizens in an
appropriate, efficient manner.

1. Unacceptable Abrupt, belligerent, argumentative, and overbearing;
unconcerned and disinterested with the public; Overlooks
or avoids the “service” aspects of the job. Introverted,
insensitive, and uncaring.

4. Acceptable Courteous, friendly and empathetic; communicates in a
professional and unbiased manner; always maintains self
control; always tries to be objective; appears to be at ease
with all types of people. Is service oriented.

£, Superior Is very much at ease with citizen contacts. Quickly
establishes rapport and leaves people with the feeling that
the call taker was interested in serving them. Is objective
with all contacts.
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5.With Other Department Members: Evaluates the trainee’s ability to effectively interact with
other Department members of various ranks in various capacities.

1. Unacceptable Insubordinate; gossips about other employees;
patronizes CTO, superiors or officers. Resists instructions.
Considers him- or herself superior. Belittles others. Is not a
“team player”.

4. Acceptable Understands and adheres to chain of command; respects
command authority; good peer and CTO relationships and
is accepted as a group member

7. Superior  Excellent rapport with peers and superiors; understands
command officers responsibilities and functions; respects
and supports their position.

KNOWLEDGE

6.Knowledge of Department Policies and Procedures: Evaluates the trainee’s knowledge of
departmental procedures and ability to apply this knowledge under actual conditions.

1. Unacceptable No Knowledge or does not understand Department policies
and procedure or violates same; makes no attempt to learn
after errors are pointed out.

4. Acceptable Familiar with most commonly applied Department policies
and procedures and makes decisions basically within
Department’s policies and procedures; able to research
orders.

7. Superior Exceptional working knowledge of Department policies
and procedures and exhibits this knowledge by
discretionary decisions; researches orders on own.

7. Knowledge of Radio/Telephone: Evaluates the trainee’s knowledge of the radio and
telephone systems that are installed and in use.

1. Unacceptable Fails to display knowledge of equipment purpose or use,

making mistakes in the use of radio or telephone and makes
no attempt to learn or improve

4. Acceptable Familiar with the purpose and use of the radio and
telephone and correctly applies this knowledge to the
processing of calls for service.



( DEPARTMENT ORDER ) Page#: 18

Order #:1.5.2 Date: 03/14/2011
Category: DEPARTMENT ORDERS
Title: COMMUNICATIONS TRAINING OFFICER MANUAL

7. Superior Exceptional working knowledge of the radio and
telephone,
seeks new knowledge and understanding and correctly
diagnoses problems with the system(s).

8. Knowledge of CAD/Computers: Evaluates the trainee’s knowledge of the department’s
Computer Aided Dispatch system and the ability to work with that system.

1. Unacceptable Fails to display knowledge or understanding of the CAD
system. Has little or no keyboarding skills.

4. Acceptable Familiar with most commons uses of the CAD system and
inputs information quickly and accurately.

7. Superior  Has an excellent working knowledge of the CAD system
and its various applications. Can work through the system
effortlessly.

9.Knowledge of Call Prioritization: Evaluates the trainee’s knowledge of the call prioritization,
including emergency call-taking and emergency dispatch procedures (as applicable).

1. Unacceptable Fails to display knowledge of proper call prioritization
procedures.
4. Acceptable Familiar with the priority concepts and applies them to

emergency situations. Complies with department’s call
prioritization policies or procedures.

1. Superior  Has excellent working knowledge of the call prioritization
system, including its theories and philosophies. Correctly
applies call prioritization during shift without assistance.

10.Knowledge Reflected in Verbal Tests: Evaluates the trainee’s ability to adequately handle
verbal tests throughout the training process.

1. Unacceptable Unable to answer training officer's questions and does not
attempt to improve.
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4. Acceptable Answers most training officers questions; makes attempts
to learn unanswered questions.

7. Superior  Answers all of training officers questions and researches
unanswered questions.

Performance

11. Telephone Skills-Normal Conditions: Evaluates the trainee’s ability to properly
answer non-emergency telephone calls, and process the calls according to department
policies, regulations, and procedures and accepted telephone techniques.

1. Unacceptable Uses course or rude language or demeanor on the phone.
Fails to follow departmental guidelines for answering non-
emergency telephone calls. Fails to keep proper notes, or
has numerous errors in notes.

4. Acceptable Uses proper telephone courtesy. Follows accepted
departmental guidelines for answering non-emergency
telephone calls. Keeps notes of calls as needed.

7. Superior Uses proper telephone courtesy, emulating a true concern for
callers. Keeps exemplary notes as needed.

12. Telephone Skill: Moderate and High Stress Conditions: Evaluates the trainee’s ability to
properly answer moderate and high stress emergency telephone calls, and process the calls
according to department policies, regulations, and procedures and accepted telephone

techniques

1. Unacceptable Uses course or rude language or demeanor on the phone.
Fails to follow departmental guidelines for answering
emergency telephone calls or prematurely terminates calls
from emergency callers. Fails to keep proper notes, or
has numerous errors in notes.

4. Acceptable Uses proper telephone techniques in stress conditions,

following departmental guidelines for answering emergency
telephone calls. Keeps accurate notes of calls as needed.
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7. Superior Uses proper emergency telephone techniques, keeping callers
calm while obtaining information or giving directions and
instructions. Keeps exemplary notes as needed.

13. Caller Interview Skill: Evaluates the trainee’s ability to obtain information from callers on
the phone or units in the field who are reporting incidents or requesting communications
actions.

1. Unacceptable Does not ask questions to solicit information, or asks
improper questions. Does not use accepted techniques to
calm hysterical callers. Engages in unnecessary questioning
or conversation.

4. Acceptable Obtains necessary information in a minimum period of time,
with little superfluous questioning. Uses accepted techniques
to calm hysterical callers. Solicits missing information as
needed.

7. Superior Obtains necessary information in a minimum period of time,
using sequential method of questioning and recording.
Actively listens to obtain information without repeating
questions. Skillfully calms hysterical callers.

14. RoutineLogs/ Forms-Accuracy/Completeness: Evaluates the trainee’s ability to properly
utilize departmental logs/forms necessary to job accomplishment.

1. Unacceptable Unable to determine proper logs/ forms after being
instructed on prior occasions; incomplete forms; requires
constant supervision for routine forms.

4. Acceptable Knows most standard logs/ forms and understands format;
completes form with reasonable accuracy and thoroughness;
requires little supervision.

7. Superior Consistently and rapidly completes detailed logs/ forms with
no assistance; forms are legible and neat; very little or no
assistance; high degree of accuracy.

15. Geography/Map Interpretation: Evaluates the trainee’s ability to read a map, interpret
directions, and relay map information to concerned parties. Also evaluates the trainee’s
overall orientation to the geographic area.
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1. Unacceptable Has little or no working knowledge of the geographic area
served by the agency. Cannot orient places and directions.
Cannot properly interpret features on a map.

4. Acceptable Reasonable working knowledge of the geographic area and

can orient places and directions. Able to interpret a street
map. Knows resources available to assist in finding locations.

7. Superior Has an intimate knowledge of the geographic area served b y
the agency. Can orient most locations according to
landmarks, cross streets, etc. Can read and interpret all
features on a map.

16. Position Performance: Non-Stress conditions: Evaluates the trainee’s ability to work within
his or her assigned position and perform required duties in a non-stress condition.

1. Unacceptable Confused and disoriented; unable to decide proper course
of action; unable to control and handle situations; requires
constant supervision in choosing course of action. Takes
wrong course of action or avoids taking action

4. Acceptable Assess most situations and takes proper action with very
little supervision.

7. Superior Properly assesses situation, including unusual or complex
ones. Determines the appropriate course of action and takes
same.

