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Chapter 1.2.1.9 Department Staff Meetings
1) Changed the quarterly mandate of departmental meetings from quarterly to the direction of
Chief.
Chapter 1.2.2.2 Department Emplovee Committee
1) New Policy added to outline how many members and how they are selected to the employee
committee.
Chapter 1.2.2.4 Staff Review of Proposed Department Written Objectives
1) Revised the Department’s Policy Review Committee and dissemination of the manual.
Chapter 1.8.3.3 Inspections (Evidence)
1) Addition of requiring a 100% annual audit of all property and requiring an inventory upon naming
a new Chief (mainly guns, drugs, money, and jewelry).
Chapter 2.1 Recruitment
1) Updated the language and current practices in the recruitment and hiring process.
2) Added a new segment outlining the practice for certified police and dispatch applicants can
transfer up to 480 hours of sick leave from their former employer.
3) Listed the recruitment bonus procedure for employees who recruit employees.
4) New segment listing the academy completion bonuses for new employees when they complete
basic training and completion of field training bonuses for certified employees.
Chapter 2.10.2.2.43 Use of Social Networkina/lnternet Posting
1) New Policy outlining social media/internet postings by employees both on-duty and off-duty.
Chapter 2.36.7 School Instructor
1) New Policy added to outline the duties and responsibilities of the School Instructor at BG High.
Chapter 2.35.2 Police Training Program
1) Changed the duration of the program from 14 weeks to 15 weeks and deleted the on-duty PT.
Chapter 41.12.5.10 Return to Communications Duty Orientation
1) New Policy added, which is similar to the Return to Patrol Duty Orientation, for dispatchers who
have been off work for 3-6 months or 6 months or longer.
Chapter 41454 Coordinated Police Entry
1) Ouitlined the three lawful methods upon which officers may enter a place or premisis.
2) Structured the guidelines for approval, administrators at the scene and a post incident eval.
Chapter 4,15 Critical Response Team
1) Authorized the Patrol Major to Pre-activate the CRT Commander and Leaders if the points on
the CRT Threat Matrix totals more than 31 points.
2) Changed the selection process to become a member of CRT with a Pre-qualification and
Eligibility Section.
3) Eliminated the section of Guidelines for Selection of Tactical Team Commander.
Chapter 4.35.3 General Policy (Emergency Vehicle Operation)
1) Added language from the KY Supreme Court’s decision in Gonzalez v. Johnson holding that
officers can be the cause-in-fact and legal cause of damages inflicted upon a third party as a
result of a negligent pursuit.
Chapter 4.3.22.4 Motor Vehicle Stops/Searches
1) New Policy added to provide the four circumstances in which officers can lawfully stop vehicles.
2) This policy provides legal case law references dictating searching vehicles after stopping the
vehicle.
Chapter 4.3.34 Volunteer Chaplain Program
1) Clarified the requirements to be a volunteer chaplain and directed uniform procedures.
Chapter 4,49 Traffic Ancillary Procedures Impound/Courtesy Towing of Vehicles
1) Added definitions of courtesy tow, impound, inspection and inventory and defined the processes
for each.
2) Deleted and updated language in multiple policy sections which mention impounding, towing and
Chapter 444 Volunteer Parking Enforcement
1) Deleted Section due to this being an obsolete program.
Chapter 4843 Disposition of Money/Property Pursuant to Forfeiture Orders

1) Updating the language and forfeiture procedures and deleted the outdated forfeited form.
Chapter 4.10.5.5.1 Ride-Along Program

1) Requiring a record and NCIC check of all applicants for ride-along.

2) Lists expectations of the participant while on the ride-along including dress, restricting weapons,
etc.

(End of Updates)
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PREFACE
Authority and Revision

By virtue of the authority vested in him by the City Manager and City Commission of the City of Bowling
Green; Code of Ordinance 2-11.02. City of Bowling Green Administrative Personnel Policy and
Procedures Manual 1-3.3, and the Kentucky Revised Statutes; and in accordance with Administrative
Personnel Policy and Procedures Manual 1-3.3, the Chief of the Bowling Green Police Department has
caused to be established the following procedures for the administration of the Police Department.

Subject to the above regulations, the Chief of Police reserves the right to alter, amend, or repeal any of
these procedures or to make additions, thereto as circumstances may require; and if the occasion
demands, to issue verbal or written directives and orders which shall have the same force and effect as
these procedures. All procedures previously issued are here, or revoked insofar as they conflict with the
procedures set forth, or have been made a part of these procedures.

Goal and Purpose

This document is the Policy and Procedures Manual for the Bowling Green Police Department.

The Goal of this manual is to define policy and procedure for the police service not otherwise specified by
federal and state laws; or federal and state court decisions; and/or Bowling Green City Code of
Ordinances; and/or the Bowling Green City Administrative Policy and Procedures Manual.

The Purpose of this manual is to serve as a reference document to the police staff, sworn and civilian, for
the proper conduct of their law enforcement activities.

Compliance

The police staff have the responsibility to conduct police operations in a safe, responsible manner and to
comply with applicable federal, state, city and departmental standards. Awareness and compliance with
the policy and procedure in this manual is mandatory.

Legal Disclaimer

This manual is for Departmental use only and does not apply to any criminal or civil proceeding. The
policy and procedure in this manual shall not be construed as creating a higher legal standard of care or
safety in an evidentiary sense with respect to third party claims. Violations of the material contained
herein will form the basis of Departmental administrative sanctions only.

Quality and Continuous Improvement

Care has been used in the preparation and distribution of the manual. However, should any perceived
conflict arise between portions of this manual and existing federal, state, city and departmental

standards, the perceived conflict shall be brought to my attention for formal resolution.

Finally, all users should regard this manual as an integral part of a continuous improvement process.
Your recommendations for improvement are welcome.

Doug Hawbins

Doug Hawkins
Chief of Police
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Law Enforcement Code of Ethics

"As a Peace 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 rights of all men to
liberty, equality and justice.

I 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 personal and official life, | will be exemplary in
obeying the laws of the land and the regulations of my department. Whatever | see or hear of a
confidential nature or that is confided in me in my official capacity will be kept secret unless
revelation is necessary in the performance of my duty.

I 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 the police service. | will constantly strive to achieve
these objectives and ideals, dedicating myself before God to my chosen profession—Ilaw
enforcement.”

Additional References

The Code of Ethics for the Bowling Green Police Department are contained in § 3.1.4 . The subject
listings and manual references are listed below for your convenience and use.

3.1.4, code of ethics (kacp; see also §2.10.2, conduct)
3.1.4.1, primary responsibilities of a police officer
3.1.4.2, performance of the duties of a police officer

3.1.4.3, discretion

3.1.4.4, use of force

3.1.4.5, confidentiality

3.1.4.6, integrity

3.1.4.7, cooperation with other officers and agencies
3.1.4.8, personal / professional capabilities

3.1.4.9, private life
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Oath of Office

All personnel within the Bowling Green Police Department assuming sworn status shall
take the following oath of office set forth in the Constitution of the Commonwealth of
Kentucky Section 228 and consistent with KRS 95.200, and 95.490:

"l do solemnly swear (or affirm, as the case may be) that | will support the
Constitution of the United States and the Constitution of the
Commonwealth and be faithful and true to the Commonwealth of Kentucky
so long as | continue a citizen thereof, and that | will faithfully execute, to
the best of my ability, the office of (Police Officer) according to law; and |
do further solemnly swear (or affirm) that since the adoption of the present
Constitution, |, being a citizen of this State, have not fought a duel with
deadly weapons within this State nor out of it, nor have | sent or accepted
a challenge to fight a duel with deadly weapons, nor have | acted as a
second in carrying a challenge, nor aided or assisted any person thus
offending, so help me God."

. ... The Oath of Office is also listed in 8 3.1.3 .
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Mission and Value Statements

We, the members of the Bowling Green Police Department, in partnership with the
community and on behalf of the city, commit ourselves to maintaining order, creating safe
and secure neighborhoods and promoting driver safety. In doing so, we shall adhere to
the following principles:

SERVICE ...cccoccvvveeiis We are committed to quality service and are responsive to the
needs of our citizens through problem-solving partnerships.

INTEGRITY ..., We foster the highest performance standards, ethical conduct
and truthfulness.

RESPECT ...vvvvvveeeiinns We value the dignity of every individual and understand ethnic
and cultural diversity. We uphold the principles of the
Constitution of the United States and the laws of the
Commonwealth of Kentucky.

End of Table of Contents
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CHAPTER 1.1

ORGANIZATION
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1.1 CHAPTER 1.1 - ORGANIZATION

This chapter is concerned with the organization of the Police Department. Policies relate to organizing by
function, unity of command, delineation of responsibility, and the delegation of authority.

1.1.1 ORGANIZATIONAL STRUCTURE

1111 DEFINITIONS

Organization

An arrangement into an orderly, structured or functional whole.
Structure

Senior Officer Above others in length of service within a specific rank.

Ranking Officer
or Superior An officer of higher rank.
Officer

11.1.2 GOAL

The Department's organizational structure seeks to overcome the limitations of its individual
members and provide the most effective police service practicable in the most efficient possible
manner.

1.11.3 STRUCTURE

Department order of authority and chain of command:

1) Chief of Police Colonel

2) Deputy Chief Lieutenant Colonel
3) Assistant Chief Major
4) Captain

5) Sergeant
6) Police Officer

1114 CHIEF EXECUTIVE OFFICER SPAN OF CONTROL

The Department's two primary bureaus are formed according to function:

1) Police Field Operations; and
2) Support Services.
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A Deputy Chief is in charge of each bureau. Each Deputy Chief reports directly to the Chief of
Police.

The Bureau functions are as follows:
1) The Bureau of Field Operations - Patrol Operations, Criminal Investigations and

Communications.

2) The Bureau of Support Services - Central Records, Evidence / Property, Professional
Standards and Logistics.

(Remainder of page reserved.)
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1.1.15 BGPD ORGANIZATIONAL CHART
Chief of Police
L
[ I
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. Information
| Assistant Officer
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Deputy Chief Deputy Chief
I | I I I
Communications Criminal Patrol Operations Professional Standards Logistics ks —
Manager Investigations Assistant Chief T ——_— Assistant Chief ccounts Payable|
Assistant Chief |_| I
I | l Training | |
Supervisors i Captain . Records
©) GIS Asst. ‘ Captain Ca;z;f;uns L Captain Supervisor
' Sergeants
®) | Evidence Records
Dispatchers| offi S . @) Associates (5)
(21) NCIC | I_Ce ergeants Sergeants
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I R (12)
Asst. Victims Detectives Officers
Advocate (79) || Crossing
(14) Guards (10
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1.1.2

UNITY OF COMMAND

1121 EACH ORGANIZATIONAL COMPONENT

Each organizational component is under the direct command of only one supervisor.

1.1.2.2 EMPLOYEE ACCOUNTABILITY

Each employee is accountable to only one supervisor at any given time. In order to become
aware of what is expected and to promote efficiency and responsibility, each employee is
accountable to only one supervisor. There may be times when a supervisor has to give a
command to an employee who is outside his span of control (see Command Protocol, below). In
ordinary circumstances, however, each employee shall be able to identify one, and only one,
supervisor to whom the employee is accountable.

11.23 COMMAND PROTOCOL (KACP)

Generally, command protocol follows the Department's chain of command. However, protocol for
personnel engaged in a specific police incident, single assignment or operation, may be further
defined:

1. Situations involving officers of the same departmental unit:

The first officer responding to an incident scene, will be in charge of directing the
police operations involved. That officer may be relieved of that responsibility, (1)
if another officer is assigned, (2) if he requests to be relieved AND another officer
takes active command responsibility, OR (3) if a senior officer or higher ranking
officer assumes command. When a senior officer or higher ranking officer takes
active command, he should inform the officer relieved, and, when necessary,
other personnel who may be involved.

2. Situations involving officers from different department units:

a) Whenever command structure cannot easily be distinguished by rank,
responsibility of command remains with the officer having primary
functional responsibility.

b) In all events of concurrent jurisdiction, it shall be the policy of the Bowling
Green Police Department that Departmental members either assume a
primary role with exclusive responsibility for resolving the situation or a
secondary support role involving traffic control, barricade placement,
perimeter control, etc.

3. Concurrent jurisdictional situations involving department officers and personnel of
other agencies:

a) This Department's command officer at the scene will assume command
and operational control until the other agency clearly indicates that the
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jurisdictional responsibility is exclusively theirs and that they are ready to
assume them.

b) Whenever command structure is easily distinguished by rank but the
officer having primary functional responsibility is of lower rank,
responsibility of command remains with the officer of highest rank.

1.13 SPAN OF CONTROL

To achieve effective direction, coordination, and control, the number of employees under the immediate
control of a supervisor should not be excessive. The Department's supervisory span of control is as
follows:

1) The Department’s Chief executive officer supervises the two Deputy Chiefs that are in
charge of the Department’s two Bureaus.
2) The Department’s two Deputy Chiefs:
a) The Deputy Chief of the Bureau of Field Operations supervises an Assistant

Chief of Patrol Operations, an Assistant Chief of Criminal Investigations, and a
Manager of Communications.

b) The Deputy Chief of the Support Services Division supervises an Assistant Chiet
of Professional Standards, and the Assistant Chief of Logistics, and the Accounts
Payable Office Associate.

3) Shift Captains supervise Shift Sergeants.

4) The Department's sworn Supervisors (Sergeants) supervise assigned Police Officers
(including Master Police Officers (MPOs) Advanced Police Officers (APOs)), and non-
sworn personnel.

5) The Department's non-sworn Supervisors supervise the daily operations and personnel
of the Communication and Records Units.

6) Overall command of police operations is the responsibility of the ranking sworn
supervisor on duty.

1.14 RESPONSIBILITIES OF ORGANIZATIONAL COMPONENTS

To enhance coordination, all personnel should understand the responsibilities of each organizational
component.

In addition to law, this manual provides additional guidance concerning Department responsibilities. The
following three tables depict the distribution of responsibilities within the Department's major
organizational components:
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Department Administration (Office of the Chief) or shared with the two
Department bureaus.

Responsibility

Manual Reference

Organization §1.1
Direction §1.2
General Management §1.3
Planning and Research §14
Allocation and Distribution of
§1.6
Personnel
Budget Development §1.7
Training §23
Disciplinary Procedures §2.10
Selection §2.2
Promotion §2.7
Performance Evaluation §2.8
Internal Affairs §4.10.2
Inspectional Services §4.10.3

Bureau of Field Operations

Responsibility

Manual Reference

Patrol & Traffic Administration §4.2
Patrol & Traffic Operations 884.3,44
Communications §4.1
Investigations 88 4.6, 4.7
Operations for Unusual Occurrences §4.13
Day to Day Fiscal Management §1.7
Special Police Operations §4.14
Criminal Investigation §4.3.17
Organized Crime & Vice Control §4.8

Bureau of Support Services

Responsibility

Manual Reference

Records & Data Processing §19

Property Management §1.8

Day to day fiscal management §1.7

Crime Prevention §4.12

Intelligence, Public Information & §4.10
Community Relations )

Crime Analysis §1.5
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1.15 AUTHORITY AND RESPONSIBILITY

AUthOrity: ..o At every level within the Department, personnel shall be given the authority to
make decisions necessary for the effective execution of their assigned
responsibilities.

Responsibility: ............... Each employee is accountable for the use of delegated authority. Accountability
is in direct proportion to the authority granted or delegated.

End of Chapter 1.1
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CHAPTER 1.2

DIRECTION
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1.2

CHAPTER 1.2 - DIRECTION

This chapter is concerned with the direction and supervision of the Department. Policies recognize and
establish the authority of the Department's Chief executive officer, designate command during the
absence of the Chief, establish the accountability of supervisors for the performance of subordinates, and
describe the scope of the Department's written directive and written communication systems.

1.2.1

GUIDANCE, SUPERVISION, MANAGEMENT AND CONTROL

1.2.11 DEFINITION
Direction Direction of the Department relates to its guidance, supervision, management, and
control of operations and administration.
1.2.1.2 AUTHORITY AND RESPONSIBILITY (KACP)

The Chief of Police possesses the authority and responsibility for the management, direction, and
control of the operations and administration of the Department as set forth in:

1) KRS 95.430 -- 95.495,
2) Code of Ordinance 2-11.02, and
3) Administrative Personnel Policy and Procedures Manual 1-1.3 and 1-3.3.

1.2.1.3 ORDER OF PRECEDENCE (KACP)

Authority in the event of the absence of the Chief of Police will be specified by verbal or written
directive. In the event of the absence of a directive, the order of authority shall be according to
rank and seniority and consistent with § 1.1.

1214 DELEGATION OF AUTHORITY

Authority may be delegated by superior to subordinate.
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1215 PERFORMANCE ACCOUNTABILITY (KACP)

To achieve effective direction, coordination, and control, supervisory personnel shall be
accountable for the performance of employees under their direct control. Accountability is in
direct proportion to the authority granted or delegated.

1.2.1.6 LAWFUL ORDERS

Departmental employees shall be required to obey any lawful order of a superior including any
order relayed from a superior by an employee of the same or lesser rank. Any employee who
willfully disobeys or disregards the direct order, verbal or written, of a superior officer will be
considered to be insubordinate. (8§ 2.10.2.2.16, Insubordination)

1.2.1.7 CONFLICTING ORDERS

In the event an employee receives a conflicting order or directive, the employee shall respectfully
call the conflict to the attention of the superior officer giving the order. Should the latter not
change the order, it shall be obeyed and the employee thereafter shall not be responsible for
disobeying the first order. Under these circumstances, the responsibility for the conflict shall be
upon the superior officer.

1.2.1.8 UNLAWFUL ORDERS

Officers shall not obey any order which they know would require them to commit any illegal act. If
in doubt as to the legality of an order, officers shall request the issuing officer to clarify the order
or to confer with higher authority.

1.2.1.9 DEPARTMENT STAFF MEETINGS

The Chief of Police holds staff meetings with bureau commanders and other staff.
Division, Shift, or first-line staff meetings are held on an as-needed basis.

One-on-one meetings should be held by each supervisor with each member of his staff on a
regular basis, not less than quarterly. Items for discussion include, but are not limited to, the
following:

e Problem solving

e Suggestions for improvement or change
e Work and performance evaluations

e Communication and recognition

Departmental meetings are held at the discretion of the Chief.
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1.2.1.10 DEPARTMENT EMPLOYEE COMMITTEE
1.2.1.10.1 PURPOSE

Employee committees are established city-wide to address administrative issues, to obtain
increased employee input into City operations, and to improve communication between
employees and the City Manager.

1.2.1.10.2 COMPOSITION AND SELECTION

The Police Department Employee Committee will be composed of seven members ensuring
consistently broad and equitable representation of the full-time employees. One member will be
selected from each of the following employee groups to form the employee committee:

Patrol — “A” shift

Patrol — “B” shift

Patrol — “C” shift

Criminal Investigations
Logistics (Records/Evidence)
Communications

g. Administration

~oooow

All members of the Employee Committee will be full-time, non-supervisory, sworn or civilian staff.
The representative for each employee group will be the most senior, non-supervisory employee in
each employee group (as of the first day of the July Shift Change) who has not previously served on
the Employee Committee. The term of service for the Employee Committee is one year beginning
July 1st,

The selection process will recommence once all members of that employee group have served on
the Employee Committee. Due to the fluidity of shift and division transfers, as well as to provide an
equal opportunity for participation, an employee who has previously represented an employee group
will not be selected to the employee committee until all employees of that group have served an
equal number of times.

In the event an Employee Committee member is unable to complete the majority of their one-year
term, the next eligible member from their employee group will join the committee and complete the
term. Reassignments from one employee group to another during a term will not disqualify a
committee member from completing their current, one-year term.

1.2.1.10.3 OPERATION
The City of Bowling Green Administrative Personnel Policy and Procedures Manual for Classified

Employees (Section 6-1) outlines the specific procedures for the operation of the Employee
Committee with the City Manager’s office.

(Remainder of page reserved.)
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1.2.2

WRITTEN DIRECTIVES

1221 DEFINITION
Written A written directive is any form of documentation that is intended to affect or guide the action of
Directive others.

1.2.2.2 DEPARTMENT WRITTEN DIRECTIVE SYSTEM

The Department's written directive system is as follows:

1)

2)

3)

4)

Policy and Procedure Manual: material of a generally permanent nature directed
to the entire Department concerning organizational structure, statements of
policy, and procedures for carrying out Department activities, and rules and
regulations.

Special Orders: written orders of a permanent or temporary nature, directed
toward all or a segment of the department, establishing a new policy / procedure
or modifying an existing policy / procedure.  Such orders can be delivered by e-
mail.

Memoranda: Written information of general interest to the Department used to
clarify or inform. A memo may be:

. Used to affect or guide the action of others (as a directive) or

. For communicative purposes only to clarify, inform, inquire, question, or
complain (see § 1.2.4); and,

. Can be delivered by e-mail.

Instructional material: any written material of an official nature issued or
sanctioned by the Department for purposes of teaching, guidance, and affecting
performance. Instructional material can be in the form of an e-mail.

(Remainder of page reserved.)
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1223 ISSUING AUTHORITY POLICY (KACP)

Within limits granted in Code of Ordinances 2.11.01 and Administrative Personnel Policy and
Procedures Manual 1-1.3 and 1-3.3, the Chief of Police has the authority to issue, modify, or
approve any Department written directives.

Issuing authority may be further defined in the following manner:

Directive Type Authority
Policy and Procedure Manual..................... Chief of Police.

Special Orders
1. Toall personnel.......ccccccciiiiiiiiinnnenn. Chief of Police.
2. To subordinate personnel................. Deputy Chiefs

Memoranda (Used as a Directive)
1. Toallpersonnel.........ccccooiiiiiiiennnnnn. Chief of Police,
................................................................. Assigned Authorative Personnel.
2. To subordinate personnel................. Chief of Police,
................................................................. Deputy Chiefs,
................................................................. Assistant Chiefs,
................................................................. Captains,
................................................................. Supervisors,
................................................................. Assigned Authorative Personnel.

Instructional Material
1. Toallpersonnel.........ccccooviirvrnnnnnnnn. Chief of Police,
................................................................. Assigned Authorative Personnel.
2. To subordinate personnel................. Deputy Chiefs,
................................................................. Assistant Chiefs,
................................................................. Captains,
................................................................. Supervisors,
................................................................. Assigned Authorative Personnel.

1224 STAFF REVIEW OF PROPOSED DEPARTMENT WRITTEN DIRECTIVES

The following are procedures for appropriate Staff review of proposed policies, procedures, and
rules and regulations:

The Department's Policy Review Committee shall, at minimum, consist of the following:

1) Chief of Police

2) Deputy Chief of Support Services

3) Deputy Chief of Field Operations

4) Assistant Chief of the division the proposed policy and procedure affects.

5) Other personnel whose presence might be necessary for discussion regarding
the policy and procedure.

For review of Directives and Special Orders, see below.
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1.2.25 PREPARATION OF WRITTEN DIRECTIVES FOR ISSUE

1) Written directives shall not conflict with established policy and procedures, unless
short-term extenuating circumstances exist.

2) All written directives will be stated in precise and positive terms with grammatical
accuracy.
3) Whenever applicable, all written directives shall carry notations directing attention

to other published documents, directives, or manuals which are related. Any
directive amending, rescinding, or superseding other written directives shall
indicate identifying notations necessary to connect them.

4) All Special Orders and directive Memos shall be forwarded to the Executive
Assistant to the Chief of Police.

1.2.2.6 WRITTEN DIRECTIVE FORMAT (KACP)

1.2.2.6.1 Policy and Procedure Manual Format

Information presented in this manual is directive in nature. The policies, procedures and
work instructions are arranged by Part, Chapter, and major / minor subjects within
chapters. A decimal system of numbering allows for order and cross references. When
the material is revised a change bar will be in the right margin to indicate the revised
material.

Each Part, Chapter, Section, and Subsection is designated by title and Arabic numeral.
All numbering breakdowns are arranged according to a decimal sequence.

Lo Part.....cccoooevviivinnnnn. The first enumerates the Part.

i Chapter......cccceee..... The second number enumerates the Chapter.
I AR Section ...........uue.... The third number enumerates the Section.
0 0 O Subsection............. The fourth number enumerates the Subsection.
11100 e, Subsection............. The fifth number enumerates the Subsection, etc.

1) then a)or = ... Series Lettering .....Items listed in series under the sections are
............................................................... enumerated as a numeric list then
............................................................... an alphabetic list or as bullets.

This system provides a simple method of referral and cross reference to material in this
manual. The symbol “8” is used to indicate the prefix Section or Subsection. For
example, the notation § 1.1.2.5 is read as Subsection 1.1.2.5 (or conversationally, section

1.1.2.5.). Likewise, 88 3.2.3 — 3.2.8 (or 8§88 3.2.3 — 8) is read as “section 3.2.3 through

section 3.2.8 ."

All Chapters are numbered sequentially within a Part and all pages are numbered
sequentially within a Chapter. The Part number, Chapter name / number and the page
number are located in the footer at the bottom of each page. Care must be taken during
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revision to ensure any revised page is inserted into the correct Part and Chapter of the
manual. The notation 1.2:6 is read as "page 6 in chapter 1.2" or as "Part 1, chapter 2
page 6."

-
The version or revision control of all pages is indicated in the lower left corner of all
pages. For example, “Original, 31 Jan 02" indicates an original page dated 31 Jan 02. If
that page is subsequently revised on 12 Feb 02, the page would be marked “Rev 01, 12

Feb 02."

Gender

The use of the masculine term "his" and "he" in this manual includes the feminine "her"
and "she" when appropriate.

1.2.2.6.2 Special Orders Format

SPECIAL ORDER
TO:

VIA: (If Necessary)
FROM:

DATE:

(Text of the Order)

1.2.2.6.3 Memoranda Format

MEMORANDUM
TO:

VIA:

FROM:

DATE:

RE:

(Text of Memorandum)

1.2.2.6.4 Instructional Material

Instructional material may be issued in manual form, (e.g., PTO Manual) or as an
attachment to a memorandum.

1.2.2.7 DISSEMINATION OF POLICY AND PROCEDURE MANUAL (KACP)

1) The manual is maintained in digital format and is available to all Department personnel
via computer. Notification is sent to all personnel via e-mail when revisions are released.
Each individual must open and accept the e-mail notification.
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2) Any Special Order issued by the Chief of Police should be distributed in the same
manner as described in paragraph 1, above.

3) Memorandums are distributed to indicated personnel. It shall be the responsibility of the
receiver to distribute to subordinate personnel if needed.

1.2.2.8 PURGING, UPDATING, REVISING THE POLICY AND PROCEDURE
MANUAL (KACP)

The contents of this manual are revised and updated on an as-needed basis. The manual is
reviewed annually and approved by the City Manager and Board of Commissioners.

All Special orders with no expiration date shall remain in effect until:

1) They are cancelled by the Chief of Police; or,
2) They are incorporated as part of the Policy and Procedure Manual; or
3) They are revised and reissued the Chief of Police.

(Remainder of page reserved.)
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1.2.3 POLICY AND PROCEDURE MANUAL

Policy and

Procedure | This manual is an organized collection of Departmental policies and procedures
Manual ! that are revised periodically. The material in the manual is directive in nature.

1.2.3.2 POLICY

Department personnel are responsible for knowing, understanding, and obeying all applicable
provisions of the Manual. The material in the manual is directive in nature. Suggestions for
improvement or revision are welcome.

1.2.3.3 PURPOSE OF THE MANUAL

This manual establishes an easy-access system which catalogs Departmental policy and
procedures for carrying out agency activities. Thus, the purpose of the manual is to serve as a
reference document to the police staff for the proper conduct of their law enforcement activities.

1234 TERMS USED IN THE MANUAL

The following definitions are applicable for use of the Manual:

Civilian Employees Employees who have not taken the police officer's oath of office.
Off Duty A rest period when employees are free from regular duties.
Officer(s) Personnel of the Police Department who have taken an oath of office

and who possess the police power of arrest.

On Duty The period when employees are actively engaged in the performance

of duties.
Order Instruction given by a superior to a subordinate.
Ranking Officer The officer having the highest grade or rank.

A written communication the purpose of which is to make statement,
Report account, disclose, or reveal details of an incident, assignment, or
significant occurrence.

One having supervisory responsibilities, either temporarily or

Superior Officer -
permanently, over officers of lower rank.

Supervisor Those personnel who provide the oversight and direction to others.
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1.24 WRITTEN COMMUNICATION
1241 DEFINITION
Written Is any form of documentation that is intended for communication purposes only and

Communication

is not a formal written directive.

1.24.2

DEPARTMENT WRITTEN COMMUNICATION SYSTEM

The Department's written communication system is as follows:

Memoranda:

Reports:

1.24.3

1)

2)

standard To/From/Subject Form used for communication purposes. Memoranda
may be used to clarify, inform, inquire, question, or complain and can be
delivered in e-mail form.

written communication the purpose of which is to make statement, account,
disclose, or reveal details of an incident, assignment, or significant occurrence.

MEMORANDA

Memoranda may be used to clarify, inform, or inquire and can be delivered in e-
mail form.

Memoranda may be used to question or complain through the chain or to submit
a formal grievance. The following procedures should be used (see also § 2.9.2,
department grievance procedures.):

a)

b)

c)

d)

Each Supervisor between the writer and the person to whom the
communication is written shall read, review, and initial the memorandum.
Initialing by a supervisor or any person in the chain of command will
signify approval of the contents of the memorandum or report by that
person.

Each Supervisor between the writer and the person to whom the
communication is written may add attachment(s) to the communication
containing concurring information, dissenting information, or additional
information.

Each Supervisor between the writer and the person to whom the
communication is written shall keep the communication only long enough
to read, review, add to if necessary, and initial. It shall then be sent
immediately to the next person in the chain of command.

The person to whom the communication is directed shall review the
communication and send a written notice of action via the chain of
command to the sender within fourteen (14) working days. (In the event
a formal grievance has been submitted to the Chief, he shall reply in
writing within three working days after receipt of the employee's
grievance as specified in the Administrative Personnel Policy and
Procedures Manual, Chapter VI.)
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1.2.5

e) If the person to whom the communication is directed should be
unavailable for the specified amount of time indicated above, the next
lower person in the chain of command shall inform the sender of that fact
within the specified amount of time.

f) A communication may bypass a person in the chain of command if that
person's absence exceeds one day.
o)) If the writer does not receive an answer within the specified amount of

time when an answer is appropriate, or if he is not satisfied with the
action or lack of action, he may appeal to the City Manager according to
City grievance procedures specified in the Administrative Personnel
Policy and Procedures Manual, Chapter VI.

1.24.4 REPORTS

A detailed account of specific assignment or incident may be communicated through (1)
completion and submission through normal Departmental channels of standard Departmental,
City, or State forms which are utilized by the Department; or, if appropriate, (2) completion and
submission of standard To/From/Subject form. Duty assignment, situation reports, or
administrative reports directed to a specific superior should be made using the To/From/Subject
form (see § 3.1).

1245 WRITTEN COMMUNICATION FORMAT

Memoranda for written communicative purposes should use the format as described in § 1.2.2.6 .
Reports may be written in the following form:

REPORT

TO:

VIA:

FROM:

DATE:

RE:

(Text of report)

LETTERS OF OFFICIAL CORRESPONDENCE

1251 APPROVAL REQUIRED OR NOT REQUIRED

Official correspondence requiring approval of the Chief of Police includes the following:

1) Letters relating, budget, planning, and other administrative concerns of the
Department.

2) Letters to City or County governmental officials.

3) Letters to the Governor, Attorney General, or other State or Federal officials.
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4) All other official correspondence which may relay Department policy.

Correspondence not included under the criteria above will not require personal approval of the
Chief.

1.2.6 OTHER COMMUNICATION

Communication of information of a personal nature, or information concerning internal criminal activity
may be directed to the Chief of Police without going through the chain of command. Members may report
directly to the Chief under exigent circumstances which are perceived by the individual to be necessary
for preservation of information or individual integrity. After submitting like such information to the Chief of
Police and after a reasonable period of time with no reply or feedback, members may submit, if
appropriate, the same information to the City Manager and/or Commonwealth Attorney.

End of Chapter 1.2
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CHAPTER 1.3

GENERAL MANAGEMENT
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13 CHAPTER 1.3 - GENERAL MANAGEMENT

This chapter serves to address management principles of a general nature that are not addressed in
other topic areas. Policies focus upon management information, administrative reporting, and
accountability for agency forms. Related policies are concerned with Departmental planning and
research (8§ chapter 1.4 - planning and research); the analysis of criminal activity (§ chapter 1.5 -
crime analysis); and § 1.2.4 - written communication.

13.1 DEPARTMENT MANAGEMENT INFORMATION

1311 DEFINITION

| Department
: Management

T
Information consisting of statistical and data summaries or summaries of significant
Information !

occurrences which are of value to management for decision making.

1.3.1.2 GOAL

The Department's management information system seeks to provide reliable information for use
in management decisions.

1.3.13 DATA SOURCES

The Department recognizes that administrative reports are essential to the timely distribution of
information. Information may be obtained from the following computer files:

1) Investigative reports.

2) Accident reports.

3) Citations (Arrests).

4) Impounds.

5) Officer Contacts.

6) Warrants, summons and indictments

(Remainder of page reserved.)
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1.3.2 ADMINISTRATIVE REPORTING PROGRAM (KACP)

1321

1)

1.3.2.2

DAILY REPORTS

A Daily Morning Report consisting of significant incidents which have occurred
during the previous twenty-four hours is prepared by Shift Supervision of A, B
and C shifts. The completed report is forwarded to select personnel via e-mail.
The report is a summary of all significant incidents. A Briefing Sheet is compiled
by Communications for distribution to each shift at shift change. All accidents
involving personnel shall be noted on the Daily Morning Report.

WEEKLY REPORTS

The following weekly report is prepared:

1)
2)

1.3.2.3

Other significant activity reports.
Juvenile Curfew List.

MONTHLY REPORTS

Monthly reports are prepared by those in charge of each organizational component to give
account to their immediate supervisor for activities during the previous month. The following
monthly report is prepared:

1) Officer Activity Report.
2) Case Management Report.
1.3.24 ANNUAL REPORTS

1) A summary of monthly reports is submitted by those in charge of each
organizational component to give account to their immediate supervisor for
activities during the previous year.

