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FOR:El-TORD 

In order to effectively and efficiently attain its stated goals and 
objectives, any organization must have a set of identifiable operating 
policies and procedures which are readily accessible to all of its 
personnel. Moreover, without such a set of current guidelines it would be 
impossible to operate in either a systematic or organized fashion. 

Accordingly, this Manual contains all currently accepted procedures for 
operaional .functioning within the Depart2!lent. As you will notice, these 
procedures have been revised or updated while a number of others have 
been newly instituted in order to meet the highest sta."ldards of pro,;. 
fessionalism. 

Certain procedures contained herein are prefaced with the underlying policy· 
:behind their application. Other procedures have their respective policy 
statements incorporated in the text. The operational procedures presented 
here are neither designed nor intended to limit or restrict any member of 
this Department in t..'he exercise of his/her judgment or initiative in taking 
any · action which would ordinarilY be undertaken by a reasonable person ~ 
when coirt'ronted with an extraordinary situation. By necessity, the Depart-
ment must .place a substantial degree of reliance on the loyalty, integrity 
and discretion of its numbers in the performance of their duties. 

In order to continually achieve uniformity when dealing with the daily 
tasks which confront the Department, it is the responsibility of all personnel 
to become knowledgeable with the material contained herein and to keep 
it updated. .. as changes in operating procedures are implemented. Because 
the procedu..""es in this Manual are subject to continual re-evaluation, the 
recommendations and suggestions of all departmental personnel are solicited 
in. order to :facilitate this process. 

J. E. Has linger 
Chief of Police 
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LAW ENFORCEMENT 

CODE OF ErHICS 

"As a Law Enforcement Officer, my fundamental duty is to serve mankind; to 
safeguard lives and property; to protect the i..TIDocent against deception; 
the weak against oppression or intimidation; the peacef'u.l against violence 
or disorder; and to respect the Constitutional Rights of all men to liberty, 
equality and justice. 
. . 

.I will keep my private life unsullied as an example to all; maintain cour
ageous calm in the face of danger, scorn, or ridicule; develop self-restraint; 
be constantly mindful of the wel.f~ of others ; honest in thought and deed 
m· both nr:J personal and official life. I will be exemplary in obeying ~ 
the laws of the land and the regulations of roy department. Whatever I see 
or hear of a confidential nature of that which is confided to me in rrr:1 official 
capacity will be kept ever secret unless revelation is necessary in the per
formance of duty. 

I will never· act officious ly or permit personal feelings, prejudice, 
animosities .or friendships to influence nry decisions. With no compromise 
for crime ;and with relentless prosecution of criminals. I will enforce 

~ the law courteously and appropriately without fear or favor, malice, or ill 
will; never employ:ing unnecessary force or violence and never accepting 
gratuities. ~ 

~ 

I recognize the badge of mu office as a symbol of public faith and I accept 
it as a public trust to be held so long as I am true to the ethics of police 
service. I will constantly strive to achieve these objectives and ideals, 
dedicating myself before God to my chosen profession. "Law Enforcement11 
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Section 1.01 

Composition 

The Department of Police shall consist of a Chief of Police, who shall be 
the bead of the Department, together with officers and men as provided 
by the Board of Trustees. 

Section 1.02 

Assignment of Shifts, Duties, EtC. 

The Chief -of Police shall assign all members of the Department of Police 
to their respective posts, shifts, details and duties. 

Section 1. 03 

Rules And Regulations 

The Chief of- Police with approval of the Board of Trustees acting 
under authority of Ohio R.C. 505.49 shall make rules and regulations con
cerning the operation of the Department of Police, the conduct of the 
officers and employees thereof, their uniforms, arms, other equipment 
and tra:ining. 

Section 1. 04 

Fiscal Responsibili tz 

The Chief of Police shall have responsibility in such fiscal matters as 
budget control, planning and the availability of funds to meet expenses. 
In order for this to be done, the Chief of Police ma:intains files and re
cords which pertain to these fiscal matters. 

Section 1.05 

Planning Responsibility 

The Chief of Police shall have responsibility for problem recognition and 
solution, program control and review, and recognition of the townships 
needs. He will endeavor · to address the problems of long-range planning in 
additional resources, deployment of personnel, township-problems, tech
nological plans and reviewing of operational plans already in effect. 