17. Position Performance: Stress Conditions: Evaluates the trainee’s ability to work within his
or her assigned position and perform required duties in moderate and high stress situations.

1. Unacceptable Becomes emotional and panic stricken; loses control and
temper; unable to function and causes situation to escalate
out of hand; makes poor decisions. Overreacts.

4, Acceptable Under most situations exhibits calm and controlled attitude;
doesn'’t allow situations to further deteriorate; makes
reasonable decisions.
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T Superior Maintains calm and self control in even the most extreme
situations. Quickly restores control in the situation, and
takes command. Determines the best course of action and
takes same and brings order to the situations without
assistance;

18. CAD Skills-Normal Conditions

1. Unacceptable Cannot use the CAD terminal for even simple non-
emergency entries and retrievals. Cannot use keyboard at
an acceptable rate of speed or accuracy. Cannot key
information while receiving it by phone or radio.

4. Acceptable Utilizes the CAD terminal in his or her assigned position in
non-emergency situations according to policy and
procedure. Enters information while receiving it over the
phone or radio. Accurately keys information into the
system.

7. Superior  Utilizes the CAD terminal with ease in non-emergency
situations, even in the most complex situations. Enters
information while receiving it over the phone or radio,
while also conversing and questioning for more
information. Keys information at high rates of speed and
accuracy.

19. CAD Skills-Moderate and Hi-Stress-Evaluates the trainee’s ability to utilize the CAD
system in his or her assigned position under moderate and high stress conditions

1. Unacceptable Becomes emotional and panic stricken; and cannot
manipulate the CAD system under moderate or high stress.
Makes excessive entry mistakes.

4. Acceptable Utilizes the CAD terminal in his or her assigned position in
emergency situations according to policy and
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procedure. Enters information while receiving it over the
phone or radio. Accurately keys information into the
system.

il Superior Utilizes the CAD Terminal with ease in moderate or high
stress emergencies, even in the most complex situations.
Enters information while receiving it over the phone or
radio, while also conversing and questioning for
information. Keys information at high rates of speed and
accuracy.

20. CAD Skills-Update and Relay: Evaluates the trainee’s ability to update the CAD
information as it is received and relay to the proper person or unit.

1. Unacceptable Fails to solicit updated information, or fails to input
updated information when received. Routes information to
the wrong person or unit.

4. Acceptable After gaining initial information, the trainee obtains additional
information and correctly enters it. Determines the proper routing, if necessary, and sends the
new information to the proper person or unit.

7. SuperiorSends initial call information at the earliest possible moment, then obtains
additional information as it is received. Always routes information to the proper unit or person.
Checks to insure that the message was properly received.

21. Control of Conflict: Voice Command: Evaluates the trainee’s ability to gain and maintain
control of situations through verbal command and instructions.

1. Unacceptable Improper voice inflection; too soft, loud, indecisive,
confused; loses control.

4. Acceptable Speaks with authority in a calm, clear voice and shows
attitude of concern; maintains self control.

7. Superior Always gives appearance of complete command through
voice tone and bearing; never loses self control and always
projects professionalism and authority.
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22. Control of Conflict: Hysterical Caller: Evaluates the trainee’s ability to gain and maintain

control of a hysterical caller, and to obtain pertinent information from this caller.

1. Unacceptable Uses little of no force, or too much force, to gain attention
and attempt to control. “Freezes” or fails to attempt to
speak or gain control. Uses rough language or other
inappropriate means to try to gain attention and control.

4. Acceptable Gains control of hysterical caller in most cases using
proper level of voice tone, word choice, and inflection.

7 Superior Gains control of even the most extreme hysterical caller,
using proper levels of voice tone, word choice, and
inflection in all cases.

23. Problem Solving: Decision Making: Evaluates the trainee in terms of ability to perceive,
form valid conclusions, arrive at sound judgments and make proper decisions.

1. Unacceptable Acts without thought or is indecisive; relies on others to
make decisions. |s unable to reason through a problem and
come to a conclusion. Cannot recall a previous solution and apply it to a new problem.

4. Acceptable Is able to reason out problems and relate them to what has
been previously taught; has good perception and ability to
make own decisions.

7. Superior Excellent perception of situations; foresees problems and
arrives at decisions in advance. Relates past solution to
present situations.

24. Common Sense and Judgment- Evaluates the trainee’s judgments and use of common
sense as it applies to all situations.

1. Unacceptable Acts without thought or indecisive; naive; unable to make
decisions alone and to reason a situation out; considerable
lack of common sense and judgement.

4. Acceptable Able to reason out problems and relate to training; good
perceptions and ability to make decisions; shows common
sense and good judgment in most situations.

7. Superior Shows above average ability to evaluate a situation and
uses common sense and good judgment in arriving at
course of action; foresees potential problems and arrives



( DEPARTMENT ORDER ) Page #:

Order #:1.5.2 Date: 03/14/2011
Category: DEPARTMENT ORDERS
Title: COMMUNICATIONS TRAINING OFFICER MANUAL

at advance solutions.

25. Radio: Appropriate Use of Procedures: Evaluates the trainees ability to use the radio
network in accordance with department policy and procedures.

1. Unacceptable Violates policy concerning use of radio. Does not follow
procedures or follows wrong procedure. Does not
understand or use proper language.

4. Acceptable Follows policy and accepted procedures. Has a good
working knowledge of most often used radio language.

7. Superior  Always follows proper procedures and adheres to policy.
Has superior working knowledge of all radio language, and applies knowledge when
using the radio.

26. Radio: Listens and Comprehends: Evaluates the trainee’s ability to pay attention to radio
traffic and to understand the information that is transmitted. Evaluates the ability to “hear”
radio traffic from other positions and understand the meaning of the transmissions.

1. Unacceptable Repeatedly misses calls to headquarters and is unaware of
traffic on adjoining consoles; frequently has to field units
to repeat transmission or does not comprehend message;
pays no attention to radio.

4, Acceptable Understands radio traffic directed at the trainee’s position
and is generally aware of the radio traffic at other
adjoining positions.

7. Superiorls aware of own radio traffic and traffic in the adjoining positions. Is
aware of radio traffic on other parts of the town and uses previously transmitted information to
advantage.

27. Radio: Articulation of Transmission: Evaluates the trainee’s ability to communicate with
others on the radio network.

1. Unacceptable Does not pre-plan before transmitting message; under or
over modulation resulting in field units constantly asking
for repeat. Cuts in on other transmissions; uses long
unnecessary transmissions on the primary channel; long
silent pauses; clips transmissions.



( DEPARTMENT ORDER ) Page#: 26
Order #:1.5.2 Date: 03/14/2011
Category: DEPARTMENT ORDERS
Title: COMMUNICATIONS TRAINING OFFICER MANUAL

4. Acceptable Uses proper procedure with short, concise transmissions in
a clear, calm voice without hesitation; observes good radio
etiquette.

7. Superior Uses proper procedure with clear, calm, voice even under
stress situations; does not waste air time; excellent radio
etiquette.

Services dispatch policies and procedures and exhibits this
knowledge by no mistakes

28. Use of Time-Evaluates the trainee on his/her proper use of time during the shift.

1. Unacceptable Constantly mis-manages time; consistently late for shift
change; does not go available in a timely fashion;
concentrates on socializing instead of handling duties and
responsibilities; takes inordinate amount of time to
complete basic tasks.

4. Acceptable Manages time wisely; completes tasks
thoroughly and expediently; completes detailed
assignments in a minimum amount of time with no
assistance.

7. Superior Manages time wisely: comes to work early; completes
task thoroughly and expediently; completes detailed
assignments in @ minimum amount of time with no
assistance.

29. Preparedness-Evaluates the trainee on his/her preparedness for duty and completing

assignments.