2) The Department compiles an annual report specifying the activities of the
previous fiscal year.

1.3.3 DEPARTMENT-DEVELOPED FORMS
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1331 ACCOUNTABILITY

The Departmental Forms Committee, appointed by the Chief of Police, has the authority and is
responsible for arranging the following:

1) Annually reviewing all Department-developed forms used by the Department;
2) Developing, modifying, approving and procuring forms; and
3) Deletion of forms when necessary.
1.3.3.2 PROCEDURES FOR DEVELOPMENT, MODIFICATION, APPROVAL, AND

DELETION OF FORMS

All forms developed and utilized by the Department are reviewed and evaluated by the above
authority periodically to ensure that the format is consistent with the records maintenance and
data processing requirements of the Department. Final approval of Department-developed forms
is the responsibility of the Chief of Police. Form development and modification shall be arranged
by the above authority and according to the following procedures:

1) A determination of desired form information is made through an examination of:
a) UCR data required,
b) State data required, and
C) Computer and records system requirements.

2) A review to ensure that the information to be captured on NEW or modified

EXISTING Department forms is not duplicative.

3) A decision should be made regarding whether a specific existing form should
continue:

a) As is,

b) Be modified, or

C) Be discontinued. Notification to discontinue the use of any form shall be
by Departmental memorandum.

4) Any proposed NEW form or modification of an existing form should be arranged
by contacting the Departmental Forms Committee.

End of Chapter 1.3
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14 CHAPTER 1.4 - PLANNING AND RESEARCH

This chapter relates to Department planning and research. Related policies specify development of
operational procedures and policy guidelines:

§ 1.2, chapter 1.2 - direction

§ 1.5, chapter 1.5 - crime analysis

§ 1.6, chapter 1.6 - allocation and distribution of personnel, and
8§ 1.7, chapter 1.7 - fiscal management.

141 DEFINITION AND GOAL

1411 DEFINITION

. Planning and research relates to the Department’s close careful study of operations and the
Planning  development of future plans. Planning and research may involve such activities as: crime

and analysis; multi-year planning; operations planning; budgeting; manpower allocation

Research @alternatives; systems analysis; uniform crime reporting; contingency planning; and traffic
analysis.

1412 GOAL

Department planning and research seeks to provide the most effective police service practicable
in the most efficient possible manner.

1.4.2 DEPARTMENT PLANNING AND RESEARCH OPERATIONS

1421 DEPARTMENT PLANNING AND RESEARCH FUNCTIONS

Generally, planning and research, particularly that having to do with strategic operational
planning, is the responsibility of the Chief of Police. The Chief may assign individuals to specific
research or planning projects as he deems necessary and appropriate. Planning and research
functions under the Chief of Police may include, but are not limited to:

1) Development of short term and long range agency plans,

2) Research and preparation of budgetary recommendations,

3) Liaison with other criminal justice planning agencies,

4) Development of operational procedures and policy guidelines, and
5) Preparation of other studies and analyses as he may direct.
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1.4.2.2 ROUTINE DEPARTMENT PLANNING AND RESEARCH

Routine Department planning and research should include the following:

1) Annual budget development. The Chief of Police is responsible for Department
new-program and equipment proposals included within the Department’s Capital
Improvement Budget and for coordinating annual budget proposals. An assigned
Deputy Chief is responsible for monitoring accounts payable. (8§ 1.7)

2) Grant management will be handled by the City’'s Grant Manager.
3) Traffic collision and enforcement pattern analysis.
4) Crime analysis. The Department’s Patrol Division is responsible for crime

analysis. (8 1.5)

5) Uniform crime reporting. (See § 1.9.)
6) Manpower allocation alternatives. (See § 1.6.)
7 Contingency planning. (See § 4.13.2.2, responsibility for planning / annual

review / maintenance of liaison (KACP).)

1423 ANALYSIS OF OPERATIONAL ACTIVITIES (KACP)

Planning and research includes analyses of Patrol Division activities in order to facilitate accurate
and timely decision making in the allocation or deployment of agency resources.

The Department reassesses annually the workload demands of each organizational component
(81.6.2).

The Commander of the Patrol Division refers to the latest Police Personnel Allocation Manual
(PAM) Study for recommended patrol staffing levels (§8 1.6.2). Analyses of field operational
activities should include data concerning type of activity and the occurrence or reporting of each
event, as follows: time of day, day of week, month, year, shift, district, and patrol or reporting
area.

1424 DISSEMINATION OF ANALYTICAL REPORTS TO AFFECTED
ORGANIZATIONAL UNITS (KACP)

The above computer analysis data is supplied to the Commander of the Patrol Division by Data
Processing. Trend and pattern crime analysis reports that have clear implications for assisting
the Patrol Division are submitted to the officer in charge of the receiving user group and the Chief
of Police (§ 1.5). Traffic analysis information is supplied to the Commander of the Patrol Division
by the Crime Analyst. (§ 1.5).
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1.4.25 MULTI-YEAR PLAN (KACP)

Each year, a multi-year plan is presented as a part of the Department’s annual report. The plan
includes the following:

1) Goals and operational objectives,
2) Anticipated workload and population trends,
3) Anticipated personnel levels; and

Anticipated capital improvements and equipment needs are included in the Department capital
improvement budget.

End of Chapter 1.4
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15 CHAPTER 1.5 - CRIME ANALYSIS

This chapter sets forth the Department’s crime analysis function whereby data relating to crime is
collected, collated, analyzed, and disseminated. The information obtained by analyzing the data is used
to support management and operations. Related policies are concerned with some aspects of crime
analysis (see § chapter 1.4 - planning and research, and § 4.10.1, intelligence operations).

15.1 DEFINITION AND GOAL
1511 DEFINITION
. Crime | Crime analysis is the systematic collecting, collating, and analyzing of crime |
| Analysis _ } datafor dissemination to Departmental planners and practitoners. |
1512 GOAL

Crime analysis should seek to accomplish two goals:

1) It should provide the Chief of Police and Departmental planners and practitioners
with crime data in a timely manner, and

2) It should help form a foundation upon which the Chief and other planners can
implement effective action programs.

(Remainder of page reserved.)
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1.5.2 CRIME ANALYSIS

1521

CRIME ANALYSIS FUNCTION

Crime analysis may be used to assist in the achievement and development of current and
futuristic crime control and crime prevention objectives. When pertinent and timely its information

will, therefore, impact not only the tactical but the strategic as well.

Crime analysis techniques

may be useful to Investigative and Patrol/Traffic operations by identifying and analyzing individual
criminal methods of operation and by providing crime pattern recognition and analysis from field

interrogations and arrests.

Its information may be useful to planners when assessing crime

trends and identifying enforcement priorities. Crime analysis may also be useful in determining
the criteria for assigning a case to follow-up investigation based upon the following documented
experience and research:

1)
2)
3)
4)

1522

Documented experiences of the agency;

Documented experiences of other law enforcement agencies;
Research conducted within the agency; and

Research conducted in other law enforcement agencies.

CRIME ANALYSIS PROCESS

The crime analysis process may be divided into five steps:

15.23

Collection of data;

Collation of data;

Analysis of data;

Dissemination of analyzed information; and
Feedback analysis and program evaluation.

RESPONSIBILITY

The crime analysis function is the responsibility of the Patrol Division.

153 COLLECTION OF DATA

The accumulation of raw data may be accomplished through two sources: internal and external.

1) Internal sources such as:
a) CAD Incidents.
b) Briefing Sheets.
c) Investigative Reports.
d) Arrests/Citation records.
e) Officer Contact Cards.
f) Pawn Shop Files.
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0) Intelligence information including that pertaining to known active criminals (see §
4.10).
h) Computer files.
i) Informal sources.
2) External sources such as:
a) Criminal history records.
b) Federal & State Prisoner release notifications.
C) Vehicle registration.
d) Intelligence organizations sources.
e) Trend analyses from other cities/national.
154 COLLATION OF DATA

The organization of the raw data into a usable format may be accomplished through:
1) The compilation of resource-comparison files such as:

a) Crime elements.

b) Wanted suspects.

c) Known offender profiles.

d) Alias/nicknames.

e) Identifiable stolen property.
f) Officer Contact Cards.

2) The compilation of incident-developing (situation / circumstance) files which seek to
define WHO, WHAT, WHERE, WHEN, and HOW:

a) Victim information

b) Location

c) Time

d) Day of week

e) Modus operandi elements
f) Suspect information

3) The maintenance of crime data such as:

a) Crime summary maps
b) Hot spot maps

c) Charts

d) Graphs

e) Timelines

155 ANALYSIS OF DATA

The analysis may assist in the screening and ordering of lists of suspects, and aid in the assembling and
ordering of specific crimes that may involve an offender already in custody. An examination of compiled
crime data should produce:
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1) A statistical presentation of criminal activity,
2) An analysis of crime trends, and
3) The possibility of crime forecasts.

Crime analysis should identify similarities among different offenses and reveal commonalities and
patterns in the characteristics of current crime problems. Two elements involved are: (1) the recognition
of changes in numbers relative to a recognized norm (frequency) and (2) the recognition of relationship
between similarities in characteristics (pattern). Common factors are:

1) Frequency by type of crime
2) Geographic (location)
3) Chronological

e Order of events

e Time of day
e Day of week
e Seasonal

4) Victim and target
Victim descriptors

e Physical

e Clothing

e Occupation
e Other

Target descriptors
e Crimes against persons
e Crimes against property
5) Suspect
e Physical descriptors
e Clothing descriptors
e Other
6) Suspect vehicle descriptors
* Make, year, model, color, etc.
e Other
7) Modus operandi factors
e Method of operation
e Point of entry
e Weapons used
e Suspect actions
8) Physical evidence information
e Evidence at crime scene
< Identifiable evidence elsewhere (e.g., stolen property)

1.5.6 DISSEMINATION OF ANALYZED INFORMATION

Information concerning operational needs (e.g., known offenders, modus operandi, suspects, and
investigative leads) is restricted to persons having a need to know.

The transfer of analyzed information to restricted user groups is accomplished in the following ways:

1) Publication and distribution of Prisoner Release Notifications (as available),
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2) Trend and pattern reports (as they develop) that have clear implications for assisting the

Patrol Division are submitted to:

a) The officer in charge of the receiving user group, and
b) The Chief of Police.

1.5.7 FEEDBACK AND PROGRAM EVALUATION

Those user groups receiving trend and pattern reports or any other thoroughly developed crime analysis
report having clear implications for assisting their operation (item 2, above) shall be responsible for:

1) Submitting a follow-up report to the Chief of Police within 90 days outlining actions taken
and results obtained, and

2) Submitting a similar feedback report to the Patrol Division to assist in program evaluation.

End of Chapter 1.5
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1.6 CHAPTER 1.6 - ALLOCATION AND DISTRIBUTION OF
PERSONNEL

This chapter sets forth the Department’'s methods of allocation and distribution of personnel. Policies
relate to appropriate deployment of personnel by determining service demands through the use of
workload assessments and computer-based or manual methods of allocation and distribution. Positions
not requiring sworn personnel are specified and staffed accordingly.

16.1 DEFINITION AND GOAL

16.1.1 DEFINITIONS

The following are definitions of key terms having to do with allocation and distribution of
personnel:

The determination of the overall numbers of personnel for the Department and for

Allocation each organizational component within the Department.

The assignment of a given number of personnel within each organizational
Distribution component according to functional, spatial (geographic), and/or temporal (time)
workload demands.

The use of civilian personnel in lieu of full-time, sworn officers. The Department

Personnel " o
does not utilize reserves or auxiliaries.

alternatives

Specialized An assignment often characterized by increased levels of responsibility
Assignment and specialized training, but within a given position classification.

1.6.1.2 GOAL

Policies within this chapter seek to facilitate:

. Department personnel allocation recommendations;
. The distribution of available personnel according to spatial and temporal
demands; and
. The use of civilian personnel when practical and possible.
1.6.2 DEPARTMENT ALLOCATION OF PERSONNEL
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16.2.1 STAFFING TABLE

The Department maintains a staffing table that provides the following information:

. Total personnel strength as authorized by the City Government; and
. Number of personnel, by rank or job title, within each organizational component,
including civilians.

1.6.2.2 PATROL STAFFING LEVELS (STANDARD METHOD)

The method for determining patrol staffing levels will normally involve use of the PAM Study or
another method selected by the Chief of Police. The Patrol Operations Commander will provide
continuous updates regarding staffing needs to the Chief of Police.

1.6.2.3 DEPARTMENT ALLOCATION ASSESSMENT

In order to determine the overall numbers of personnel for the Department and for each
organizational component (allocation), the Department continually reassesses the workload
demands of each organizational component. In conjunction with the January goals
and objectives update (see § 3.1.1.3), each Commander or Supervisor directly accountable to
the Chief shall reassess workload demands for his sphere of responsibility. Workload-
documentation reports and allocation recommendations are usually submitted to the Chief of
Police on an “as needed” basis.

1.6.2.4 DEPARTMENT DISTRIBUTION OF PERSONNEL

1.6.2.4.1 Department Distribution Assessment

In order to determine the assignment of a given number of personnel within each
organizational component (distribution), the Department reassesses annually the
workload demands of each organizational component. In conjunction with the January
goals and objectives update and preparation for budget work, each Commander or
Supervisor directly accountable to the Chief shall reassess workload demands for his
sphere of responsibility. Workload-documentation reports and  distribution
recommendations are submitted to the Chief of Police no later than January 31. (An
exception to this procedure concerns the reassessment of patrol personnel distribution.
For distribution-assessment of patrol personnel, see § 1.6.2.4.2, item 7) below.

1.6.2.4.2 Patrol Distribution Levels

1) For purposes of the distribution of patrol personnel, the Department
maintains a map of its service area organized into identified reporting
areas and/or patrol districts.
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2) Patrol districts have traditionally been based upon existing geographic
conditions and man-made boundaries. The single most influential
existing geographical feature is the CSX Railroad which cuts through the
city. When the railroad is in use, automotive traffic may be restricted to
two (2) underpasses and one (1) overpass. Despite this barrier,
northwest and southeast sectors are now divided at 31-W by pass due to
population shift.

3) As calls for service have increased over the years and business districts
have changed, patrol areas within the halves have been rearranged and
their numbers increased. The system utilized for patrol area humber and
size; has basically been a judgment of what works best based upon
geographic configurations and numbers of calls for service (workload).
Actual district patrol structure is adjusted for each patrol shift to reflect
relative activity levels. (Statistics are maintained within the LPC system
according to reporting area identifier: the basic patrol district number.)

4) Once an acceptable staffing level for the patrol force has been
determined (see Patrol Staffing Levels, above) it is necessary to assign
personnel in a manner that provides for equitable distribution of the
workload. Assignment of personnel to work schedules that best reflect
actual service workload demands is called proportional scheduling. The
process involves distribution in accordance with temporal (time) and
spatial (geographic) distribution of incidents. The process begins with a
tabulation of incidents by reporting areas.

5) Incidents by reporting areas are tabulated annually at the direction of the
Commander of Patrol Operations. This consists of a computer
breakdown of patrol activities according to time, place, type, and day of
week. Once the total number of activities has been determined, along
with the time committed to them, they are plotted according to day of the
week and hour of the day. This information is then used to develop
charts which show high, medium, and low activity periods (percentages
may also be shown). With the above information the Commander of
Patrol Operations is able to devise work schedules that match staffing
levels to activity levels, although it is rarely possible to be precise in this
matter. Generally, the heaviest workload normally occurs from 4:00 PM
to 12:00 PM and on weekends. (Tabulations may be based on a sample
of incidents.)

6) As stated above, the patrol force is divided into geographic areas or
districts, which reflect the relative activity levels of the Department’s
jurisdiction. Activity levels are obtained through statistics compiled
through the Department’s reporting areas. Analysis of patrol activities is
conducted as a part of the above annual tabulation to determine any
changes in activity levels. District patrol adjustment for each patrol shift
to reflect activity levels is an on-going process conducted by the
Commander of Patrol Operations (through the above process), Shift
Commanders, and Shift Supervisors. The boundaries of each patrol
district are based on a grouping of reporting areas.

7 Patrol staffing level distribution is assessed quarterly by the Commander
of Patrol Operations. Every three months the Department reassesses
and revises, when necessary, the distribution of patrol personnel. Time
(temporal) and location (spatial) demands for service as well as shift
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hours and district configurations are analyzed through the above patrol
force distribution method to determine if any revisions are necessary.

1.6.25 ASSIGNMENT

The following are job classes within the Police Department; for job assignments, see BGPD
Staffing Table and Organizational Chart.

Sworn Personnel Civilian Personnel
Police Chief Communication Center Manager
Deputy Chief Communication Center Supervisor
Assistant Chief Communication Center Dispatcher
Police Captain Advanced Communications Dispatcher
Police Sergeant Office Associate Il
Master Police Officer Office Associate I
Advanced Police Officer Office Associate |
Police Officer Police Cadet (part-time)
Crossing Guard (part-time)
Communications Assistant (part-time)
GIS Mapping Assistant (part-time)

1.6.2.6 SPECIALIZED ASSIGNMENT (KACP)

Anticipated special assignment openings are advertised throughout the Department by E-mail.
Announcements state the position available and may state the skills, knowledge, and abilities
necessary. Interested personnel should submit a To/From/Subject letter to the appropriate
authority via chain of command. All qualified individuals will be allowed to apply and compete for
positions. (For promotional positions, see 8 2.7.) All special assignments are approved by the
Chief of Police.

Selection of personnel for special assignments within a given position classification is based upon
the following criteria:

. Core criteria;

. Skills, knowledge, and abilities required for the specialized assignment;
. Formal education requirements, if any;

. Length of experience required, if any; and

. Previous performance.

All special assignments are reviewed annually to determine if they are to continue. The review

includes:
1) An evaluation of the initial problem or condition that required the implementation
of the specialized assignment; and
2) A cost-benefit analysis of the specialized assignment.
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1.6.2.7

CIVILIAN EMPLOYEES

1.6.2.7.1 Civilian Positions

The Department seeks to designate as civilian those positions common to other
governmental agencies which require specified skills which differ from those of sworn
positions and to assign sworn personnel to those positions only in the event of an urgent
agency need or to broaden an officer's experience. The Department recognizes that
sworn personnel should not be permanently assigned to civilian positions.

1.6.2.7.2 Annual Review

An annual job-review of all positions is conducted by the City's Human Resources
Director. Part of the review within the Police Department determines whether positions
should be designated as civilian.

End of Chapter 1.6
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1.7

CHAPTER 1.7 - FISCAL MANAGEMENT

This chapter sets forth the Department’s budgeting, accounting, and fiscal control procedures. Policies
focus upon annual budget development, supervision of internal expenditures and related controls, and
maintenance of liaison with the government’s fiscal officers.

1.7.1

1.7.2

DEFINITION AND GOAL

1711 DEFINITION

) Is the supervision or controling of the Department’s resource and budgetary

Fiscal responsibilities.  The fiscal management function includes annual budget development,

Management supervision of internal expenditures and related controls, and maintenance of liaison with
government'’s fiscal officers.

1.7.1.2 GOAL

Resource management is essential to effective and efficient governmental service. Departmental
resources depend upon annual budgetary development, internal expenditure supervision, and the
management of agency-owned property. In this regard, the Department seeks to both develop
and manage its resources in order to provide the most effective police service practicable.

DEPARTMENT FISCAL MANAGEMENT

1721 RESPONSIBILITY FOR FISCAL MANAGEMENT (KACP)

The Chief of Police has the authority and responsibility within City Department of Finance
guidelines for the fiscal management of the Police Department. Generally, this includes
Departmental equipment and new-program proposals and the maintenance of existing programs.
In this regard, his responsibilities include:

1) Supervising the annual preparation of the Department’s Capital Improvement
Budget proposal;

2) Supervising the annual preparation of the Department’s operating budget
proposal;

3) General management of internal expenditures;

4) General management of agency-owned property; and

5) General management of liaison with the Department of Finance, Department of

Administration, and Board of Commissioners.

Rev 10, 01 Jan 20 Part 1, Chapter 1.7 — Fiscal Management 1.7:2




Bowling Green Police Department Policy and Procedure Manual

The Deputy Chiefs of the two Bureaus are responsible for:

1) Assisting the Chief of Police in annual budget preparation;

2) Supervising of internal expenditures and related controls; and

3) Maintenance of liaison with the City’s budget Director and other fiscal officers.
1.7.2.2 PREPARATION OF ANNUAL BUDGET

The Department’s budget is developed according to the various programs which make up the
budget as a whole. The Department is responsible for equipment and new-program proposals
and the maintenance of existing programs. The Human Resources Director, and City Budget
Analyst are responsible for the Department’s salary and benefit proposals. The Chief of Police
supervises the Department’'s budget staff and team in the development of each year’s budget
preparation and recommendations.

1.7.2.3 ACCOUNTING SYSTEM STATUS REPORTS (KACP)

The City's financial program includes the following reports:

. Initial appropriation for each program;
. Balances at the commencement of each monthly period,;
. Expenditures and encumbrances made during each period; and
. Unencumbered balances
1724 POSITION CONTROL IN RELATION TO BUDGET AUTHORIZATIONS

Controls on the number and type of agency positions filled and vacant at any time are regulated
by the city's Classification Plan set forth within the Administrative Personnel Policy and
Procedures Manual.

1.7.2.5 CASH (KACP)

The Department maintains cash for records transactions, confidential funds, and petty cash for
small purchases. Procedures for collecting, safeguarding, and dispersing cash are regulated by
the city’'s Purchasing Procedure Manual and Consolidated Financial Policy Statements manual,
and administrated by the city’'s Department of Finance. Audits may be administered at any time
via the Financial Management Computer system. Annual audits are administered through the
City's Finance Department Records. (See § 1.9.3).

1.7.251 Petty Cash

The City’'s Finance Department allots $200 to the Police Department for immediate
payment of small purchases. Financial statement is made through preparation and
submission of Petty Cash Reimbursement Form and Purchase Orders to the Department
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1.7.2.6

of Finance. The reimbursement form is audited by the Finance Department and a check
is issued to the Custodian of Petty cash to reimburse the fund. Internal records are
maintained by the petty cash custodian.

1.7.2.5.2 Confidential Fund

The Department maintains a confidential fund to be available for the purchase of
information, contraband, or other evidence. It may also be used to pay informants,
expenses for surveillance activities, and to purchase equipment. (See § 4.8.7 for
procedures for safeguarding and dispersing these funds).

1.7.2.5.3 Donations or Gifts

City Ordinance 25-8 (2) reads in part:

“No public official, employee or board member of a City agency as defined shall accept
directly or indirectly any gratuity, regardless of value, which is offered based upon any
understanding that the vote, official act, or judgment of the public official, employee or
board member would be influenced thereby or if it may reasonably be inferred that the
purpose of the gift was to influence the action of the public official or employee or board
member or to affect the performance or nonperformance of an official act or that the gift -
giver has an interest which may be substantially affected directly or indirectly by the
performance or nonperformance of an official act."

Notify the Chief of Police in the event any person or organization should want to donate
money or other items to the Police Department.

OTHER FISCAL MATTERS (KACP)

Procedures for conducting internal monitoring of Departmental non-cash fiscal activities;
conducting an independent audit of the Department's activities; requisitioning and
purchasing of agency equipment and supplies; emergency purchasing or rental
agreements for equipment; and inventory control of agency property, equipment, and
other assets are regulated by the city’s Purchasing Procedure Manual and Consolidated
Financial Policy Statements manual, and administrated by the city’s Department of
Finance.  Audits may be administered at any time via the Financial Management
Computer system. Annual audits are administered through the City’'s Finance
Department.

Those individuals responsible for Department budget programs shall request an
Appropriation Ledger Report via the Financial Management Computer System at least
guarterly for monitoring/auditing purposes.

End of Chapter 1.7
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1.8

CHAPTER 1.8 - PROPERTY MANAGEMENT

This chapter sets forth the Department’s procedures for management of evidence and property, and
agency-owned property. Related policies address collection and preservation of in-custody property (see
§ 4.6.5); Fiscal Management (see § 1.7); and inspection of facilities, property, and equipment (§ 4.10.3.7).

1.8.1

DEFINITION AND GOAL

1811 DEFINITIONS

Property
Management

Property Management is the management and control of acquired and in-
custody property (found, recovered, and evidentiary property), and
Department-owned property.

Capital Assets

Capital Assets includes furniture, vehicles, radios, cameras, special
equipment, etc.

Per_sonal Personal Equipment includes uniforms, side arms, batons, etc.
Equipment
Evidence includes any piece of property, regardless of its nature, that is
Evidence confiscated or impounded by the Department as part of an investigation and

will be used to substantiate the investigation in court.

Recovered Property

Recovered Property includes any piece of property that has been identified as
having been stolen. In some cases, this property may also be classified as
evidence.

Found Property

Found property is non-evidentiary property, which has been determined to be
lost or abandoned and is not known or suspected to be connected with any
criminal offense.

Safe Keeping

Non-evidentiary property whose rightful owner is known.

1.8.1.2 GOALS OF DEPARTMENT PROPERTY MANAGEMENT

The Department seeks to manage acquired and in-custody property according to recognized
custodial procedures for responsibility, inventory, storage, and records.

TheDepartment seeksto manage Department-owned property according to
recognized procedures for its procurement, distribution, storage, and accountability.

(Remainder of page reserved.)
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1.8.2 DEPARTMENT PROPERTY MANAGEMENT
18.2.1 CONTROL
1) The Commander of the Bureau of Support Services is charged with responsibility of all

property owned by or in custody of the Police Department. Beneath support services, the
Logistics Commander is responsible for City inventory. (The inventory list is computer-
maintained by the City’'s Department of Finance.)

2) Other Responsible Individuals:
Type of Property Other Responsible Individuals
Found, recovered, or evidential property: The Unit's Property Custodian.

Assigned personnel (uniforms) and other
assigned personnel (weapons/ammunition).
Assigned individuals according to budget
programs.

Personal Equipment:

Expendable Property or Operating Supplies:

3) Monitoring the use, condition, and control of property is the responsibility of the user and
those responsible for inspections. However, the Commander of Logistics should be
notified whenever any property is lost, stolen, destroyed, or becomes obsolete and/or
inoperable.

1.8.2.2 INVENTORY PROCEDURES (KACP)

Capital Assets are budgeted according to cost:

. Items with a value less than $25,000 may be budgeted, upon approval, within the
projected fiscal year budget; and
. Items with a value of $25,000 or more must be placed within the projected

Capital Improvement Budget.

Upon purchase of any item valued over $5,000, the financial computer system will automatically
produce an inventory number. Items are inventoried according to item number; description of
item; location of item (may also designate to whom issued); serial number, if any; quantity;
vehicle number, if applicable; purchase date; and purchase price. An annual inventory of the
Department’s capital assets is completed every year.

Record of purchase of expendable property is recorded within the City's Purchase Order
computer system.

Found, recovered, or evidential property is the responsibility of the Property Unit. All items are
entered into Departmental inventory according to procedures set forth in § 4.6.5.3. Inventory
record is computer-maintained by the Property and Evidence Unit.
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1.8.3 ACQUIRED AND IN-CUSTODY PROPERTY

1.83.1

1)

2)

3)

4)

5)

6)

7

1.8.3.2

CONTROL OF PROPERTY HELD BY THE DEPARTMENT (KACP)

The establishment and maintenance of correct evidence-handling procedures are
most important to the successful prosecution of cases in court. (See § 4.6.5 .)

The Property and Evidence Unit is accountable for control of all property
accepted by or stored in the Department’'s property storage areas. When
property items do not meet packaging standards, Unit staff can refuse to
accept the item for permanent storage until the correction is made. Contact
evidence clerks if extreme/unusual issues arise with regard to evidence
packaging or storage.

All property stored by the Department is within a designated secure area.

Items of property requiring added protection are stored in separate, locked
secure area located within the Department’s storage area. Such items include:
money, precious metals, jewelry, gemstones, weapons, narcotics,
and dangerous drugs.

The Department utilizes the following control system relating to the acceptance
and release of narcotics and dangerous drugs from custody:

. Narcotic and dangerous drug evidence (capsules, pills) should
be counted as well as weighed. Counting should be performed in
addition to, not in lieu of, weighing. Exceptions to weighing the
substance are permissible when officially sealed in tamper-proof
protective packages.

. All containers of narcotics and dangerous drugs should be inspected for
tampering as a safeguard against the substitution of materials having the
same weight.

Secure refrigerated storage is available for storage of perishable items.

Secure facilities are provided for storage of found, recovered, or evidential
property during periods when the property room is closed.

SYRINGES AND NEEDLES

The Property and Evidence Unit will not accept and store syringes and needles except under
extreme circumstances; such as a serious physical injury or death investigation. If a syringe or
needle is collected and not needed as evidence the collecting officer shall deposit it in the
biohazard sharps disposal container in the Evidence Intake Room. The disposal can be
documented in the police report or CAD notes.
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1.8.3.3

1)

2)

3)

4)

5)

6)

INSPECTIONS (KACP)

A monthly inspection of adherence to procedures used for the control of property
is conducted by a designated staff officer. The inspection is conducted to
determine that the property room is being maintained in a clean and orderly
fashion, that provisions of agency orders or other directives concerning the
property management system are being followed, that property is being protected
from damage or deterioration, that proper accountability procedures are being
maintained, and that property having no further evidentiary value is being
disposed of promptly.

A monthly Staff inspection inventory of property held by the Department is
conducted by an officer who is not routinely or directly connected with control of
property or has the property function under his control. The purpose of the
inventory is to ensure the integrity of the system, and not require an accounting
for every item of property. Written notice is sent 30 days in advance to the
property unit. (See §

4.10.3.7, staff inspections.)

Unannounced inspections of property storage areas are conducted
semi- annually. Proper accountability and security procedures should receive
primary attention during spot inspections. A random comparison of records with
physical property should consume most of the time allotted to the conduct of
spot inspections. The same operations and procedures performed in the
property storage areas need not be examined each time a spot inspection is
conducted; rather, a different variety of activities should receive attention during
successive spot inspections.

A 100% property audit is completed annually by the Evidence Technicians and a
memorandum is submitted to the Chief of Police detailing the results.

In the event a new property custodian is designated, an inventory of property, to
ensure that records are correct and properly annotated, is conducted jointly by
the newly designated property custodian and the outgoing property custodian.
The purpose of the inventory is to ensure the continuity of custody and not to
require the accounting of every single item of property. The inventory should be
sufficient to ensure the integrity of the system and the accountability of the
property. During the joint inventory, a sufficient number of property records
should be reviewed carefully with respect to proper documentation and
accountability. The person assuming custody of the property should ensure that
all records are current and properly annotated. All discrepancies should be
recorded prior to the assumption of property accountability by the newly
appointed custodian.

In the event a new Chief of Police is designated, an inventory of property to
ensure the records are correct and properly annotated will be conducted. The
purpose of the inventory is to ensure the continuity of custody and the
accounting of the property maintained by the evidence staff. At a minimum,
all weapons, money, jewelry, and drug evidence will be audited. The
results of the audit will be forwarded to the City Manager and City Auditor
for review.

(Remainder of page reserved.)
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1.8.3.4 DISPOSITION

1) The exchange of property between the Department and the public is handled
through: the Bowling Green Police Department Property and Evidence Record.
All property (found, evidential, or recovered) is recorded in the evidence tracking
system. In the event property can be released, (1) the computer record is
updated, (2) the property receiver signs for the property via electronic signature
pad through the evidence tracking system or a property/evidence card. If the
property is an impounded vehicle, the pre-release section of the Vehicle Inventory
Report must be completed and signed by the receiving party and the Evidence
Custodian. A copy of the report will be provided to the receiving party and the
original will be maintained with the Evidence/Property Unit.

2) In order to prevent an overload on the property management system and reduce
the requirement for additional storage space, the Department seeks final
disposition of found, recovered, and evidentiary property. Annually the Property
and Evidence Unit shall distribute to each officer or case officer a list of evidence
seized by the officer, or evidence assigned to the officer. The collecting or case
officer shall review the evidence and determine if it shall be held, destroyed, or
returned to the owner. The officer shall return the reviewed list to the Property
and Evidence Unit within (60) days.

3) Regarding found property, recovered property, or misdemeanor-case evidential
property:
a) The investigating officer shall be responsible for:
. Supplying the Property and Evidence Unit with a disposition
regarding each item collected, and
. Returning recovered property determined not to be held as
evidence.
b) The Property and Evidence Unit shall be responsible for duties as

specified § 4.6.5.3 and:

. Necessary securing of collected property, and
. Disposing of secured property when necessary.
NOTE

Unless otherwise directed by the collecting-officer / investigating officer
and/or the court, found property and misdemeanor-case evidential property
will be disposed of according to Departmental procedures and
KRS 500.090 and 95.435.

C) Records and storage of items released from Departmental custody to the
custody of the prosecutor should become the Court or prosecutor’s
responsibility once the property has been entered into evidence.

d) When possible and with approval of the prosecutor, evidential property
should be photographed and returned to its owner consistent with KRS
422.350.
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e) Whenever the custody of physical evidence is transferred for any reason,
the following information should be recorded:

. The date and time of transfer,

. The name of the receiver, and
. The reason for transfer.

(Remainder of page reserved.)
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1.8.4

DEPARTMENT < QWNED PROPERTY

1.84.1 PROCUREMENT OF PROPERTY

Expenditures are controlled by the amount budgeted within each of the Department’'s programs.
Procurement of agency-owned property is recorded through the Department of Finance’s
numbered NWS Computer Program. The Purchase Order System is supervised by the Chief of
Police.  Procurement means all items purchased by the Department including expendable
property (Operating Supplies), installed property, uninstalled property, equipment, vehicles,
munitions, and personal-wear items within the custody of the Department.

1.8.4.2 DISTRIBUTION, ISSUANCE AND ACCOUNTABILITY OF PROPERTY

The distribution, issuance and accountability of procured property is the responsibility of
designated individuals within each of the Department’s budget programs. Distribution means all
items purchased by the Department and distributed including expendable property (Operating
Supplies), installed property, uninstalled property, equipment, vehicles, munitions, and personal-
wear items within the custody of the Department. Accountability means: (1) responsibility of the
issuer for distribution and record of distribution of property, and (2) responsibility of its user for
proper use. Inventory-tagged property is checked through computer print-out each year.