... 
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Section 1. o6 -

Executive Responsibility 

The Chief of Police shall have executive responsibility to see that: 

1. Commanders, supervisory and other personnel operate within the frame
W?rk of a:nnO'lm.ced policy and adhere to Department objectives. 

2. Policies, procedures and regulations are not only adequate to attain 
the desired results, but also that they are carried out in the 
spirit for which they were designed. 

3. Accurate records are maintained without inefficient and unnecessary 
duplication. 

Section 1.07 

Trai11ing And Personnel Duties 

So that proficiency can be attained as early as possible at all levels 
of the Department, the Chief of Police formulates schedules far recruit 
training and conducts in-service training programs. Responsibilities in
clude the maintenance of certain personnel records and limited payroll 
preparati~ .for the entire Department. 

The essential function of the training and personnel duties of the Chief 
of Police is in the area of recruiting, testing, screening, investigating 
and process:i,ng persons applying for employment ~ith the Department. To 
accomplish tbis function he will work in cooperation with the Union Township 
Trustees. 

Section 1. 08 

Inspections and Internal Af£airs 

'lbe Chief of Police shall assist those in camna:nd of the opezoating and 
service functions in recogrizing areas of weakness. This should be looked 
upon as a service rather than a device to detect dereliction of duty. Its 
purpose is to be of benefit to the department by seeking to counteract 

the often inherent weaknesses of a sel.f-inspectd.on process. In addition 
to these duties he will investigate and assist in the investigation of in
ternal matters and citizens' complaints. 

Section 1.09 

Services Division 

The Chief of Police shall have executive responsibility and command of the 
Services Division. The division shall consist of all communications, records, 
evidence and property, and equipment and supply personnel and equipment 
as supportive or ancillary elements. 

• 
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Section 1.10 

Uniform Divisions 

The Uniform Division is commanded by a police captain. It shall consist 
of all patrol, traffic and crime prevention personnel and equipment re
lated to their operation. 

Section 1.11 

Investigative Division 

The Investigative Division is commanded by a police captain or lieutenant. 
It shall consist of all plain clothes personnel assigned to the Detective 
and JUvenile Sections and equipment related to their operation. · 

Oo 
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Section 2.01 

Uniform Division Sergeant--Duties, Responsibilities 
fhd Authoriij 

Purpose: 

To establish the duties, responsibilities and authority of a sergeant 
assigned to the Uniform Division. 

General statement o~ Duties and Responsibilities 

A uniform sergeant works on an assigned shift and is responsible for the 
· first-line supervision of field operations within the division/section; 
may perfo:nn the duties of the diVision/section lieutenant if required or 
assumes command of the entire division in the event of the absence of any 
higher ranking officers. 

Distin&Uishing Features of the Position: 

Duties include planning, organizing, directing and controlling the activities 
of subordinate 1mi.form personnel in the performance of both general and 
specific a~signments on a particular shift. 

General DUties, Responsibilities and Authority: 

1. Hol~: muster, schedules, assigns and reassigns suborinate patrol 
officers to various patrol areas and keeps the Communications Section 
advised of any changes in manpower which, occur during the course 
of the shilt; 

2. Responds to requests made by subordinates for assistance, direction 
and advice in order to max::i.ndze patrol effectiveness and efficiency; 

3. Ehsures that all orders, directives, rules and regulations pertaining 
to operational procedures of the department are being adhered to by 
all personnel under their supervision; 

4. Ascertains the potenti~l solvability for each criminal case that 
is surrounded by special circumstances or questionable factors; 

5. Determines n'hether or not a follow-up mvestigatian is required 
in any cr:i.nrlnal case as well as which particular division is 
responsible for conducting the investigation should one be needed; 

6. Plans directed patrol operations in conjunction with the lieutenant 
or captain in order to effectively deal with criminal activities 
as spec~c needs arise or as circumstances dictate; 

7. Addresses all citizens ccmplaints regarding those problems which 
can be effectively dealt with through the use of specialized or 
intensive patrol; 

o- • 
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8. Assigns or redirects the placement of personnel as is required :in 
order to achieve maximum patrol effectiveness and efficiency 
and keeps the Comnnmications Section advised of arry changes in 
manpower which occur during the course of the shift; 