1. Unacceptable Unprepared to begin shift; is not organized does not
complete specific assignments.

4. Acceptable Comes prepared for the upcoming shift; is organized,
consistently completes assignments on time.

7. Superior Always prepared to work at beginning of shift; is

extremely organized ; always completes assignments on
time and often conducts additional research on latest
techniques.
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30. NCIC/SCIC/ATS/IACS Skills — Evaluates the trainee’s ability to utilize the
NCIC/SCIC/ATS/ACS systems in his or her assigned position. under low, moderate and high
stress conditions

1. Unacceptable Cannot use the terminal for even simple, low stress
entries and retrievals. Cannot use keyboard at
an acceptable rate of speed or accuracy. Cannot key
information while receiving it by phone or radio.

4. Acceptable Utilizes the terminal in his or her assigned position in
proper stress related situations. Enters information while receiving it over the phone or radio.
Accurately keys information into the system.

7. Superior  Utilizes the terminal with ease in all stress related
situations, even in the most complex situations. Enters
information while receiving it over the phone or radio,
while also conversing and questioning for more
information. Keys information at high rates of speed and
accuracy.
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BRIDGETON POLICE DEPARTMENT
VALUE STATEMENT

This law enforcement agency shall strive to meet all objectives and goals of the police
mission with an unwavering commitment to personal and organizational integrity.

We will recognize the wealth of our community’s cultural diversity and act with appropriate
tolerance and dignity, striving for the impartial and responsible fulfillment of our assignments
and duties.

We shall uphold the spirit, as well as the statement, of our Public Oath of Office, having
accountability to those we serve.

We recognize and acknowledge that all members of this law enforcement agency are
valuable resources. We accept our obligation to each other and to our community to provide
each agency member with the appropriate opportunities to achieve his or her professional
potential.

Mandatory Conduct For Communications Training Personnel
Training

A Communications Operator who becomes a Communications Training Officer (CTO) must
commit to a philosophy of teaching. He/she must realize that training is the first priority and
evaluation the secondary. The CTO must be willing to bear the responsibility for the progress
of the trainee, or lack of it, until such time as it is determined that other factors are the root
cause of a trainee’s performance.

The Communications Training Program philosophy states:

CTOs will make every effort to train and to direct each trainee in ways that maximize the
opportunities for a trainee to succeed.

CTOs must remember that the training staff must ensure that each trainee receives the
maximum opportunity to show that he/she can do the job. CTOs will always attempt to set a
positive atmosphere for the trainee in which learning is maximized and in which the trainee
will be able to perform to the best of his or her ability. As much as is possible, stress felt by
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the trainee should be caused by the task being taught, not from any unrelated comments or
actions on the part of the CTO. It is impossible to entirely eliminate stress caused by
evaluation, but it should be minimized as much as possible.

CTOs must conduct themselves in a professional manner at all times. They must teach
Department policy and procedures. CTOs should set an example by virtue of their
knowledge, behavior, and appearance. They should remember that a trainee is a product of
what he/she is taught and of the behavior demonstrated by the CTO. Fora CTO to say, “Do
as | say and not as | do,” is not acceptable.

The productivity and appearance of the CTO must meet the Department’s standards. CTOs
must strive to be above standard in all areas at all times.

Daily Communications Training Evaluation Reports.

When completing the Daily Communications Training Evaluation Report, CTOs shall refer to
the programs standardized guidelines. This is to ensure evaluations are consistent with the
programs standards.

Training Scenarios

CTOs will not set up training or mock scenarios without the approval of the Administrative
Bureau Commander or his/her designee.

The trainee will always be told when a situation is a mock scenario. Trainees will never be
“set up”, with a mock scenario without their knowledge.

CTO/Trainee Relationship

The relationship between the CTO and the trainee will be a teacher/student and/or
supervisor/subordinate relationship. As part of this relationship, the following is expected:

A) The hallmark of this relationship will be one of mutual respect. Trainees will be treated
with respect at all times, and they will be expected to respect the CTO and to follow his/her
directions. Trainees will not be harassed, intimidated, intentionally embarrassed or treated in
a demeaning manner. Name calling or use of derogatory terms by the CTO is not acceptable
and will not be tolerated. CTOs will try not to show their anger or frustration while they are
working with a trainee. Remember: praise in public, correct in private.

B) CTO personnel will not make discriminatory or sexist remarks and will behave at all times
in a manner consistent with the Departments Rules and Regulations.
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C) CTOs will not accept gifts from nor give gifts to the trainees while they are in the Field
Training Program.

Communications Trainee -Training Rules

Trainees are to be respectful of the CTOs. The CTOs lawful direction is to be accepted and
followed at all times. If a trainee believes that a specific instruction or order is unlawful or
improper, or an evaluation is unfair, he/she will discuss the matter with the CTO. If the
trainee is still not satisfied, he/she should address the matter with the Administrative Bureau
Commander or his/her designee.

Trainees will complete all assignments in a prompt, timely manner. They will comply with all
policies and procedures.

Trainees will be prepared for all Communications Training assignments and will be
responsible for their completion. CTOs will review assignments with the trainee after the
trainee has studied the assigned material.

Trainees will be receptive to constructive criticism given by CTOs. They may verbalize an
explanation for their actions; however, repeated rationalization, excessive verbal
contradictions and hostility are not acceptable.

Violation of Communications Training Program Policy by CTO

Violation of the Communications Training Program policy and rules of conduct may result in
disciplinary action, to include removal from the Communications Training Program. A CTOs
immediate supervisor is instructed to document any violations on a memorandum and to
forward them to the Patrol Bureau Commander. If appropriate, this documentation should
include a statement of the action taken or recommended by the reporting supervisor.

Orientation and Observation Period

The first week of training is the orientation and observation period. It is preferred that this
time be used for the CTO to gradually demonstrate dispatch responsibilities. During the first
week, the majority of training will be devoted to CAD training and other equipment training.
He/she may be gradually eased into performing some dispatching tasks, but should primarily
observe. The performance objectives in the Dispatcher Training Manual shall be reviewed
during the orientation and observation period.

Duties and Responsibilities of the Communications Training Officer

The Communications Training Officer is the essential means by which the goal of the
program is achieved, specifically, the production of a communications operator able to work a
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solo assignment in a safe, skillful, productive and professional manner.

In the role of trainer, the CTO provides on-going instruction in the traditional sense, utilizing
innovative and practical techniques.

The CTO must have the requisite skills necessary to become a reliable evaluator of a
trainee’s performance. The CTO is required to write daily evaluations of the trainee’s
performance and submit additional documentation as required.

During the trainees first week they will receive only verbal evaluations and suggestions from
the CTO. This “Orientation and Observation” period is designed to allow the trainee to
become familiar with his/her new surroundings without stress of daily critiques. The trainee’s
written evaluation begins after the “Orientation and Observation” week.

The CTOs performance is also subject to evaluation; the CTOs professional and personal
conduct shall be exemplary. A CTO should possess and recognize the need for possessing
a higher sense of professionalism than is generally found throughout the Department. A
CTO understands that the effectiveness, image and future of the Department are
substantially decided by the quality of its personnel.

Duties and Responsibilities of the CTO Training Coordinator

The CTO Training Coordinator has the responsibility of the training and evaluation of
probationary personnel.

As trainees are assigned to the Communications Training Program, the duties of the Training
Coordinator become more complex. In addition to their own responsibilities, the Training
Coordinator must ensure that the training and evaluation process are accomplished. Various
sources of information should be utilized to achieve this goal. Evaluation Reports, oral
communication with the CTO, trainee, tests and personal observations of trainee
performance are all used to summarize the trainee’s weekly progress.

The Training Coordinator is also responsible for the weekly review of the trainee’s Daily
Evaluations to determine if it is up to date and properly filled out. If it is not current, the
Training Coordinator should ascertain why it is not, giving special attention to the possible
need for remedial training of the trainee.