1.8.4.3 MAINTENANCE OF STORED PROPERTY

Stored property should be maintained in a state of operational readiness. Operational readiness
includes care and cleaning, preventive maintenance, repair, workability and responsiveness.
Operational readiness of stored property is the responsibility of those charged with its storage.
Readiness should be assured through inspections at regular intervals by authority of the Division
Commanders.

Appendix information for this chapter follows.

(Remainder of page reserved.)
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1.8.5

1.85.1

APPENDIX A - DISPOSITION OF PROPERTY

DISPOSITION OF PROPERTY

Found, recovered, and evidential property not returned to its owner, sold at auction, ordered by
the Court to be held as evidence, or given by the Court to the Department for official use shall be
removed and deleted from Department in-custody property inventory.

1.8.5.2

1.8.5.3

1)

2)

3)

4)

1)

2)

ALCOHOLIC BEVERAGES

Property destroyed:

. Alcoholic beverages as defined in KRS 241 being held by the
Department as in-custody property.

Notification:

. The Property and Evidence Unit will notify the Commander of Support
Services the proposed date of the destruction of large quantities of
property.

Supervision / Monitoring:

. Destruction is supervised by the Department Property and Evidence Unit
and monitored by the Logistics Major.

Record:

. Destruction is recorded by the Property and Evidence Unit via computer
file.

CONTROLLED SUBSTANCES

Substances destroyed:

. A drug, substance, or immediate precursor in Schedules | through V as
prescribed in KRS 218A.010 being held by the Department as in-custody
property. (“Immediate precursor’ means a substance which is the
principal compound commonly used or produced primarily for use, and
which is an immediate chemical intermediary used or likely to be used in
the manufacture of a controlled substance, the control of which is
necessary to prevent, curtail, or limit manufacture.)

. Drug paraphernalia, kit, device, equipment, container or other object
described unlawful in KRS 218A.500.

Notification:
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1.854

1.85.5

3)

4)

5)

6)

1)

2)

3)

4)

. The Property and Evidence Unit will notify the Commander of Support
Services the proposed date of destruction of large quantities of property.

Destruction:

. Plant substances are destroyed by fire.

. Paper containing controlled substances are destroyed by fire.

. Capsules, tablets, power substances, or any form of substances defined
above are destroyed by fire.

. Drug paraphernalia, kit, device, and etc., are destroyed by fire or

rendered unusable.
Supervision:

. Destruction of drugs is supervised by the Property and Evidence Unit
and the Professional Standards Major.

Record:
. Destruction is recorded by the Property Unit via computer file.
Substances retained:

. Retainment of substances for training purposes may be authorized by
the Commander of Support Services and the Court. A list of those
authorized to exhibit controlled substances for training sessions shall be
maintained by the Commander of Support Services.
Substances retained by the Department for training purposes shall be
secured at all times. (Controlled substances will not be released to
civilian educators unless directed by the Court.) (See 4.3.15.4)

FIREARMS AND AMMUNITION

Firearms and ammunition are not subject to destruction or City Auction (KRS
500.090).

Firearms and ammunition not kept for Departmental use will be turned over to the
Kentucky State Police in accordance with paragraph 1C of KRS 500.090 to be
sold at auction under the rules of KRS 16.220.

Proper documentation of firearms and ammunition transfer will be kept by the
Property and Evidence Unit.

Firearms retained: See exceptions in § 1.8.6.6, official use of forfeited
weapons.

FOUND AND UNCLAIMED PROPERTY

Rev 10, 01 Jan 20

Part 1, Chapter 1.9 — Records 1.8:10



http://www.lrc.ky.gov/Statutes/statute.aspx?id=19643
http://www.lrc.ky.gov/Statutes/statute.aspx?id=19643
http://www.lrc.ky.gov/Statutes/statute.aspx?id=45224

Bowling Green Police Department Policy and Procedure Manual

1.8.55.1 Found Property

Includes any piece of property regardless of its nature that has been found by a citizen or
Police Department employee and is being held for safekeeping until the owner can be
identified.

1.8.5.5.2 Unclaimed Property

Property whose owner has not been identified, or property whose owner has been
identified but failed to make claim of property.

1.8.5.5.3 Disposition

1.8.55.3.1 Found Property

The Collecting officer of found property shall:

. Endeavor to identify the owner through computer files or other
method and, if found,
. Inform the owner that he will have ninety (90) days in which to

claim his property or his property will be disposed of by the
Department in the same manner as unclaimed property.

1.8.5.5.3.2 Unclaimed Property

When reasonable attempts to identify owners have failed or notified owners of
property have failed to make arrangements for claiming their property, the
Property and Evidence Unit may:

. Retain property for official Departmental use,
. Sell property at public auction,

. Destroy property, or

. Release to finder after 90 days.

(Property will not be released to finder if finder is a Police
Department employee.)

1.85.54 Retain for Official Use

Unclaimed property may be retained by the Department for official use. The Commander
of Support Services shall be advised of property suitable for official use.
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1.8.5.6

1.8.5.5.5 Sell at Auction

Unclaimed property except drugs, alcoholic beverages, police scanners, and weapons
may be sold at public auction as authorized by KRS 500.090. The Commander of
Support Services shall be advised of property suitable for public sale.

1.8.5.5.6 Destroy

Found and unclaimed property may be destroyed by the Department’s Property Unit.

RECORDS

Whenever the custody of property is transferred from in-custody inventory for any reason,
the following information is recorded:

1) The date and time of transfer,
2) The name of the receiver (if applicable), and
3) The reason for transfer.

End of Appendix A
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1.8.6

APPENDIX B - FORFEITED PROPERTY, KENTUCKY PENAL
CODE PROVISIONS

1.8.6.1 DISPOSITION OF PROPERTY

The following paragraphs provide for additional guidelines pursuant to KRS 500.090, other
provisions of the Kentucky Penal Code relating to forfeiture, and Chapter 218A.

1.8.6.2 FORFEITED PROPERTY

In accordance with the above statutes, the property which is subject to forfeiture under any of the
above sections of the Kentucky Revised Statutes which is confiscated on behalf of the Bowling
Green Police Department will be for official use only. This means that all property retained by the
Department, which is forfeited pursuant to the above statutes, is official property, for official use
only. The property will not be the personal property of any police officer but will remain the
property of the City of Bowling Green. Although title to the property will be with the City of
Bowling Green and the Police Department, the property may be used by individual police officers
at the discretion of the Chief of Police for the performance of their official duties, as outlined in
this and other sections of the Bowling Green Police Department’s Policy and Procedure Manual.

It shall be the policy of the Bowling Green Police Department that all property which is subject to
forfeiture can be so forfeited only upon the Trial Court’s order. The forfeiture laws are clear that
the trial court has the discretionary power to either order forfeiture or to deny it. All officers should
also be aware that there are numerous exceptions to the forfeiture statutes which defendants can
use to argue against forfeiture and which the Trial Court will consider if petitioned to do so. Any
officer who is unsure whether a particular type of property can be forfeited should contact the
appropriate court prosecutor’s office.

All officers should note that simply because an item of property is used in the commission of a
crime does not automatically make that item subject to forfeiture. The property must be of a
specific type and it must be used in the crime which provides for forfeiture of the property.

1.8.6.3 TYPES OF PROPERTY SUBJECT TO FORFEITURE

Under KRS 527.060, upon the conviction of any person for the violation of any law of the
Commonwealth of Kentucky in which a deadly weapon was used, displayed, or unlawfully
possessed by such person, the Court shall order the weapon forfeited to the State and sold,
destroyed, or otherwise disposed in accordance with KRS 500.090.

Under KRS 514.130, upon the conviction of any person for violation of any offense in Chapter
514, all property held in violation of the chapter, and any personal property including but not
limited to vehicles or aircraft, used in the commission or furtherance of an offense under this
chapter or in the transportation of stolen property shall be forfeited as provided in KRS 500.090
by court order and sold, destroyed, or otherwise disposed in accordance with KRS 500.090.
Possession of a vehicle with stolen major part or parts installed thereon shall be deemed to bring
the entire vehicle within the provisions of this section. For the purposes of this section a major
part of an automobile or other propeller vehicle shall mean:
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1) the engine,

2) the frame,

3) the transmission,
4) the front cap,

5) the front clip,

6) the rear clip,

7) the top clip,

8) the cowl clip,

9) a door,

10) a truck bed,
11) atruck cab, or
12) a vehicle body shell.

It shall be the duty of every peace officer to seize any property that is subject to forfeiture under
this section.

Any motor vehicle, aircraft, boat, or personal property used in the commission of an offense under
KRS 514 is subject to forfeiture. But, in order to be subject to forfeiture under 514, the property
must have been used during a theft or theft-related offense as defined in Chapter 514.

The Kentucky Controlled Substance Act, KRS 218A.410 et seq, authorizes law enforcement
agencies to seize and forfeit any property or contraband article which has been used, is being
used, or was intended to be used in violation of any provision of the Act.

Note

This Act should always be consulted should any part
of this statute have changed since manual updates.

It is the policy of this Department to utilize the forfeiture provisions to the fullest extent possible in
order to impact upon crime, yet protect owners, while providing the Department with the
maximum amount of economic benefit for the continued enforcement of the Kentucky Controlled
Substance act.

1.8.6.4 PROCEDURES FOR FORFEITURE UNDER THE KENTUCKY
CONTROLLED SUBSTANCES ACT

Vessels, vehicles, aircraft, currency, or other personal property or contraband articles may be
seized according to the following:

1) The seizing agency may seize property for forfeiture under the Act without
process if it determines that:

a) The seizure is incident to an arrest or a search under a search warrant;
or,

b) The property subject to seizure has been the subject of a prior final order
of forfeiture; or,

c) The agency has probable cause to believe that the property is directly or
indirectly dangerous to health or safety; or,

d) The agency has probable cause to believe the property is subject to

forfeiture pursuant to KRS 218A.410.
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2)

3)

4)

5)

6)

7

Probable cause seizures taking place at the time of violations may be made
without prior judicial approval.

Property not seized at the time of violations presently located on private premises
should be seized pursuant to a court order authorizing entry onto the private
premises, unless otherwise authorized by law.

As soon as practicable following seizure, the agency shall make a diligent effort
to determine ownership of the seized property, including the identification of the
registered owner(s), title holder(s), and bona fide lien holder(s), if any.

The seizing agency shall give notice of the seizure to the owner(s) and/or bona
fide lien holder(s), if any, once identified, within twenty-one (21) days after the
identification is made. Such notice may be made by certified mail, return receipt
requested.

Following an agency’s determination not to proceed with a forfeiture based upon
innocent-owner considerations, the agency shall release the seized property to
the lawful owner or his legally authorized designee.

As soon as practicable after the seizure, the seizing officer, deputy, or agent
should complete an offense or seizure report, particularly describing the
circumstances attendant to the seizure and forward same to the Commonwealth
Attorney who will be handling the forfeiture action.

Seized vessels, vehicle & aircraft storage should be stored and maintained according to the
following:

1)

2)

3)

4)

5)

6)

At the time of seizure, vessels, vehicles, or aircrafts should be impounded and
stored according to Department procedures. (See § 4.4.9.2, removal / towing of
vehicles (kacp).)

A complete inventory of the seized property and all containers, open or closed,
found therein shall be completed at the time of the seizure. As soon as
practicable after seizure, the case officer shall make a good faith attempt to
release to the lawful owner all personal property (e.g., clothing) seized with items
impounded and not being retained as evidence or for forfeiture. If the owner is
unknown, has been arrested, or is otherwise unavailable to take possession of
the property, the property shall be placed in secure storage according to
Department procedures, i.e., in the same manner as evidential property, or may
be secured in the vehicle’'s trunk as the situation may allow. (See § 4.6.5.3,
entering evidence in departmental inventory.)

Any personal property seized as evidence shall be packaged and stored
separately and handled in accordance with established procedures for the
processing of evidence. (See § 4.6.5, collection and preservation
of evidence.)

Reasonable attempts shall be made to maintain the property in time-of-seizure
condition. Although all rights, interest in the title to seized assets vest
immediately in the seizing agency upon seizure, seized items shall not be used
for any purpose until the rights, interest in and title to the seized property are
perfected by final order of forfeiture. This section does not prohibit use or
operation necessary for reasonable maintenance of seized property.

If special maintenance is required to maintain seized property in time-of-seizure
condition as may be necessary with aircraft and vessels, the Department shall
ensure that such maintenance is provided within a reasonable time after seizure,
with such care continuing through the pendency of the forfeiture action.
Required maintenance should be documented appropriately.

The case officer should make arrangements for periodic inspections of all
property which has been seized subject to forfeiture in order to ensure that time-
of-seizure conditions of property is maintained. Such inspections should be
documented appropriately.
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Real property may be seized and forfeited according to the following:

1)

2)

3)

The Department may seize real property only with process:

a) Real property subject to forfeiture may be seized pursuant to final
judgment and order of forfeiture by the court with jurisdiction over the
forfeiture action; or,

b) Real property may be seized prior to final judgment by the agency if it
obtains a seizure order from the court following a hearing. Seizure prior
to judgment is only permissible on a showing by the Commonwealth that
seizure is necessary to preserve the property pending final judgment.

Real property which is seized prior to final judgment must be maintained at time-
of-seizure condition. On-going business, including agricultural enterprises, must
be continued. For this reason, seizure of real property prior to final judgment of
forfeiture is not recommended.

If there is probable cause to believe that real property is subject to forfeiture the
Department should as soon as practicable consult with the Commonwealth
Attorney to perfect the lien created in KRS 218A. A lien is preferred over pre-
judgment seizure of real property.

Seized property may be released according to the following:

1)

2)

3)

1.8.6.5

If at the conclusion of the judicial process the claimant prevails, the seized
property shall be released to the lawful owner immediately. Under these
circumstances, the seizing agency shall not assess any towing charges, storage
fees, administrative costs, maintenance costs, etc. against the claimant, unless
so authorized by the appropriate court.

In all other instances, if a seized vessel, vehicle, aircraft, etc. is to be released to
the lawful owner, the seizing agency may assess against the owner the actual
costs of towing, storage, and maintenance of the seized property.  Absent
settlement, administrative costs which do not reflect actual expenses shall not be
assessed.

Property which has been seized as having evidentiary value shall be treated
accordingly, and shall NOT be released pursuant to this policy.

RETENTION FOR OFFICIAL USE, SALE, AND DISTRIBUTION UNDER
THE KENTUCKY CONTROLLED SUBSTANCE ACT AND REPORTING
REQUIREMENTS

Retention of vehicles:

1)
2)

3)

4)

Any vehicle seized and subsequently forfeited to a law enforcement agency may
be retained by that agency for official use.

Any vehicle retained may be sold by the agency. Funds from such sale shall not
be considered as funds to be distributed.

Proceeds from sale of retained vehicles must be spent on a specific law
enforcement purpose. “Specific law enforcement purpose” means any agency
activity which materially facilitates enforcement of the law of the Commonwealth
of Kentucky.

The recipient agency must pay any bona fide perfected security interest on any
forfeited vehicle retained for official use.
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Sale of forfeited property:

1)
2)
3)

4)

All sales of property forfeited pursuant to the Controlled Substances Act must be
advertised, public sales.

The Commonwealth may transfer any forfeited real property sold by deed of
general warranty.

All bona fide, perfected security interests on forfeited property must be paid from
proceeds of sale of such property.

Controlled substances which have been forfeited but which have a lawful
purpose may be sold to a proper buyer as determined by the regulations of the
Cabinet for Human Resources.

Distribution of sale proceeds:

1)

2)

3)

4)

5)

Following deduction of any direct expenses related to the sale of forfeited assets,
the agency retains the first $50,000 from sale of assets itemized in any final order
of forfeiture. Of that, 10% is paid to the office of the Commonwealth Attorney
which handled the forfeiture action.

The seizing agency retains 45% of all sale proceeds in excess of direct sale
expenses and $50,000. No portion of these proceeds is required to be shared
with a prosecutorial office.

All proceeds from sale of forfeited property must be expended for specific law
enforcement purposes.

All sale proceeds in excess of the above proscribed amounts shall be paid into
the Asset Forfeiture Trust Fund as managed by the Office for Investment and
Debt Management of the Commonwealth of Kentucky.

When money or property is seized in a joint operation involving more than one
law enforcement agency, the apportionment of funds shall be made among the
agencies in such a manner as to reflect the degree of participation of each
agency in the law enforcement effort resulting in the forfeiture, taking in to
account the total value of all property forfeited and the total law enforcement
effort with respect to the violation of law on which the forfeiture is based. The
trial court shall determine the proper division and include the determination in the
final order of forfeiture.

Reporting requirements under the Kentucky Controlled Substance Act shall be according to the
following seizure reports:

1)

2)

3)

4)

5)

Any agency which seizes property subject to forfeiture without court order shall
immediately prepare a report completely describing and inventorying the property
so seized. A copy of the report shall be included in the criminal case file.
Duplicates of the report shall be forwarded to the appropriate prosecutorial office
and the Kentucky Justice Cabinet.

Any agency which wishes to obtain a court order to seize property shall submit a
“Request for Forfeiture” form to the appropriate prosecutorial office. Property
seized pursuant to such order should be reported in the same manner as
property seized without order. A copy of the Court Order shall be attached to the
seizure report.

Any agency which wishes to place a lien against forfeitable real property shall
submit a “Request for Forfeiture Lien” to the appropriate Commonwealth

Attorney. A copy of the forfeiture lien notice shall be maintained in the Criminal
case file and a copy shall be forwarded to the Kentucky Justice Cabinet.

A copy of all final orders of forfeiture shall be forwarded to the Kentucky Justice

Cabinet by the appropriate Commonwealth’s Attorney.

Fiscal reports itemizing costs of sale, proceeds retained by a law enforcement
agency, proceeds paid to a local prosecutor, and proceeds paid into the Asset
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Forfeiture Trust Fund, shall be sent to the Kentucky Justice Cabinet within thirty
(30) days after each sale of forfeited property.

6) Agencies shall notify the Kentucky Justice Cabinet of each forfeited vehicle
retained for official use or sold for the benefit of the agency.

1.8.6.6 OFFICIAL USE OF FORFEITED WEAPONS

All weapons confiscated and held by the Bowling Green Police Department pending disposition
by the Trial Court, shall be considered “In-custody” property consistent with § 1.8.3 and shall be
retained by the Property Unit.

All firearms confiscated and forfeited to the Department, shall be transferred to the Kentucky
State Police for public auction according to State law.

All firearms confiscated and classified within in-custody property as “found or unclaimed
property,” which remains in the custody of the property unit for three months (90 days) without a
lawful claimant (see KRS 95.435) becomes the property of the Department and shall be
transferred to the Kentucky State Police for public auction according to State law.

All other forfeited property (e.g., vehicles) shall be issued to various units within the Department

at the discretion of the Chief of Police or his designee. Appropriate record is kept by Department
inventory.

End of Appendix B
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1.8.7 APPENDIX C - COMPLIANCE FOR RELEASE OF FIREARMS
FORM

COMPLIANCE FOR RELEASE OF FIREARMS
BOWLING GREEN POLICE DEPARTMENT

According to Title 18, United States Code, Section 922(d) it shall be unlawful for any person to sell or otherwise dispose of any
firearm or ammunition to any person knowing or having reasonable cause to believe that such person-

1) is under indictment for, or has been convicted of, a crime punishable by imprisonment for a term exceeding one year;
Does this apply to you?

2) s afugitive from justice;
Does this apply to you?

3) is an unlawful user of or addicted to any controlled substance;
Does this apply to you?

4) has been adjudicated as mental defective or has been committed to any mental institution;
Does this apply to you?

5) who, being an alien, is illegally or unlawfully in the United States;
Does this apply to you?

6) who has been discharged from the Armed Forces under dishonorable conditions;
Does this apply to you?

7) who, having been a citizen of the United States, has renounced his citizenship;
Does this apply to you?

8) is subject to a court order that restrains such person from harassing, stalking, or threatening an intimate partner of such person
or child of such an intimate partner or person, or engaging in other conduct that would place an intimate partner in reasonable
fear of bodily injury to the partner or child;

Does this apply to you?

9) has been convicted in any court of a misdemeanor crime of domestic violence.
Does this apply to you?

Date:

Print Name of Person Requesting Release Date of Birth Signature

Address

Address

Officer Signature

Notice to Releasing Officer: Check photo identification and run a criminal history.

For office use only:

Case #: Firearm Qualifies for Release? Yes [_]] No [_]]

Make of Firearm:

Model of Firearm Caliber: Serial #:

Form: “Firearms Release Compliance Form”
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End of Appendix C

and

End of Chapter 1.8
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1.9 CHAPTER 1.9 - RECORDS

This chapter sets forth the Department's records functions that are basic to meeting its management,
operational, and information needs. Policies are principally concerned with field reporting and central
records activities and generally do not address the records functions attendant to specialized entities
within the Department.

19.1 DEFINITION AND GOAL

1911 DEFINITION

‘ Central Records is the records system having to do with field§
i reporting, and reported crime. The Department's Central Records;

Central Records | and Data Processing is a unit within the Division of Logistics. The :

i Supervisor of Central Records is accountable for the Department's :

i records function. 1

19.1.2 GOAL

The goal of Central Records is to provide Departmental administration and operations
the information they need, when they need it.

1.9.2 ADMINISTRATION OF CENTRAL RECORDS

1.9.2.1 CENTRAL RECORDS FUNCTIONS (KACP)

1) Central Records receives, processes, stores, and maintains police records.
Central Records files and stores the following reports:

a) Investigative reports.

b) Accident reports.

C) Citations.

d) Records checks.

e) Contact cards.

f) Alarm permits.

s)] False alarms.

h) Pawn tickets.

i) Ferrous / non-ferrous metal forms.
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2)

3)

4)

1.9.2.2

1)

2)

3)

1923

1)

)] JC-3 reports

k) Missing person reports

) Felony case files

m) Accident reconstruction files
n) Open records requests

0) Breath test results

Upon submission of completed field reports to Central Records the following
procedures take place:

a) All document PDFs are extracted from KYOPS and are attached to the
Records Management System’s file.

b) Investigative report copies are routed to supervisors in the Criminal
Investigations Division, and the Public Information Officer.

C) Reports are filed by report number. Citations and contact cards are filed

electronically.

All reports are maintained within Central Records' paper files according to State
statute KRS 171.410 through 171.740. (See § 1.9.2.7).

Records may be retrieved through computer inquiry.

INCIDENT REPORTS

Incident numbers are generated by the Computer Aided Dispatch System (CAD)
for reported incidents. The following information is recorded for each incident:

a) An incident number;

b) Date and time of the initial reporting;

C) Name (if available) of the citizen requesting the service, or victim's, or
complainant's name;

d) Nature of the incident; and

e) Date and time of action taken by law enforcement personnel.

For any incident requiring a police report, the C.A.D. System will generate a
report number.

A record should be made of actions taken by law enforcement personnel whether
in response to a request for service or for self-initiated actions.

TELE-REPORTING

The Department utilizes a tele-reporting system whereby certain non-emergency
calls for service are taken by telephone. Telephone calls for service to the Police
Department which meet all of the following criteria or conditions, may be
investigated through the tele-reporting process:

a) No serious physical injury has occurred.
b) Complainants are not in immediate danger.
c) The offense is not in progress.
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19.2.4

2)

3)

d)
e)

f)

The complainant has not requested a patrol unit.
The complainant is safe and may be called back if needed.
The complainant may be a candidate for on-line reporting.

The following types of calls which meet all of the above criteria and conditions

may be

a)
b)

c)
d)

processed through Tele-reporting:

All types of thefts.

Incidents of harassing or annoying phone calls. (This does not include
bomb threats)

Lost property (e.g., purses, wallets, etc., and including stolen auto tags).
Criminal Mischief. (Thisdoes not include those cases involving
extensive or widespread damage to property, or cases in which the
incident is still in progress or suspects are in the vicinity, or where
collection of evidence is necessary.)

The Department's Tele-reporting system consists of the following procedures:

a)
b)

<)

d)

PROCE

All calls are taken by telecommunicators according to the
general procedures set forth in Incident Reporting, above.

Calls meeting the above criteria or conditions are referred to a
Cadet.

If a call occurs when a Cadet is not on duty, the caller is advised by
Dispatch that their request may be handled through the tele-reporting
system or on-line reporting. If the caller wishes to have the report taken
by a Cadet, Dispatch records a brief description of the incident, crime,
items taken, etc., and the telephone number and time for contact by
the next Cadet on duty.

At the appointed time, the caller is contacted by the Cadet.

Reports made through the tele-reporting system are turned over to the
appropriate supervisory personnel for review.

DURES FOR SUPERVISORY REVIEW OF FIELD REPORTS

All reports are turned over to Supervision when the report is completed by the investigating
officer. Each document is reviewed by a supervisor for the following:

Accuracy, and
Completeness

Reports deemed not accurate, complete, or properly applied are returned for correction.

1.9.25

1)

PROCE
(KACP)

DURES FOR DISTRIBUTION OF REPORTS AND RECORDS

Information from Central Records may be released:

a)

b)

To the Media according to procedures set forth in § 4.10.4, public
information;

When the requesting person or agency has a clear vested interest (e.qg.,
an accident report in which the person was a party or an accident report
requested by the insuring agency);
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C) To law enforcement personnel as a part of an on-going police criminal
investigation or official duty;

d) To non-police agencies requesting background information who have
secured a release signed by the person whose background is being
checked; or

e) As directed by the Chief of Police or his designee.

2) Department personnel are reminded that the right of privacy must be observed in

the release of any records. If there is any question whether a particular record
should be released, approval of the Commander of Logistics or Records
Supervisor should be obtained. Review by the City Attorney’s office of certain
release requests may be petitioned.

3) Generally, unless the party has a vested interest in the information contained in a
particular report, the information contained therein should be considered
privileged. The guidelines of the Privacy Act and the Kentucky Open Records
Act shall apply.

4) Collision reports and a summary report of a select type of incident reports are
available for purchase via an online vendor.

1.9.2.6 PRIVACY AND SECURITY PRECAUTIONS (KACP)

1) Privacy and security precautions for the Central Records function are set forth in:

a) §4.10.4, public information;
b) City ordinance 2-19; and
C) KRS 61.870 through 61.884.

1.9.2.7 RECORDS RETENTION

Records are retained according to State statute KRS 171.410 - 171.740.

1.9.2.8 PROCEDURES FOR HANDLING FUNDS BY RECORDS PERSONNEL
(KACP)

Receipt of money and handling of Central Records funds is performed by Records personnel
during their duty hours. Money may be received for:

1) Reports copied.

2) Open records requests.

3) Transportation Reimbursements from other agencies.
4) Expenditure reimbursements.

A receipt is recorded for all monies taken in.

Funds are counted, balanced with receipts, and turned over to the City Department of Finance by
the Central Records Supervisor, or the employee designated by the Logistics Commander, every
business day.
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A minimum of one hundred and fifty dollars ($150.00) is maintained within the cash drawer at all
times.

(Remainder of page reserved.)
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1.9.3

OPERATIONS

1931 ACCESSIBILITY OF CENTRAL RECORDS (KACP)

Central records files are accessible to operations personnel at all times electronically. No files
should be accessed by anyone other than Records or on-duty sworn supervisory staff.

1.9.3.2 RECORD REPOSITORY

The Department maintains the following repository of records:

1) Investigative reports.
2) Traffic collision reports.
3) Citations.
4) Records checks (copies).
5) BA Results.
6) Arrest Log.
7 Contact Cards.
8) Open Records Requests.
1.9.3.3 COMPUTERIZED RECORDS SYSTEM

The Department maintains a computerized records system which enables Department personnel
to retrieve information and view scanned document images.

1.9.3.4 CRITERIA FOR INCLUSION OF NAMES IN MASTER NAME INDEX
(KACP)

The Department's Master Name Index includes the names of persons identified in field reports
and serves as a cross-reference to all documents in which a person has been named. The
system serves as a computer-aided tracking process collating names of citizens with reports of
incidents or contacts. The index is maintained for police-search purposes only.

1935 WARRANTS AND WANTED PERSONS FILE

Kentucky Department of Homeland Security maintains the E-warrants and summons. Refer to
the Division Policy and Procedure Manual. (See § 4.1.11).
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1.9.3.6 TRAFFIC CITATION RECORDS (KACP)

Traffic citation records are maintained in the following manner:

1) New Uniform Citation books are stored in an area specified by the Department.

2) Each Uniform Citation book of 25 citations is issued by a patrol supervisor and
recorded on the citation log. Digital citations are obtained from KSP via KYOPS.

3) Completed citations are entered in the Department's computer system. The
paper copies are filed by date and held according to records retention statutes.

4) Voided citations are filed in the paper file.

5) See also § 4.4.2.17, citation control (KACP).

1.9.3.7 RECORDS MAINTAINED FOR OPERATIONAL UNITS (KACP)

Closed criminal investigation files are stored in the Central Records storage room.
Names of arrested juveniles are identified as such within the Department's computer system.

The criminal records of juveniles are sealed at age 18 and destroyed at age 21 according to
record retention guidelines. The purging occurs on a quarterly basis.

1.9.3.8 PROCEDURES FOR COLLECTING AND SUBMITTING UCR CRIME DATA
(KACP)

The Department submits data to the national Uniform Crime Reporting program. Data collected
and stored within the computer system is reported according to State procedures.

End of Chapter 1.9
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21

CHAPTER 2.1 - RECRUITMENT

This chapter sets forth the Department's personnel recruitment procedures. Related policies address the
selection of candidates (see § 2.2). Policies complement those of the City's Administrative Personnel
Policy and Procedures Manual for Classified Employees.

211

2.1.2

DEFINITION AND GOAL

2111 DEFINITION

ffffffffffffffffffffffffffffffff L |

g iRecruitment is the process through which the best availab|e§
R i candidates are identified and employed. ‘

211.2 GOAL

The goals of the City of Bowling Green Public Safety Recruitment Plan are:

1) To build and maintain a qualified workforce by recruiting persons who possess
the needed knowledge, skills, and abilities, or demonstrate the capability of
acquiring them through training; and

2) To build and maintain a qualified force that is representative of the racial and
cultural composition of the city.

RECRUITMENT OPERATIONS

2121 RESPONSIBILITY

The Chief of Police, acting for the Department and within the personnel policies of the City, is
responsible for administering the Department's role in the recruitment program and may initiate
such recruitment processes as he may deem necessary and appropriate, and in accordance with
the City's Public Safety Recruitment Plan.

The primary City employee assigned to recruitment activities is the City's Human Resources
Director. He is knowledgeable in personnel matters, especially Equal Employment
Opportunity/Affirmative Action as it affects the management and operation of the Department.
The Deputy Chief of Support Services serves as the Police Department liaison to the Human
Resources Director of the City.
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2122 ADMINISTRATIVE PRACTICES AND PROCEDURES

The extent of recruitment activities is based upon the number of vacancies within the Department.
If the number of personnel currently employed is less than the number officially authorized in the
Department budget, a recruitment effort may be initiated. Recruitment activities are shared with
the City's Human Resources Department. For details, see City of Bowling Green Public Safety
Recruitment Plan (Appendix A at the end of this chapter).

The Department actively participates in the recruitment process. The Chief of Police initiates the
formal recruitment process, and develops with the City's Human Resources Director the
recruitment/selection schedule. Law enforcement personnel help in soliciting potential recruits.

All Department personnel are involved in recruitment activities. The City's Equal Employment
Opportunity policies are referenced and highlighted.

Minority personnel are actively included in recruitment activities. Each officer is asked to refer
and recruit potential applicants and to suggest organizations and groups that could be contacted
to solicit potential minority and female candidates.

2123 COMMUNITY OUTREACH

Section 2.1.3.2, item 3) e) of the Public Safety Recruitment Plan identifies examples of community
organizations and leaders who are contacted for recruitment assistance, referrals, and advice.

The Chief of Police may provide opportunities for college students interested in the law
enforcement field by providing them with firsthand experience in law enforcement. Within the
budget limitations of the City, student interns may be recruited and placed within the Department
for a specific period to assist with special programs or to gain and offer related expertise.

2.1.2.4 COMPREHENSIVE RECRUITMENT PLAN

1) The Department has a written recruitment plan that includes the following

elements:

a) Objective stated in quantitative terms;

b) A statement of the Department’s authorized, budgeted and actual
strength;

C) Key activity timetables;

d) An itemized recruitment budget;

e) A written statement of support from the law enforcement agency's chief
executive officer; and

f) Procedures for seeking assistance from community organizations and

key leaders, and Workforce Recruitment Outreach Committee (WROC).

2) For the comprehensive recruitment plan, see:
a) City of Bowling Green Public Safety Recruitment Plan,
b) BGPD Staffing Analysis and Organizational Chart, and
C) The operating budget for the City's Human Resources Office.
3) Written job analyses support the recruitment strategies and procedures. The file

is maintained in the City Human Resources Office.
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2125 AFFIRMATIVE ACTION AND EQUAL EMPLOYMENT OPPORTUNITY

The City's Affirmative Action Plan is located in Chapter IX of the Administrative Personnel Policy
and Procedures Manual. Quarterly reports are prepared by Huan Resources, disseminated to
interested officials and organizations, and maintained on file in the Human Resources Office.

The Plan assures equal opportunities in all areas of personnel management without
discrimination on the basis of non-job-related factors. The plan is reviewed annually for impact
on the employment and utilization of minorities and women through evaluation of affirmative
action efforts.

2.1.2.6 JOB ANNOUNCEMENTS AND PUBLICITY

The job announcement includes a copy of the job description, which contains a list of the duties
and responsibilities; requisite skills, knowledge and abilities; and minimum educational
requirement. The announcement makes reference to the physical requirements, which are
detailed in the application packet provided to prospective candidates. The schedule provided in
each application packet lists minimum standards that must be met. The current job description is
included in the current recruitment packet.

Entry-level vacancies are advertised a minimum of ten days through the mass media; application
deadline is approximately thirty days after the first advertisement appears (see Sections IlI-1 and
2 of the City Public Safety Recruitment Plan).

The City advertises as an Equal Opportunity Employer on all employment applications and
recruitment advertisements.