9. R:esponds in person to all situations which require on-site field 
supervision :in order to ensure public safety and maintains control 
1mtil such situations are resolved or can be turned over to 
appropriate specialized units within or outside the department; 

10. Provides motivation for subordinate personnel in the course of in
novatively planning and managing directed patrol functions, bearing 
in mind those motivational factors such as the need to achieve, the 
need to be recognized far such achievement, the need to engage :in 
meaningful work, the need. to be responsible for decision-making 
and the need for growth and advancement; 

11. Instructs subordinate personnel as to the basic methods and techniques 
of police science and keeps them informed of art1 new or innovative 
deVelopments in the field which could increase their overall proficiency 
and performance; 

12. Reviews and evaluates the overall job performance of personnel 
under his/her supervision recognizing and noting both strengths 
and weaknesses and submits appropriate reports on a timely basis 
with recommendations as to how low-quality performance can be 
improved as well as how high-quality performance can be main
tail"iefl; 

13. Keeps superior officers informed of daily activities and submits 
required written reports to superior officers regarding any alleged 
misconduct, sustained poor work performance or serious violations 
of departmental rules and regulations, recommends appropriate 
corrective or disciplinary action of subordinates, and commends 
subordinates for out-standing or exemplary performance; 

14. Establishes a set of identfiable goals and objectives in order to 
increase the overall productivity of the work unit; 

15. EXercises authority primarily over personnel assigned to his/her 
command but may, as the need arises, cross lines of authority, 
relieve subordinate personnel from duty, override dE~partmental 
directives, the orders transmitted by Communications Section 
or those of a superior officer as long as such actions are justified 
and the appropriate authority is notified immediately thereafter 
or as soan as possible; 

16. Performs the duties of a lieutenant or a captain in their absence; 

17. Performs related work as is required in order to effectively and 
and efficiently discharge the police function and maximize public 
safety. 

.. 
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Purpose: 

Section 2. 02 

Uniform Division Lieutenant -- Duties, Responsibilities 
And Authority 

To establish the duties, responsibilities and authority of a lieutenant 
assigned to the Uniform Division. 

General Statement Of Duties And Responsibilities: 

A uniformed lieutenant shall work on an assigned shift as the shift commander 
·and assume command of the entire division in the absence of the captain. 

Distinguishing Features Of The Position: 

Plans, organizes, directs and controls the activities of uniform personnel 
during an ·assigned shift. 

General Duties 2 Responsibilities And Authority: 

1. Holds mtister in conjunction with the sergeant, schedules, assigns and 
reassigris subordinate patrol officers to various patrol areas and 
keeps the shift sergeant and the Communications Section advised of any 
changes .in manpower which occur during the course of the shift; 

2. Evaluates~ information submitted by the crime prevention officer and 
deploys manpower according to demand by applying planned patrol tactics; 

3. Reviews and disseminates all information passed down by the captain and 
advises the captain of any situation which could directly or indirectly 
affect public safety or the operation of the division or department; 

4. Maintains open lines of communication within the division; 

5. Makes certain that all proposed resolutions and policy changes are 
understood by subordinate personnel and communicates ·any adverse re
actions to the division cormnands; 

6. Acts as a liaison between the public and the division or department 
when inquiries are made by the public regarding police services and 
procedures; 

7. Assists the division commander with administrative duties as is re
quired and asS1D'Iles all administrative duties of the division in the 
absence of the commander in order to ensure the availability of the 
sergeant for street supervision; 

B. Reviews and evaluates the contents and quality of all documents andre
ports which are generated on a particular shift by subordinates; 

9. Prepares reports as required by the division commander; 

... 
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10. Conducts periodic inspections of personnel, equipment and physical 
facilities and ensures the safeguarding of evidence in accordance 
with departmental procedures: 

11. Assists sergeant with street supervision as is required after the 
completion of administrative duties; 

12. Monitors the performance of division personnel through direct observation 
on an individual basis and notes any areas which need improvement or 
deserve commendation; 

13. Provides instruction and training to ~~bordinate personnel and assists 
the division commander in selecting the most qualified representatives 
to attend training school; 

14. Exercises authority primarily over personnel assigned to his/her command 
but may, as the need arises, cross lines of authority, relieve sub
ordinate personnel from duty, override departmental directives, the 
orders transmitted by, the Communications Section or those of a superior .. 
officer as long as such actions are justifiable and the appropriate 
authority is notified immediately thereafter or as soon as possible; 

15. Performs the duties of a captain or a sergeant in the event of their 
absence; 

16. Performs~ related work as is required in order to effectively discharge 
the police function and maximize public safety. 
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Purpose: 

Section 2.03 

Uniform Division Captain -- Duties, Responsibilities 
And Authority 

To establish the duties, responsibilities and authority of a captain 
assigned to the Uniform Division. 