The Training Coordinator and the CTO must understand the importance of documenting the
trainee’s training. Documentation addresses both deficient and acceptable performance,
providing a ready reference to use in response to questions concerning the program and/or
the trainee’s performance in the program.

Should the question of termination of a trainee arise, it is the responsibility of the Training
Coordinator to request memorandums and other supporting data from the current CTO and
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from each of the CTOs with whom the trainee may have previously been assigned. Should
there be disagreement concerning the decision to terminate, it then becomes the role of the
Training Coordinator to call together those CTOs who have been involved with the trainee
and mediate the disagreement. Further, the Training Coordinator has the responsibility of
keeping the Administrative Bureau Commander informed of the progress of any trainee who
may be terminated.

The Training Coordinator must monitor the overall training and evaluation of trainees to
insure that personality conflicts between the CTO and the trainee do not arise and that the
CTO maintains objectivity throughout their contact with the trainee.

A fully effective Training Coordinator will constantly strive to improve the overall operation of
the program and will work with all other program participants towards the goal of
organizational excellence.

Communications Training Officer Evaluation Meetings

The Training Coordinator may periodically schedule a meeting with the CTO and the trainee
during the Communications Training Program to access the program and monitor the course
of training. Any below standard evaluations received by a trainee is immediate grounds for a
meeting with the CTO and the Administrative Bureau Commander in an attempt to enhance
performance.

Evaluation Process Schedule
The evaluation procedures employed in the Communications Training and Evaluation

Program are multifaceted in that they utilize input from a variety of verbal and written sources.

Detailed descriptions and exemplars of the actual evaluative instruments are found in this
manual.

Evaluation Schedule

DAILY The Training Coordinator and the Administrative Bureau Commander shall review the
completed Daily Summary Report for each week of the trainee’s field training.

TRAINING RECORD The CTO shall teach the performance objectives and document all
training in the book.
Distribution of Reports and Evaluations

COMMUNICATIONS TRAINING

Week 1 No Daily Field Training Evaluation Reports. “Observation and orientation” period.
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Week 2-8 Daily Field Training Evaluation Report by CTOs

Week 8If qualified, including certification, trainee shall work their own schedule without CTO.

If a trainee is found to be unacceptable in any area, the Training Coordinator and the
Administrative Bureau Commander will determine if proceedings towards termination should
be initiated, or an extension of training granted.

Development of Standardized Guidelines

In this section thirty specific communications operators behaviors are discussed in great
detail. The performance criteria for these behaviors are the basis for the evaluation form
currently used in the Bridgeton Police Department’s Communications Training and Evaluation
Program.

In order to promote standardization of the evaluation process, there is a clear need to

articulate, define and document the reference points. In other words, the discussed common
reference points used in the evaluation process need to be articulated in order to explain the
rationale behind a numerical score of “1”, “4”, or “7” in each of the thirty performance criteria.

Because public safety communications, like so many other professions, has within it a wide
variety of techniques and procedures, it becomes very important that a standardization of
performance evaluation take place.

Scale Value Application

Perhaps the most difficult task facing CTO’s is the application of numerical values to the
behaviors they are evaluating. The rater’s dilemma usually involves their rating
philosophy versus that of another, prompting the question, who is right? The following
explanation should clarify the issue and ease the concerns of the rater and the ratee.

The first principle of value application that must be understood is that each of us has
different perceptions on nearly everything in life. While standardization of ratings is an

acute necessity, an attempt to standardize perceptions is doomed to failure from the start.
For example: CTO “A” based on a prior negative experience of his own, might see a
trainee’s neglect of getting a callback number on an important call as worth a “1” rating. CTO
“B”, on the other hand, might see the same trainee behavior as a “3” level performance.
Should we (or the trainee) really be concerned? Our answer is “No”... As long as both CTO’s
see the performance as “unacceptable” under the guidelines of the performance criteria,
Caller Interview Skill.

A lack of standardization occurs when “A” sees the behavior as Unacceptable (Scale 1,2,
or 3) and “B” sees the same behavior as Acceptable (Scale Values 4 through 7). Again,
we have no difficulty accepting differences in CTO’s perceptions unless these
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perceptions vary from the unacceptable values to values reflecting acceptable
performance.

The second principle that may come into play in the above example, or any other
performance of the job task items, has to do with the value assigned as a result of the
trainee not responding to training. A trainee who responds at a less than acceptable level
might be assigned a “2” or “3” for that task.

The CTO is under an obligation to remediate that mistake and assess the trainee’s
performance when next he/she has the opportunity to do so. If the CTO retrained and the
trainee fails again, a reduction in the scale values might be appropriate.

CTO Instructional Techniques

CTO’s interested in transmitting skill and knowledge to others must answer three important
questions. What should be taught? What materials and procedures will work best to teach
what we wish the student to learn? How will we know we have taught it? Not only must these
questions be answered to instruct effectively, they must be answered in the way they are
listed.

Once course objectives are developed, lesson plans and the duration of the lessons must be
established. Instructional methods that enable police candidates to progress more rapidly
toward the course objectives should be used. Moreover, procedures to evaluate the trainee’s
progress toward the objectives should be implemented.

The course objectives must be communicated to the trainee. He/she must fully understand
them, recognizing that a clearly stated objective succeeds in communicating to the trainee a
visual conception of a successful trainee’s skills at the end of the course or at the end of part
of a course. Objectives are only fully realized when the trainees can demonstrate
competence. A statement of specific course objectives is not sufficiently explicit unless it
indicates how the instructor intends to sample understanding. The CTO must describe what
the trainee will be asked to do to demonstrate their understanding. Thus the statement which
communicates best will be one that describes the expected behavior of the trainee. Such a
statement should identify and define the desired behavior as well as specify the criteria of
acceptable performance.

Specifying the minimum acceptable level of ability for each objective creates a performance
standard against which instructional programs can be assessed, it can then be readily
ascertained whether or not a program has been successful in achieving the instructional
intent.

Time limits and minimum numerical scores are not necessarily essential. What is essential is
there is a reliable, accurate method to measure trainee performance according to the stated
course objective.

Research reveals that participating students learn more effectively than non-participating
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students do. The more a person participates in an incident, the better he/she becomes in
handling its demands, providing, of course, that their responses are accompanied by effective
critiques. If participation is to be effective, students should acquire basic knowledge prior to
formal training sessions. Additional assignments may assist in the acquisition of this
foundation.

Because individuals learn at different speeds, a standardized program can hold some
students back while others move ahead. Self-paced, individualized programs of instruction
are a method for overcoming the learning rate problem. The individualized instructional
technique must be goal oriented, there must be a clear definition of what a student will be
able to do after the training.

CTOs should plan lectures, discussions and individualized programs carefully. Well thought
out lesson plans, utilizing visual aids and demonstration, should be used as aids to teaching
as well as for the promotion of standardized training. An acceptable standard in the field of
vocational education is the Five Step teaching Process. These five steps are, (1) Rehearsal..
testing the competency of the lesson plan. (2) Preparation.. preparing the students mind for
receiving the information. (3) Presentation.. giving the student new knowledge or
demonstrating the new operation, through an organized lesson plan. (4) Application.. giving
the student an opportunity to apply his newly gained knowledge. (5) The Test.. checking the
ability of the student to perform the operation or to apply the knowledge in a new situation.

An explanation of the lesson planning follows:
Lesson Planning

Lesson Plan Format

What to teach is one of the first problems confronting a new teacher. Teachers of trade and
technical classes choose the content of their teaching from an analysis of their occupation.
This must be organized into lessons and listed in the proper teaching sequence.