2.1.2.7 APPLICATION PROCESS

1) Throughout the year a register of potential applicants in the Human Resources
Department is maintained. The pre-application contact register requests only the
applicant's name, mailing address, e-mail address and telephone number and is
considered simply as an expression of the applicant's interest and an aid to
recruiters.

2) The official application filing deadline is clearly indicated on employment
announcements and recruitment advertisements. The deadline is also listed in
each recruitment notice and in each application packet.

3) Applications are not rejected because of omissions or deficiencies that can be
corrected prior to testing. Upon receipt, the application and attachments are
reviewed for completeness. When necessary, the applicant is asked to provide
needed information as soon as possible. Section 2.1.3.3, item 2) of the Public
Safety Recruitment Plan states that applicants will be given a reasonable
opportunity to correct any omissions or deficiencies prior to the date of the

polygraph.

4) Contact is maintained with applicants from initial application to final employment
disposition. After each step in the selection process, candidates still under
consideration are notified by e-mail. Applicants who do not pass the physical
agility test are so advised at that time. Applicants who do not successfully
complete a phase are notified by e-mail as soon as possible.

5) The Department recruits outside of Bowling Green, as indicated in § 2.1.3.2, item
3) of the Public Safety Recruitment Plan. (Entry-level vacancies are advertised
through the mass media.)

Rev 10, 01 Jan 20 Part 2, Chapter 2.1 — Recruitment 2.1:7



http://www.bgky.info/
http://www.bgky.info/
http://www.bgky.info/
http://www.bgky.info/
http://www.bgky.info/

Bowling Green Police Department Policy and Procedure Manual

2.1.2.8 SICK LEAVE INCENTIVE

For Kentucky Certified Officers and Dispatchers, the City will honor and transfer up to 480
hours (5 years) of accrued sick time. Written documentation from the former employer must
be submitted verifying the ending sick leave balance. For the employee to utilize this
transferred sick leave during their training period, a doctor’s note will be required.

(Remainder of page reserved.)
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2.1.3

2131

APPENDIX A - PUBLIC SAFETY RECRUITMENT PLAN

CITY OF BOWLING GREEN

PUBLIC SAFETY RECRUITMENT/HIRING PLAN

OBJECTIVE

To build and maintain a qualified workforce by recruiting persons who possess the needed
knowledge, skills, and abilities, or demonstrate the capability of acquiring them through training.

2.13.2

1)

2)

3)

EXTENT OF RECRUITMENT

The current City operating budget establishes each Department's authorized
strength. Formal recruitment occurs on an annual basis. A general selection
process is conducted as often as needed to maintain staffing levels, but no more
than twice a year. A list of eligible candidates is certified to fill existing vacancies
and any that might occur within the next twelve months. When the list expires, the
Chief may initiate the general selection process again.

Throughout the year a register of potential applicants is maintained in Human
Resources. As inquiries are received, other than during the formal annual
recruitment period, the person's name, address, telephone number, e-mail
address and date of inquiry are recorded. No other information (such as race,
sex, national origin, etc.) is obtained. Persons are advised that they will be
notified when applications will again be solicited in the next recruitment period. In
this manner, every potential applicant is invited to apply during the recruitment
period, and all information provided by the applicant will be up to date.

Recruitment resources include the following:

a) Internal notice via e-mail to all City employees regarding employment
opportunities in public safety.

b) Newspaper advertisements locally, regionally, and statewide.

c) Public announcements on the local government access channel.

d) Special assistance requested of Department employees in recruiting

qualified candidates, especially those who would help meet equal
opportunity goals.

e) Job announcements and requests for referral of potential applicants are
provided to community-based organizations and key leaders, such as the
WROC, college placement offices, the Human Rights Commission, and
the NAACP.

f) Job announcements and requests for referral of potential applicants are
provided to state colleges outside of the immediate area that offer public
safety courses and/or degrees.
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All recruitment notices, advertisements, and application forms state that the City of
Bowling Green is an Equal Opportunity Employer. Any recruitment literature should
depict women and minorities in public safety roles.

2.1.3.3 KEY ACTIVITY TIMETABLES

At the beginning of each recruitment / hiring period, a schedule is prepared outlining when key
activities will take place. Applicants and key staff members are provided with a copy. The
schedule includes the following elements and timeframes:

1) Advertisement Period - minimum of ten days; three weeks or more preferred.

2) Application Deadline - at least thirty days after first advertisement. Applicants
will be given a reasonable opportunity to correct any omissions or deficiencies
prior to the polygraph test date.

3) Psychological - approximately two/three weeks after deadline.

4) Police officer professional standards physical and suitability screening - two
weeks.

5) Polygraph and personality profile tests are conducted at same time. Three
weeks needed for personality profile analysis.

6) Background Investigations - three/four weeks.

7 Chief's oral board, final selections, physical agility tests and physical

examinations - two/three weeks, depending on when City Commission meets to
appoint new personnel.

8) KLEC Certified Officers can be considered any time of the year outside the
recruitment hiring process. (Kentucky Certified Officers are grandfathered
for purposes of Peace Officer Professional Standards for physical agility and
suitability screener.

Since new police recruits must complete a basic training program, initiation of the annual
recruitment process may vary year-to-year depending on when the training academy will start a
new class.

2134 BUDGET

Specific expenses for recruitment are included in the current operating budget for the Human
Resources Department. This includes Professional Services (testing and consulting services,
physical examinations, personality profile analyses.) Communications (postage); advertising;
office supplies; and forms and printing. The budget includes costs for recruiting for all City
positions and is adjusted annually depending on anticipated activity.

1) When a Bowling Green Police Employee is going to recruit a candidate (either
police officer or tele-communicator) notification via an applicant referral form
must be completed and submitted to the Human Resources Department within
30 days of the submitted application of the candidate.

2) The applicant must list the employee(s) as a referral source on the application.

3) From a total of $750.000, one third ($250.00 minus any taxes to be withheld
and no retirement funds will be paid on this bonus) will be delivered to the
employee who made the successful recruitment once the person is hired by
the Bowling Green City Commission for 30 days.

4) The second third of the funds as totaled in section 3 will be delivered to
the recruiting employee(s) when the applicant successfully completes their
DOCJT academy training (for a non-certified applicant) or their
Police/Communications Training Program (for certified applicants).
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2.135

5) The remaining third of the funds as totaled in section 3 will be delivered to the
recruiting employee(s) upon the one-year anniversary of the applicant’'s hire
date.

6) If there are multiple employees referring an applicant, the monies will be split

amongst the number of employees. The Human Resources Department will be
responsible for verification of these three milestones and for dispersing of the
monies to the employee(s).

7 Upon completion of the Department of Criminal Justice Training Basic
Academy, officers will receive a one-time incentive of $1000.00.
Telecommunicators will receive a one-time incentive of $500.00.

8) Certified officers will receive a one-time incentive of $1000.00 upon successful
completion of the Police Training program. Certified Telecommunicators will
receive a one-time incentive of $500.00 upon successful completion of the
Telecommunications Training program.

COMMUNITY SUPPORT

Community organizations, such as those listed in § 2.1.3.2, item e), are to be contacted
periodically to assist with recruiting efforts. The Bowling Green Human Rights Commission
and WROC periodically reviews the City's affirmative action report. Public safety employees
are also asked to generate assistance whenever they have an opportunity to do so.

2.1.3.6

PROGRESS AND EVALUATION

21.3.6.1 Progress

The formal recruitment programs are essentially completed within a twelve-week period
each year. The Chief should be provided with a progress report at the end of the
recruitment period, giving particular attention to key activities and other indicators of
program progress.

2.1.3.6.2 Evaluation

Department personnel should be asked to provide any comments of their own or which
were received from others about the effectiveness of the recruitment process.
Candidates who were not hired could be surveyed to determine why they did not
complete an application or participate in any step of the hiring process; of if not hired,
any comments they might have regarding the recruitment process.

End of Appendix A

and

End of Chapter 2.1
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2.2 CHAPTER 2.2 - SELECTION

This chapter sets forth the Department's personnel selection procedures. Related policies address the
recruitment of candidates (see § 2.1). Policies complement those of the City's Administrative Personnel
Policy and Procedures Manual for Classified Employees.

221 DEFINITION AND GOAL

2211 DEFINITION

Selection is the process that results in the appointment of thosei
; Selection ; individuals who best possess the skills, knowledge, and abilities
: i necessary for an effective and respected law enforcement agency. :

......................................................................................................................

22.1.2 GOAL

The goals of personnel selection are:

1) To build and maintain a qualified workforce by selecting persons who possess
the needed knowledge, skills, and abilities, or demonstrate the capability of
acquiring them through training; and

2) To build and maintain a qualified force that is representative of the racial and
cultural composition of the city.

22.2 SELECTION OPERATIONS (KACP)
2221 ADMINISTRATIVE PRACTICES AND PROCEDURES
1) The Chief of Police administers the Department's role in the selection process.

Responsibilities are shared with the City's Human Resources Director. However,
the Department maintains primary responsibility for background investigations,
oral interviews, and probationary period assessment.

2) Selection for sworn personnel includes the following initial procedures:

a) Each candidate completes a written examination for the position of
Police Officer. (See § 2.1.3.3 above, item 8).
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2.2.2.2

2.2.2.3

3)

1)

2)

3)

4)

1)

2)

b) Each candidate completes fithess and medical testing. Medical testing
shall include, but not be limited to, drug-screen testing.

C) Each candidate completes a polygraph examination.

d) Each candidate is interviewed by an oral board.

e) Each candidate is subject to a complete background investigation.

f) Each candidate must comply with or pass all Police Officer Professional

Standards as required by KY statute or administrative regulations.
Selection for sworn personnel includes the following follow-up procedures:
a) Upon completion of the selection process, the Chief may recommend to

the City Manager those candidates for employment. Final approval for
appointment is subject to approval of the Board of Commissioners.

b) After being employed by the City Commission, employees not already
basic-certified must complete basic training at Richmond, Kentucky.

c) Upon the successful completion of police basic training, employees are
required to take the Bowling Green Police Department's Oath of Office (8
3.1.3).

d) New Officers are required to participate in and successfully complete
field training (8 2.3.6).

e) New officers are on probationary status for one year from the ending

date of their post-academy training program. Probationary status may
be defined as that period during which one's employment may be
sustained or terminated by the Chief. During probation, the continuing
selection process shall include, but not be limited to, random drug-screen
testing.

BACKGROUND INVESTIGATIONS (SEE § 4.7.8.9)

A background investigation of each candidate is conducted prior to appointment
to probationary status.

Background investigations include the verification of a candidate’s qualifying
credentials.

Personnel used to conduct background investigations are trained in collecting
required information.

A record of each candidate's background investigation is maintained on file for at

least two years.

POLYGRAPH EXAMINATIONS FOR DETECTION OF DECEPTION (SEE §
4.7.8.9)

The administration of polygraph examinations and the evaluation of results are
conducted by personnel trained in these procedures.

The results of polygraph examinations are not the single determinant of
employment status.

End of Chapter 2.2
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2.3 CHAPTER 2.3 - TRAINING

This chapter sets forth the Department's training function. The Department recognizes that training:

e Prepares officers to act decisively and correctly in a broad spectrum of situations;
e Results in greater productivity and effectiveness; and
e Fosters cooperation and unity of purpose.

Policies relate to organization, administration, and training operations; and include standards concerning
recruit, field, in-service, roll call, and advanced training.

Related policies recognize training's influence on the exercise of discretion (88 3.1.4.3 and 3.1.5.2) and
the use of force (88 3.1.4.4 and 3.1.6); and set forth Department firearms provisions and qualification
standards (§ 3.1.9).

231 DEFINITION, GOAL AND OBJECTIVE

2311 DEFINITION

ffffffffffffffffffffffffffffffff ks |
'

Police training is the process by which the Department seeks to§
Training i accustom its members to enforcement principles and philosophies and
i to recognized modes of behavior and performance. i

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

23.1.2 GOAL

The goal of police training is to prepare recruit officers to conform to the high standards expected
of them, to maintain and develop skills of veteran police officers, and to provide supervisory and
command officers with the skills and knowledge necessary to obtain best results.

23.13 OBJECTIVES
1) The Department's field training seeks to:
a) Teach the application of skills and knowledge learned in basic training,
b) Supplement such training,
c) Aid the new recruit in developing appropriate attitudes toward the role of
police officer and its tasks, and
d) Continue the probationary screening process begun at application and

completed the first year of employment after the ending date of the
Police Training Officer program OR at termination.

2) The Department's in-service training seeks to enhance:
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2.3.2

23.2.1

2.3.3

2331

3)

a) The maintenance of law enforcement's role and authority,

b) The maintenance and development of Department law
enforcement operations,

C) The development of Department supervision and administration and

d) Compliance with Kentucky's Law Enforcement Foundation Program.

The above goals and objectives provide the basis for all Department-developed
training programs, their manner of teaching and performance evaluation, and for
the Department's participation in the Law Enforcement Foundation Program.
Specific objectives are developed according to specific training applied.

DEPARTMENT TRAINING OPERATIONS

1)

2)

TRAINING OPERATIONS AND FACILITIES (KACP)

The Bowling Green Police Department participates in the Law Enforcement
Foundation Fund Program (KRS 15.440), administered by the Department of
Criminal Justice Training (DOCJT). All mandatory training is approved by the
Kentucky Law Enforcement Council (KLEC).

The Department provides for Departmental personnel the following training:

a) For sworn employees, DOCJT recruit academy basic training;
b) For sworn employees, recruit Field Training;
C) 40 hours of KLEC-approved or equivalent supervisory training for each

employee appointed to a first-level supervisory paosition prior to or within
one year of such appointment;

d) 40 hours of KLEC-approved management training for each employee
appointed to a mid-level management position prior to or within one year
of such appointment;

e) Annual 40-hour in-service training, for sworn employees;

f) Various specialized training for both sworn and non-sworn personnel.

ORGANIZATION AND ADMINISTRATION

TRAINING FUNCTION AND TRAINING COMPONENT ACTIVITIES

The Department's training function provides:

Recruit field training and evaluation through the Police Training Officer (PTO)
Program (handled by Training Unit),

The development and coordination of in-service training programs, and

The coordination of training provided by the Department of Criminal Justice
Training.
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The Department training function is the responsibility of the Professional Standards Assistant
Chief.

In the interest of unity of purpose, Department training component activities are conducted within
the framework of agency goals and objectives and in cooperation with all operational units.

2.33.2 TRAINING COMMITTEE

The Training Committee consists of the Training Captain and the Professional Standards
Assistant Chief.

The Command Staff and the Employee Advisory Team will serve as resources for new
developments and advise the committee on unique training matters.

The Department's Training Committee is responsible for evaluation of personnel training needs.
All changes, additions and deletions to training programs and/or content must be approved by the
Chief of Police. The Committee is chaired by the Professional Standards Assistant Chief.

2.3.3.3 ANNUAL EVALUATION

The Department's training programs are reviewed annually to assure that they fulfill Department
needs, legal requirements, and policies. The review is the responsibility of the Training
Committee. Its report is submitted in January each year as part of the Professional Standards
report. The review process includes:

. A review of new Department directives, court decisions, and laws;
. The identification of problems associated with scheduling, physical facilities, or
materials;
. Consultation with the Management Team and Employee Advisory Team; and
. A review of training given each individual and its applicability to job/tasks.
2334 RESOURCES FOR TRAINING PROGRAM DEVELOPMENT

Sources for training development include:

. Inspection reports (see § 4.10.3, inspectional services),
. Staff reports and/or meetings,

. Consultation with field personnel and field observations,
. Training evaluations,

. Internal affairs investigative reports,

. Professional training resources, and/or

. Any public or private resource available.

Training recommendations should be submitted in writing to the Training Committee.
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2.3.3.5 ATTENDANCE REQUIREMENTS FOR REQUIRED TRAINING PROGRAMS

1) Department personnel attending DOCJT-sponsored training shall comply with
attendance requirements specified in DOCJT Policy #37.

2) For Department-sponsored training, the following general rules apply regarding
absences:
a) Notice of absence should be given, if possible, to one’s supervisor and

the class instructor, prior to any absence. To be excused, absences
must be for legitimate reasons such as sickness, court appearances, and
emergencies.

b) Absences of 20% or more should require the student to repeat the area
of instruction.

3) For authorized training sponsored by any other agency, employees shall adhere
to attendance requirements specified by the training agency.

4) Sworn personnel attendance requirements for firearms qualifications is set forth
in §3.1.9.2.
5) Training attendance and successful completion is documented by

training instructors and the Training Unit Captain.

2.3.3.6 PERFORMANCE OBJECTIVES

A performance objective is a precise statement of what a student will be able to do as a result of
instruction.  All training should be developed using performance objectives.  Performance

objectives:
. Focus on the elements of the job-task analysis for which formal training is
needed,
. Provide clear statements of what is to be learned;
. Provide the basis for evaluating the participants; and
. Provide a basis for evaluating the effectiveness of the training program.

The BGPD Training Lesson Plan Outline (appendix b - lesson plan at the end of this chapter) is
supplied as a resource for the development of behavioral or performance objectives.

2.3.3.7 LESSON PLANS

The Department requires lesson plans for all training courses. The following general guidelines
apply for the development of lesson plans:

1) A lesson plan establishes the purpose of the instruction; set forth its performance
objectives; relates training to critical job-task; and identifies matters that will be
taught and tested.

2) A lesson plan should include:
a) Performance objectives;
b) References;
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C) The content of the training;
d) Specification of the appropriate teaching techniques, such as;
. Conferences (debate, discussion groups),
. Panels and seminars,
. Field experiences,
. Presentations (lecture, etc.),
. Problem investigations (committee), or
. Simulations (case study, role play),
e) Relationships to job-tasks;
f) Responsibilities of the participants for the material taught; and
o)) Plans for evaluation of the participants.

For Department lesson plan format, see appendix b - lesson plan.

2.3.3.8 LESSON PLAN APPROVAL

Each lesson plan shall:

1) Properly sequence its material with other training material,

2) Be consistent with the goals and objectives of the Police Department;

3) Be consistent with the Department's training course lesson plan policies; and

4) If it covers training which is a part of the Department's participation in the Law
Enforcement Foundation Program Fund, be approved by the Kentucky Law
Enforcement Council.

Department-developed lesson plans must be approved by the Professional Standards Assistant
Chief prior to presentation of the lesson.

2.3.3.9 TESTING

Competency-based testing should be used in training programs. Test questions may be written
using both essay (subjective) or objective items (multiple choice, completion, matching, and true-
false). In some instances Pass/Fail demonstrations of job skills are required (e.g., tear gas
launching, and rifle marksmanship see 8§ 3.1.9.2, item 4). The following general guidelines are
used for the development of competency-based testing:

. Tests cover material that is job-related.

. Tests cover the material that has been taught.

. Tests measure participant knowledge of and ability to use job-related skills.
2.3.3.10 SKILLS, KNOWLEDGE, AND ABILITIES REQUIRED FOR INSTRUCTORS

The following skills, knowledge, and abilities are required for instructors in all Department-
operated training programs.

. Knowledge of the subject.
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Knowledge of methods of instruction.
Leadership ability.

Professional attitude.

Sincerity.

Enthusiasm.

Salesmanship.

23311 REMEDIAL TRAINING

1)

When a Commander or Unit Supervisor has identified a need for remedial
training in one of the employees under his command, he will make such
recommendation to the Professional Standards Assistant Chief.

2) A recommendation for remedial training must be preceded by:

a) Direct observations of the employee's deficiency by the Commander or
supervision in charge;

b) Counseling and retraining of the employee by the Commander and
Supervisors; and

c) Repeated performance errors or other indicators of work deficiency by
the employee.

3) The Training Committee will review recommendations and approve remedial
instruction courses.

4) A recommendation for remedial instruction should be made for ANY employee
displaying a pattern of work deficiency, uncorrected through normal supervisory
instruction, regardless of the employee's length of service.

5) All recommendations for remedial training should be considered by the
Professional Standards Assistant Chief as soon as possible so that needed
training can be implemented without delay.

2.3.3.12 TRAINING RECORD UPDATES

The Department updates all records of employees following their participation in training
programs. As personnel complete training programs, a training record is maintained by
the Training Unit Captain that describes:

The date of training,

The type of training received,
Any certificates received,
Attendance, and

Test scores, if applicable.

23313 RELEASE OF TRAINING RECORDS OUTSIDE THE DEPARTMENT
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Department training records will be released to any interested outside agencies or
individuals only according to the following:

1) The following training information may be released to any interested agency
or individual:
a) The list of courses given,
b)  Their content,
c) The number of attendees,
d)  The names of instructors, and
e) Instructor qualifications.

2) Except under subpoena for a civil or criminal case, no other information may
be released without the approval of the Professional Standards Assistant
Chief or the Chief of Police.

234 RELATIONSHIP BETWEEN THE DEPARTMENT AND THE DOCJT
REGARDING ACADEMY TRAINING

1) Police Department recruits receive basic police training from the Department of
Criminal Justice Training in Richmond, Kentucky.

2) The Professional Standards Division maintains a close liaison with the DOCJT
staff in order to:

. Coordinate Department recruit basic training and in service training, and
. To supply the DOCJT with recommended training needs.
3) The Police Department is responsible for providing uniforms worn at the

academy and transportation arrangements or compensation for travel to and
from the Academy.

4) Liability for any training connected physical impairment of any employee at the
recruit academy is born by this agency. The academy itself shall be responsible
for the administration of the prescribed training programs and provide for the fair
and nondiscriminatory testing, and progression of each student. Liability for said
administration shall be borne by the academy.

2.3.5 BGPD POLICE TRAINING OFFICER (PTO) PROGRAM

The PTO program is positioned in the training unit.

2351 PREREQUISITE (KACP)

The Police Department requires the following provisions for all newly sworn police officers prior to
any routine assignment in any capacity in which they are allowed to carry a firearm or to be
placed in a position to make an arrest or be charged with the responsibility of enforcing criminal
laws in general:
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2.3.5.2

1)

2)

3)

4)

5)

6)

To have completed the recruit academy training program;

To have passed the BGPD firearms qualifications (see § 3.1.9); and

To have been instructed in Department policy and procedures regarding the use
of force including limitations on the use of force in general and the use of deadly
force in particular (see § 3.1).

THE PROGRAM

After successful completion of basic academy training, recruits are assigned to
patrol for Police field training. The purposes of Police field training are:

. To teach the application of Problem Based Learning (PBL) skills and
knowledge learned in basic training.

. To supplement such training.

. To aid the new recruit in developing appropriate attitudes toward the role
of the police officer and police tasks.

. To continue the probationary screening process.

Generally, the Police Training Officer Program includes fifteen weeks of
training and requires a systematic rotation of each recruit through field
assignments. It is divided into four phases and is structured to accommodate
individual recruit needs. During the Police Training period, each recruit is
rotated four times and is trained by different Police Training Officers.

Prior to enrollment in police training each recruit must have passed
Departmental firearms and driving safety requirements.

During the fifteen week program, recruits are instructed in a variety of subjects
including but not limited to:

a) Department role and authority .............cccceeeenee.. (83.1)

b) Goals and objectives of the Department ............ (83.1)

c) Department organization .............ccceceeeeveveeeesnnen. (81.2)

d) Department written directive system .................. (81.2.2)

e) Department record keeping ......ccccccovvivivieeeeennnns (81.9)

f) Other Department policies, procedures, rules and regulations
Q) Detention facility procedures;

h) Central Records procedures ...........cccoceeeeevveennen. (8 1.9);

i) Communications procedures ...........cccceeeeevveeenne. (84.1)

) Evidence and property management procedures (8§ 4.6.5).

Recruits are evaluated daily during the fourteen weeks of instruction. In addition
to daily evaluation, each recruit is required to pass written tests covering each
phase of instruction.

Officers selected for the Police Training Officer position are trained by the
Department of Criminal Justice Training or other KLEC approved provider.
Liaison with the DOCJT is maintained by keeping the school informed and
updated with our current PTO manual. All PTOs must:

a) Volunteer for the program and be willing to be trained,;
b) Have above average skills and knowledge (see below);
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C) Believe in the police curriculum and instructors;

d) View Police training as a meaningful experience for both recruits and
training officers; and

e) Possess the following:
. Knowledge of his field (tested in patrol work),
. Leadership ability,
. A professional attitude,
. Sincerity,
. Enthusiasm, and
. Salesmanship.

7 Officers must have successfully completed the Department of Criminal Justice

Training's or other KLEC approved provider Police Training Officer Course prior
to assignment as Police Training Officers.

2.3.5.2.1 Return to Patrol Duty Orientation

Various circumstances (modified duty, CID assignment, DTF assignment, Training Staff
assignment, etc.) may occasionally result in an officer being unable to perform the
essential job functions required in the Patrol Division for extended periods of time.
Many of the essential job functions are related to perishable skills that diminish with
long periods of dormancy. Those perishable skills must be brought back to operational
standards prior to the return to active service.

The following guidelines will ensure that an appropriate level of competency and
supervised observation is applied. The guidelines are based on the individual officer's
time away from active patrol duty as determined by the Deputy Chief of Field
Operations.

1) If, for any reason, an officer is out of the active, non-restricted, full-duty patrol
function for less than 3 months:
- No remedial training required

2) If, for any reason, an officer is out of the active, non-restricted, full-duty patrol
function for 3-6 months:
- “Return to Duty Orientation Checklist” — The checklist provides specific
requirements and guidance that will be followed prior to return to active solo
patrol.
-A minimum of two weeks of supervised observation required.

3) If, for any reason, an officer is out of the active, non-restricted, full-duty patrol
function for 6 or more months; or, if, for any reason, an officer is out of the active,
non-restricted, full-duty patrol function for a substantial portion of duty time within a
12 month period, the officer must complete:

- A minimum of four weeks of supervised observation required;
“Return to Duty Orientation Checklist”

If the returning officer is of the rank of Sergeant or Captain, the “Return to Duty
Orientation Checklist” will be utilized. The “Assessor/Trainer” will always be of
equivalent rank or higher.
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2.3.6 IN-SERVICE, ANNUAL RETRAINING, ROLL CALL, ADVANCED,
SPECIALIZED, AND CIVILIAN TRAINING

23.6.1

IN-SERVICE TRAINING

In-service training includes:

2.3.6.2

Periodic retraining or refresher training,
Specialized training,

Advanced training, and

Roll call training.

ANNUAL RETRAINING

The annual retraining of all sworn personnel is intended to ensure that officers are kept up to date
with new laws, technological improvements, and revisions in Department policy, procedures,
rules and regulations. This retraining is structured so as to motivate experienced officers and to
further the professionalization of the Department.

Annual retraining consists of the following:

1)
2)

3)
4)

2.3.6.3

40-hour in-service training provided by DOCJT or training otherwise certified to
satisfy KLEFF standards,

Firearms qualifications (see § 3.1.9),

Internal training courses designed to further officer's knowledge, and/or

Any other seminar or class designed to update knowledge of procedures,
techniques, or legal issues, whether conducted internally or outside the
Department.

ROLL CALL TRAINING

Roll call training is a technique used to keep officers up to date between formal retraining
sessions and to supply material which may not be included in those sessions. Roll call training is
especially applicable but not limited to the following:

1)
2)
3)
4)

5)

Review of Department policy, procedures, and rules and regulations, with
emphasis on changes;

Review of statutory or case law affecting law enforcement operations, with
emphasis on changes;

Review of Department contingency plans, including those relating to special
police operations and unusual occurrences;

Review of Department policy on the use of force, including the use of deadly
force; and

Department report writing and records system procedures and requirements.

Roll Call training requires (1) pre-planning of the topic to be covered and (2) application of the
most appropriate instructional method. A lesson plan/report shall be filled out by the Supervisor
documenting each training session. The form requires:
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. Notation of the lesson's source or preparation;
. The instructional method used,;

. A list of references;

. An outline of subject matter;

. The name of instructor; and

. A listing of officers present for the training.

Evaluation of Roll Call training is performed through (1) analysis of completed training forms and
(2) observation of actual training sessions. Roll Call training is evaluated during the Department's
annual training evaluation but may be evaluated at any time by the Training Committee.

2.3.6.4 ADVANCED TRAINING (KACP)

Advanced training is the type of training provided at the FBI National Academy or the Southern
Police Institute designed to impart higher-level supervisory and management skills to participants.
Every newly-promoted Sergeant and Captain must successfully complete training described in §
2.3.2. Any equivalent training must be equal to or exceed Kentucky Law Enforcement Standards.

The following courses have been recognized by the DOCJT as satisfying the requirements for
KLEFF’s annual mandatory 40-hour training:

1) The Southern Police Institute's Administrative Officers Course, or equivalent.

2) The Federal Bureau of Investigation's National Academy, or equivalent.

3) The Department of Criminal Justice’s Criminal Justice Executive Development, or
equivalent.

4) The Southern Police Institute's Police Supervision, or equivalent.

5) The Department of Criminal Justice’s Academy of Police Supervision, or
equivalent.

2.3.6.5 SPECIALIZED TRAINING

The Department ensures that any employee selected for a special assignment or a promoted
position receives some form of additional training.

All specialized training provided to personnel includes the following:

. Developmentand/orenhancement of the skills,knowledge,
and abilities particular to the specialization;

. Management, administration, supervision, personnel policies, and
support services of the function or component;

. Performance standards of the function or component; and

. Agency policies, procedures, rules, and regulations specifically related to the

function or component.
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2.3.6.6 CIVILIAN TRAINING

The Department provides in-house training, including legal, safety, and coordinative
responsibilities of their assignment (including dealing with the public), to the following civilian
personnel BEFORE assumption of their job responsibilities:

. School Crossing Guard.
. Police Cadet.
. Animal Control Officer.

The Department provides in-house training, including the skills necessary to perform the
position's technical aspects and its importance as a link between the citizen and the agency, to
the following civilian personnel after assumption of their job responsibilities:

. Communications personnel.
. Records personnel.

Communications personnel are required by law to successfully complete Telecommunications
Basic Academy within 12 months of date of employment as a Telecommunicator and to
successfully complete each calendar year thereafter an 8-hour, KLEC-approved in-service
training course (KRS 15.560).

All newly appointed civilian personnel shall receive the following training:

1) Orientation to the Department's role, purpose, goals, policies, and procedures;
2) Working conditions and regulations; and
3) Responsibilities and rights of employees.

2.3.6.7 SCHOOL INSTRUCTOR

The Department provides the service(s) of a qualified officer(s) to perform the duties of a School
Instructor at Bowling Green Independent Schools. The officer(s) will have the appropriate training and
education to be classified as a School Resource Officer, as set forth in KRS chapter 158 and required
by DOCJT.

The Department School Instructors are dedicated to addressing a safe school environment by
providing law enforcement services at designated Bowling Green Independent School locations.
School Instructors:

1)  Act as liaisons between the school district and the department.

2)  Take Law Enforcement action as required to address criminal activity and
disturbances on school property.

3)  Promote positive relationships between police officers, students, staff, faculty,
parents and legal guardians.

4) Mentor, educate and develop instruction on a variety of subject areas, including but
not limited to, police and their role in society, laws, juvenile and adult criminal justice
systems, law enforcement career opportunities, drug education, gang resistance
education and training, conflict resolution and similar areas as agreed to by the
police officer and the Principal.

5) Assist the Principal in developing plans and strategies to prevent and/or minimize
dangerous situations that may arise. The School Instructor shall notify the Principal
as soon as possible of any law enforcement action taken.

6)  Will not enforce administrative or disciplinary rules enacted by the school
district, individual schools, administrators or faculty. This includes, but is not
limited to:
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7

8)

9)

a) Failure to follow classroom rules or disrupting class.

b) Dress code violations.

c) Failure to carry a hall-pass or other appropriate identification.

d) Failure to participate in or being unprepared for class.

e) Truancy, excessive tardiness, or cutting class.

f) Possession or use of cell phones or other electronic devices.

g) Possession of any inappropriate personal items.

h) Public displays of affection or other inappropriate, but not criminal,
personal contact.

i) Verbal altercations.

Will conduct searches of persons and/or property in accordance with current
constitutional procedures and case law. Although school personnel may conduct a
search based on reasonable articulable suspicion, absent consent, School
Instructor(s) and other law enforcement officers need probable cause to conduct a
search. School Instructor(s) must act independently from school personnel and
cannot use school personnel as an agent in conducting searches.

Shall not release any audio/video recordings from Body Worn Cameras to school
personnel. All requests for audio/video recordings will be submitted to the custodian of
records via Open Records Request, and be reviewed by the legal requirements found
in KRS Chapter 600-645.

Will not release any confidential information protected under FERPA (Family
Educational Rights and Privacy Act). This information includes but is not limited to the
student's name, the name of the student's parent or other family members, the
address of the student or student's family, a personal identifier, such as the student's
social security number, student number, or biometric record, other indirect identifiers,
such as the student's date of birth, place of birth, and mother's maiden name, and
other information that, alone or in combination, is linked or linkable to a specific
student that would allow a reasonable person in the school community, who does not
have personal knowledge of the relevant circumstances, to identify the student with
reasonable certainty.

Appendix information for this chapter follows.

(Remainder of page reserved.)
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2.3.6.7 APPENDIX A - RECRUIT TRAINING PROGRAM SUBJECT AREAS FOR
SWORN OFFICERS

The recruit training program for sworn officers includes instruction in the subject areas listed
below.

1) Law Enforcement Role, Responsibilities, and Relationships

. History of Law Enforcement; the Criminal Justice System; Mission;
Community Relations; Ethics in law Enforcement.