General Statement Of Duties And Responsiblili ties: 

The uniform cantain shall be resoonsible for the enforcement within his/her . . 
command of all laws, resolutions, rules and regulations, policies, pro-
cedures as well as all general and special orders and shall be held account
'able for maintaining the order, efficie..11cy and discipline of all personnel 
under his/her command. · · 

Distinguishing Features Of The Position: 

The capt~~ is' responsible for the total operation of his/her command and 
the integration of his/her command into the overall goals, objectives 
and activities of the department. 

General Duties, Responsibilities And Authority: 

1. Plans, .organizes, directs and controls the activities of an entire div
ision J.il an orderly and efficient manner and has in"llediate supervision 
over all: lieutenants, sergeants, police officers and other employees 
assigned ~o his/her command; . 

2. Ensures that all departmental and divisional orders, policies, procedures, 
rules and regulations are understood and adhered to by personnel under 
his/her command; 

3. Meets and confers with supervisors in accordance with departmental policy 
on a regularly scheduled basis to discuss divisional operations, activ
ities, policies and procedures; 

4. Acts as a liaison between subordinate personnel and the Chief of' Police 
by providing needed feedback on a.rq divisional or departmental matter; 

5. Reviews and recommends training needs of all personnel mder his/her 
command in order to promote the performance of their duties in the most 
effective and efficient manner possible; 

6. Conducts periodic inspections of the division to ensure that all equip
m~'"lt and vehicles assigned thereto are in proper working order and 
monitors the use and cost of all equipment in order to ensure conservation; 

7. Participates on various boards and corn:nrl.ttees as assigned by the Chief 
of Police or by request; 

8. Perfonms budgetory functions as required by the Chief of Police according 
to pre-established procedures and solicits the input of divisional 
personnel in terms of suggested capital outlays and other budget re
quests; 

e-
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. 9. Maintains highest standards of comrmm:ity relations :in the division in 
order to obtain public cooperation and support for the accomplishment 
of the police mission and addresses personally all citizen complaints 
and ·correspondence when necessary in order to instil confidence in 
the surrounding conmmni ty; 

10. Oversees the enforcem~t of minor vice violations and consults with 
Investigative Services on any large -scale or organized operation that 
will require extensive or detailed investigations; 

11. Maintains an open relationship based on mutual respect and cooperation 
with members of the press in accordance with departmental news media 
policies; 

12. Maintains interdependent working relationships with other divisions 
witlrln the department in order to achieve its overall goals and objectives; 

13. Oversees the evaluation of the personnel under his/her connnand, recommends 
approval or denial of merit/longevity increases, counsels subordinates 
on an ·informal basis as the need arises, reviews disciplinary reports 
and imposes proper disciplinary action when appropriate, makes recomm
endations for appointments and promotions within the department, ensures 
the most deserving officers are recommended for outside schools or 
tra1n:irig·· and reports any violations·, i.l'lfractions, injuries, use of 
excessive force or any other potentially adverse situation to the 
Chief :of Police for review and evaluation; 

14. Reviews and adjusts divisional operations on the basis of appropriate 
statistical data and reports in order to ensure the most effective and 
efficient deployment of departmental resources; 

15. Delegates various duties to supervisors and subordinate personnel 
without relieving hi-mself/herself of the ultimate responsibility for 
the accomplishment of the tasks assigned; 

16. EXercises authority pr:imarily over personnel assigned to his/her 
command but may, as the need arises, cross lines of authority, re-
lieve subordinate personnel from duty, override departmental directives, 
the orders transmitted by the Connmmications Section or those of a 
superior officer as long as such actions are justifies and the appropriate 
authority is notified immediately thereafter or as soon as possible; 

17. Under adverse conditions may perform the duties of a sergeant or a 
lieutenant; 

18. Performs related work as is required in order to effectively 
and efficiently discharge the police function and maximize public 
safety. 