The beginning teacher is also confronted with trying to determine how much to include in
each lesson and how to present the material effectively.

The Lesson

A lesson is not a period of time, it is a body of instruction, and although there is a limit to the
time an instructor can maintain interest in a lesson. This amount of time varies according to
the purpose of the lesson and the amount and kinds of student participation connected with
the lesson.

Unfortunately the teacher must often consider the time factor when actually presenting the
lesson. The lesson should be planned in its complete form and changes due to a lack of time
can be made while a lesson is being presented. If possible, the teacher should plan their
teaching so as to allow enough time to complete a lesson in its entirety when presenting it.
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The Bridgeton Police Department

Rules & Regulations -/- Duty Manual

Adopted, Resolved and Promulgated: 1-15-2008
Resolution #: 193-07

MISSION STATEMENT

This law enforcement agency is dedicated to the equitable and impartial enforcement of the
laws and ordinances to protect human life, property, and to maintain the public peace. In
accomplishing

our mission of protection and service, the members of this agency will respect Constitutional
rights,

human dignity and community values.

We commit to the enhancement of a police-community partnership, and will assist the
members of our community with the identification and resolution of problems, in the effort to
improve quality of

life. We will give our community the highest quality of law enforcement services possible,
while

continuously striving for the highest professional standards.

VALUE STATEMENT

This law enforcement agency shall strive to meet all objectives and goals of the police
mission with an unwavering commitment to personal and organizational integrity.

We will recognize the wealth of our community's cultural diversity and act with appropriate
tolerance and dignity, striving for the impartial and responsible fulfillment of our assignments

and duties.

We shall uphold the spirit, as well as the statement, of our Public Oath of Office, having
accountability to those we serve.

We recognize and acknowledge that all members of this law enforcement agency are
valuable resources. We accept our obligation to each other and to our community to provide
each agency member with the appropriate opportunities to achieve his or her professional
potential.

OUR OBLIGATIONS

1st The Bridgeton Police Division is obliged to take action when investigating or observing
any violation, no matter how ftrivial it may seem.

2nd The Bridgeton Police Division is obliged to deliver police services with the highest
degree of
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professionalism possible.

3rd The Bridgeton Police Division is obliged to forge the strongest possible ties to the
neighborhoods and communities that we protect.

4th The Bridgeton Police Division is obliged to stand by its officers whenever they make
honest,
good faith efforts to enforce the law.

THE LAW ENFORCEMENT CODE OF ETHICS

As a Law Enforcement Officer, my fundamental duty is to serve mankind; to safeguard lives
and property; to protect the innocent against deception, the weak against oppression or
intimidation, and the peaceful against violence or disorder; and to respect the Constitutional
right of all persons to liberty, equality and justice.

| will keep my private life unsullied as an example to all; maintain courageous calm in the face
of danger, scorn or ridicule; develop self-restraint; and be constantly mindful of the welfare of
others. Honest in thought and deed in both my personal and official life, | will be exemplary in
obeying the laws of the land and regulations of my Division. Whatever | see or hear of a
confidential nature or that is confided to me in my official capacity will be kept ever secret
unless revelation is necessary in the performance of my duty.

| will never act officiously or permit personal feelings, prejudices, animosities or friendships to
influence my decisions. With no compromise for crime and with relentless prosecution of
criminals, | will enforce the law courteously and appropriately without fear or favor, malice or
ill will, never employing unnecessary force or violence and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust
to be held so long as | am true to the ethics of police service. | will constantly strive to achieve
these objectives and ideals, dedicating myself before God and to my chosen profession- Law
Enforcement.

FOREWARD

The purpose of this manual is threefold: 1) to set forth rules and regulations governing the
conduct of police officers and civilian employees of the Division, 2) to define personnel
procedures, and 3) to provide procedural guidance for members of the department in carrying
out the duties imposed upon them by law.

The success of a palice force in the performance of its duties is largely measured by the
degree of support and cooperation it receives from the people of the community which it
serves. It is of paramount importance that we secure the confidence, respect, and
approbation of the public. The cultivation of such desirable attitudes is dependent upon
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proper performance of duty by every member of the department.

A professional responsibility no less grave than that of other administrators of the law is
imposed upon members of the Division. Professionalization of police services is gaining
general recognition, but it can win universal acclaim and permanent status only if the actions
of the police are reflected in intelligent, sincere, efficient, and courteous service. The police
profession must embody the highest attributes of every other profession. Not private profit,
nor personal reward, but the service of the community is the earmark of the professional
police officer.

The contents of this manual have been developed to guide and assist members in reaching
these goals. Adherence to these principles and guidelines by all members of the Division will
eliminate the need for disciplinary action and will insure our acceptance by the community as
a truly professional police agency.

Chief of Police

|. Establishment of police division rules and regulations

A. Police Division authority

1. The Police Division of the City of Bridgeton is established pursuant to
N.J.S.A. 40A:14-118 and Bridgeton City ordinance number 3-21. The
Bridgeton Police Division shall after this be called the Division.

B. Division rules

1. Rules and regulations established. The appropriate authority of the City
of Bridgeton hereby adopts and promulgates the department rules and
regulation, known as the Bridgeton Police Division Rules and Regulations
and after this called the "rules".

2. Right to amend or revoke. In accordance with N.J.S.A. 40A:14-118,
the right reserved by the appropriate authority to amend or to revoke any
of the ruies contained herein.

3. Previous rules, policies, and procedures. All rules previously issued,
and policies and procedures that are contrary to the rules contained
herein, are hereby revoked to the extent of any inconsistency. All other
policies and procedures shall remain in force.

4. Application. These rules are applicable to all police officers of the
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Division and to all civilian employees of the division where
appropriate.

5. Distribution. One copy of these rules shall be distributed to each
employee of the Division.

6. Responsibility for maintenance. It is the continuing responsibility of
each employee to maintain a current copy of the rules, including all
additions, revisions and amendments as issued.

7. Familiarization. Employees shall thoroughly familiarize themselves
with provisions of the rules. Ignorance of any provision of these
rules will not be a defense to a charge of a violation of these
rules. It is the continuing responsibility of each employee to
seek clarification through the chain of command for any rule
which is not fully understood.

Definitions

A

Appropriate Authority. The person designated by Bridgeton City Ordinance 3-21
as "The Appropriate Authority".

Appointing Authority. The Business Administrator for the City of Bridgeton.

Authority. The right to issue orders, give commands, enforce obedience, initiate
action and make necessary decisions commensurate with rank or assignment as
provided for in the Division rules, policies and procedures. Authority may be
delegated by those who designated. Acts performed without proper authority or
authorization shall be considered to be in violation of the rules.

Chain of Command. Vertical lines of communication, authority and responsibility
within organizational structure of the division.

Day off. Those days determined by the appropriate supervisor on which a given
employee is excused from duty.

Directive. A document detailing the performance of a specific activity or method of
operation. "Directive" includes:

1. General order: Broadly based directive dealing with policy and procedure and
affecting one or more organizational subdivisions of the Division.

2. Special order: A directive dealing with a specific circumstance or event that is
usually self-canceling.

3. Personnel order: A directive initiating and announcing a change in the
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assignment, rank or status of personnel.

G. Employee. All employees of the Division, whether sworn, regular, special
officers, or civilian employees.

H. May/Should. As used herein words "may" and "should" mean that the action
indicated is permitted.

I. Order. Any written or oral directive issued by a supervisor to any subordinate or
group of subordinates in the course of duty.

J. Policy. A statement of department principles that provides the basis for the
development of procedures and directives.

K. Procedure. A written statement providing specific direction for performing Division
activities. Procedures are implemented through policies and directives.