2) Administration
. Civil and Criminal Liability.
3) Operations
. Constitutional Law; Criminal Law, Laws of Arrest; Alternatives to Arrest;

Probable Cause; Rules of Evidence; Identification of Evidence; Search
and Seizure; Laws of Interrogation and Interrogation Techniques;
Warrants, Summonses, and Subpoenas; Civil Process; Juvenile Law;
Court System; Prosecutorial Functions; Moot Court and Courtroom
Demeanor; Techniques of Stopping Violators, Arresting Suspects,
Handling and Processing Prisoners; Uncooperative Subjects; Patrol
Observation; Domestic Disputes; Crisis Intervention and Conflict
Management; Search of Persons, Vehicles, Building, Premises, and
Property; Crimes in Progress; Crowd Control; Hostage and Barricade
Situations; CRT Operations; Hazardous Materials Incidents; Drug and
Alcohol Abuse; Crime Prevention; Communications Skills; Victim/Witness
Assistance; Juvenile Operations; Preliminary Investigation; Motor Vehicle
Code; Traffic Collision Management and Investigation; Traffic Direction
and Control; Driving While Intoxicated; Driver Safety Education for
Officers; Crime Scene Investigation; Collection and Preservation of
Evidence; Interviews and Interrogations; Fingerprint Identification; Crime
Laboratory Functions; Surveillance; Narcotics; Special Investigative
Matters -- Sexual Assault, Homicides, Suicides, and Child and Spouse
Abuse; Organized and White Collar Crime; Emergency Medical Training,
including cardiopulmonary resuscitation; Use of Firearms, including
range qualification and policies on when to shoot and not to shoot; Use
of Force, including limitations of the use of force in general and the use
of deadly force in particular; Physical Training, including fitness
conditioning; Patrol Vehicle Operation; Defensive Driving; Pursuit
Driving; Mechanics of Arrest; Officer Safety; Handling Personal Stress.

4) Auxiliary and Technical Services

. Report Writing, Field Note-Taking.

End of Appendix A
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2.3.6.8 APPENDIX B - LESSON PLAN

LESSON PLAN

Course: Subject:
Title: Allotted Time:
Prepared by: Date of Preparation:

Lesson Scope or Content and Relationship to Job-tasks:

Performance Objective(s), (Precise statements of what a student will be able to do as a result of instruction.):

References:

Instructional Aids, Equipment, and Material:

Assistant(s):

Study Assignment(s):

Teaching Technique(s):

(Seereverse side for additional instructions.)
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INSTRUCTIONS

For each training session, a Lesson Plan must be completed by the instructor and forwarded to the
Training Unit Captain prior to presentation of the lesson. Due to time constraints, however, this
procedure may not always be feasible in the case of Roll Call training. Therefore, lesson plans for Roll
Call training may be filed after training has been completed. You may use the Lesson Plan Outline and
the Attendance Record Form for documentation purposes.

ATTENDANCE RECORD

Name Date

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25
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End of Appendix B

And

End of Chapter 2.3
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24 CHAPTER 2.4 - CLASSIFICATION AND DELINEATION OF DUTIES
AND RESPONSIBILITIES

This chapter sets forth the Department's personnel classification policies. Policies relate to job analysis,
classification plans, and position classification. The Department's recruitment strategies and procedures
are based upon a detailed written analysis of the nature of the job to be performed; the knowledge, skKills,
and training required to perform the job tasks; any training required to perform the job tasks; and any
prerequisite personal attributes. Policies complement those of the City's Administrative Personnel Policy
and Procedures Manual for Classified Employees.

241 DEFINITION

The following are definitions of key terms having to do with personnel classification.

A systematic examination of the functions and objectives of each job to be performed as it

Job Task Analysis relates to the skills, knowledge, and abilities required to perform the tasks or duties of the job.

A grouping of jobs for which duties, responsibilities, qualifications, and conditions of
Class employment are sufficiently alike to justify the same treatment with respect to personnel
practices.

An official statement or guideline about the general duties, responsibilities, and qualifications

Class SpeC|f|cat|0n involved in the kinds of jobs included in the same class.

The duties and responsibilities, or work, assignable to one employee. A position may be filled

Position or vacant.
Job One or more positions with duties and responsibilities that are identical in all significant
respects so that a single descriptive title can be used to identify the work done by incumbents.
2.4.2 DEPARTMENT PERSONNEL CLASSIFICATION
2421 JOB ANALYSIS

The Department has not performed a written job task analysis for the Department. Some
analysis work, however, regarding sworn positions has been done and is maintained by the
Human Resources Director.

Job functions and objectives have been examined to a level which allows for the writing of a job
description for each position. The objectives job analysis should be to:

1) Serve as a basis for the determination of position classification and
compensation;

2) Provide a basis for establishingminimum qualificationsfor
recruitment, examination, selection and appointment, and promotion;

3) Assist in the establishment of training curricula; and
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4) Provide guidance to employees and their supervisors concerning the duties and
responsibilities of individual positions.

A written job task analysis should include a list of the employee's duties by amount of time
required to perform or order of importance. It should also indicate the minimum and desired
levels of education and training; required knowledge, skills, abilities and behaviors; level of
supervision required and exercised; difficulty of work assignments and how assignments are
received; and how work is evaluated.

A statement of the duties and responsibilities of each position within the Department is
maintained by the City's Human Resources Director and is available to all personnel.

24.2.2 CLASSIFICATION

1) The City Administrative Personnel Policy and Procedures Manual
contains sections on the classification and pay plan (see Chapter Il). This plan
includes the following:

a) Grouping of every position into classes, according to similarities in
responsibilities, duties, and qualifications;

b) Class specifications for every type of job (commonly referred to as job
descriptions);

C) Provisions for determining the level of pay for each class;

d) Provisions  for pay increases due to reclassifications,
promotion, evaluation of merit, and economic conditions; and

e) A classification/pay schedule listing each classification and the

corresponding pay grade to which it has been assigned. Progressively-
responsible ranks are assigned progressively-higher pay grades. There
are uniform percentage increases between grades. Each grade has an
entry-level and maximum salary, and intermediate steps to provide for
recognition of superior performance.

2) Revision of the Department's Classification/Pay Plan is accomplished according
to the following (see City Personnel Policy & Procedures Manual Section 2-3):

a) The Chief of Police recommends re-evaluation of duties, classification,
and promotions to the City Manager for consideration and approval by
the City Commission when required. The Chief of Police must approve
all personnel transactions involving a proposed personnel change.

b) The classification/pay plan is reviewed and updated annually, both to
maintain the usefulness of the classifications and to revise entry-level
salaries in accordance with economic and financial conditions.

C) A job description is included with each annual evaluation notice. At
evaluation time, it is the responsibility of the supervisor to review job
descriptions and recommend any necessary changes to the Chief. A
Department head may submit a request for review to the City Manager.

3) The Police Department assists with the development and maintenance of class
specifications through the job task analysis process described in § 2.4.2.1 above
and § 2.4.2.2, item 2) a) above. The role of the Department is further described
in City Personnel Policy and Procedures Manual Chapter Il.

4) Annual review of the written classification plan is described in § 2.4.2.2, item 2)
b) above, and City Personnel Policy and Procedures Manual Chapter Il.
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End of Chapter 2.4
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2.5 CHAPTER 2.5 - COMPENSATION, BENEFITS AND CONDITIONS
OF WORK

This chapter sets forth the Department's compensation for work, conditions of work, and benefits offered
to employees. Policies complement those of the City's Administrative Personnel Policy and Procedures
Manual for Classified Employees.

251 DEPARTMENT COMPENSATION

2511 COMPENSATION (KACP)

Compensation may be defined as a description of the complete salary plan of the Department,
including the basic salary levels for all classes of positions and all forms of compensation
provided by the agency. The Department's salary program includes:

1) Entry-level salary for the Department;

2) Salary differential within ranks;

3) Salary levels for those with special skills, and

4) Shift differential for shift assignment (third shift).
2512 WRITTEN PAY PLAN

For the written pay plan, see City Personnel Policy and Procedures Manual, Chapter Il. The pay
plan is reviewed annually.

25.13 SALARY AUGMENTATION

Salary augmentation may be defined as pay that is added to the base salary of the employee.
Salary augmentation for the Department is described as follows:

25131 Overtime

Overtime - For time served beyond regular duty schedule, provisions of City Personnel
Policy and Procedures Manual, Chapter II; for court-appearance time, and the following
special provisions:

1) Expenses resulting from out-of-county or out-of-state subpoenas should be
borne by the issuing authority. In some cases our Department may have
an interest and, therefore, may bear expenses for court appearance.
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2) Officers who receive out-of-county or out-of-state subpoenas shall report
such receipt immediately to Supervision. Subpoenaed officers and
appropriate Supervision shall then report to the Chief for final overtime
disposition. Officers shall be cognizant of the fact that when one is
properly subpoenaed, one must appear or be held in contempt.

3) Officers shall receive overtime for court appearance according to
the following procedure:

a) Any off-duty appearance for criminal cases (including Juvenile
Court cases and appearances before the State Traffic
Commission) when subpoenaed by authority in Warren County,

Kentucky

b) Authority granted by the Chief on an individual basis in criminal
cases located outside the county or state

c) Any off-duty appearance for civil cases when subpoenaed by
authority in Warren County, Kentucky

d) Authority granted by the Chief on an individual basis in civil

cases located outside of the county or state

2.5.1.3.2 Personnel With Special Skills

Personnel with special skills - Overtime is granted to certain officers when exercising
special skills.

2.5.1.3.3 Compensatory Time

Compensatory time - On occasions when irregular and unscheduled work is required,
compensatory leave may be earned in lieu of overtime, with approval of the department
head. (See City Personnel Policy and Procedures Manual, Chapter 2-4.5 for detailed
information; 2.5.1.3.4.19 below).

2.5.1.3.4 Overtime Guidelines

25.1.34.1 Court

Two hour minimum overtime will be paid. Overtime will begin when the Officer is
scheduled for the court appearance and will be counted to the nearest quarter
hour that the Officer is released from court.

Example 1: An Officer is scheduled for court at 0900 hours and is
released at 0930 hours. How much overtime?

Answer 1: The Officer will be paid the 2 hour minimum.

Example 2: An Officer is scheduled for court at 0900 hours and is
released at 11:25 hours. How much overtime?

Answer 2: The Officer will be paid 2.5 hours overtime.
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25.1.34.2 Case Investigations

Actual time over the 8.5 hour work day may be paid overtime. However,
supervisors should decide whether the overtime is necessary and attempts
should be made to use flex time when appropriate to avoid a longer week for the
employee and to avoid paid overtime.

2.5.1.34.3 Travel

Employees will be paid for actual time used for mandatory work related travel. In
the event an employee has been allowed to take off work early to prepare for
travel, that time will be deducted from the amount of actual travel overtime.

Example: An employee is attending a mandatory training session
that requires out of town travel and is allowed to leave
work two hours early to gain more sleep before traveling.
The employee leaves Bowling Green at 0600 hours and
returns to Bowling Green at 1800 hours (12 hours
elapsed time). How much overtime?

Answer: The employee would normally be paid 4 hours overtime.
However because the employee was allowed 2 hours off
from work prior to the travel, the employee would now
submit 2 hours overtime. If a lunch period was taken,
remember to deduct that time from any overtime
submitted.

No overtime will be paid to an employee while an employee is at a training
session.

Example: Anemployee is at a training session and work
is required after class time by the instructor. How much
overtime?

Answer: The after class time will not be paid overtime. Travel

time may not be paid in the event the employee is
allowed to leave training early on the last day of the
session and the travel time would not require the
employee to exceed the 8.5 hour work day.

Travel to an event that the employee elects to attend will not be paid travel
overtime.

Example: An employee wants to attend a conference out of town.
The conference is not mandated by supervision, but the
employee may benefit from attending. How much
overtime?

Answer: The employee will not be paid travel overtime.

Special circumstances may arise in dealing with travel overtime. However, those
arrangements must be made in advance and approved by the unit Major.
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25.1.34.4 Meetings / Programs / Presentations

Activities of this nature must be pre-approved by the employee's supervisor. Flex
time should be used whenever possible. Supervisors should check to make
certain overtime money is available for this type of activity prior to granting
approval.

2.5.1.3.4.5 Late Calls

Supervision has the responsibility to ensure employees are not late on a call
unless absolutely necessary. Overtime will be paid for being late on shift after
the first fifteen minutes. The first completed fifteen minutes will then be paid and
then overtime will be paid to the nearest quarter hour.

2.5.1.3.4.6 On Call

Generally, no overtime will be paid unless the employee on call is actually called
out. In the event an on call employee handles a situation over the telephone for
more than fifteen minutes the employee may be eligible for overtime. These
situations should be discussed with the employee's supervisor prior to submitting
the overtime request.

2.5.1.3.4.7 Employee Call Out

The employee will be paid overtime from the time the employee arrives at the
location there were told to report.

Example 1: An employee is called to report to a shooting at 202
Anywhere Street. When does overtime begin?

Answer 1: The employee’s overtime begins upon arrival at 202
Anywhere Street.

Example 2: An employee is called out to report to the Police Station.
When does overtime begin?

Answer 2: The employee’s overtime begins upon arrival at the

Police Station.

2.5.1.3.4.8 Field Training / Communication Training

A dispatcher CTO; or police officer APO or MPO will only receive overtime pay
for actual overtime worked. The pay of a CTO, APO, and MPO action in Field
Training Actions is already reflected in the assignment pay.

Example: An MPO is training a recruit and is given a late call. How
much, if any, overtime?
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Answer: The MPO and the recruit would be paid for the actual
overtime because of the late call.

2.5.1.34.9 Honor Guard

Overtime will be paid for actual time the employee is involved in this activity that
is in excess of their regular duty time. The Supervisor responsible for the Honor
Guard should not exceed the budgeted amount for this program.

2.5.1.3.4.10 Pathfinder Program

Overtime may be paid for this program. Flex time will be at the discretion of the
employees unit Major. The use of overtime or flex time must be pre-approved.

2.5.1.3.4.11 Short Shift

Employees that are held over or work on their regular day off to cover for short
shifts will be paid overtime. However, flex time may be granted by a supervisor if
the employee requests flex time and the granting of flex time will not cause
additional overtime or scheduling problems. The minimum staffing levels for
patrol shifts shall be set by the Patrol Division’s Assistant Chief.

25.1.34.12 Training

Steps should be taken to avoid overtime for training purposes. However, all
mandatory training that causes an employee to exceed their regular work day or
exceed the regular work week shall be paid overtime. Flex time may be granted
by a supervisor if the employee requests flex time and the granting of flex time
will not cause additional overtime or scheduling problems. All training overtime
must be approved by supervision.

2.5.1.3.4.13 Volunteering

Employees may volunteer for activities knowing that they will not be paid
overtime for their involvement in the activity.

Example 1: An employee participates in firearms practice and the
employee's attendance is not mandatory. Overtime?

Answer 1: The employee would not receive overtime pay.

Example 2: An employee attends a Departmental meeting that is not
mandatory. Overtime?

Answer 2: The employee would not receive overtime pay.

Rev 10, 01 Jan 20

Part 2, Chapter 2.5 — Compensation, Benefits & Conditions of Work 2.5:6




Bowling Green Police Department Policy and Procedure Manual

2.5.1.3.4.14 Home Fleet

Any duties performed off duty as a result from being assigned a home fleet
vehicle will be paid overtime. The overtime would begin after completing at least
fifteen minutes. The overtime would then be paid to the nearest quarter hour
with the first fifteen minutes being paid overtime. Home fleet related overtime
should be reported to Communications so a record can be made of the activity.

2.5.1.3.4.15 Canine

Canine officers work a 9.5 hour work day. The additional one hour a day is
devoted to canine care or training. Any time spent in excess of a 9.5 hour day
will be paid overtime. One hour of overtime will be paid for each day the canine
officer(s) is on a Regular Day off (RDO) and still has animal care responsibilities.

2.5.1.3.4.16 Work at Home

An employee that performs Police Department work while at home shall be paid
overtime. The overtime must be pre-approved by the employee's supervisor.
However, flex time may be granted by a supervisor if the employee requests flex
time and the granting of flex time will not cause additional overtime or scheduling
problems.

2.5.1.3.4.17 Special Details

Overtime will be paid for employees that are assigned to special details. Special
detail overtime shall be pre-approved by the employee's supervisor. Special
detail overtime assignments shall be documented and reported to the Deputy
Chief in charge of Field Operations. The Field Operations Deputy Chief shall
submit a report to the Chief of Police each year detailing special events and the
amount of overtime expended due to special events.

2.5.1.3.4.18 No Lunch Breaks

Supervisors should ensure that employees receive their lunch break. However,
employees that do not receive a lunch break and are on duty 8.5 hours shall be
paid one-half hour overtime.

2.5.1.3.4.19 Comp Time

On occasions when irregular and unscheduled work is required, compensatory
leave may be earned in lieu of overtime, with approval of the department head.
(See City Personnel Policy and Procedures Manual, Chapter 2-4.5 for detailed
information; 2.5.1.3.3 above).
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25.1.4

2.5.1.3.4.20 Flex Time

The work week begins at 0001 on Sunday and ends at 2400 on Saturday. Any
flex time earned during the week must be taken during the same week and
cannot be carried over to the next work week. Flex time is taken back at regular

time.

Example:

Answer:

An employee receives 2 hours overtime on Monday and
requests to flex the time for Thursday morning. The
supervisor approves the flex time. By granting the
employee's flex time request, no additional overtime will
be paid and the request does not cause scheduling
problems. What happens on Thursday?

The employee is allowed to take off 2 hours on Thursday
morning. Had arrangements been made to flex the
employee's time and an emergency occurred and the
employee could not flex the time during that work week,
the supervisor would complete an overtime form so that
the overtime would be paid.

25.1.34.21 Off Duty Employment

No overtime will be paid as a result of off duty employment except under an
approved off-duty job contract.

SALARY SEPARATION

Salary separation may be defined as the difference between salary of one rank and the next
highest rank, or between that provided for one classification of work and any other. Salary
differentials are described within City Personnel Policy and Procedures Manual, Chapter II.

(Remainder of page reserved.)
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252

LEAVE (KACP)

2521 CITY ADMINISTRATIVE POLICY

The City's policies relating to administrative leave are outlined in the City Personnel Policy and
Procedures Manual, Chapter V. Specific subheadings include: civil leave (jury duty and court
appearances); military leave; funeral leave; educational leave without pay; other leaves with pay
(such as for training); leave of absence without pay; and absences due to adverse weather
conditions.

The City's policies relating to holiday leave are outlined in the City Personnel Policy and
Procedures Manual, Chapter V. The last sub-heading in this section is Holidays. The days
during the year that are established as holidays are listed. The specific policy on accrual and use
of holiday leaves by uniformed personnel is included.

The City's policies relating to sick leave are outlined in the City Personnel Policy and Procedures
Manual, Chapter V. The sub-section on Sick Leave describes the rate of accumulation (accrual),
limit on accumulation, use of sick leave, reporting and control, and conditions for credit for sick
leave upon retirement. (See also § 2.5.3, insurance / retirement (kacp) .)

The City's policies relating to vacation leave are outlined in the City Personnel Policy and
Procedures Manual, Chapter V. The next-to-last sub-heading in this section is Vacation Leave.
This sub-section describes the rate of accrual, conditions of accrual and use, limitations on
accrual, procedures for scheduling, and control of use (advance approval required).

2522 DEPARTMENT LEAVE PROCEDURES (KACP)

1) Officers reporting in sick shall contact, if possible, on duty Supervision at least
two (2) hours prior to duty time. If Supervision is not available at the time of
officer's sick statusreporting call,on dutySupervision and/or
relieving Supervision may confirm said officer's sick leave status via phone
or visit.

2) Sick leave shall be used only for legitimate instances of illness. Should
circumstances indicate sick leave abuse, it is Supervision's responsibility to
investigate (see City Personnel Policy and Procedures Manual Chapter IlI).

3) Applications for leave time shall be made no sooner than thirty (30) days prior to
the beginning date of proposed leave. Long range planning
should be considered tentative, and may be individually planned employing
judgmental considerations for work load, possible upcoming special events,
inevitable use of sick leave, and training scheduling.

4) Leave scheduling is the responsibility of  Supervision. The
judgmental responsibility of scheduling the presence of adequate numbers
of personnel shall take precedence over other considerations. Those individuals
charged with the responsibility of scheduling special events (training, etc.) and/or
special work scheduling shall be cognizant of the impact of their responsibilities
upon that of those charged with scheduling leave.
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5) Applications for leave should be approved according to the numerical order in
which they were received. If several applications, however, are submitted during
any single duty shift seeking leave for the same date or beginning date, approval
will be made according to Departmental seniority. Special circumstances may
require deviance.

6) Holiday Leave requests for leave prior to their being accrued shall be approved
only when corresponding number of vacation days have already been accrued
and are being held.

7) School Crossing Guard leaves of absence shall be processed in the following
manner:

a) The Telecommunicator taking the call from the reporting guard
shall create a CAD incident using nature code CGRO (crossing
guard call out), and notify an on call crossing guard to cover the
crossing. In the event an on call guard is not available the
Telecommunicator will build a call for an officer to cover the
crossing.

Support Services supervision will fill out the appropriate leave request form.

(Remainder of page reserved.)
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253

INSURANCE / RETIREMENT (KACP)

2531 RETIREMENT AND HEALTH PROGRAMS

The City's retirement programs are outlined in the City Personnel Policy and Procedures Manual,
Chapter IV. The County Employees Retirement System (CERS) serves all full-time personnel.
Minimum and mandatory retirement ages are listed.

The City's medical and hospitalization insurance programs are described in the City Personnel
Policy and Procedures Manual, Chapter IV. Comprehensive coverage for both the employee and
family are provided at a small or no cost to the employee. The insurance plan is reviewed
annually. Employees receive booklets from the insurance companies that describe coverage
provisions. Physical, medical, and psychological examinations are provided to police recruits at
no cost to the employee.

City Policy and Procedures Manual, Chapter 1V, Educational Assistance, outlines policy for
reimbursing employees full cost of approved training coursework.

The City's Personnel Department provides information on employee benefits and help for
employees in case of injury or death. The City Employee Assistance Program provides related
counseling to employees and family members at no charge for contracted number of sessions.

2.5.3.2 LIABILITY PROTECTION (KACP)

Actions or omissions by an employee that may result in need for liability protection should be
reported as soon as possible to their immediate supervisor. Specific procedures are outlined
elsewhere pertaining to:

§256....cccuee procedure for reporting citizen accidents/incidents which occur on city-
owned property, e.g., fall on steps

8§44 .. chapter 4.4 - traffic operations,
§3.18....cc...... reporting use of force;

8§4.10.2............ internal affairs;

§4.10.2.6......... complaint processing, and

§2.10.3.6......... appendix a - administrative memorandum

Any employee may also submit to their supervisor an Incident Report or a detailed report in the
format set forth in § 1.2.4. (The City provides legal counsel through the City Attorney and
maintains liability insurance.)

(Remainder of page reserved.)
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2.5.3.3 DISABILITY AND DEATH BENEFITS PROGRAM

Employees are eligible for compensation for temporary, partial and total work-related disability
through the worker's compensation program. The CERS Retirement Fund provides several
different levels of benefits due to disability or death. This includes continuous benefits to a
survivor in the event of death, as well as lump sum payments from the State and Federal
governments if death occurs in the line of duty. See the following sections of the Kentucky
Revised Statutes for details. (78.545; 79.080; 164.2841-2; and 346.155)

2534 INJURY AND ACCIDENT REPORTING FOR WORKERS COMPENSATION
BENEFITS

Authorized on 07/01/96 by Municipal Order 96-94, the City of Bowling Green has participated in a
Managed Care Organization (MCO) approved by the KY Workers Compensation Board through
the Kentucky League of Cities and City Commission.

Any duty related accident or injury must be reported to the Safety and Risk Manager or human
resources department immediately via use of the current reporting forms or methods.

(Remainder of page reserved.)
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254

2.5.5

PROCEDURES FOR HANDLING ON-DUTY WORK-RELATED
INJURY ACCIDENTS (KACP)

254.1 WORK-RELATED 911 EMERGENCY INJURY

If there is a 911-type emergency at any hour, medical treatment should be sought at the nearest
emergency room.

25.4.2 WORK-RELATED INJURY OCCURRING DURING REGULAR MEDICAL
OFFICE HOURS

When injuries to personnel occur during regular medical office hours, employees may seek
treatment at a physician of choice. It is preferred however that all non-emergency medical
treatment be sought at the City’s designated health care provider.

Upon arrival at any medical office, the injured employee should notify the office personnel know
that their injury is being considered for workers’ compensation.

2543 WORK-RELATED INJURY OCCURRING DURING MEDICAL OFFICE
CLOSING (E.G., AT NIGHT OR WEEKEND)

Work-related injuries or illnesses considered non-life threatening may be treated at either
emergency room if all other medical offices are closed.

254.4 WORK-RELATED INJURY REPORTING PROCEDURES

All work related injuries and illnesses shall be reported as stated in Chapter XIV (Loss
Occurrence Reporting Policies and Procedures) of the City's Risk Management Manual.

PROCEDURES FOR HANDLING ON-DUTY NON-INJURY
ACCIDENTS
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2551 ACCIDENT RECORD

All vehicle accidents must be reported according to the Accident / Injury Reporting Policies and
Procedures located in the City's Loss Control Manual.

255.2 NON-INJURY REPORTS PROCEDURE FOR DEPARTMENTAL
PERSONNEL

Non-injury vehicle collisions are to be reported according to those requirements outlined in the in
the Accident / Injury Reporting Policies and Procedures, located in the City’s Loss Control
Manual.

2.5.6 PROCEDURE FOR REPORTING CITIZEN ACCIDENTS/INCIDENTS
WHICH OCCUR ON CITY-OWNED PROPERTY, E.G., FALL ON
STEPS

When an officer becomes aware that a citizen has had an accident which occurred on City-owned
property use the reporting requirements set forth in the City's Loss Control Manual, Accident / Injury
Reporting Policies and Procedures.

(Remainder of page reserved.)
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2.5.7 INFECTION CONTROL PROGRAM / EXPOSURE PLAN

2571 AFFECTED EMPLOYEES

This policy affects any police department employee who through the performance of their duties
may reasonably anticipate skin, eye, mucous membrane, or parenteral contact with blood or other
potentially infectious materials.

25711 INFECTION CONTROL OFFICER

The City Safety Manager shall be designated as the Infection Control Officer. The
infection control officer shall have a thorough understanding of the Infection Control
Program, and be knowledgeable in the subject matter covered by the elements contained
in the program as it relates to the workplace. In addition, the Infection Control Officer

shall:
1) Develop standards for the selection of personal protective equipment.
a) Modify and / or update standards as needed.

2) Review exposure incidents with the effected employee immediately following an
exposure.

3) Arrange for medical treatment (if necessary), and the completion of the medical
disposition section of the Exposure Report.

4) Follow through the Source Individual Testing & Employee Health Care Provider
Notification as provided in § 2.5.7.8.3.

5) Periodically evaluate operations to ensure compliance with the written Infection
Control Program.

25.7.2 OCCUPATIONAL EXPOSURE

Employees of the following tasks or procedures may present exposure hazards to employees.

1) Any arrest situation,
2) Investigation at a crime scene,
3) Contact with crime victim(s),
4) Collection and preservation of evidence,
5) Traffic collision investigation,
6) Any situation in which blood or bodily fluid is present, or
7) Handling of needles, or sharps and or other objects contaminated with blood or
bodily fluid.
2.5.7.3 FACILITY AND EQUIPMENT PROCEDURES

The Police Department headquarters facility has assigned designated areas for the storage,
decontamination and disinfection of equipment, and storage of bio-hazardous waste. Procedures
regarding these locations are listed below.
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25.7.4

25731 Decontamination Area

The men’s and women’s shower rooms shall be utilized for decontamination of blood
and/or body fluids and will be equipped with the means for washing oneself and
contaminated equipment. The area will also:

1) Provide containers for the storage of infectious waste,

2) Be equipped with clean personal protective equipment,

3) Be equipped with soap and running water, other disinfectant products for
decontaminating equipment, and

4) Be equipped with clean clothing/outerwear.

The shower rooms shall be the only designated area of the facility to be used for the
decontamination, disinfection and or disposal of contaminated equipment, personal
protective gear, uniforms, or other potentially infectious waste material derived from
decontamination procedures.

25.7.3.2 Containerization of Infectious Waste

Infectious waste containers will be marked with bio-hazard signs and maintained in
accordance with all EPA and local regulations. All potentially contaminated materials will
be stored in a red bio-hazard plastic leak-proof bag.

2.5.7.3.3 Infectious Waste Storage

Potentially infectious waste material shall be placed into an infectious waste container.
Properly containerized infectious waste material shall be removed from the facility and
properly disposed of in a timely manner.

2.5.7.3.4 Method of Infectious Waste Disposal

The method by which infectious waste shall be disposed is described in § 2.5.7.3.4

PERSONAL PROTECTIVE EQUIPMENT

Standards for personal protective equipment will be developed by the Infection Control Officer
and updated or modified as needed. An infection control kit will be placed in each police vehicle
and will include at least the following items:

1) One omni-size gown,

2) One pair of heavy-duty gloves,

3) One surgeon cap,

4) One pair of shoe covers,

5) One face shield with mask,

6) One container of disinfectant cleaner,
7 One bio-hazard disposal bag, and

8) One pocket one-way valve CPR mask.
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25.7.4.1 PPE supply

The Department is responsible for the supply, repair, and replacement of infection control
PPE. The Department will determine proper stock supply levels of PPE for the
decontamination station and for response vehicles.

1) Each employee will be responsible for ensuring the vehicle stock of PPE
(infection control kit) is adequate.

25.7.5 SELECTION AND USE OF PERSONAL PROTECTIVE EQUIPMENT (PPE)

Emergency response is often unpredictable. Blood is the single most important source of HIV
and HBV infection; however, all blood and bodily fluids are to be considered potentially infectious.
When blood or body fluids are present, Universal Precautions shall be taken (whenever possible)
to reduce the chance of exposure.

25.75.1 Hand Protection

Disposable latex or neoprene gloves shall be worn when there is a potential for contact
with blood, bodily fluids, non-intact skin, other potentially infectious material.

1) Gloves will be replaced as soon as possible when soiled, torn, or punctured.
Hands must be washed after glove removal.

2) Heavy duty utility gloves may be used for the handling, cleaning,
decontamination, or disinfection of potentially contaminated equipment.

25752 Facial Protection

Facial protection will be used in situations where blood or bodily splash contact with the
face is possible. Facial protection may be afforded by using the combined face mask /
eye shield protector piece.

25.75.3 Head / Feet / Body Protection

If splashing of the potentially infectious material is possible or if contact is otherwise
unavoidable, head, feet and body protective barrier clothing shall be worn.

2.5.7.6 SCENE OPERATIONS

Police Department employees during their normal performance of duties will experience various
occupation exposure hazards; some will be beyond the control of the employee. While complete
control of an emergency situation is not possible, operations at a scene in which blood or body
fluids are present will utilize the minimum number of employees necessary to safely complete on-
scene tasks. Employees not immediately needed will remain a safe distance from those
operations where occupational exposure is possible or anticipated.
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25.7.6.1 Proper Handling of PPE

Personal protective equipment shall be removed after leaving the work area, and as soon
as possible if contaminated. After use, all PPE will be placed in leak-proof bags, color
coded and marked as biohazard, and transported to the decontamination station for
disposal. If available, EMS provided means of disposal may be utilized.

2.5.7.6.2 Hand Washing

The most important aspect of infection control is hand washing. Hands shall be washed
following any incident where blood and / or bodily fluids are present, and:

1) After removing PPE,

2) After each contact with a suspect or individual,

3) After handling potentially infectious materials,

4) After cleaning or decontaminating equipment,

5) Before getting into a vehicle, and

6) Before handling equipment/ tools, writing instruments.

If soap and water is not available at the scene, a waterless hand wash shall be used and
followed up with a soap and water wash upon return to a facility with such amenities.
Proper washing of hands include the following procedures:

1) Using soap and water, rub hands together for at least 20 full seconds; wash
the back of hands, between fingers, wrist and nail areas, and rinse very
well.

2) Following the soap and water wash, an alcohol based wash shall be
performed on the exposed skin to determine the presence of any non-visible
non-intact skin. Non-intact skin is associated with a burning or tingling
sensation during the alcohol wash.

2.5.7.6.3 Working Around EMS Personnel

Needles and sharps are the source of the most common occupational exposure. Caution
shall be exercised when working around EMS personnel who are using needles or other
sharps.

2.5.7.6.4 Handling Evidence

Evidence contaminated or potentially contaminated with blood or other body fluids will be
handled using universal precautions. All potentially contaminated evidence shall be
handled with extreme care and precaution to not contaminate oneself or other surfaces.
Sharps shall be placed into a sharps container, or other rigid container that will resist
puncture. Care shall be taken to not contaminate the outside of evidence containers.
Personal protective equipment (gloves) worn to handle evidence shall not be worn when
handling evidence containers. All potentially contaminated evidence shall be identified
with a bio-hazard symbol prior to official logging with the evidence clerk.
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25.7.7

2.5.7.6.5 Performing CPR

A one-way valve pocket mask shall be provided to all employees whose job may require
the administration of CPR. After administering CPR, the pocket mask shall be disposed
or decontaminated (depending on type).

POST RESPONSE PROTOCOL

Following response to an incident in which blood or bodily fluids were present, the following
activities shall be performed immediately upon return to the station:

1)

2)

3)

4)

5)

6)

7

8)

9)

10)

Contaminated equipment will be removed and replaced with clean equipment.
Supplies of PPE shall be replenished.
Contaminated equipment shall be placed only in those areas designated for
storage of contaminated items. Cleaning and decontamination will be performed
as soon as practical.
Disposable equipment and other potentially infectious waste generated during
the operation will be stored in the bio-hazard disposal area, in an appropriate
leak-proof container.
Hand protection shall be worn for all contact with contaminated equipment or the
potentially infectious material during removal / disposal / decontamination.
Additional PPE such as barrier suits and/ or face shield shall be used according
to potential for splash or spill potential.
Decontamination will be performed with a Department approved disinfectant or
with a 1:10 solution of bleach in water. All disinfectants shall be EPA approved
and registered.
Damaged equipment shall be cleaned and disinfected before being sent out for
repair.

a) The manufacturer's guidelines will be used for the cleaning and

decontamination of all equipment.

Contaminated work surfaces shall be decontaminated with an
appropriate disinfectant. Potential work surfaces needing decontaminated
may include:

a) Vehicle floors, seats, etc.,

b) Those items making contact with soiled PPE,

c) Facility decontamination area floors, benches, showers, sinks,
etc.