~ 
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Purpose: 

Section 2.04 

Investigative Division Sergeant-
Duties, Responsibilities And Authority 

To establish the duties, responsibilities and authority of a sergeant 
assigned to the Investigative Division. 

General Statement Of Duties And Responsibilities: 

~ Investigative Division sergeant works an an assigned shift and is res
ponsible for the first-line supervision or field operations wi tlrln the 
section or division; performs the duties of the lieutenant in the event 
or his/her absence or asS"..tmes command or the entire division in the event 
of the absence of any higher ranking officers. 
. ), ~ ' 

Distinguishing Features Of The Position: 

Duties iliwlve planni..'lg, organizing, directing and controlling the activities 
of subordinate i11vestigative personnel in the performance of both ge."leral 
and specL.f'ic assignments on a particular shift. 

General Dut:i,es, Responsibilities And Authoritz: 

1. Holds mi.ister, assigns or redirects the placement of personnel as is re
quired ~ order to achieve maximum effectiveness and efficiency and keeps 
the Commupicatians Section advised of any changes in manpower which occur 
during the course of the s~~, and schedules subordinate detectives; 

2. Responds to requests made by subordinate for assistance, direction, and 
advice in order to maximize effectiveness and efficiency; 

3. Ensures that all orders, directives, rules and regulations pertaining 
to operational procedures or the department and division are being 
adhered to by all personnel under their su:Pervision; 

4. Ascertams the potential solvability for each criminal case that is 
surrounded by special circumstances or questionable factors and assigns 
to his/her subordinate personnel those cases that require a follow-up 
investigation; 

5. Plans directed section operations in conjunction with the lieutenant 
in order to effectively deal with criminal activities as specific needs 
arise or as circumstances dictate; 

6. Addresses all citizen complaints regarding those problems which can be 
effectively dealt with through the use of specialized or intensive 
investigations; 

7. Responds m person to all situations which require on-site field super
vision and maintains control until such situations are resolved or until 
relieved of command; 

... 
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a; Provides motivation ~or subordinate personnel in the course 0~ in
novatively pla:oning and managing investigations, bearing in mind 
those motivational factors such as the need to achieve, the need 
to be recognized for such achievement, the need to engage in mean-
ingful work, the need to be responsible for decision making and 
the need ~or growth and advancement; 

9. Reviews reports of subordinates to ensure that they are t:ilnely and 
accurate, that a thorough investigation has been conducted and that 
the case status is appropriate considering the ~acts and criteria 
for classification; 

10. Instructs subordinate personnel as to the basic methods and tech
niques of police science and keeps them informed of any new or 
innovative developments in the field which could increase their over
all. proficiency and performance; 

ll. Reviews and evaluates the overall job performance o~ personnel lmder 
his/her supervision on an individual basis, recognizing and noting both 
strengths and weaknesses and submits appropriate reports on a timely 
basis wi.th recommendations as to hov-7 low-quality performance can be 
improved as well as how high-qualith performance can be maintained; 

12. Keeps · superior officers informed of daily activities and submits re
quired .written reports to superior officers regarding any alleged 
miscondu~t, sustained poor work performance or serious violations 
o~ departmental rules and regulations, recommends appropriate corrective 
or disciplinary action of subordinates and reconnnends subordinates for 
outstanding or exemplary performance; 

13. Establishes a set of identifiable goals and objectives in order to in
crease the overall productivity of the work unit; 

14. Exercises authority primarily over personnel assigned to his/her command 
but may, as the need arises, cross lines o~ authority, relieve subor
dinate personnel from duty, override departmental directives, the orders 
transmitted to the Communications Section or those of a superior officer 
as lang as such actions are justified and the appropriate authority is 
notified immediately thereafter or as soan as possible ; 

15. Perfoms the duties of a lieutenant or a captain in their absence; 

16. Performs related work as is required in order to effectively and eff
iciently discharge the police .function and maximize public safety • 

... 
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Section 2.0$ 

Investigative Division Lieutenant-
Duties, Responsibilities And Authority 

Purpose: 

To establiSh the .duties, responsibilities and authority of all lieutenant 
assigned to the Investigative Division. 

General Statement Of Duties And Responsibilities: 

.An Investigative Dirlsion lieutenant shall work on an assigned shift, with 
responsibility for a specific functional area, and may assume command of 
the entire division in the absence of the captain. 