L. Shal/Will. The words "Shall" and "Will", as used herein, shall indicate that the
action required is mandatory.

M. Supervisor. Employee assigned to a position requiring the exercise of immediate
supervision over the activities of other employees.

lll. General Duties and Responsibilities
A. Police officers shall:
1. Take appropriate action to;
a. Protect life and property;
b. Preserve the peace
c. Prevent crime;
d. Detect and arrest violators of the law;

e. Enforce all federal, state, and local laws and ordinances
coming within Division jurisdiction;

f. Safely and expeditiously regulate traffic;
g. Aid citizens in matters within police jurisdiction;

h. Take appropriate police action in aiding fellow officers as
needed;
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i. Provide miscellaneous services.

2. Support and defend the individual protections, rights and privileges
guaranteed by the Constitutions of the United States and New Jersey.

3. Exercise authority consistent with the obligations imposed by the oath
of office and in conformance with the policies of the Division.

4. Abide by all rules, regulations and departmental procedures and
directives governing police officer employees.

5. Be accountable and responsible to their supervisors for obeying all
lawful orders.

6. Coordinate their efforts with other employees of the Division to achieve
Division objectives.

7. Conduct themselves in accordance with high ethical standards, on and
off duty.

8. Strive to improve their skills and techniques through study and training.

9. Familiarize themselves with the area of authority and responsibility for
the current assignment.

10. Perform their duties promptly, impartially, faithfully, and diligently.
11. Perform all related work as required.
B. Supervisors in the Division shall:

1. Enforce Division rules and insure compliance with Division policies and
procedures.

2. Exercise proper use of their command within the limits of their authority
to assure efficient performance by their subordinates.

3. Exercise necessary control over their subordinates to accomplish the
objectives of the Division.

4. Guide and train subordinates to gain effectiveness in performing their
duties.

5. Use Division disciplinary procedures when necessary
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6. When using discipline, comply strictly with the provisions of the Division
disciplinary process.

C. Chief of Police

1. Pursuant to N.J.S.A. 40A:14-118 and municipal ordinance, the Chief of
Police shall be the head of the Police Division and shall be directly
responsible to the appropriate for the efficiency and day to day operations
of the department. Pursuant to policies established by the appropriate
authority, the Chief of Police shall:

a. Administer and enforce the Rules and Regulations of the Police
Division and any special emergency directives for the disposition
and discipline of the Division and its members and officers;

b. Have, exercise and discharge the functions, powers and
duties of the Police Division;

c. Prescribe the duties and assignments of all members and
officers;

d. Delegate such authority as may be deemed necessary for the
efficient operation of the Police Division to be exercised under the

direction and control of the Chief; and
e. Report at least monthly to the appropriate authority in such
form as shall be prescribed on the operation of the Police Division

during the preceding month and make such other reports as may
be requested by the appropriate authority.

2. Responsibilities. The Chief of Police is responsible to:
a. Establish and maintain the efficient operation of the Division.

b. Organize, control and maintain all property and resources of
the Division.

c. Develop the written organizational structure of the Division,
including chain of command and duty assignments.

d. Develop and implement policies and procedures necessary to
govern and direct the day to day operations of the police
department.

e. Provide for the proper training of all Division employees.
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f. Provide for periodic inspections of all police operations to insure
compliance with Division rules, policies, and procedures.

g. Maintain the overall discipline of the Division.

h. Maintain a constructive relationship with the public, community
organizations, the media and other law enforcement agencies.

i. Prepare and submit the annual budget and proposed
expenditure programs to the appropriate authority or other

designated officials.

j. Allocate funds within the budget, which are appropriated by the
governing body.

k. Provide for performance evaluations of all Division employees.
D. Civilian employees shall:

1. Take appropriate action to perform the duties of their positions
promptly, faithfully and diligently.

2. Exercise authority consistent with the obligations imposed by their
position and in conformance with the policies of the Division.

3. Be accountable and responsible to their supervisors for obeying all
lawful orders.

4. Coordinate their efforts with other employees of the Division to achieve
Division objectives.

5. Conduct themselves in accordance with high ethical standards on and
off-duty.

6. Strive to improve their skills and techniques through study and training.

7. Familiarize themselves with the area of authority and responsibility for
the current assignment.

8. Abide by all rules, regulations and departmental procedures and
directives governing civilian employees.

9. Perform all related work as required.

IV Rules of Conduct
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A General conduct

1. Performance of duty. All employees shall promptly perform their duties
as required or directed by law, Division rule, policy or directive, or by lawful
order of a superior officer.

2. Action off duty. While off duty, police officers shall take appropriate
action as needed in any police matter that comes to their attention within
their jurisdiction as authorized by New Jersey law and Division policy.

3. Obedience to Laws and Rules. Employees shall obey all laws,
ordinances, rules, policies, and procedures and directives of their Division.

4. Withholding Information. Employees shall report any information
concerning suspected criminal activity of others.

5. Reporting violations of Laws and Rules. Employees knowing of other
employees violating laws, ordinances, or rules of the Division, shall report
same, in writing to the Chief of Police through official channels. If the
employee believes the information is of such gravity that it must be
brought to the immediate, personal attention of the Chief of Police, official
channels may be bypassed.

6. Insubordination. Employees shall not:
a. Fail or refuse to obey a lawful order given by a supervisor;

b. Use any disrespectful or abusive language or action toward a
supervisor.

7. Conduct toward other Division employees. Employees shall treat other
Division employees with respect. They shall be courteous and civil at all
times in their relationships with one another. When on duty and in the
presence of the public, officers should be referred to by rank.

8. Compromising Criminal Cases. Employees shall not interfere with the
proper administration of justice.

9. Compromising Administrative cases. Employees shall not interfere
with the proper administration of Justice.

10. Recommending Services Prohibited. Employees shall not suggest,
recommend, or advise the retention of any attorney, bail bond broker, tow
service or any other service provider of any kind as a result of police
business.
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11. Posting Bail. Employees shall not post bail for any person in custody,
except relatives. In the event a labor organization made up of employees
decides to post bail it shall be done through an intermediary, who is not
employed by the Division.

12. Use of Force. Employees shall follow Division policy and procedure
on the use of force.

13. Fitness of Duty. Police officers shall maintain sufficient physical and
psychological condition in order to handle the variety of activities required
of a law enforcement officer.

14. Driver's License. Employees operating Division motor vehicles shall
possess a valid New Jersey driver's license. Whenever a driver's license
is revoked, suspended, or lost, the employee shall immediately notify the
appropriate supervisor giving full particulars.

15. Address and Telephone Numbers. Employees are required to have a
telephone in the place where they reside. Changes in address and
telephone numbers shall be reported in writing to the appropriate
supervisor within 24 hours of the change.

B. Orders
1. Issuing Orders

a. Manner of issuing orders. Orders from a supervisor to a
subordinate shall be in clear and understandabie language.

b. Unlawful Orders. No supervisor shall knowingly issue any
order, which is in violation of any law or ordinance.

c. Improper Orders. No supervisor shall knowingly issue any
order which is in violation of any Division rule, policy, or
procedure.

2. Receiving Orders

a. Questions Regarding Orders. Employees in doubt as to the
nature or detail of an order shall seek clarification from their
supervisors through the chain of command.

b. Obedience to Unlawful Orders. Employees are not required to
obey any order, which is contrary to any law or ordinance.
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Responsibility for refusal to obey rests with the employee, who
will be required to justify the refusal to obey.

c. Obedience to Improper Orders. Employees who are given any
order which contrary to Division rule, policy, or procedure must
first obey the order to the best of their ability, and then report the
improper order as provided.

d. Conflicting Orders. Upon receipt of an order conflicting with
any previous order, the employee affected will advise the person
issuing the second order of this fact. Responsibility for
countermanding the original order rests with the individual issuing
the second order. If so directed, the latter order shall be obeyed
first. Orders will be countermanded, or conflicting orders will be
issued, only when reasonably necessary for the good of the
Division.

e. Reports of Unlawful or Improper Orders. An employee receiving
an unlawful or improper or order shall, at first opportunity, report in
writing to the next highest ranking supervisor above who issued
the unlawful or improper order. Actions regarding such a report
shall be conducted by the Chief of Police.

f. Criticism of Official Acts of Orders. Employees shall not
criticize the actions or orders of any department employee in a
manner which is defamatory, obscene or which tens to impair
the efficient operation of the Division.