Contaminated clothing or uniforms visibly soiled with blood or body fluids are to
be removed and placed into a bio-hazard plastic bag for disposal. Your name
and department are to be inscribed onto the outside of the plastic bag and, if
during regular business hours, (1) taken to the Medical Center’s Laundry, or (2) if
during non-business hours, taken to the Medical Center's Ambulance Service to
be disposed of by the hospital. If uniforms are to be washed at the station, they
shall be washed in a designated washing machine using hot water and liquid
detergent. Chlorine bleach is not recommended for washing uniforms. Under
; i | | |
Waste generated during cleaning and decontamination operations will be placed
into the bio-hazard disposal container.
Following post response activities (listed above), the employee shall wash their
hands according to procedures set forth in § 2.5.7.6.2.
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2.5.7.8

POST - EXPOSURE PROTOCOL

An “exposure” as defined by KYOSH includes: “A specific eye, mouth, other mucous membrane,
non-intact skin, or parenteral (piercing of the skin) contact with blood or other potentially
infectious materials that results from the performance of an employee’s duties.” Examples of
non-intact skin include, but are not limited to, the following: cuts, scratches, blisters, acne or
other skin irritation, or an opening in the skin caused by a human bite.

If by definition an employee is exposed to blood or other potentially infectious materials, the
following post-exposure protocol are to be performed immediately:

2.5.7.8.1 Immediate Employee Care

When a potential exposure has occurred, the following items shall take place as soon as
practical.

1) Washing the exposed area as set forth in § 2.5.7.6.2.

2) Remove contaminated clothing and equipment; store / dispose /
decontaminate equipment and uniforms / clothing in accordance with §
2.5.7.7.

2.5.7.8.1.1 Exposures Related to Prescribed and lllicit Drugs

Narcotics and synthetic narcotics, prescribed or illicit, that cause sedation or pain relief
effects can be unintentionally transmitted a number of ways. Bowling Green Police
Department Officers assigned as first responders will be trained in the recognition of
inadvertent exposure. Each officer will be issued a dose of an opioid antagonist
(Naloxone) to counter the effects of an accidental opiate exposure. The opioid antagonist
(Naloxone) works by displacing the opiate from the receptors in the brain that control the
central nervous system and respiratory system.

When an officer realizes that an exposure to an opioid may have occurred the
following steps should be taken:

. Self-administer or have another officer present administer a dose of the
opioid antagonist in accordance with the officer's training.

. Immediately notify dispatch of the situation and request EMS.

. Suspected drugs should not be field tested.

. The Warren County Drug Task Force should be notified of the
circumstances and requested to respond.

. In addition to the required exposure documentation, the "First Aid

Administration Reporting Form" should also be completed.
25.7.8.1.2 Overdose Victims

When an officer arrives on the scene of a possible overdose, he/she will assess
the individual for symptoms of an opiate overdose. The KRS provides "good faith
immunity" for civil and criminal liability for administration of Naloxone.

(See KRS 217.186(4)).

Once the officer suspects the presence of any opiate overdose symptoms, the
following steps should be taken:
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. Immediately request EMS to the scene;

. Utilize universal precautions to prevent exposure to potential hazards;

. Administer the opioid antagonist in accordance with the officer's training;

. Place the individual in a recovery position unless there is evidence of
head or neck trauma; and,

. Monitor respirations.

. Suspected drugs should not be field tested.

. The Warren County Drug Task Force should be notified of the

circumstances and requested to respond.

Officers should be aware that the rapid reversal of an opiate overdose may cause
projectile vomiting and/or violent behavior.

Upon completing the medical assist, the officer will complete the required
documentation detailing the nature of the incident, the care the individual received
and the fact that the opioid antagonist was deployed.

2.5.7.8.2 Reporting An Exposure Incident

Immediately following the exposure, the employee shall notify his / her supervisor and
Infection Control Officer, and:

1) Complete the Exposure Report (Loss Control Manual — Infection Control
Plan, Appendix G). The employee shall provide in the report, details of the
task being performed, means of transmission, portal of entry, and the type
of PPE used at the time of exposure.

2) The supervisor will review the Exposure Report and forward it to the
Infection Control Officer.

3) The Infection Control Officer will evaluate the exposure report and discuss
the incident with the affected employee.

a) If the Infection Control Officer determines that an exposure took
place, he / she shall arrange for medical evaluation. Medical
Evaluation will be arranged by the Infection Control Officer within 2-
hours of exposure.

b) If the Infection Control Officer determines that no exposure took
place, the Infection Control Officer will review the definition of
“exposure” with the employee.

4) The Infection Control Officer will complete the Exposure Report, indicating
the disposition of medical management (whether or not the employee was
sent for medical evaluation).

5) If the employee is sent for medical evaluation, Workers’ Compensation
forms will be completed and forwarded to the Human Resources and Risk
Management Department.

2.5.7.8.3 Source Individual Testing and Employee Health Care Provider
Notification

Following an exposure incident from a known source (individual), it will be necessary to
try and obtain consent for testing source individual for infectious disease. In order to
properly and promptly obtain necessary information, the Infection Control Officer shall be
responsible to see that the following steps are taken:
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1)

2)

3)

25.7.84

If the source individual will be receiving medical treatment, the Infection

Control Officer shall contact the receiving medical facility and notify them

that an exposure took place, and request an infectious disease

determination.

a) If the source individual refuses to consent to testing, the Infection
Control Officer shall notify the appropriate personnel to seek a court
order to require testing be completed on the source individual.

The Infection Control Officer will request that the source individual's test

results be communicated to the Employee Health Care Provider.

The Infection Control Officer will provide the employee Health Care Provider

with a copy of the Exposure Report, and other information as deemed

necessary.

a) The Infection Control Officer will notify the Employee Health Care
Provider of any request for testing of source individual.

Employee Health Care Provider

When an exposure to personnel occurs during regular medical office hours, treatment by
a “Gatekeeper” physician is REQUIRED. The exposed employee should choose a
physician from the City’s Gatekeeper physician list (See § 2.5.4.2).

(Remainder of page reserved.)
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2.5.8

PHYSICAL FITNESS (KACP)

2581 POLICY

It is the policy of the Bowling Green Police Department to maintain a general health and physical
fitness standard to which all hazardous duty personnel must adhere.

2.5.8.2 PURPOSE

The purpose of the fitness program is:

. To screen prospective police officers during the hiring process,

. To identify individual fitness deficiencies of veteran officers,

. To provide individual fitness counseling and develop individual fithess programs when
necessary to promote good physical conditioning, and

. Record results.

258.3 EVALUATION (KACP)

Individual overall fithess may be assessed through an annual medical wellness screening
provided at no cost to employees by the City through a designated medical facility. Annual
essential skills testing is provided by the Police Department with follow-up fitness
counseling/instruction and re-testing, when necessary.

2584 FITNESS STANDARD

Hazardous duty employees are required to participate in the Department's essential skills testing
and encouraged to participate in the City's wellness screening program which consists of a health
fair offering medical information and blood work (cholesterol screening). Essential skills testing is
scheduled two times each year and each employee must complete the test once each year.

The Police Department tests those physical skills considered necessary for performance of police
duties.

Any sworn member of the Department who does not complete scheduled essential skills testing
may not return to regularly assigned duty until the member submits a doctor's written release to
the Chief of Police which permits member's participation in the next regularly scheduled test.
This general policy applies to:

. Individuals who have experienced a significant work-related or non-work-related
injury which prevents their participation (A significant injury is defined as one that
requires seven (7) or more calendar days of absence from work.),

. Individuals who decline for any reason to participate in the essential skills test, or

. Any individual who is otherwise unable to complete the essential skills test.
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The following procedures also apply to any sworn member who has not completed scheduled
essential skills testing:

1) If the individual's doctor indicates, via written release, that participation in a
conditioning program will provide the opportunity for him/her to complete the
essential skills test, the Department will make reasonable efforts to place the
individual in a "modified duty program”, while providing him/her with a fitness
instruction/counseling and work-out program developed by a member of the
training staff.

2) A member of the training staff will then determine the date for the next test and,
at the appropriate time, administer it. Should the employee
successfully complete the test, the employee will be returned to regular duty.

3) In the event the employee is unable to complete the test within a period of 90

days, the case will be referred through the Professional Standards Assistant
Chief to the Chief of Police for further action.

Accumulated paid or non-paid leave may be taken in order to extend employment when modified
duty is not an option.

2.5.8.5 ESSENTIAL SKILLS PHYSICAL TEST

The skills test consists of a 440 yard run during which the following activities shall be performed.
The test should be conducted with all officers wearing a duty belt. Uniform, jumpsuit or other
clothing may be worn. Once begun the officer must continue in a forward motion unless failing to
successfully complete one of the stations. The officer may immediately go back through that
portion of the test twice more before failing the entire course. Time does not stop until completion
of the course.

25851 Description of Test
Beqin
1) Enter and exit vehicle. Open vehicle door, sit in driver's seat, close door, fasten
seat belt, unfasten belt, open door, exit vehicle.
2) Run approximately 110 yards.
3) Jump two hurdles (one foot and two feet in height).
4) Crawl over / jump a four foot wall.
5) Jump over a four foot wide area.
6) Walk / run the length of an eight foot railroad tie.
7 W eave through three traffic cones without knocking any cone over.
8) Crawl six feet under an obstacle three feet in height.
9) Run approximately 110 yards.

10) Enter through a window three and one-half feet above floor level. No diving
through the window is allowed.

11) Ascend and descend a flight of steps six times. Each step must be stepped upon
and use of the handrail is required.

12) Open and close a door.

13) Push and rotate 80 pounds through 180 degrees. Pull and rotate 80 pounds
through 180 degrees.

14) Carry a thirty pound doll (or dumbbell) fifty feet. No dragging allowed.

15) Drag a 160 pound dummy 25 feet.

16) Dry fire a weapon six times with each hand. End.
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2.5.8.5.2 Explanation of Test

The explanation that follows corresponds by number to the numbered list in § 2.5.8.5.1
above.

1) Duplicates the daily task of getting in and out of vehicles.

2) Duplicates running after a fleeing subject.

3) Simulates small obstacles (bush, small fence, etc.) that an officer might have to
jump over (height).

4) Simulates climbing over a four foot fence.

5) Simulates obstacles (water, ditch, etc.) an officer might have to jump over
(distance).

6) Simulates running or walking over elevated objects while maintaining balance.

7) Simulates avoiding obstacles in your path (vehicles, trees, etc.).

8) Simulates crawling under obstacles (house, fence, etc.).

9) Continues in the duplication of running after a fleeing subject.

10) Duplicates entering and exiting a building by the use of a window.

11) Duplicates climbing and descending stairs.

12) Duplicates the daily task of opening doors.

13) Simulates controlling a resisting subject by controlling in both a pushing and
pulling manner.

14) Simulates carrying small objects weighing approximately 30 pounds (children,
animals, etc.)

15) Simulates dragging a weight of approximately 160 pounds (intoxicated subjects,
elderly subjects, etc.)

16) Simulates firing your duty weapon.

Note:  All of the measurements (distances, heights and weights) are averages of
measurements that were taken from obstacles and records in Bowling Green,
Kentucky, with the exception of the machine that simulates subjects resisting
arrest.

(Remainder of page reserved.)
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2.5.8.5.3 Diagram of Essential Skills Physical Test

Balance Beam

Long Jump
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Baby Carry
Dummy Drag
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25.8.54 Privileged Use of BGPD Fitness Center

The BGPD Fitness Center is available for use by any BGPD employee, once they have
received required training. Family members or a single guest can accompany an
employee and use the fitness center; the employee is responsible for their safety and
conduct. Under the following guidelines, an employee’s spouse or other immediate
family member is permitted to use our facility unaccompanied:

1) Family members must be approved on an individual basis by the Chief of Police
via a written request. A BGPD Fitness Center Agreement form and Liability
Waiver can be obtained from a member of the training staff.

2) All Privileged Fitness Members (PFMs) must receive fitness center orientation
and training from a member of the training staff.

3) The BGPD employee will arrange training for their PFM; both employee and PFM
will sign the agreement concerning rules, liabilities, and responsibilities; the
trainer will witness and sign the agreement.

4) Once the agreement is signed, the original will be forwarded to the office of the
Chief of Police for assignment of an access code to the PFM. The access code
will permit entry only through the rear door of the station and into the fithness
center, including locker areas. Unaccompanied PFMs are not permitted to enter
any other section of the building.

5) Once an access code is created for a PFM, it will be delivered to the PFM upon
completion of the orientation by a training staff member.
6) The office of the Chief of Police will forward the signed agreement to the Fitness

Coordinator, who shall maintain a list of PFMs. The list will be available through
the BGPD computer system.

7) This privilege can be temporarily suspended by a BGPD Supervisor and the
reason for suspension forwarded to the Fitness Coordinator.
8) This privilege can be permanently revoked at any time by the Chief of Police or

his designee. Reasons or revocation include, but are not limited to: failure to
follow Fitness Center rules, misuse of equipment, accessing off-limits sections of
the building, or a request from the BGPD employee that co-signed the Fitness
Center Agreement.

9) The Fitness Coordinator will immediately forward any privilege denials to the
appropriate employee and the office of the Chief of Police. Upon receiving
proper notification, the office of the Chief of Police will void the PFM’s access
code. lItis the employee’s responsibility to inform a PFM of privilege denial.

2.5.8.55 BGPD Fitness Center Rules

The BGPD will maintain and post a set of rules that anyone using the facility must abide
by.

(Remainder of page reserved.)
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259 WELLNESS PROGRAM

Research continues to prove a healthy, physically fit employee is a better, more confidant employee
capable of greater work output, higher quality work, using fewer sick days, incurring fewer job-related
injuries, and handling stress better. A healthy lifestyle is a win-win situation: it benefits both employee
and employer. Major elements involve physical fitness and health status; both elements can be altered
by an individual's choice, with improvements shown almost immediately.

2591 OBJECTIVE

The City of Bowling Green provides a wellness program for all city employees, covering topics
such as medical screenings, smoking cessation opportunities, a health fair, etc. The BGPD will
supplement the City's program and strive to improve department employees’ physical fitness
levels through education, encouragement, and incentives. The voluntary program will include a
year-round wellness program, and fithess assessments. Certified Fitness Instructors will be
available to assist with training questions and progress. All employees will be encouraged to
participate, with incentives provided for participation.

259.2 FITNESS ASSESSMENT

Participation in fithess assessments will be voluntary. Fitness ratings will be based on a scale
used by DOCJT for fithess evaluations; the scale is not adjusted for age or sex.

Certified Fitness Instructors will assess participating employees in the areas of:

a) Cardiovascular Capacity — 1.5 mile run,
b) Anaerobic Power — 300 meter run,
c) Muscular Endurance — pushups and sit-ups,
d) Muscular Strength — maximum bench press (single repetition),
e) Flexibility — sit and reach, and
f) Body Composition — body composition test.
2.5.9.3 REQUIREMENTS OF THE WELLNESS PROGRAM

1) Participation in the Annual POPS fitness testing will be voluntary. Essential
Skills testing will be conducted required twice annually. Officers
are required to complete the Essential Skills testing once per year.

(Remainder of page reserved.)
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2.5.10 UNIFORMS / EQUIPMENT (KACP)

Employees of BGPD are expected to present a clean, neat, and professional appearance and to dress
safely in accordance with the position held. It is mandatory that, during working hours, under normal
conditions, employees wear uniforms if provided to them by the City. Any time employees are on-duty or
representing BGPD at any public event or training, they must adhere to these minimum dress code
requirements.

Any employee uncertain as to the appropriateness of a particular item should consult with supervisory
staff. Exceptions to the dress code can be made by supervision as the needs of the job dictate.

Sworn employees have been provided with guidelines pertaining to three distinct classes of uniforms:

1) Class A — Basic patrol uniform

2) Class B — Extreme conditions uniform
3) Class C — Special Duties uniform

4) Class D — Staff uniform

Department members who are authorized to wear civilian dress while on duty will dress in a
"business-like" manner. Articles of clothing will be clean and well pressed, and may include, for example:

. For male members: ....... suit, sport coat, sweater, or dress-type jacket with trousers, a
shirt, tie (when appropriate), shoes, and socks
. For female members: ....a suit coat or blazer-type jacket with a dress, or a suit or blazer-

type jacket with slacks or skirt; a blouse or sweater; shoes and socks/hose.
(Supervision may authorize exception to civilian dress requirements).

Sworn officers in civilian dress are required to have access to the following:

. firearm and ammunition,
. police identification,

. badge,

. handcuffs, and

. radio.

The Chief of Police is the final authority on all uniform related decisions. No unapproved/non-issued
tactical or uniform item may be utilized on-duty prior to an approved test and evaluation process being
initiated — and then only for the purpose of the test and evaluation process. (This does not include
improvised weapons utilized during a physical confrontation.)

The testing and evaluation (T&E) of a tactical or uniform item must first be requested, via the appropriate
chain of command, and approved by the Chief of Police prior to any T&E activity.

All testing and evaluation of tactical or uniform items will be at the direction of the Chief of Police, under
the supervision of an assigned member of the agency, and limited in time and scope based on the item
being tested and evaluated.

A written report will be submitted by the supervising agency member to the Chief of Police with the results
of the T&E process for each item tested and evaluated.

The Chief of Police will authorize, in writing, the use of any tactical and/or uniform item that has been
approved through the T&E process for on-duty use. This policy does not restrict the Chief of Police from
approving a tactical or uniform item for on-duty use prior to a test and evaluation process.
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2.5.10.1 CLASS A — DESCRIPTION OF THE BASIC UNIFORM AND PERSONAL
EQUIPMENT

The Class A uniform is the basic uniform worn by BGPD officers and can be worn by all sworn
personnel. The uniform is designed to clearly display a positive image of the department while
being immediately recognizable as the Police. Each Class A uniform is equipped with patches on
both sleeves and a badge that identify the officer as a member of the Bowling Green Police
Department.

All uniformed Field Operations Bureau line personnel (Patrol Officers, Supervisors, and Shift
Commanders) will wear bullet resistant vests (soft body armor) provided by the Department while
in uniform, during all assigned duty, or when subpoenaed to court. Any officer working an off duty
job in uniform will wear the complete uniform which will include the wearing of the vest.

All employees will maintain a high standard of dress and appearance. Uniforms will fit properly
and should not fit tightly, appear too long, or excessively loose. Uniforms must be pressed as
necessary and should be serviceable. Leather gear or uniform items that have become
unserviceable should be replaced immediately. Officers will ensure that items carried in pockets
do not protrude from the pocket or present a bulky appearance.

The wearing of a departmentissued uniform or accessory in combination with civilian clothing is
prohibited unless exigent circumstances exist. The headgear approved for wear with the Class
“A” uniform is the department issued service cap with the affixed hat badge and the issued
togoggan. Baseball style caps are prohibited from being worn with the Class A uniform.

A detailed description of the Class A uniform and equipment is listed below:
1) A dark navy blue long sleeve shirt with Department patches on both sleeves;
a) The bottom of the long sleeve should extend to the bottom part of the

wrist bone. Sleeves that extend well beyond the wrist or contain excess
fabric should be altered.

b) The crease of the sleeve should not extend into the patch,
C) Black under shirt is to be worn with the issued uniform shirt.
2) A short sleeve shirt with Department patches on both sleeves.
a) Black under shirt is to be worn with the issued uniform shirt.
3) Dark navy blue trousers.
a) The bottom of the waistband rests on the hipbone. The waist fits with a

slight amount of looseness, but should not form a pleated effect when
the duty belt is worn.

b) The bottom edge of the front of the trouser leg rests on the middle of the
instep and may have a slight break in the crease.

4) A dark navy blue departmentally issued hat with dark blue trim and silver braid
(Ranking officers and officers with ten years or more, wear gold trim with gold
braid.)

5) Black smooth leather or Clarino shoes or boots.

a) Footwear should be cleaned and shined,
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6)

7

8)

Inclement weather gear.

a)
b)

c)
d)
e)

Rain cover for cap with grommet for hat badge exposure,

Raincoat with badge tab and short waist raincoat (reversible black with
lime green),

Black leather gloves,

Black toboggan with BGPD embroidery,

Black under shirt is to be worn with the issued uniform shirt.

All-black Clarino leather gear & equipment. The set-up of the duty belt is based
upon officer preference and policy. (Items listed below are required to be worn
for all officers working patrol duties):

a)
b)
c)

Duty belt.

Security holster for Department approved weapon.
Ammo and pouch.
Handcuffs and case.

Radio and holder.

OC spray and case.

Baton and holder.

Assigned duty belt flashlight.
Surgical gloves.

Belt keepers.

Taser and holder.

Badges, rank, pins, etc:

Items required on uniform shirts.

a)
b)

<)

Breast badge over left breast.

Name tag should be centered above the top edge of the right breast
pocket. The bottom edge of the nameplate rests on the top edge of the
pocket. If the nameplate is equipped with a serving since tab, the bottom
of the tab should rest on the top edge of the pocket

Whistle and chain, with chain hooked to right epaulet and whistle placed
in right pocket.

Items permitted on uniform shirts.

a)

b)

Authorized award ribbons. The ribbons should be worn in order of
precedence from the wearer’s right to left.

. Medal of Honor.

. Silver Cross,

. Lifesaving Medal.

. Distinguished Service.
. Medal of Merit.

Ribbons that have been awarded on multiple occasions will be
designated by a diamond centered in the middle of the ribbon.

The ribbon should be placed one half inch above and centered over
the top edge of the nameplate.
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d)

e)

Multiple ribbons should be placed on an award bar slide holder, (double,
triple variations are acceptable).

Special unit pins (CRT, Motor, etc.) and other authorized pins should be
placed one half inch above and centered over the top edge of the
nameplate.

Only one special unit or other authorized pin may be worn at a time.
When a pin is worn in conjunction with ribbons it should be placed one
half inch above and centered over the top edge of the ribbon.

Training officer pins should be worn on the left breast pocket centered
between the button and the top edge of the pocket.

Firearm instructor pins and firearm related award pins should be worn on
the right breast pocket centered between the button and the top edge of
the pocket. (See 2.5.10.5).

Only one pin should be worn on either pocket at a time.

Rank designations:

a)
b)

c)

d)

e)

f)

)

h)
)
)
k)

Chief, Deputy Chiefs, Assistant Chiefs, Captains, and Sergeants:

gold and silver badges with the rank printed on the badge.

Patrol Officers, including Advanced and Master Police Officers: gold and
silver badges and paraphernalia.

Chief: gold eagles on collar, centered on both collars with the centerline
of the insignia bisecting the points of each collar and positioned at least
1" up from the collar point.

Deputy Chief: silver oak leaves on collar, centered on both collars with
the centerline of the insignia bisecting the points of each collar and
positioned at least 1” up from the collar point.

Assistant Chief: gold oak leaves on collar, centered on both collars with
the centerline of the insignia bisecting the points of each collar and
positioned at least 1” up from the collar point.

Captain: gold bars on collar, centered on both collars with the centerline
of the insignia bisecting the points of each collar and positioned at least
1" up from the collar point.

Sergeant: three gold chevrons on collar, centered on both collars with
the centerline of the insignia bisecting the points of each collar and
positioned at least 1” up from the collar point, three blue chevrons
centered on each shirt sleeve midway between the shoulder and elbow,
with the point of the chevrons facing upward.

MPO: two gold or silver chevrons on collar, (gold chevrons after 10
years of service), two blue chevrons in the same fashion as Sergeant.
APOQ: one silver chevron on collar, one blue chevron in the same fashion
as Sergeant.

Officer "/BGPD” worn on collar just above or even with the stitching.

The letters should be parallel with the edge of the collar.

Only Departmentally issued chevrons are authorized to be worn with the
BGPD uniforms

Jackets / outer wear.

a)

b)

Jackets and outer garments will be equipped with markings that identify
the wearer as a BGPD officer. The rank designations are optional but if
present are to be worn in the following manner:

Chief, Deputy Chief, Assistant Chief, and Captain are to place their
respective rank pins on the shoulder loops. Only non-subdued, pin-on
grade insignia will be affixed to th e garment. The rank will be placed
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near the seam opposite the button. The rank is placed parallel to the

shoulder seam.
c) SGT, MPO, APO, and Officers should have appropriate rank sewn

on the sleeves in the same fashion as the uniform shirts.

(Remainder of page reserved.)
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2.5.10.2 CLASS A UNIFORM: PLACEMENT AND
ILLUSTRATION

Class A Uniform

/ Ribbons and medals worn above the name plate.

Pockets should not appear bulky or have any items
protruding from them. No more than two pens should be
visible at the top of the left pocket.

Trousers should be creased and appropriate length.

| | r ! || The uniform shoes should be free of dirt and appear clean.
\l/J . l ) If leather, the shoes should be shined or wiped clean if
kN Clarino style.
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Rank Insignia

The insignia should be centered on both collars with the centerline of the insignia bisecting the
points of each collar and positioned at least 1” up from the collar point. The bottom points of the
insignia should not make contact with the seam of the collar. The insignia should be at least 1”
from the collar point but may be up 1.5".

The “BGPD"” insignia should be even with, or just above, the collar seam and centered.

Rev 10, 01 Jan 20 Part 2, Chapter 2.5 — Compensation, Benefits & Conditions of Work 2.5:35




Bowling Green Police Department Policy and Procedure Manual

Nameplate

“Serving Since” configuration Probationary configuration

The name tag should be centered above the top edge of the right breast pocket. The bottom
edge of the nameplate rests on the top edge of the pocket. If the nameplate is equipped with a
serving since tab, the bottom of the tab should rest on the top edge of the pocket.

Long sleeve shirt collar Short sleeve shirt collar

The shirt collar’s top button should remain unbuttoned.
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Pant length

The bottom edge of the front of the trouser
leg rests on the middle of the instep and may
have a slight break in the crease. Alterations
should be made for inseams that are too long
or cause excessive bunching of material.

Pin / Award placement

Firearm instructor pins and firearm related award
pins should be worn on the right breast pocket
centered between the button and the top edge of
the pocket.

Training officer pins should be worn on the left
breast pocket centered between the button and the
top edge of the pocket.
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Ribbons and Pins

The ribbons should be worn in order of precedence from the wearer’s right to left. (1) Medal of
Honor, (2) Silver Cross, (3) Lifesaving Medal, (4) Distinguished Service, (5) Medal of Merit.
Ribbons that have been awarded on multiple occasions will be designated by a diamond centered
in the middle of the ribbon. The ribbon should be placed one half inch above and centered over
the top edge of the nameplate, multiple ribbons should be placed on an award bar slide holder,
(double, triple variations are acceptable). (The ribbons can be the cloth or enamel variation).

Special unit pins (CRT, Motor, etc.) and other authorized pins should be placed one half inch
above and centered over the top edge of the nameplate. Only one special unit or other authorized
pin may be worn at a time. When a pin is worn in conjunction with ribbons it should be placed one
half inch above and centered over the top edge of the ribbon.

2.5.10.3 CLASS B — DESCRIPTION OF THE EXTREME CONDITIONS UNIFORM AND
PERSONAL EQUIPMENT

The Class B uniform is a variation of the patrol uniform worn by BGPD officers. The Class B
uniform is designed to assist the officer maintain the same level of performance in extreme
weather conditions. The uniform is designed to clearly display a positive image of the department
while being immediately recognizable as the Police. Each Class B uniform is equipped with
patches on both sleeves and a badge that identify the officer as a member of the Bowling Green
Police Department. The Class B uniform utilizes patches and embroidery for rank and name
designation. The Class B uniform is available to be worn in two variations, cold weather and hot
weather.

All uniformed Patrol Division line personnel (Patrol Officers, Supervisors, and Shift Commanders)
will wear bullet resistant vests (soft body armor) provided by the Department while in uniform,
during all assigned duty, or when subpoenaed to court. CID personnel temporarily assigned to
patrol duties will be held to the same standard.

All employees will maintain a high standard of dress and appearance. Uniforms will fit properly
and should not fit tightly, appear too long, or excessively loose. Uniforms must be pressed as
necessary and should be serviceable. Leather gear or uniform items that have become
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unserviceable should be replaced immediately. Officers will ensure that items carried in pockets
do not protrude from the pocket or present a bulky appearance.

The wearing of a departmentissued uniform or accessory in combination with civilian clothing is
prohibited unless exigent circumstances exist. Departmentissued baseball style caps are
approved to be worn with the Class B uniform.

The Class B is authorized for wear during extreme weather conditions when the projected air
temperature is above 85°F or below 32°F for the majority of the assigned work period.

Ribbons and special unit pins are not approved to be worn on the Class B uniform.

A detailed description of the Class B uniform and equipment is listed below:

Extreme Cold

1)

2)

3)

4)

Extreme Heat

1)

2)

3)

4)

A dark navy blue long sleeve BDU style shirt with Department patches on both
sleeves, embroidered name and badge;

a) The bottom of the long sleeve should extend to the bottom
part of the wrist bone. Sleeves that extend well beyond the
wrist or contain excess fabric should be altered.

b) The crease of the sleeve should not extend into the patch,

C) Black under shirt is to be worn with the issued uniform shirt.

Dark navy blue BDU style trousers.

a) The bottom of the waistband rests on the hipbone. The waist fits
with a slight amount of looseness, but should not form a pleated
effect when the duty belt is worn.

b) The bottom edge of the front of the trouser leg rests on the
middle of the instep and may have a slight break in the crease.

A department issued BGPD baseball cap is approved to be worn with the
Class B uniform.

Black smooth leather boots.

a) Footwear should be cleaned and shined,

A dark navy blue polo style short sleeve shirt with Department patches on both
sleeves, embroidered name and badge;

a) The crease of the sleeve should not extend into the patch,
b) Black under shirt is to be worn with the issued uniform shirt.

Dark navy blue 511 style shorts with 11” or 9” inseam;
a) The bottom of the shorts should reach the knees.

A department issued BGPD baseball cap is approved to be worn with both
variations of the Class B uniform.

Department issued black active wear shoes (athletic or bicycle).
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Duty Belt

1) All-black Clarino leather gear & equipment is worn. The set-up of the duty belt
is based upon officer preference and policy. (Items listed below are required to

be worn for all officers working patrol duties):

a) Duty belt.

b) Security holster for Department approved weapon.
c) Ammo and pouch.

d) Handcuffs and case.

e) Radio and holder.

f) OC spray and case.

9) Baton and holder.

h) Assigned duty belt flashlight.
i) Surgical gloves.

k) Belt keepers.

) Taser and holder.

Supervisory discretion should be exercised in order to NOT make the Class B —Extreme Heat
uniform a de facto summer uniform.

(Remainder of page reserved.)
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2.5.104 CLASS B UNIFORM: PLACEMENT AND
ILLUSTRATION

Class B Uniform —
N Extreme Cold

The Class B Extreme Cold uniform consists of a
“BDU” style blouse and trouser. Nylon gear, black
under shirt, and boots are to be worn with the
uniform.

Patches and rank are displayed in a fashion
similar to the Class A uniform.

Shirt sleeves may be rolled up above the elbow
as desired. The roll should be even and
symmetrical in a tight fashion.

Trousers should not be bloused in a
military fashion. Rather they should be worn
in a fashion similar to the Class A trousers.
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Class B Uniform —
Extreme Heat

The Class B Hot Weather uniform consists of a dark
navy, polo style blouse and shorts. Duty Belt, black
under shirt, and black shoes are to be worn with the
uniform.

Patches are displayed in a fashion similar to the Class
A uniform.

~ The badge and name are embroidered on the shirt.

The uniform shorts should have a 9” or 11” inseam.

Athletic or bicycle shoes should be worn with black,
ankle cut socks.
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2.5.10.5 JACKETS/OUTER WEAR

Jackets / Outer Wear
Use of the rank on the jacket is left to the
officer’s discretion. Guidelines are
provided for those who choose to utilize
the insignia.

Chief, Deputy Chief, Assistant Chief and
Captain are to place their respective rank
pins on the shoulder loops. Only non-
subdued, pin-on grade insignia will be
affixed to the garment. The rank will be
placed near the seam opposite the
button. The rank is placed parallel to the
shoulder seam.

SGT, MPO, APO, and Officers should
have appropriate rank attached to the
sleeves in a fashion similar to the
uniform shirts.

(Remainder of page reserved.)

Rev 10, 01 Jan 20

Part 2, Chapter 2.5 — Compensation, Benefits & Conditions of Work

2.5:43




Bowling Green Police Department Policy and Procedure Manual

2.5.10.6 CLASS C — DESCRIPTION OF THE SPECIAL DUTIES UNIFORM AND
PERSONAL EQUIPMENT

The Class C uniform contains several subsets of uniforms designed to be worn by officers
assigned to various specific assignments. Some are a direct variation of the patrol uniform worn
by BGPD officers. Others, such as the CRT uniform appear completely different. The Class C
uniforms are designed to clearly display a positive image of the department while being
immediately recognizable as the Police. In addition, the Class C uniforms have an added level of
functionality specific to the various assignments. Each Class C uniform is equipped with a badge
and some other displayed patch that identifies the officer as a member of the Bowling Green
Police Department.

All uniformed Patrol Division line personnel (Patrol Officers, Supervisors, and Shift Commanders)
will wear bullet resistant vests (soft body armor) provided by the Department while in uniform,
during all assigned duty, or when subpoenaed to court. However, in most cases the Class C
uniform is not authorized to be worn for court testimony. CID personnel temporarily assigned to
patrol duties will be held to the same standard.

All employees will maintain a high standard of dress and appearance. Uniforms will fit properly
and should not fit tightly, appear too long, or excessively loose. Uniforms must be pressed as
necessary and should be serviceable. Leather gear or uniform items that have become
unserviceable should be replaced immediately. Officers will ensure that items carried in pockets
do not protrude from the pocket or present a bulky appearance.

The wearing of a departmentissued uniform or accessory in combination with civilian clothing is
prohibited unless exigent circumstances exist.

A detailed description of Class C uniforms is listed below:

1) Critical Response Team
a) A department issued long sleeve bdu style shirt with CRT patches on both
sleeves, embroidered name and badge;
b) Department issued matching bdu style trousers.
c) Department issued leather boots.
d) Department issued baseball style hat with embroidered CRT emblem.
2) Motor
a) A Class A shirt worn in the normal fashion.
b) Department issued riding trousers equipped with a reflective stripe on both legs.
c) Department issued full length leather riding boots.
d) Department issued baseball style hat with motor emblem and embroidery.
3) Honor Guard
a) A dark navy blue dress jacket with department patches on both sleeves, gold
lanyard from right shoulder,
b) Dark navy blue trousers,
C) Clarino style leather shoes,
d) White gloves,
d) Duty belt equipped with an over the shoulder strap connected near the firearm.
e) Departmentissued hat with hat badge.
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4) Bicycle (Same as Extreme Heat)

a)

b)

c)

d)
e)
f)

g)

5) K9

2.5.10.7

A dark navy blue polo style short or long sleeve shirt with Department patches on
both sleeves, embroidered name and badge;

)} The crease of the sleeve should not extend into the patch,
1)) Black under shirt is to be worn with the issued uniform shirt.