Distinguishing Features Of The Position: 
.... 

Plans, 9rganizes, directs, and controls the activities of subordinate 
personnel during an assigned shift and/or within a specific functional area. 

General Duties, Responsibilities.And Authority: 

1. Holds muster in conjunction with the sergeant, schedules, assigns and 
reassigris subordinate detectives to various areas and keeps the Communications 
Section .advised of any changes in manpower which occur during the course 
of the. s'hitt; 

2. Reviews 'and dissenrlnates all information passed down by the captain and 
advises 'the captain of any situation which could directly or indirectly 
affect public safety or the operation of the division or department; 

3. Maintains open lines of communication within the division; 

4. Makes certain that all proposed resolutions and policy changes are 
understood by subordinate personnel and communicates any adverse reactions 
to the division commander; 

5. Acts as a liaison between the public and the division when inquiries 
are made by the public regarding police services and procedures; 

6. Assists the division commander with administrative duties as required 
and assumes all administrative duties of the division in the absence 
of the cormnander in ·order to ensure the availability of the sergeant 
for street supervision; 

1. Reviews and evaluates the contents and quality o~ all documents and re
ports which are generated by subordinates "lmder his/her command: 

(A) Reviews all incoming offense reports, separates according to section, 
and ensures that they are properly logged with the Records Section; 

(B) Reviews contents and quality of all supplemental reports submitted 
by his/her subordinates and ensures that they are properly logged 
with the Records Section; 



,-.... 
B. Prepares reports as required by the division commander; 

9. Conducts periodic inspections of personnel~ equipment and physical 
facilities and ensures the safeguarding of evidence in accordance with 
departmental procedures; 

10. Assists sergeant with street supervision as is required after the com
pletion of administrative duties; 

11. Monitors the performance of the division personnel through direct ob
servation on an individual basis and notes a:ny areas which need im-
provement or deserve commendation; · 

12. Provides instruction and training to personnel and assists the divisi6n 
commander in selecting the most qualified representatives to attend 
tra~~ schools; 

13. Assesses the performance of all sergeants and investigation assigned 
to his/her command and recommends repl~ce.11ent of' those who are deficient 
in instructional or supervisor-,Y skills; 

14. Elcercises authority primarily over personnel assigned to his/her commsnd 
but may., -as the need arises~ cross lines of authority, relieve sub
ordinate. personnel from duty, override departmental directives, the 
orders::.transmitted by the Comrm.mications Section or those of a superior 

,.........__ officer as long as such actions are justifiable and the appropriate 
authority is notified i-mmediately thereafter or as soon as possible; 

--

15. Performs the duties of' a sergeant or a captain in the event of their 
abse.'lce; 

16. Performs related work as is required in order to effectively dis
charge the police function and maximize public s~fety. 
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Purpose: 

Section 2 .o6 

Investigative Division Captain -- Duties, 
Responsibilities And Authority 

To establish the duties, responsibilities and authority of a captain assigned 
to the Investigative Division. 

General Statement Of Duties And Resnonsibilities: 

·The Investigative Division captain shall be responsible for the -enforcement 
within his/her command of all laws resolutions, rules and regulations, policies, 
procedures as well as all general and special orders and shall be held account
able for maintaining the order, efficiency, and discipline of all personnel 
1mder bis/ber command. 

Distinguishing Features Of The Position: 

The Captain is responsible for the total operation of his/her command and 
the integration of his/her command into the overhall goals, objectives and 
activities of the department. 

General Dut:tes, Responsibilities And Authority: 
~ • I' 

1. Plans, organizes, directs and controls the activities of an entire division 
in an or~rly and efficient manner and has immediate supervision over all 
lieutenants, sergeants, police officers, and other employees assigned to 
his/her command; 

2. Ensures that all departmental and divisional orders, policies, procedures, 
rules and regulations are understood and adhered to by personnel 1mder 
his/her comrna..7ld; 

3. Meets and confers with supervisors in accordance with departmental policy 
on a regularly scheduled basis to discu.ss divisional operations, 
activities, policies and procedures; 

4. Acts as a liaison between subordinate personnel and the Chief of Police 
by providing needed feedback on any divisional or departmental matter; 