C. Police Records and Information

1. Release of Information. Employees shall not release any information
nor reveal any confidential business of the Division to the public or the
press except as provided in Division policy and procedure.

2. Division Records. Contents of any record or report filed within the
Division shall not be exhibited or divulged to any person other than a duty
authorized police officer, except with the approval of the appropriate
supervisor, or under due process of law, or as permitted under Division
policy and procedures.

3. Reports. No employee shall knowingly falsify any official report or enter
or cause to be entered any inaccurate, false, or improper information on

records of the Division.

D. Gifts, rewards, etc.
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1. Soliciting or Accepting Benefits. Employees shall not directly or
indirectly solicit, accept or agree to accept any benefit not allowed by
law to influence the performance of their official duties.

2. Rewards. Employees shall not accept any gift, gratuity, or reward in
money or other compensation for services rendered in the line of duty,
except that which may be authorized by law and Division policy.

3. Disposition of Unauthorized Gifts, Gratuities. Any unauthorized gift,
gratuity, loan, fee, reward, or other object coming into the possession of
any employee shall be forwarded to the Chief of Police together with a
written report explaining the circumstances.

E. Alcoholic Beverages and Drugs.

1. Consuming Alcoholic Beverages Before Duty. Employees shall not
consume alcoholic beverages within eight hours prior to reporting for duty.

2. Being Under the Influence. Employees shall not report for duty under
the influence of alcoholic beverages.

3. Consuming Alcoholic Beverages on Duty. Employees of the Division
shall not consume any alcoholic beverage while on duty.

4. Exception. Employees while assigned to duty in civilian clothes may
consume alcoholic beverages only if such consumption:

a. is absolutely necessary in the performance of duty, and
b. has been approved by the appropriate supervisor, and

c. does not render the employee unfit for proper and efficient
performance of duty.

5. Consuming Alcoholic Beverages Off Duty In Uniform. Employees shall
not consume alcoholic beverages while off duty and in uniform or any
recognizable component of the uniform.

6. Alcoholic Beverages in Police Buildings. Alcoholic Beverages shall
not, at any time, be consumed in police buildings or facilities.

7. Supervisors' Responsibility. Supervisors shall not assign to duty, nor
allow, to remain on duty, any employee whose fitness for duty is
guestionabie due to the use of alcoholic beverages or medication.
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8. Possession of Alcoholic Beverages. Employees shall not have
alcoholic beverages on their person while on duty or in uniform, nor in
any police Division building or vehicle, except for evidential or other
authorized purpose.

9. Entering Licensed Premises. Employees in uniform shall not enter any
licensed premises where alcoholic beverages are sold or stored, except
in the performance of duty and in compliance with Division policy.

10.Taking Medication on Duty. Employees of the Division shall not take
any medication which may diminish their alertness or impair their senses
prior to or after reporting for duty unless directed by a physician.

11. Notification about Medication. When employees are required to take
any prescription medication or any non-prescription medication or any
medication which may diminish their alertness or impair their senses, the
employee shall notify their supervisor as to the medication required, its
properties, the degree and the period during which the employee is
required to take the medication. This notification shall be by the
prescribing physician. If the medication is a non-prescription drug the
employee shall make this notification. The required notification shall be
made prior to the employee reporting for duty. This information so
provided shall be confidential.

12. Drug Testing. This Division shall conduct random drug testing of police
officers in accordance with the Drug Testing Policy of the Attorney General
and in accordance with the Division standard operating procedure.

F. Duty Conduct

1. Reporting for Duty. Employees shall report for duty at the time and
place specified, properly uniformed and equipped.

2. Absence from Duty. An employee who fails to appear for duty at the
date, time and place specified without the consent of competent authority
is absent without leave. Supervisors shall immediately report to their
supervisor in writing any employee who is absent without leave.

3. Prohibited Activity on Duty. Employees who are on duty are prohibited
from engaging in activities, which are not directly related to the
performance of their duty (e.g. sleeping, conducting private business,

or gambling).

4. Use of Tobacco While On Duty. Employees shall not use tobacco
except in authorized areas. Employees shall not use tobacco while in
direct contact with the public, and shall be as unobtrusive as possible.
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5. Distracters. The use of any item or object that distracts an employee
from the performance of duty other than equipment authorized by the
Division is prohibited while on duty.

6. Relief. Employees are to remain at their assignments and on duty
until properly relieved by other employees or until dismissed by competent
authority.

7. Meals. All meals are to be consumed within authorized areas, subject
to modification by the supervisor.

8. Training. Employees shall attend training at the direction of the
appropriate supervisor. Such attendance is considered a duty assignment,
unless the prevailing collective bargaining agreement provides otherwise.

9. Inspections. Employees directed to attend full dress inspections shall
report in the uniform prescribed, carrying the equipment specified.
Unauthorized absence from such inspection shall be considered absence
without leave.

G. Uniforms, appearance and identification

1. Reguilation Uniforms Required. All police officers and uniform civilians
shall maintain uniforms prescribed in Division policy and procedure.
Uniforms shall be kept neat, clean and well pressed at all times.

2. Manner of Dress on Duty. Employees shall wear uniform or civilian
clothing on duty as prescribed by Division policy and procedure for the
employee's current assignment.

3. Wearing Jewelry on Duty. Police officers on duty shall not wear loose
fitting jewelry which may be grasped during a struggle or which can

inflict injury or retard mobility of the officer. This provision shall not prohibit
non-uniform officers on duty from wearing jewelry appropriate for the
conditions of their current assignment in accordance with Division policy.

4. Personal Appearance. Empioyees, while on duty, shall be neat and
clean in person, with uniform or clothes clean and pressed. The provision
shall not prohibit non-uniformed officers on duty from dressing appropriately
for the conditions of their current assignment in accordance with Division
policy.

5. Wearing or Carrying Identification. Employees shall wear or carry their
Division identification at all times, provided that it is practical under the
circumstances.
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6. ldentification as Police Officer. Except when impractical or where the
identity is obvious, police officers shall identify themselves by displaying
the official badge or identification card before taking police action.

H. Division equipment and property

1. Equipment on duty. Employees shall carry all equipment on duty as
prescribed in Division policy and procedure based on their assignment.

2. Equipment off duty. Employees shall carry equipment off duty as
prescribed in Division policy and procedure based on their assignment.

3. Firearms. Employees shall follow Division policy and procedure on the
care and handling of firearms.

4. Division Property and Equipment. Employees are responsible for the
proper care of Division property and equipment assigned to them or used
by them in the course of duty.

5. Use of Division Property and Equipment. Employees shall not use any
Division property or equipment for personal business or pleasure.

6. Damaged or Inoperative Property or Equipment. Employees shall
immediately report to their supervisors any loss of or damage to Division
property assigned to or used by them. The supervisor shall also be
notified of any defects or hazardous conditions existing in any Division
equipment or property.

7. Care of Division Buildings. Employees shall not mark or deface any
surface in any Division building. No material shall be affixed to any wall
in Division buildings without specific authorization from the appropriate

Supervisor.

8. Notices. Employees shall not mark, alter or deface any posted notice
of the Division. Notices or announcements shall not be posted on bulletin
boards without permission of the appropriate supervisor, except those
areas designated for use by the coliective bargaining units.