Dark navy blue 511 style shorts with 11” or 9” inseam;
1) The bottom of the shorts should reach the knees.

A department issued BGPD baseball cap is approved to be worn with both
variations of the Class B uniform.

Department issued black active wear shoes (athletic or bicycle).
Department issued bicycle glove
Department issued bicycle helmet

Department issued long riding pants

Class B shirt with subdued patches.
Class B pants.
Leather boots.

CLASS D — DESCRIPTION OF THE STAFF UNIFORM

The Class D uniform is an “administrative” uniform. The Class D uniform will maintain a high
standard of dress and appearance while being more practical in a hon-patrol setting. The Class
D uniform is authorized for wear under certain non-patrol related circumstances, to include daily
use by the Training Staff, as directed by the Chief of Police.

Sworn officers wearing Class D uniforms inside police headquarters are required to have access

to the following:

firearm and ammunition,
police identification,
badge,

handcuffs, and

radio

A detailed description of the Class D uniform and equipment is listed below:
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1)

2)

3)

4)

5)

6)

2.5.10.8

A dark navy blue polo style long or short sleeve shirt with gold embroidered
badge and corresponding title below;

Departmentally approved pair of tan trousers;

a) The bottom of the waistband rests on the hipbone. The waist fits with a
slight amount of looseness, but should not form a pleated effect when
the duty belt is worn.

b) The bottom edge of the front of the trouser leg rests on the middle of the
instep and may have a slight break in the crease.

A department issued BGPD baseball cap is approved to be worn with the
Class D uniform.

Tan, brown, or black Departmentally issued shoe or boot (excluding Clarino).
Non-issued (i.e., privately purchased) predominantly tan, brown, or black shoes
may be worn, but only after approval from the Chief of Police.

Black or brown belt.

Training staff members are authorized to wear a red polo long or short sleeve
shirt with gold embroidery while conducting training at the ATTC.

CLASS D UNIFORM: PLACEMENT AND ILLUSTRATION

2.5.10.9

UNIFORM / CLOTHING / EQUIPMENT COMBINATIONS (KACP 12.1)

Employees of BGPD are expected to present a clean, neat, and professional appearance and to
dress safely in accordance with the position held. It is mandatory that, during working hours in a
patrol related task, employees wear uniforms if provided to them by the City. Any time employees
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are on-duty or representing BGPD at any public event or training, they must adhere to these
minimum dress code requirements. Officers involved in take home fleet incidents would not be in
violation of the policy.

Any employee uncertain as to the appropriateness of a particular item should consult with
supervisory staff. Exceptions to the dress code can be made by supervision as the needs of the
job dictate.

Department members who are authorized to wear civilian dress while on duty will dress in a
"businesslike" manner. Articles of clothing will be clean and well pressed, and may include, for

example:
. For male members: ....... suit, sport coat, sweater, or dress-type jacket with
trousers, a shirt, tie (when appropriate), shoes, and socks
. For female members: ....a suit coat or blazer-type jacket with a dress, or a suit or
blazer-type jacket with slacks or skirt; a blouse or sweater; shoes and
socks/hose.

(Supervision may authorize exception to civilian dress requirements.)

The wearing of a department issued uniform or accessory in combination with civilian clothing is
prohibited unless exigent circumstances exist.

Sworn officers in civilian dress are required to have access to the following:

. firearm and ammunition,
. police identification,
. badge,
. handcuffs, and
. radio
2.5.10.10 PLAIN CLOTHES/ON-DUTY HOLSTERS — WEAPON RETENTION

REQUIREMENTS

In order to enhance officer safety, while on-duty and in plain clothes all officers are required to
secure their departmentally issued or approved primary duty weapon in a holster that has a
positive engagement “automatic locking system” to secure the weapon. Any holster approved
under this policy must automatically secure the weapon upon holstering.

Removal of the weapon from the holster must require an overt action to disengage the locking
system prior to drawing the weapon. Holsters that have a passive retention system (only) that
can be defeated by forcefully drawing the weapon (i.e., Fobus), even if canting the weapon is
required for removal, will not be authorized under this policy.

Whenever practical, officers in plain clothes should wear their badge in close proximity to their
weapon (i.e., belt clip) and make every effort to conceal their weapon from public view.

Exceptions may be made for undercover assignments where concealment of the weapon and/or
badge is critical. This exception will require Chief of Police approval and may be authorized for a
single assignment (i.e., -prostitution sting) or for an extended period (i.e., - DTF assignments).
(See 3.1.9.1).
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2.5.10.11

CIVILIAN UNIFORMS

Department uniforms are provided for the following civilian personnel:

2.5.10.12

Pathfinders.
Cadets.

INSPECTIONS

Supervision is expected to conduct regular weekly uniform and equipment inspections.
Supervision is expected to conduct daily cursory uniform and equipment inspections.

Inspections should ensure:

1)
2)
3)
4)

2.5.10.13

1)

2)

3)

4)

5)

6)

Only authorized uniforms and equipment are worn,
Uniforms and equipment are worn properly,

Worn out uniforms and equipment are replaced, and

Appearances reflect positively upon the Department.

PERSONAL APPEARANCE (KACP)

When appearing in uniform - whether to and from work, or working an authorized
off-duty job in uniform (see § 2.5.11 below) - the entire uniform shall be worn in
proper fashion.

When on-duty but out of uniform § 2.5.10.13 below applies.

When appearing for court, whether a trial, hearing, or Grand Jury, the full uniform
or plain clothes apparel previously described shall be worn.

During periods of severe weather conditions, supervision may authorize the use
of non-approved items of clothing. The protection of health and safety are the
deciding factors for such authorization. Supervision may withdraw authorization
as soon as weather conditions improve.

The regular uniform duty hat should be readily accessible to the individual officer
at all times and may be worn outside any time an officer is before the public in an
official capacity. The hat shall be worn during the following:

a) When directing traffic, if practical,

b) When working a traffic collision, if practical,

c) When standing at attention at the entrance to a cemetery as part of a
funeral escort,

d) On special assignments, and

e) At the direction of supervision.

Every member of the Department is expected to maintain grooming habits
conductive to a professional police agency.

Rev 10, 01 Jan 20

Part 2, Chapter 2.5 — Compensation, Benefits & Conditions of Work 2.5:48




Bowling Green Police Department Policy and Procedure Manual

a) Sworn male personnel grooming standards:

. The hair will be clipped at the edges of the side and back and will
not fall below the collar's upper edge nor cover any part of the
ear.

. The back and sides of the head, below the hairline, will be
shaved or trimmed.

. Hair will be styled in such a manner so as not to interfere with
the proper wearing of the uniform hat.

. Sideburns will not extend below the bottom of the ear lobe.

. The face will be clean shaven, except that a mustache is
permitted.

If a mustache is worn, it will be neatly trimmed and will not extend below the
upper lip or beyond the outer points of the lips, or be excessively bushy, rolled, or
curled. (Approval of all mustaches remains the prerogative of the Chief of Police.)

b) Sworn female personnel grooming standards:

. Hair will be neatly shaped and arranged and styled in manner
which will not interfere with the proper wearing of the uniform
hat.

. The hair may touch the collar but may not fall below the collar's

. Cosmetics may be applied conservatively, but exaggerated or

unusual cosmetic styles are unacceptable.

C) No visible tattoos are to be displayed while in departmental uniform and /
or on-duty attire. (Any tattoo in place on an employee, which is visible
while in uniform and / or on-duty attire prior to October 13, 2003, shall fall
under a grandfather provision.)

d) No visible body studs will be allowed and / or displayed while on-duty.
(Any one currently authorized to wear a stud, will be covered under a
grandfather provision.) In addition, due to safety concerns sworn police
personnel will not wear ear rings while on duty.

Supervisory personnel may authorize exceptions to grooming standards under special
conditions.

2.5.10.14 CIVILIAN DRESS CODE -- MINIMUM STANDARDS

Employees of BGPD are expected to present a clean, neat, and professional appearance and to
dress safely in accordance with the position held. It is mandatory that, during working hours,
employees wear uniforms if provided to them by the City. Any time employees are on-duty or
representing BGPD at any public event or training, they must adhere to these minimum dress
code requirements. Any employee uncertain as to the appropriateness of a particular item should
consult with supervisory staff. Exceptions to the dress code can be made by supervision as the
needs of the job dictate.

Employees who arrive at work inappropriately dressed may be sent home by a supervisor and
directed to return to work in proper attire. Exceptions can be made by supervision for emergency
call-ins or exigent circumstances.
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25.10.14.1

1)

2)

3)

4)

5)

2.5.10.14.2

1)

2)

3)

2.5.10.14.3

Hair

Female employees — hair must be neat and clean and may be worn in a
conservative style. Extreme styles are prohibited.

Male employees — hair must be neat and clean and may be worn in a
conservative style not to extend below the bottom of the shirt collar.
Extreme styles are prohibited.

Male employees — face is recommended to be clean shaven, however,
moustaches and closely trimmed beards are permitted. If a moustache is
worn, it will be neatly trimmed and will not extend below the upper lip or
beyond the outer points of the lips, or be excessively bushy, rolled, or
curled.

Male employees — sideburns will be neatly timmed and will not extend
below the bottom of the ear lobe unless part of a full beard.

Male employees — may have closely trimmed full beard or goatee that is

not excessively bushy, rolled or curled.

Makeup, Tattoos, and Fingernails

The use of make-up and nail polish by female employees will be
conservative. Exaggerated or unusual cosmetic styles are
unacceptable.

Fingernails must be clean and well groomed. Length of nails must not
interfere with work duties.

Tattoos must be covered while on duty.

Jewelry

Female employees will be permitted to wear a maximum of 3 earrings. Earrings will be of
a conservative style and number and must not interfere with the operation of work related
equipment or headsets. No other adornment of body piercing will be permitted while on
duty (i.e., tongue piercing, eyebrow piercing).

2.5.10.14.4

1)

2)

3)

Shirts

Shirts designed by the manufacturer to be tucked into the pant/ skirt,
shall be worn tucked inside the pants / skirt. Shirts designed by the
manufacturer to be worn untucked may be worn outside the pant / skirt.

Shirts must be long enough so that no part of the back or midriff is
exposed at any time during the course of duty or the shirt must be tucked
in. Necklines must be conservative.

Shirts constructed of see through material will not be permitted.
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4) Both male and female employees may wear an undershirt or turtleneck
beneath their shirt.

2.5.10.14.5 Pants / Skirts / Dresses

1) Male employees will wear pants. Female employees may wear pants,
skirts or dresses of conservative length and style. Capri length pants are
acceptable, however, wearing excessively baggy or clingy material or
active wear is not acceptable. Unacceptable clothing includes: leggings,
stirrup pants, spandex, sweat pants / wind suit pants, and shorts / skorts.

2) Jeans may be worn on Friday or the day preceding a holiday adjacent to
a weekend. They may also be worn if you are scheduled to work on a
City approved holiday or as approved by the Chief of Police.

3) When shirts are tucked into the pants or skirt, if designed to wear a belt,
a belt of a coordinating color and a conservative style must be worn. Belt
packs (also known as fanny packs) will not be worn while on duty.

2.5.10.14.6 Shoes

Employees will wear shoes or boots of a conservative style and of coordinating color. All
shoes should be kept clean and in good condition. Excessively worn or dirty shoes are
unacceptable. Flip flops and thongs are not permitted. Shoes must be worn at all times.

2.5.10.14.7 Jackets / Sweaters

Employees may wear a jacket or sweater or fleece cardigan of a conservative style and
of coordinating solid color while on duty.

2.5.10.14.8 Maternity Wear

Female employees who are pregnant may wear business casual maternity clothing
during pregnancy.

2.5.10.15 UNIFORM ACQUISITION

The Logistics Captain is designated as the uniform coordinator and is responsible for obtaining
bids and supplying uniform items. The Uniform Committee will periodically review all aspects
pertaining to the basic uniform and its bid and purchasing procedures.

Recommendations will be made to the uniform coordinator. Any substantial changes in uniform
or procedure will, subsequently, be referred to the Chief of Police.

Officers are provided with academy uniforms, leather gear, and related items. Upon successful
completion of the training academy the officers are supplied with their initial issue of uniforms
and related items

Newly-hired officers are supplied with the following:
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1) Hat with hat badge

2) Five Class A - short sleeve shirts

3) Five Class A -long sleeve shirts

4) Five Class A - pairs of trousers

5) One pair of shoes / one pair of boots
6) Coat

7) Raincoat and cap cover

8) Set of leather gear

9) Badge, name tag, whistle and chain

10) Sweat shirt and pants

11) Running shoes

12) Bullet-resistant vest

13) Five T-shirts

14) ID / Wallet

15) Off-duty wallet badge

16) Class B extreme heat and extreme cold weather uniforms (one set, each)
17) Class D (one long sleeve, one short sleeve, two pairs of trousers)

2.5.10.16 UNIFORM REPLACEMENT

Newly hired officers are provided with all uniforms and equipment necessary to perform the
essential functions of assigned tasks. When uniforms and equipment become unserviceable the
department provides a replacement as needed. Should an officer damage a uniform item, or it
becomes unserviceable from normal “wear and tear”, a uniform replacement request should be
forwarded to the uniform coordinator for replacement. The Department will provide replacements
to keep all uniformed officer with at least the minimum issue.

No unapproved/non-issued tactical or uniform item may be utilized on-duty prior to an approved
test and evaluation process being initiated — and then only for the purpose of the test and
evaluation process. (This does not include improvised weapons utilized during a physical
confrontation.)

The testing and evaluation (T&E) of a tactical or uniform item must first be requested, via the
appropriate chain of command, and approved by the Chief of Police prior to any T&E activity.

All testing and evaluation of tactical or uniform items will be at the direction of the Chief of Police,
under the supervision of an assigned member of the agency, and limited in time and scope based
on the item being tested and evaluated.

A written report will be submitted by the supervising agency member to the Chief of Police with
the results of the T&E process for each item tested and evaluated.

The Chief of Police will authorize, in writing, the use of any tactical and/or uniform item that has
been approved through the T&E process for on-duty use. This policy does not restrict the Chief
of Police from approving a tactical or uniform item for on-duty use prior to a test and evaluation
process.
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2511

GENERAL POLICIES

25111 EMPLOYMENT OUTSIDE OF THE DEPARTMENT

Employees may engage in off-duty employment only with the written approval of the Chief of
Police and in accordance with the provisions outlined in the City Personnel Policy and
Procedures Manual, Chapter VI.

Employees shall submit the “Outside Employment Approval Form” to the Chief. Approval must
be granted prior to engaging in any off-duty employment.

Employees shall not engage in off-duty business or employment involving the sale or distribution

of alcoholic beverages unless authorized by the Chief of Police, or engage in off-duty business or
employment where such employment would constitute a clear conflict of interest.

25.11.2 RESIDENCE AND TELEPHONE

Residence requirements for all officers shall be in accordance with the City Personnel Policy and
Procedures Manual, Chapter 1ll (3-2.5). Officers shall immediately inform the Department any
changes of address.

Officers shall have telephones and shall keep an up-to-date record of their number on file with the
Department.

25113 VOTER REGISTRATION

Members of the Bowling Green Police Department are not required to be registered voters.

2511.4 EYEGLASS REPLACEMENT

Officers whose eyeglasses or contact lenses are damaged in the line of duty are entitled to
reimbursement from the City. Requesting officers should submit a report describing incident or
damage and personal replacement receipt costs.

End of Chapter 2.5
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CHAPTER 2.6

CAREER DEVELOPMENT AND HIGHER EDUCATION
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2.6 CHAPTER 2.6 - CAREER DEVELOPMENT AND HIGHER
EDUCATION

This chapter sets forth the Department's process utilized to provide opportunities for individual growth and
development.  Related policies set forth the Department's training activities (8 2.3) and the City's
educational assistance opportunities (Administrative Personnel Policy and Procedures Manual for
Classified Employees, Chapter V).

2.6.1 DEFINITION, GOAL AND OBJECTIVE

26.1.1 DEFINITION

! ! Career development is the structured process that is utilized by the City and the !
i Career Development : Department to provide at all levels opportunities for individual growth and
1 i development. 1

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

2.6.1.2 GOAL

The Department's career development process seeks to promote productive, efficient, and
effective job performance; improve the overall level of individual job satisfaction; and foster the
improvement of personal skills, knowledge, and abilities of all sworn personnel.

2.6.1.3 OBJECTIVES

In order to encourage the personal and professional growth of its employees, the Department's
career development policy is designed to provide a medium for job enrichment and
career development. The objectives of career development are to:

1) Ensure that every sworn member of the Department receives adequate training in the
skills necessary to provide police service consistent with overall Department goals;
2) Ensure that training is timely and up-to-date;
3) Provide training for personnel who:
. Have been promoted and are required to participate in the advanced training
specified in § 2.3.6.4 ;
. Are in the position to receive the specialized training specified in 8§ 2.3.6.5 and
2.3.6.6;
. Have been determined by their Shift Captain and supervisors to need remedial
training as specified in 8 2.3.3.11 ; and
4) Provide educational opportunities and assistance.
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2.6.2

DEPARTMENT CAREER DEVELOPMENT

26.2.1 DESCRIPTION

The Department's career development program consists of (1) the Department's training and
career counseling program, and (2) the City's educational assistance program.

Upon appointment to probationary status, sworn personnel are enrolled in Police Basic Training.
At the completion of basic, officers participate in the Department's Police Training Officer
Program. (Completion of Police Basic or PTO Training is not to be considered as an
organizational guarantee of position appointment within the Department until after the completion
of probation.)

Members are required to participate in in-service training as specified in § 2.3.6 .
Promotion-related training is required as specified in 88 2.3.6.4 and 2.3.6.5 .

All members are eligible to participate in the City's Educational Assistance Program as stated in
Administrative Policy and Procedures Manual Chapter IV. (Completion of higher education

courses or degree programs is not to be considered as an organizational guarantee or statement
as to possible position appointment within the Department.)

2.6.2.2 CAREER COUNSELING AND IN-SERVICE TRAINING

At a minimum, career counseling for each sworn officer should consists of the following elements:

1) Administration of an annual performance evaluation;

2) An annual inventory update of the skills, knowledge, and abilities of each
employee;

3) Correlating requests for enrollment into the available training scheduling and
budget consideration; and

4) Maintenance of the following records:
a) Individual requests for enroliment in available training;
b) Individual training received,;
C) Individual training scheduled;
d) A list of resources for anticipated training;
e) Participation in the DOCJT Career Development Program.

2.6.2.3 HIGHER EDUCATION

Higher education is encouraged with up to six credit hours cost being reimbursed per semester.
Tuition reimbursement requirements for courses taken are outlined in the Administrative
Personnel Policy and Procedures Manual, Chapter IV.

End of Chapter 2.6
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CHAPTER 2.7

PROMOTION
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2.7

CHAPTER 2.7 - PROMOTION

This chapter sets forth the Department's process for promotion.

2.7.1

2.7.2

DEFINITION AND GOAL

27.1.1 DEFINITION

ffffffffffffffffffffffffffffffff ettt
'

] Promotion is the vertical movement in the Department hierarchy from
Promotion ] e - ‘
© one rank classification or position to another.

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

2.7.1.2 GOAL

The Department's promotional process seeks to identify and promote employees who have the
potential for assuming greater responsibility and who possess the skills, knowledge, and abilities
required to perform at that level.

DEPARTMENT PROMOTION PROCESS

2721 DESCRIPTION

The Department's promotional process consists of the following:

1) Performance evaluation
2) Written test
3) Oral examination

The process results in the establishment of an eligible list, to be effective for a period of one year,
for the following classifications:

. Police Sergeant

. Police Captain

. Assistant Chief of Police
. Deputy Chief of Police

For full description of the process, see City of Bowling Green Public Safety Promotional
Procedures and_City of Bowling Green Promotional Procedures for Police Chief and Fire Chief.
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2.7.2.2 ADMINISTRATION (KACP)

The initiation and direction of the promotional process each year is the responsibility of the City's
Human Resources Director. The schedule includes the following:

1) Notification posting,

2) A deadline for submission of promotional applications,
3) Employee performance evaluations,

4) A written examination study session,

5) Written exams,

6) Examination review/appeal sessions,

7) Receipt of official written test scores,

8) A professional review of any written examination appeals,
9) An oral examination study session,

10) Oral interviews,

11) Posting of final scores and eligibility lists, and

12) Eligibility list effective.
Performance evaluations are Departmental responsibilities of the following individuals:
For each candidate's job performance evaluation:............ his immediate supervisor.

The Chief recommends to the City Manager law enforcement professionals to serve on the
Department's promotional oral boards. The Department also retains primary responsibility for all
employees' probationary periods.

The promotional process is evaluated annually by the Chief and the Human Resources Director,
and revised if necessary.

2.7.2.3 PURPOSE OF PROMOTIONAL PROCEDURES (KACP)

The Public Safety Promotional Procedures have been established to provide a fair means of
promoting qualified employees from within the Department. The procedures are job related and
nondiscriminatory. Any necessary revisions shall be approved by the City Manager and the City
Commission.

The procedures apply to all sworn, hazardous-duty positions in the Department. The Chief has
the authority to recommend which positions are to be covered by these procedures. Applicability
of these procedures may change if a position is converted from hazardous-duty to civilian status
or vice versa. Any such reclassifications shall be approved by the City Manager and the City
Commission.

The Chief may recommend, and the City Manager and/or the City Commission may approve or
disapprove, certain changes in classification or assignment. The promotional procedures shall
not apply in the following instances: demotions, either disciplinary or economic; lateral transfers,
either within classification or pay grade; and reassignment requested by an employee presently at
a rank or classification allocated to a pay grade higher than that for the vacant position sought.
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2.7.2.4 ELEMENTS OF PROMOTION PROCESS (KACP)

The City of Bowling Green Public Safety Promotional Procedures describes all of the elements
used in the promotional process.

1) A promotional performance evaluation is performed for each candidate, which
supplements the on-the-job annual performance evaluation. The candidate must
be rated by his immediate supervisor as satisfactory in order to be eligible to take
the written test.

2) Written examinations are administered for each classification. A passing score of
60% is required to qualify for the oral interview.

3) Oral interviews are conducted using uniform questions, a uniform rating scale,
and a standardized form.

4) The promotional procedures pertain only to Departmental personnel, and do not
permit lateral entry from other law enforcement agencies.

5) Any candidate eligible to compete for promotion to a higher rank must complete

his twelve-month promotional probation prior to appointment to the higher rank.
Section 3-5 of the City of Bowling Green Administrative Personnel Policy and
Procedures Manual allows for an extended probationary period to assist the
employee in resolving the problems that caused the extension.

The procedures used for promotions are job-related and nondiscriminatory. The written
examinations and the oral interview format are developed by the City's testing consultants. The
oral board chairman is trained by the consultants, and then provides training to the other oral
board members in proper interview techniques and the questions and rating system. Written
reports are provided after each test phase to assure that validity, utility, and fairness have been
achieved. The written tests are administered by an independent consultant not employed by
either the Police Department or the testing firm. See the City of Bowling Green Selection
Procedures for related sections on the written examination, oral interview, and adverse impact.
The manner in which promotional testing is handled is similar to the related selection procedures.

2.7.2.5 ANNOUNCEMENT OF PROMOTIONAL PROCESS (KACP)

As stated in the City of Bowling Green Public Safety Promotional Procedures the promotional
process will be initiated each January.  The notice of initiation of the process will be by
administrative memorandum, to be posted in the prominent places throughout the Police
Department at least 30 days prior to the written test. The Police Chief also assures that
announcements will be made at staff and shift meetings. The announcementincludes:

1) A copy of the promotional procedures, which include descriptions of the minimum
eligibility requirements and the process used to select personnel for any
vacancies,

2) A thorough description and salary range for each job classification for which
testing will be held,

3) A schedule of dates, times, and locations of all elements of the process, and

4) An updated bibliography of reading materials used as the sources of questions.

A separate bibliography is provided for each classification for which testing will
be conducted. The reference lists are provided by the testing company and are
revised annually. The majority of the questions on the written test come from this
bibliography.

The promotional procedures also include: a formal qualifying period that continues until the
closing date for submitting a completed application; the expected duration of the entire process;
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2.7.3

2.7.4

the general format and length of the written examination; the cut-off score for written examination
(60%); and the numerical weight assigned to the written and oral elements of the process (50%).

ELIGIBILITY LISTS

2.7.3.1 DEVELOPMENT

As soon as possible and within five working days after all phases of the process are complete,
the Human Resources Director will post the official eligible list, which will include scores from both
phases of the process each weighted 50% (written and oral interview). This posting will be made
by written test identification number, with a separate alphabetical listing of names of eligible
officers. This list will include only the names of those who have passed all necessary phases of
the process and are actually eligible to be promoted.

In the event of a tie, the candidate with the most seniority in the Department will be ranked ahead
of the candidate(s) with whom he tied.

2.7.3.2 USE

The eligible list remains in effect for one year from the first day of the month following final posting
(June 1).

In the event of a vacancy, the Chief and/or the Department's two Deputy Chiefs may interview the
eligible candidates. The Chief, in consultation with his staff, bases his appointment
recommendation to the City Manager and Commission according to the consideration of such
elements as each candidate's job-related experience, sick leave, disciplinary records, education,
and Departmental interviews if they are held.

The Chief's recommendation contains a written explanation of his reason or reasons for each
recommended appointment.

APPOINTMENT AND REVIEW

2741 PROMOTION APPOINTMENT (KACP)

As a safeguard against the promotion of employees beyond their capability, the Department
includes a probationary period as the final step in the promotion process. Upon appointment to
probational vacancies, officers are on probationary status for one year from date of promotion.

Officers on probation should be closely observed and evaluated. An incumbent's probationary
status may be extended or he may be returned by the Chief to his former rank, depending upon
an evaluation of his progress. As early as possible during the probationary period, unsatisfactory
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incumbents should be alerted about their need for improvement and told that lack of improvement
would be cause for return to their former rank.

2.7.4.2

REVIEW AND APPEAL

The promotional procedures and other City Policies provide for the review and appeal by
employees of adverse decisions concerning their eligibility for or appointment to promotional
vacancies. This includes the following:

1)

2)

3)

4)

5)

Each candidate may review the answer key to written examinations, and appeal
any contested questions to the testing firm and an independent, third-party
reviewer.

After completion of the appropriate testing phase, each candidate is provided a
breakdown of his written test score by sub-test, and a copy of the section of the
written report pertaining to his oral interview.

Any candidate rated as *“unsatisfactory’ on the promotional
performance evaluation may appeal the rating to the Police Chief for final
decision.

Any employee who feels that City policies were not applied or interpreted fairly
may submit a grievance, as is provided in Section 6-7 of the City of Bowling
Green Administrative Personnel Policy and Procedures Manual.

Any candidate who fails an element of the promotional process, or is not

appointed during the life of the eligible list, may reapply and retest the next year,

as long as he meets the minimum eligibility requirements.

(Remainder of page reserved.)
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2.75

ADVANCED POLICE OFFICER / MASTER POLICE OFFICER /
ADVANCED COMMUNICATIONS DISPATCHER PLAN

2751 PURPOSE

The purpose of the Advanced Police Officer / Master Police Officer / Advanced
Communications Dispatcher (APO/MPO/ACD) program is threefold:

1) Enhance the image of the police officer or dispatcher within the Bowling Green
Police Department;

2) Provide more lateral opportunities to the police officers and dispatchers within the
Department; and

3) Compensate police officers and dispatchers who have achieved a higher degree

of skill and knowledge than that of the average police officer or dispatcher.

The Master/Advanced Police Officer may also be required to perform limited supervisory
duties and responsibilities to assist in the daily operations of the department. The
Advanced/Master Police Officer/Advanced Communications Dispatcher should be a
highly skilled, experienced employee who can function at a high level of professionalism
and skill with very little direct supervision. The Advanced/Master Police Officer/Advanced
Communications Dispatcher will be expected to represent the Department in a favorable
manner at all times.

2.7.5.2 ELIGIBILITY

All officers below the rank of Sergeant or dispatcher below the rank of supervisor and meeting the
minimum requirements for Advanced Police Officer, or Master Police Officer, or Advanced
Communications Dispatcher will be eligible to apply by the method described in § 2.7.5.4 below.
If hired before July 1, 2012, the employee may choose the Kentucky Law Enforcement Council
Career Development certificates outlined below. All officers or dispatchers hired after July 1,
2012 must seek APO/MPO or ACD by the KLEC CDP method described below. Employees
seeking the CDP path must be off probation in order to be eligible.

2.75.3 CONDUCT

The Advanced Police Officer, and the Master Police Officer and Advanced Communications
Dispatcher will be expected to maintain a higher standard of conduct than that of the average
employee. All Advanced Police Officer, - Master Police Officer, or Advanced Communications
Dispatcher candidates will be expected to adhere stringently to the Code of Conduct policy
outlined in § 2.10.2.2, code of conduct (kacp, see also 8 3.1.4, code of ethics). Any
misconduct may result in removal of the assignment and associated pay. Removal of assignment
from APO/MPO/ACD will be for a minimum of one year. Employees having APO/MPO/ACD wiill
be natified at the time of the removal when they may re-apply for the assignment.

2754 APO/MPO/ACD APPLICATION PROCESS
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1) Each officer or dispatcher will be responsible for completing and submitting his own
application for consideration to the assignment of Advanced Police Officer and Master

Police Officer, or Advanced Communications Dispatcher. Applications will be accepted
year-round.

2) The Professional Standards Division Commander will be the department point of contact
with the Kentucky Law Enforcement Council CDP program and will provide assistance to
employees seeking CDP certificates.

When pursuing APO, MPO, or ACD, under the KLEC Career Development program, officers or
dispatchers will be eligible for the assignment after completing probation. The employee must
have at least a fully competent on their most recent employee evaluation. The employee will be
eligible to apply for APO/MPO/ACD after receiving the below listed certificates corresponding to
the appropriate assignment. (KLEC guidelines for each certificate must be met. Any changes
made by KLEC to the forms or program should be considered changes to this policy).

KLEC: Certification Title Current Title
Intermediate Law Enforcement Officer APO
Law Enforcement Officer Investigator APO
Advanced Law Enforcement Officer MPO
Law Enforcement Officer Advanced Investigator MPO
Intermediate Telecommunicator ACD

Completed must be submitted to the employee’s chain of command for consideration and

approval. Approved applications will be forwarded through the Chief's office for approval by the
City Manager.

Any supervisor recommending the denial of an APO/MPO/ACD application must attach a
memorandum articulating the reason for denial prior to forwarding to the next in the chain of
command.

(Remainder of page reserved.)
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2755 ASSIGNMENT PROCESS

All applications will be submitted to the Chief of Police through the chain of command. All
approved applications for assignment to Advanced Police Officer and/or Master Police Officer or
Advanced Communications Dispatcher will be forwarded to the City Manager by the Chief of
Police for approval.

All assignments pertaining to the APO/MPO/ACD will be effective immediately upon approval by
the Chief of Police. The associated pay increase will be effective the next pay period following
approval by the City Manager.

2.7.5.6 APPEALS PROCESS

The appeals process will be the same as the procedure outlined in § 2.9.2, department grievance
procedures.

(Remainder of page reserved.)
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2.7.5.7

MINIMUM REQUIREMENTS

2.7.5.7.1 Advanced Police Officer

1)  Atleast four (4) years of service with the Bowling Green Police Department.

2) Must have satisfactory evaluation for the most recent annual evaluation prior to
application.

3) Must have accumulated at least 15 total points based on predetermined point
values listed on the point value schedule.

Note: The Field Training Officer training is not a requirement for the Advanced
Police Officer and the Master Police Officer positions. This training is in
high demand and may take some time to schedule and obtain a
confirmed class date.

NOTE 7
An officer may be assigned MPO/APO if the department did not provide an
opportunity to attend FTO training.

Should an officer not meet this requirement because of class scheduling
problems, the requirement may be temporarily waived pending
successful completion.

OR for CDP path: (and all officers and dispatchers hired after July 1, 2012)

1) Be off probation
2) Have received at least a Fully Competent on most recent evaluation
3) Receive KLEC CDP certificate “Intermediate Law Enforcement Officer” or “Law

Enforcement Officer Investigator”

2.75.7.2 Master Police Officer

1) At least seven (7) years of service with the Bowling Green Police Department.

2) Must have satisfactory evaluation for the most recent annual evaluation prior to
application.

3) Must have accumulated at least 25 total points based on predetermined point

values listed on the point value schedule.

OR for CDP path: (and all officers and dispatchers hired after July 1, 2012)

1) Be off probation
2) Have received at least a Fully Competent on most recent evaluation
3) Receive KLEC CDP certificate “Intermediate Law Enforcement Officer” or “Law

Enforcement Officer Investigator”
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2.75.7.3 Advanced Communications Dispatcher

1) Must have at least six (6) years of service with the Bowling Green Police
Department.

2) Must have a satisfactory evaluation for the most recent annual evaluation prior to
application.