5. Reviews and recommends training needs of all personnel under his/her 
command in order to promote the performance of their duties in the 
most effective and efficient manner possible; 

6. Conducts periodic inspections of the division in order to ensure that 
all equipment and vehicles assigned thereto are in proper working order 
and monitors the use and cost of all equipment in order to ensure con
servation; 

1. Participates on various boards and committees as assigned by the Chief 
of Police or by request; 

' 
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8. Performs budgetary functions as required by the Chief o.f Police accord
ing to pre-established procedures and solicits the input of divisional 
personnel in terms of suggested capital outlays and other budget 
requests; 

9. Maintains highest standards of community relations in the division in 
order to obtain public cooperation and support for the accomplishment 
of the police mission and addresses personally all citizen complaints 
and correspondence when necessary in order to instill confidence in 
the surrounding community ; 

10. Acts as a consultant to the Uniform Division on any large-scale or or
ganized operation that will require extensive or detailed investigations; 

11. Maintains an open relationship based on mutual respect and cooperation 
... _with departmental news media policies ; 

12. Maintains interdependant working relationships with other divisions 
within the department in order to achieve its overall goals ·and 
objectives; 

13. Oversees the evaluation of the pers.onnel under his/her command, recom
mends apj>roval or denial of merit/longevity increases, counsels 
subordinates on an informal basis as the need arises, reviews dis
cipliriary reports and imposes proper disciplinary action when appropriate, 
m~~es recommendations for appointments and promotions within the depart
ment, en~~es that the most deserving officers are recommended for out
side schools or training and that the most qualified personnel are 
assigned to specialized duty and reports arq violations, infractions, 
injuries, use of excessive force, or a:ny other potentially adverse 
situation to the Chief of Police .for review and evaluation; 

14. Reviews and adjusts divisional activities and operations on the basis 
of appropriate statistical data and reports in order to ensure the most 
effective and efficient deployment of departmental and divisional 
resources; 

15. Delegates various duties to supervisors and subordinate · personnel with
out relieving himself/herself of the ultimate responsibility for the 
accomplishment of the tasks assigned; 

16. Elcercises authority primarily over personnel assigned to his/her command but 
may, as the need arises, cross lines of authority, relieve subordinate per
sonnel from duty, override departmental di..T"ectives, the orders transmitted 
by the Communications Section or those of a superior officer as long as such 
actions are justified and the appropriate authority is notified iimnediately 
thereafter or as soon as possible; 

17. Under adverse conditions may perform the duties of a sergeant or lieutenant; 

18. Performs related work as is required in order to effectively and efficiently 
discharge the police function and maximize public safety. 
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Purpose: 

Section 2. 07 

Clarification Of Supervisory/Command Authority During 
Unusual Circumstances 

To clarifY the process by which persons of equivalent rank shall assume 
command during an assigned shift in the absence of higher ranking officers; 
to state the procedure by which off duty supervisors, commanders, or the 
Chief of Police shall be notified of those situations of an extraordinary 
nature; and to prohibit except in extraordinary situations supervisors 
_or commanders from leaving personnel unsupervised for any period of time. 

Policy: 

In the event that two sergeants are on duty at an::y given time and there is 
no assigned lieutenant or captain on duty, the sergeant with the longest 
tenure in rank shall be the officer in charge during t.'lat tour of duty. If 
the tHo sergeants have equal amounts of tenure in rank, the sergeant who 
has the longest tenure in terms of total department service shall be :in 
charge. Should certain situations require the specialized knowledge of the 
sergeant with less tenure as described above, the t-'.vo sergeants will can
fer, and, :if bot."! agree, the sergeant with less tenure will assume terp
orary control of the situation until the matter is resolved. 

In the event.:. that t wo lieutenants are on duty at a:ny given time and there 
is no division commander on duty, the lieutenant with the longest tenure 
in rank shall be the officer in charge during that tour of duty. If the 
two lieutenants have equal amounts of tenure in rank, the lieutenant who 
has t.~e longest tenure in terms of total department service shall be in 
charge. Should certain circumstances or situations require the specialized 
knowledge of the lieutenant with the less tenure as described above, the 
two lieutenants will confer, and, if both agree, the lieutenant with less 
tenure will assume te."'lporary control of the situation until the matter 
is resolved. 