9. Use of Division Vehicles. Employees shall not use any Division
vehicle without permission of a supervisor. Division vehicles shall never
be used for personal business or pleasure except as provided for in
Division policy.

10. Operation of Division Vehicies. When operating Division vehicles,
employees shall not violate traffic laws except in cases of emergency
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and then only in conformity with state law and Division policy and
procedure regarding same.

11. Transporting Citizens. Citizens will be transported in Division vehicles
only in conformance with Division policy.

12. Reporting Accidents. Accidents involving Division personnel, property,
equipment and vehicles must be reported in accordance with Division
policy and procedure.

13. Inspection. Division property and equipment is and remains the
property of the Division and is subject to entry and inspection without
notice.

14. Liability. If Division property is damaged or lost as a result of misuse
or negligence by an employee, that employee will be held liable to
reimburse the Division for the damage or loss and is subject to
disciplinary action.

15. Surrender of Division property.

a. Upon Separation from the Division. Employees are required

to surrender all Division property in their possession upon
separation from the service. For failure to return a non-expendable
item, the employee will be required to reimburse the Division for
the fair market value of the article.

b. Under Suspension. Any employee under suspension shall
immediately surrender their identification, firearm (if applicable),
and all other Division property to the appropriate supervisor
pending disposition of the case.
[.  Communications, Correspondence
1. Restrictions. Employees shall:

a. Not use Division letterheads for private correspondence.

b. Only send correspondence out of the Division under the
direction of the appropriate supervisor.

2. Forwarding Communications. Any employee who receives a written
communication for transmission to another employee shall forward same,
without delay.

3. Use of Division Address. Employees shall not use the Division as a



( DEPARTMENT ORDER ) Page #:

Order #: R/R Date: 06/10/2009
Category: DEPARTMENT ORDERS
Title: DUTY MANUAL - RULES & REGULATIONS

mailing address for private purposes. The Division address shall not be
used for any private vehicle registration, driver license, credit/bank
accounts or as a billing address.

4. Telephones. Division telephone equipment may not be used for
personal use involving toll charges without the express approval of a
supervisor.

5. Radio Discipline. Employees operating the police radios shall strictly
observe the procedures and restrictions for such operations as set forth
in Division policy and procedures and by the Federal Communications
Commission.

J. Conduct Toward Public

1. Courtesy. Employees shall be courteous and orderly in their dealings
with the public. They shall perform their duties politely, avoiding profane
language and shall always remain calm regardless of provocation.

2. Request for Identification. Upon request, employees are required to
supply their name and identification number in a courteous manner.

3. Impartiality. Employees shall not exhibit bias or favoritism toward any
person because of race, sex, sexual orientation, creed, color, national
origin, ancestry influence or political affiliation.

4. Use of Derogatory Terms. Employees shall not use language that is
derogatory to anyone because of race, sex, sexual orientation, creed,
color, national origin, ancestry, or influence.

5. Affiliation with Certain Organizations Prohibited. No employee shall
knowingly become a member of any organizations which advocates the
violation of law, or which professes hatred, prejudice, or oppression
against any racial or religious group or political entity, except when
necessary in the performance of duty and at the direction of the Chief of
Police.

6. Representing the Police Division. Employees shall not give pubiic
speeches or demonstrations on behalf of the Division, nor shall they
endorse any product or service as a representative of the Division, without
prior approval from the Chief of Police.

K. Political activities

1. Employees shall not be candidates for or hold office in elective public
positions or political organizations within or inclusive of the jurisdiction in
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which the are employed unless authorized to do so by the county
prosecutor.

2. Employees may contribute funds or any other thing of value to
candidates for public office subject to the provision of law governing such
contributions.

3. Employees shall not engage in any political activity while on duty, or
while in uniform, or at any other time if to do so would conflict with their
duties or impair their ability to perform their duties.

4. Employees shall not directly or indirectly use or attempt to use their
official position to influence the political activity of another person.

5. Employees shall not engage in any polling duties except in the
performance of their official duties.

6. Employees shall not display any political material on any government
property or on their person while on duty or in uniform.

L. Judicial appearance and testimony.

1. Duty of Employee to Appear and Testify. Employees shall appear and
testify on matters directly related to the conduct of their office, position or
employment before any court, grand jury, or State Commission of
Investigation.

2. Subpoena. Employees must attend court or quasi-judicial hearings as
required by a subpoena. Permission to omit this duty must be obtained
from the prosecuting attorney handling the case or other competent court
officials.

3. Court Appearance. When appearing in court on Division business,
employees shall wear either the Division uniform or appropriate business
attire.

4. Testifying for the Defendant. Any employee subpoenaed to testify for
the defense or against the municipality or Division in any hearing or trial
shall notify the appropriate supervisor immediately upon receipt of the
subpoena.

5. Division Investigations. Employees are required tc answer questions,
file reports, or render material and relevant statements, in a Division
investigations when such questions and statements are directly related to
job responsibilities. Employees shall be advised of, and permitted to
invoke, all applicable constitutional and statutory rights, including
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consultation with their designated representative.

6. Truthfulness. Employees are required to be truthful at all times whether
under oath or not.

7. Civil Action, Subpoenas. Employees shall not volunteer to testify in civil
actions arising out of Division employment and shall not testify unless
subpoenaed. If the subpoena arises out of Division employment or if
employees are informed that they are party to a civil action arising out of
Division employment, they shall immediately notify the appropriate
supervisor.

8. Civil Depositions and Affidavits. Employees shall confer with the
appropriate supervisor before giving a deposition or affidavit on a civil case
relating to their police employment.

9. Civil Action, Expert Witness. Employees shall not volunteer or agree to
testify as expert witnesses in civil actions without the prior written approval
of the county prosecutor.

10. Civil Process. Employees shall not serve civil process or assist in civil
cases unless such service is approved by the appropriate supervisor.

V. Personnel Regulations
A. Hours and Leave

1. Hours of Duty. Employees shall have regular hours assigned to them
for active duty, and when not so employed, they shall be considered off
duty. Employees subject to be recalled to duty as needed.

2. Scheduled Days Off. Employees are entitled to days off pursuant to
appropriate collective bargaining agreements and are to take such days
according to a schedule arranged by the appropriate supervisor.

3. Vacation Leave. Employees are entitled to vacation days off pursuant
to appropriate collective bargaining agreements, Division policy and
procedure, and approval of the vacation schedule by the appropriate
supervisor.

4. Other Leaves. Employees are entitled to other leave as provided for in
collective bargaining agreements, by law and by Division policy and
procedure, subject to approval of the schedule by the appropriate
supervisor.

5. Sick Leave. Employees are entitled to sick days off pursuant to
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appropriate collective bargaining agreements and department policy and
procedures.

6. Abuse of Sick Leave. Employees who take sick leave in violation of
Division policy shall be subject to disciplinary action.

7. Suspension of Leave. Any vacation leave, scheduled day off, or other
leave of absence may be suspended when an emergency which
reasonably could not have been foreseen is declared by appropriate
Division authority, and which unavoidably requires utilization of additional
employees who are not scheduled to work.

B. Secondary Employment

1. Secondary Employment. Employees may engage in secondary
employment consistent with Division policy.

C. Resignation

1. Resignation to be in Writing. All resignations of employees must be in
writing and bear the signature of the person resigning. Employees shall
provide no less than two weeks notice to the Chief of Police.

VI. Discipline
A. Disciplinary Action

1. Disciplinary Action. Employees, regardiess of rank, shall be subject to
disciplinary action, according to the nature or aggravation of the offense,
for:

a. committing an offense punishable under the laws or statues of
the United States, the State of New Jersey or any other
State, or municipal ordinances;
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