If no supervisor or commander is on duty in a particular division then 
the highest ranking supervisor or commander on duty in another division 
shall be :in charge. 

\fuenever a sergeant or lieutenant is on duty and the division commander 
or Chief of Police are not on duty, the follow:ing procedure will be in 
effect when any problem, question or other matter arises that necessitates 
the decision of a higher ranking officer: 

1. Call the commanding officer of your division; if contact is not made 
after a reasonable attempt to do so, 

2. Call the Chief of Police ; .if contact is not made after a reasonable 
attempt to do so, 

3. Call the commanding officer of another division. 
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All attempts to contact the supervisors listed above shall be documented 
by that supervisor who is in charge. In the event that none of the afore
mentioned supervisors can be reached after reasonable attempts to do so, 
the individual in charge of the division shall make a reasonable decision 
based upon the facts available at that time. 

The sergeant or lieutenant who makes the decision in the absence of a high
er-ranking officer shall be prepared to justify the decision to the 
appropriate authority upon request. 

Under no circumstances, except if so scheduled in the Service or Invest
igative Divisions, shall a supervisor leave personnel unsupervised for 
any time at the beginning of, during or at the conclusion of arry particular 
~hift or tour of duty until properly relieved by another supervisor. In 
the event of an extreme emergency supervisory relief may be obtained from 
another division. \Vhenever it appears that personnel will be unsupervised 
in the Uniform Division for any period of time at the beginning of a part
iCular shift the supervisor completing his tour of duty shall remain on 
duty until relieved by another supervisor or granted permission to leave 
by the Di:vision commander or Chief of Police. 

.. 
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Purpose: 

Section 2.08 

Command Authority Delegated During 
Chief' s Absence 

The purpose of this policy is to establish and ensure a continuous depart
mental command structure during leave, sickness or other absences of the 
Chief of Police. 

Policy: 

In-the absence of the C"nief of Police due to vacation, sickness or other 
circmnstances which renders him inaccessible or incapacitated, the 
Uniform· Division connnander will assume responsibility for decisions 
which maj' -be requL-ed between or beyond other division command capabilities. 
If neither the Chief of Police nor the Uniform Division commander is avail
able due to a:rry of the aforementioned circmnstances; the Investigative 
Division commander will assume departmental responsibilities. 



PERSONNEL ORDER 

1-farch 30, 1 982 

Te: All Police P.ersonnel 

Re: . Promotions and Transfer~ 

The Union Township Board of Trustees approves the reorganization of the Union 
Township .. Police Department in accordance with the plan submitted by the Chief 
Gf ·policeo 

To fill the vacancies created by this reorganization the following promotion~ 
and reassignment~ will become effective at 11:00 pm April 10, 1982o 

1 o Sergean,t Lynn Brown: 

Promqted to Lieutenant and will serve as the commanding officer 
of th~ Uniform Divisiono 

2o Sergeant Eddie Oliver: 

Promoted to Lieutenant and will serve as the commanding officer 
of the Investigative Divisiono 

3o Patrolman Norman Pearson: 

Promoted to Sergeant and will serve as a shift supervisor in the 
Uniform Divisiono · 

4o Patrolroa.n Gilbert Flick:-

Promoted to Corporal and will be assigned to the Uniform Division. 

5. Patrolman John Bruce: 

Pr omoted to Corporal and will be assigned to t he Uniform Divi~ion. 

6. Patrolman Steve Ledermeier: 

Promoted to Corporal and will be assigned to the Services Div
ision. 

?o Patrolman Steve Buckner: 

Promoted to Corporal and will be assigned to the Uniform Division. 
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8. Patrolman John Kirby: 

Transferred to the Uniform Division as a Cr:i.me Prevention Officer·. 

9 o Patrolman Thomas Husband: 

Transferred to the Investigative Division as a School Resource 
Officero 

fO.; Patrolni.an Michael Rossmann: 

Transferred to the Investigative Division as an Investigatoro 
l 

The above named personnel will contact their respective commands for inst~uctions 
prior to April 61 1982o 

All personnel receiving promotio~s will serve a probationary period of one year. 

APPROVED: 

;i_ :~#_ 
Trustee 

<~#6-vJ ~ .I . Trustee 

~t--- ~~-u .. 
c c Towns hip Clerk 

Chief of Poli ce 
Above named personnel 

Trustee 
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