3) Must have accumulated 20 total points (maximum of 15 points obtained by time
in service based on the pre-determined point value on the point value schedule.
OR for CDP path: (and all officers and dispatchers hired after July 1, 2012)

1) Be off probation

2) Have received at least a Fully Competent on most recent evaluation

3) Receive KLEC CDP certificate “Intermediate Telecommunicator”

(Remainder of page reserved.)
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2.75.8

POINT VALUE SCHEDULE

Option for APO/MPO if hired prior to July 1, 2012;

Points

1) Education. Points awarded from one education category only.

a) No degree but at least 30 hours of college Credit ..........ccceoveviieiiieieiecie e, 1

b) Associate Degree or at least 60 hours of college credit...........coovreroeioeicerenieiesenenes 2

C) At least 90 hours Of CONEGE Credit........o.iiiiriiiei e 3

(o) N = 7= Vo o U= [o gl =T Y B PSSO 4

€) Any degree above a Bachelor DEGIrEE.........ccccouiruruierireeiee e 6
2) Field Training Officer SCNOOI.........coo it a e 3
3)  CriME SCENE PrOCESSON ...ttt ie ettt ettt e ettt e e skttt e e e e e e aatbe e e e e antbeeeaeeeanneeeeaeeaanreeaeaeannnes 2
4) Investigations........ Includes accident reconstructionist, crime stoppers follow-up,

criminal, juvenile, and drug investigation assignments. (Note:
Only 2 points may be claimed from this category.) .......ccooeeeeiiiiineeniieee. 2

o) R G T O 111 = PRSPPSO

6) Critical Response Team Member
7) Neighborhood Response Team Member

8)  SChOOl RESOUICE OFfICEI ...ttt e e e e e b e e e e e s meeee e e e aneee
9)  LOGISHICS DIVISION... ...t tieei ettt e e ettt e e e e e ettt e e e e nt b e ee e e e e ataeeeeeeeaannneeeaasananeeaaeaannns
10) Instructor (Note: Only 2 points may be claimed from this category.).......cccccceeviiiiiee i 2

11) Community Involvement ...............cccueee. Community Involvement may be defined as

participation in any community benefiting activity on an on-
going basis (i.e., volunteer work with a non-profit organization),
not just membership in the organization. Your letter should
describe your partiCipation. ............cooouueiiariiiiiiie e 2

12) Pathfinder AAVISOL. .........cocvveececeeeeeeeeeeceeeee e e esese s eneseaesnenens Pathfinder  points

awarded as long as the person satisfactorily meets

the requirements of this position as outlined in the Pathfinder
guidelines. Also, Community Involvement points

may not be claimed for participation with Pathfinders. ......................... 2

13) Years of Police Service

a) Points per year With BGPD .........ccoiiieieieie e eeneeneene e 2
b) Points per year with other agency......................... The other agency must

require police academy training of at least 400 hours and the
officer must have attended the required training in order to
claim the 1 point per year for their years of service with another
= T0 =T 03 TP PUPPPPPUPPPTPPN 1

(End of Point Value Schedule.)

Option for ACD if hired before July 1, 2012:

MINIMUM REQUIREMENTS

1.

2.

Must have at least six (6) years of service with the Bowling Green Police Department.

Must have a satisfactory evaluation for the most recent annual evaluation prior to
application.
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3. Must have accumulated 20 total points (maximum of 15 points obtained by time in
service) based on the pre-determined point value on the point value schedule.

CATEGORY POINTS

Years of Service 1 point per year for 15t ten years and ¥ point per
year thereafter, not to exceed 15 points

Experience as Dispatcher with another agency 1 point (Must have completed -certification
through DOCJT while employed at another
agency)

Education 1 point for 30+ hours; 2 points for 60+ hours; 4

points for BA degree and above

Communications Training Officer 2 points 1 additional point if CTO class at
DOCJT has been completed

Community Involvement* 1 point

*  Community Involvement will be defined as documented, ongoing (regular) participation in any
registered non-profit organization within Warren County, Kentucky designed to provide a positive benefit
to the citizens or Warren County, Kentucky. Note: Ongoing (regular) participation will be defined as
attending at least 50% of planned meetings or events sponsored by the organization annually.

ADDITIONAL RESPONSIBILITIES

1. Third party Checking of NCIC entries, 1 point
modifications and clearances 1 point additional if TAC/Advanced CJIS class at
DOCJT has been completed*

2.  Domestic Violence Validations 1 point
1 point additional if TAC/Advanced CJIS class at
DOCJT has been completed*

3. Prepare and facilitate training scenarios for 1 point (must provide training scenarios quarterly
the Communications Division to enhance as approved by the Communications Center
job performance Manager)

1. Maintain accuracy of CAD emergency 1 point

contact and locations information.
Information must be kept current.

2. Review 911 call printouts monthly and send 1 point
in corrections as needed. Information must
be kept current.

7.  Attend additional training classes that will % point for each course attended.
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enhance job performance Course sessions must be a minimum of 8 hours.

8. Active participation on Departmental/City % point for 80% attendance minimum
committees that meet at least 5 times

9.  Miscellaneous duties % point for combination of duties as approved by
Communications Center Manager

The one additional point for completion of TAC/Advanced CJIS class can only be earned one
time even if the Dispatcher performs more than one of the listed duties.

(Remainder of page reserved.)
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2.7.5.1 APO/MPO/ ACD APPLICATION FOR APPOINTMENT

Name: Applying for: MPO/ APO
[] cDP Path (proceed to signature lines)
MPO / APO
Pts Documentation
Category ! Required / Approval Approval Signature
(Circle) )
Authority
Education, Degree above BA / BS. (Points awarded from one 6 Transcript / Professional
education category only) Standards Major
Education, Bachelor Degree. (Points awarded from one 4 Transcript / Professional
education category only) Standards Major
Education, 90+ hrs, (Points awarded from one education 3 Transcript / Professional
category only) Standards Major
Education, Associate Degree or 60+ hrs. (Points awarded from 2 Transcript / Professional
one education category only) Standards Major
Education, 30+ hrs (Points awarded from one education 1 Transcript / Professional
category only) Standards Major
Field Training Officer — Training Experience Required. 4 ’I\Dﬁr;l)jt)erssmnal Standards
Crime Scene Processor (CSP) 2 CSP Captain
Advanced CSP (additional points) 2 CSP Captain
Investigations: includes accident reconstruction, criminal, & 2 Investigations Major / Patrol
drug. (2 pts only may be claimed) Major
K-9 Officer 2 Patrol Ops Major
Critical Response Team Member 2 CRT Team Member
Logistics Division 2 Logistics Major
Instructor, (2 pts only may be claimed). List 2 Professional Standards
type of instructor: Major
Community Involvement (2 pts only may be claimed). List 2 Letter from agency / Chain
Activity: of Command Major
Pathfinder Advisor 2 Patrol Ops Major
Honor Guard (past or current) 1 Patrol Ops Major
Police Bicycle Certification 1 Prqfessmnal Standards
Major
Police Motorcycle Certification 1 Pro_fessmnal Standards
Major
Crisis Hostage Negotiator 2 Pro_fessmnal Standards
Major
Continuous Yrs of BGPD Sworn Service, 2 ptrs ! Professional Standards
Hire date: Y Major
Yrs of other Agency Police Sworn Service or past service with
BGPD: 1 pt per
Agency Name: yr .
Employment Date (Beg/End): ;r;t)erssmnal Standards
Agency Name: !
Employment Date (Beg/End): Zmax

(Pts awarded for 1 yr intervals only per agency.)

Total Points:

1

The applicant, by signing below, understands that any documentation required to support a category must be provided by him or her and, the applicant attests that the

15 points required for APO.

25 points required for MPO.

information provided on this application is accurate and complete to the best of his or her knowledge and belief.

Applicant: Date:
Supervisor: Date: Approved Denied
Captain: Date: Approved Denied
Major: Date: Approved Denied
Deputy Chief: Date: Approved Denied
Chief: Date: Approved Denied
Authorization for Assignment:
City Manager
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Name:

2.7.5.2 APO/MPO/ ACD APPLICATION FOR APPOINTMENT

Applying for: ACD

[ ] cDP Path (proceed to signature lines)

ACD
Pts Documentation
Category ) Required / Approval Approval Signature
(Circle) :
Authority
Education, Degree above BA / BS. (Points awarded from one 4 Transcript/ Professional
education category only) Standards Major
Education, (60+ college hours). (Points awarded from one 2 Transcript / Professional
education category only) Standards Major
Education, (30+ college hours), (Points awarded from one 1 Transcript/ Professional
education category only) Standards Major
Years of Service — Bowling Green Police Dept (include date of
hire ) 1 point per year for 1% ten years and 1/2 Communications Manager
point per year thereafter not to exceed 15 points 15 max
Experience certified at other agency. .
Agency Name: 1 ;r;t)erssmnal Standards
Employment Date (Beg/End): !
- . ] Transcript/ Professional
Communications Training Officer 2 Standards Major
. ) Transcript/Professional
0,
Completion of CTO class at DOCJT (70% grade or higher) 1 Standards Major
. ’ - Letter from agency/
Community Involvement (list activity) 2 Communications Manager
NCIC Third Party Checks Communications Manager
Completion of DOCJT TAC/ Advanced CJIS class (70% grade 1 Transcript/ Professional
or higher) Standards Major
Review 911 printouts 1 Communications Manager
Preparef/facilitate division training 1 Communications Manager
CAD file maintenance 1 Communications Manager
Pathfinder Advisor 1 Patrol Opns Major
Active participation on departmental/city committees (80% U2 gﬁ:ﬁ?gﬁ:;:?m committee
attendance minimum). person /
Communications Manager
Documentation of
Attend additional job related classes 1/2 attendance/
Communications Manager
Additional miscellaneous duties 1/2 Communications Manager

Total Points:

1

20 points required for ACD

The applicant, by signing below, understands that any documentation required to support a category must be provided by him or her
and, the applicant attests that the information provided on this application is accurate and complete to the best of his or her

knowledge and belief.

Applicant: Date:
Supervisor: Date: Approved Denied
Manager: Date: Approved Denied
Deputy . .
Chief: Date: Approved Denied
Chief: Date: Approved  Denied
Authorization for Assignment:
City Manager
End of Chapter 2.7
Rev 10, 01 Jan 20 Part 2, Chapter 2.7 — Promotion 2.7:16




Bowling Green Police Department Policy and Procedure Manual

CHAPTER 2.8

PERFORMANCE EVALUATION
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2.8

CHAPTER 2.8 - PERFORMANCE EVALUATION

This chapter sets forth the Department's performance evaluation system. There is a direct relationship
between performance evaluation and the subjects dealt with in other chapters, particularly those on
recruitment (§ 2.1), selection (8 2.2), career development (8§ 2.6), promotion (§ 2.7) , classification (§ 2.4),
and grievance procedures (8 2.9). This relationship is based on the fact that the nature and quality of the
employees' performance must have a bearing on their working life in the Department; on the manner in
which they relate to management; and on their assignment, advancements, and promotions.

28.1

DEFINITION, GOAL AND POLICY, AND OBJECTIVE

281.1 DEFINITION

Performance Performance evaluation is the measurement of the worker's on-the-job
Evaluation performance of assigned duties by the employee's supervisor.

2.8.1.2 GOAL AND POLICY

The Department's performance evaluation system is intended to provide an objective measure of
member performance and to assist in employee development.

2.8.1.3 OBJECTIVES

The Department's evaluation system seeks to:

1)
2)

3)

4)

6)

7)

Clarify employee perceptions of Department goals and objectives;

Provide constructive feedback on the degree to which employees are meeting goals and
objectives;

Provide supervisory staff with information regarding employee:

a) Training needs,

b) Effectiveness in assignment, and

¢) Suitability for new assignment;

Recognize employees whose performance meets or exceeds Department goals;

Reduce the influence of personal bias often fostered through informal evaluations of
performance;

Ensure uniformity of ratings by having the rater's supervisor evaluate the completed
appraisal for fairness and impartiality; and

Forprobationary personnel, ascertain whether they can actually perform
required functions.
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2.8.2

2.8.2.1

DEPARTMENT PERFORMANCE EVALUATION SYSTEM

PURPOSE

An evaluation system serves both management and the employee. Performance evaluation
should be viewed by the supervisor as well as by the employee as a positive means of improving

individual performance.

Performance deficiencies should be detected and proper measures

taken to correct them. Performance evaluation should not be construed as a punitive measure,
nor should employees feel threatened by performance evaluation.

2.8.2.2

1)

2)

3)

DESCRIPTION (KACP)

The performance evaluation system is described in Section 2-7 of the City of Bowling
Green Administrative Personnel Policy and Procedures Manual. Instructions are also

provided to raters on the Instructions to Evaluator form attached to each performance

evaluation form.

The performance evaluation system includes the following:

a).. Performance Levels:

b).. Procedures for use of forms:

c) .. Rater responsibilities:

d).. Rater training:

The rating process is described on the instruction
form, and includes a rating scale and related
definitions.

The evaluation process is described on the
instruction form and in Section 2-7 of the personnel
manual.

The rater is responsible for careful, fair evaluation of
the employee's performance for the entire period
covered by the evaluation. The ratings should be
substantiated by facts, careful observation, and
notes from previous informal review. The supervisor
shall discuss the evaluation with the employee.
Whenever a new supervisor becomes responsible
for the evaluation of another employee, he shall
receive appropriate and sufficient training from his
immediate  supervisor on the Departmental
performance evaluation system, measurement
definitions, procedures for use of forms, and rater
responsibilities. Training shall stress the importance
of impartial ratings, the rater’'s role in the
performance evaluation system, and how to counsel
and guide employees.

The following performance evaluations are conducted within the Department:

a).. Performance Planning:

b).. Progress Review:

c) .. Annual Review:

The development of a list of performance objectives
by the employee and their supervisor to be
accomplished during the performance review period.
Mid-year  discussion of progress  toward
accomplishing objectives.

A review at the end of the annual performance
management period.
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4) An employee's performance, gives information concerning suitability for assignment,
training needs, ability for absorbing more responsibilities, and effectiveness in the
assigned position. Evaluations of performance are conducted according to the following

procedures:

a) Each employee is counseled at the beginning of the performance review period
by their supervisor. Counseling may include:

. Tasks of the employee's position;
. Performance expectations of the rater; and
. The evaluation rating criteria to be applied.

b) Each employee's performance is documented on the City of Bowling Green
Employee Performance Management Report.

c) Evaluation of the employee's performance covers a specific period, i.e., the
Annual Review noted above, which is shown on the completed form.

d) Evaluations are based only on performance during the rating period
(Performance of the employee prior to or following the rating period should be
excluded in the ratings.).

e) Each employee is given the opportunity to sign the completed performance
evaluation report to indicate that he has read it.

f) A copy of the completed evaluation report is provided to the employee.

9) Each performance evaluation report is reviewed and signed by the rater's
supervisor.

h) Evaluation reports are then submitted to the Human Resources Director.

5) Criteria used for performance evaluation are specific to the position occupied by the

employee. Tasks of the position and required knowledge, skills, and abilities, as set forth
in the job description, form the basis for the factors to be evaluated in the performance
evaluation.

2.8.2.3

ADMINISTRATION AND MANAGEMENT (KACP)

Administration of the overall performance evaluation system is the responsibility of the City's
Human Resources Director. Completed evaluations are filed in his office.

Personnel assigned to conduct employee evaluations have been trained by their supervisor in
conducting employee evaluations.

Employees are rated by their immediate supervisor. The raters are evaluated by
their supervisors regarding the quality of ratings given employees. Supervisors shall evaluate
raters according to the following criteria (see also rating forms):

e The fairness and impartiality of ratings given,
e Their participation in counseling and guidance for rated employees, and
e Their ability to carry out the rater's role in the performance evaluation system.

(Remainder of page reserved.)
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2.8.3 UTILIZATION (KACP)

2.83.1 GENERAL DESCRIPTION (KACP)

A separate set of criteria is used in rating of personnel on probation in order to determine, at the
earliest point, their suitability for continued employment (see rating form). The principal objective
of supervisors rating probationary employees is to ascertain whether they can actually perform
the required functions. Probationary personnel are rated every month.

After probation, evaluation reports should form a key resource for actions to be taken by
management regarding individual:

e Career development (8§ 2.6.2), and
e Promotion (§ 2.7.2).

2.8.3.2 USING THE PERFORMANCE EVALUATION FORM

Evaluators are referred to the instructions on the evaluation form. Raters should be prepared to
fully substantiate ratings in the lowest or highest categories and give specific reasons for the
ratings through a narrative comment.

2.8.3.3 THE APPRAISAL INTERVIEW

Supervisors should begin every rating period with employee counseling on the following:

1) Position tasks, duties, and responsibilities;
2) Level of performance expected; and
3) Evaluation rating criteria.

Performance appraisal interviews are conducted by the evaluating supervisor to:

1) Explain the evaluation,
2) Solicit oral or written comments by the employee, and
3) Give the employee the opportunity to sign the completed evaluation report.

2834 UNSATISFACTORY PERFORMANCE

1) Employees shall be advised in writing whenever their performance is deemed to be
unsatisfactory. The written notification will include the following items and must be
preceded by an interview between the immediate supervisor and the involved member:

a) The job performance that is deficient, and
b) Actions that should be taken to improve his or her performance.
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2) Written notification of unsatisfactory performance should be tendered to the member at
least 90 days prior to the end of the rating period in order to allow the member time to
take appropriate corrective action. The supervisor must be prepared to substantiate
ratings at the unsatisfactory level.

3) Evaluation reports express the judgment of the rater and, as such, are not subject to the
full grievance process. However, employees may request additional review by the Chief
of Police and may offer their own statistical or opinion information. The review process is
intended to ensure fairness, uniformity, and validity.

4) Performance evaluations are permanently filed within personnel files by the Human
Resources Director.

End of Chapter 2.8
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GRIEVANCE PROCEDURES
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29 CHAPTER 2.9 - GRIEVANCE PROCEDURES

This chapter sets forth the Department's grievance procedures. Policies are intended to form viable
procedures in accordance with contemporary personnel administration practices.

29.1 DEFINITION AND GOAL

29.1.1 DEFINITION (KACP)

A complaint or dispute relative to an employee's employment; a circumstance or condition
which a member feels to be unjust or unfair and which cannot be resolved by his immediate
supervisor to the satisfaction of the member. (A complaint or superior/subordinate
conversation involving some area of subordinate dissatisfaction is not considered a formal
grievance within the meaning of these procedures unless an impasse regarding disposition of
the issue has been reached between the member and the immediate supervisor.) Grievances
may include the following:

Grievance 1) Anissue of a personal nature relating to a problem between members;

2) Disciplinary actions, including dismissals, demotions, and suspensions;

3) An issue of a technical nature relating to Department or City policy or procedures,
including the proper application or interpretation of personnel policies, procedures,
rules and regulations;

4) Acts of reprisal for using the grievance procedure; or for participation in the
grievance of another employee; or

5) Any other issue which is not precluded from the grievance process.

A Department member who feels unjustly or unfairly affected by a circumstance and who

Grievant desires to bring the matter to higher authority for resolution.

An element of the City and Department's formal personnel system designed to resolve
differences between the employee and the employer. This procedure shall not apply when the
following procedures are used:

Grievance 1) Any employee aggrieved by a City Manager decision relating to suspension,
demotion, or dismissal may appeal to the Personnel Board as provided in Chapter
Procedure VI of the Administrative Policy and Procedures Manual.
2) Appeals based on alleged discrimination on the basis of race, religion, color,
national origin, sex, age, handicap, or other protected classifications shall be
handled by the procedures outlined in the City's Affirmative Action Plan.

29.1.2 GOAL

The Department's grievance procedures seek to allow employees to resolve their grievances with
management fairly and expeditiously.

(Remainder of page reserved.)
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29.2

DEPARTMENT GRIEVANCE PROCEDURES

2921 GENERAL GUIDELINES

It is the desire of the City and the Department to resolve grievances informally. Both supervisors
and employees are expected to make every effort to resolve problems as they arise. It is
expected that grievances will not be initiated unless the member believes that the situation has
merit and is appropriate to the grievance process. The following matters are not subject to the
grievance process:

1) Pay schedules, or
2) Individual job assignment unless a member feels that a particular assignment is unfair
and is part of a pattern of such assignments.

The procedure, general provisions, and conduct of the personnel board hearing sections of the
City's_ Administrative Personnel Policy and Procedures Manual shall apply to the Police
Department except any portions in conflict with KRS Chapter 95 for sworn police personnel shall
be superseded by state law, and the remedies provided in said statutes shall apply.

1) Under certain conditions specified in KRS 95.450, charges must be preferred and a
hearing conducted before a police officer may be reprimanded, dismissed, suspended or
reduced in grade or pay. Charges must be filed with and the hearing conducted by the
Board of Commissioners.

2) Administrative due process rights are specified in KRS 15.520, relating to the manner of
investigating and hearing complaints against police officers.
3) Law enforcement officers have the option to resolve their grievances through either the

grievance procedure, or the provisions in KRS 95.450 and/or KRS 15.520, depending on
the specific circumstances and applicability of State law.

29.2.2 PROCEDURE (KACP)

1) Within thirty calendar days after the occurrence or condition giving rise to a grievance,
the affected employee shall first discuss the grievance with his immediate supervisor,
who shall make careful inquiry into the facts and circumstances of the complaint. The
Supervisor shall attempt to resolve the problem promptly (within three working days) and
fairly.

2) In the event an employee is dissatisfied with the decision of his supervisor he may submit
the grievance to the Chief and shall specify the remedy he expects to obtain through use
of this procedure. Supplemental to the City administrative manual, the following written
communication procedures apply:

a) A formal grievance shall be submitted to (1) the Chief of Police (2) through the
chain of command. It shall include the following elements:
. a written statement of the grievance and the facts upon which it is based;
. a written allegation of the specific wrongful act and harm done; and
. a written statement of the remedy or adjustment sought.

b) The grievant shall use the specified Departmental written communication system,
i.e., memoranda, for the submission of any formal grievance.
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3)

4)

5)

2.9.2.3

c)
d)

e)

f)

)}

h)

Each supervisor between the writer and the Chief shall read, review, and initial
the memorandum.

Each supervisor between the writer and the Chief may add attachment(s) to the
communication containing concurring information, dissenting information, or
additional information.

Each supervisor between the writer and the Chief shall keep the communication
only long enough to read, review, add to if necessary, and initial (nho more than
three working days). It shall then be sent immediately to the next person in the
chain of command.

The Chief shall:

. acknowledge receipt by noting time and date;

. analyze the facts or allegations;

. affirm or deny, in writing, the allegations in the grievance;

. identify the remedy or adjustments, if any, to be made; and

. reply in writing within three working days after receipt of the employee's

grievance, setting forth the reasons for rendering his decision.
If the Chief is unavailable during the specified amount of time indicated above,
the next lower person in the chain of command shall inform the sender of that
fact.
A grievance may bypass a person in the chain if that person's absence exceeds
one day.
See also § 1.2.4, written communication; 8 1.2.6, other communication, should
also apply.

If the employee is dissatisfied with the decision of the Chief, he may, within three working
days following the receipt of the Chief's decision, submit the grievance in writing to the
City Manager.

Any employee aggrieved by the City Manager's decision may appeal to the City's
Personnel Board within five working days after receipt of that decision. The composition
of the City's Personnel Board and criteria for the appointment of its members is described
in Code of Ordinances 17-1.04. Its function is described in_Administrative Personnel
Policy and Procedures Manual 6-7.5. A grievant may be represented by legal counsel.

However, if he chooses to be represented by legal counsel at any meeting regarding the
grievance, the City likewise has the option of being represented by counsel.

An employee may be represented by counsel at any meeting regarding a grievance.
However, if the grievant is represented by counsel, the City likewise has the option of
being represented by counsel.

GRIEVANCE FILES

The Chief of Police is responsible for maintaining the Department's grievance file. At a minimum,
the file should contain:

1) Copies of grievances received and related supporting or investigative reports;
2) Copies of supervisor's reports; and
3) Attendant dispositions.

The Chief conducts an annual analysis of grievances to detect any trends so that steps may be
taken to minimize the causes.
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End of Chapter 2.9
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CHAPTER 2.10

DISCIPLINARY PROCEDURES
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2.10 CHAPTER 2.10 - DISCIPLINARY PROCEDURES

This chapter directs attention to the accountability component of the Department's disciplinary system.
Many of the policies impacting on the system are included in other chapters relating to selection, training,
and direction (88 2.2, 2.3, 1.2). Other policies deal more specifically with the handling of complaints
against the Department and its members (§ 4.10.2, internal affairs).

2.10.1 DEFINITION AND GOAL

2.10.1.1 DEFINITION

Discipline is a positive process of training and developing by instruction.

DISCIplIne For definition of terms having to do with the conclusion of facts for each allegation of
misconduct, see § 4.10.2.7.
2.10.1.2 GOAL

Departmental discipline procedures seeks to:

1) Build and maintain a qualified workforce by selecting persons who possess the needed
knowledge, skills, and abilities, or demonstrate the capability of acquiring them through
training;

2) Prepare recruit officers to conform to the high standards expected of them, to maintain

and develop skills of veteran police officers, and to provide supervisory and command
officers with the skills and knowledge necessary to obtain best results; and

3) Direct the Department as a whole with the authority and responsibility consistent with
policies.

(Remainder of page reserved.)
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2.10.2

2.10.2.1

CONDUCT

CODE OF ETHICS

All sworn officers within the Bowling Green Police Department shall abide by the principles of
right and good behavior as specified in § 3.1.4.

2.10.2.2

CODE OF CONDUCT (KACP, SEE ALSO §3.1.4, CODE OF ETHICS)

Unless otherwise specified all employees within the Bowling Green Police Department shall abide
by the following general standards of conduct:

2.10.2.2.1 Abuse of Position

Employees shall not use their official identification cards, badges, or position for any of
the following:

1) Avoiding consequences of illegal acts;
2) Obtaining privileges not otherwise available; and
3) Obtaining financial gain.

Employees shall not lend to another person their identification cards or badges or permit
them to be photographed or reproduced without the approval of the Chief of Police.

Employees shall not authorize the use of their names or official titles in connection with
testimonials or advertisements of any commodity or commercial enterprise, without the
approval of the Chief of Police.

2.10.2.2.2 Abuse of Process

Officers shall not make false criminal, misdemeanor, traffic, or violation charges.

2.10.2.2.3 Arrest, Search and Seizure

Officers shall not make arrests, searches, or seizures which they know or should know
are not lawful or in compliance with Departmental procedures.

2.10.2.2.4 Alcoholic Beverages and Drugsin Police Installations

Employees shall not store or bring into any police facility or vehicle alcoholic beverages,
or controlled or illegal substances, except alcoholic beverages, or controlled or illegal
substances which have been taken and held as evidence.
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2.10.2.2.5 Associations

Employees shall use the utmost discretion when establishing regular and continuous
associations with persons whom they know or should know are persons under criminal
investigations or indictment, or are known to the Department to have present involvement
in felonious or criminal behavior, except as necessary in the performance of official
duties, or where unavoidable because of personal relationships.

2.10.2.2.6 Carrying Firearms

Officers shall carry firearms in accordance with law and established Departmental
procedures (8 3.1).

2.10.2.2.7 Confidentiality

Whatever an employee 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.

2.10.2.2.8 Conformance to Laws

All employees shall obey all laws of the United States and of any state or local jurisdiction
in which they are present.

2.10.2.2.9 Courtesy

Employees shall exercise the utmost discretion, tact and control, not engaging in
argumentative discussions, even in the face of extreme provocation. Employees shall
not use course, violent, profane, or insolent language or gestures, and shall not express
prejudice concerning one's race, religion, politics, national origin, life-style, or similar
personal characteristics.

Employees shall not use language patterns that may be offensive to racial, ethnic,
religious, women, or other groups. The use of nicknames, vulgarity, stereotyped terms,
ethnic and religious jokes are examples deemed inappropriate.

2.10.2.2.10 Endorsements and Referrals

Employees shall not recommend or suggest in any manner, except in the transaction of
personal business, the employment or procurement of a particular product, professional
service, or commercial service (e.g., attorney, ambulance service, towing or garage
service). When ambulance or towing services are needed while an employee is engaged
in official duties, established Departmental procedures shall be utilized.
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2.10.2.2.11 Fictitious lliness or Injury Reports

Employees shall not feign illness or injury, falsely report themselves ill or injured, or in
any matter involving individual health, deceive or attempt to deceive any official of the
City or the Police Department.

2.10.2.2.12 Gambling

Employees shall not engage or participate in any form of illegal gambling at any time,
except in their performance of duty and while acting under proper and specific orders
from a superior officer.

2.10.2.2.13 Gifts, Gratuities, Bribes or Rewards

Employees shall not solicit or accept from any person, business, or organization any gift
(e.g., money, tangible or intangible personal property, food, beverage, loan, promise,
service, or entertainment) of personal or Departmental benefit, if it may reasonably be
inferred that the person, business, or organization:

1) Seeks to influence action of any official nature or seeks to affect the
performance or non-performance of an official duty, or

2) Has an interest which may be substantially affected directly or indirectly by
the performance or non-performance of an official.

2.10.2.2.14 Identification

Officers shall carry their badges and identification cards on their persons at all times,
except when impractical or when in practice it might become dangerous to their safety or
impede an investigation. When on duty or while holding themselves out as having official
capacity, officers shall furnish their name and/or badge number to any person requesting
that information, except when the withholding of such information is necessary for the
performance of police duties or is authorized by proper authority.

2.10.2.2.15 Immoral Conduct

All employees shall maintain a level of moral conduct in their personal and business
affairs which is in keeping with the highest standards of the law enforcement profession.
Officers shall not participate in any incident involving moral turpitude which impairs their
ability to perform as law enforcement officers or causes the Department to be brought
into disrepute.

2.10.2.2.16 Insubordination

Departmental employees shall be required to obey any lawful order of a superior
including any order relayed from a superior by an employee of the same or lesser rank.

Any employee who willfully disobeys or disregards a lawful direct order, verbal or written,
of a superior officer will be considered to be insubordinate. (8 1.2.1.6, lawful orders)
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2.10.2.2.17 Leaving Duty Post

Officers and Communication Center personnel shall not leave their assigned duty posts
during a tour of duty except when authorized by proper authority.

2.10.2.2.18 Neglect of Duty

Employees shall not read, play games, watch television or movies, or otherwise engage
in entertainment while on duty, except as may be required in the performance of duty.
They shall not engage in any activities or personal business which would cause them to
neglect or be inattentive to duty.

2.10.2.2.19 Operating Vehicles

All employees shall operate official vehicles in a careful and prudent manner, and shall
obey all laws and Departmental orders pertaining to such operation (see § 4.3.11,
procedures for cruisers). Loss or suspension of any driving license shall be reported to
the Department immediately.

2.10.2.2.20 Payment of Debts

Employees shall pay all just debts when due and shall not undertake any impractical
financial obligation(s). @ Employees shall be subject to the City's personnel policies
regarding garnishments and bankruptcies (see Personnel Policy and Procedures Manual,
Chapter VII).

2.10.2.2.21 Personal Appearance

Officers on duty shall maintain a neat well-groomed appearance, unless acting under
proper and special orders from a superior officer. Uniforms shall be worn in accordance
with the established Departmental policy (§ 2.5.10).

Civilian employees shall maintain a neat well-groomed appearance in accordance with
Departmental policy (see § 2.5.10).

2.10.2.2.22 Personal / Professional Capabilities

Employees 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.

Through study and experience, an employee 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.
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2.10.2.2.23 Political Activity

Officers, while off duty and out of uniform, shall be entitled to the following according to
KRS 95.017:

1) To place political bumper stickers on their privately-owned vehicles

2) To wear political buttons

3) To contribute money to political parties, political candidates, and political
groups of their choice

4) To work at the polls on election day

5) To aid in registration and purgation of voters

6) To become members of political groups

7) To hold office in political groups and carry out the mandates of that group

Officers shall be subject to the following restrictions according to KRS 95.470:

1) No person shall be appointed a member of the Police Department on
account of any political service, contribution, sentiment, or affiliation. No
member shall be dismissed, suspended, or reduced in grade or pay for any
political opinion.

2) The appointment and continuance in office of members of the Police
Department shall depend solely upon their ability and willingness to enforce
the law and comply with the rules of the Department and shall not be a
reward for political activity or contribution to campaign funds.

3) No member of the Department shall be active in politics or work for the
election of candidates while on duty.

2.10.2.2.24 Possession of Drugs

No employee shall possess or use any controlled substances, narcotics, or hallucinogens
except when prescribed in the treatment of employees by a physician or dentist. When
controlled substances, narcotics, or hallucinogens are prescribed, officers shall notify
their superior officer.

2.10.2.2.25 Public Statements and Appearances

1)

2)

3)

Employees shall not publicly criticize or ridicule other employees or the
Department or its policies by speech, writing, or other expression, where such
speech writing, or other expression is defamatory, obscene, unlawful,
undermines the effectiveness of the Department, interferes with the maintenance
of discipline, or is made with reckless disregard for truth or falsity.

Employees while holding themselves out as representing the Police Department,
shall not, without proper authority, address public gatherings, appear on radio or
television, prepare any articles for publication, act as correspondents for
newspapers or periodicals, release or divulge investigative information, or
release or divulge other matters of the Department.

Employees may lecture on "police” or related matters only with prior approval of
the Chief.
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4) All statements_to the media regarding specific Departmental matters/official
Departmental matters shall be made according to provisions set forth in § 4.10.4

5) Statement regarding internal affairs shall be made by the Chief or his designee
according to provisions set forth in 4.10.4 . (See also § 4.10.2, internal affairs.)

6) Statements regarding homicides or other serious crimes shall be made according
to provisions set forth in § 4.10.4 .

7) Statements regarding routine police matters may be made according to § 4.10.4.

2.10.2.2.26 Reporting for Duty

Employees shall report for duty at the time and place required by assignment or orders,
and shall be physically and mentally fit to perform their duties. Employees shall be
properly equipped and cognizant of information required for immediate and proper
performance of duty. Judicial Subpoenas shall constitute an order to report for duty
under this subsection.

2.10.2.2.27 Requests for Assistance

When any person applies for assistance or advice, or makes a report or complaint in
person or by telephone, all pertinent information will be properly obtained officially,
courteously, and judiciously, and acted upon consistent with established Departmental
procedures. (See also § 3.3.2.2))

2.10.2.2.28 Rights and Duties

All employees of the Department shall abide by and adhere to the rules and regulations
set forth by the Kentucky Revised Statutes, the Board of Commissioners, and the
Department; provided that no such rule, regulation or law shall apply that alters, abridges,
or otherwise restricts the constitutional rights of said members; and said members,
except when on duty, shall not be restrained from exercising their rights and privileges or
from entering into any endeavor enjoyed by all other citizens of the City of Bowling Green
(KRS 95.015).

2.10.2.2.29 Sleeping on Duty

Employees shall remain awake while on duty. If unable to do so, employees shall report
such to their superior officer who shall then determine the proper course of action.

2.10.2.2.30 Treatment of Persons in Custody

Officers shall not mistreat persons who are in their custody. Officers shall handle such
persons in accordance with law and Departmental procedures. (See § 4.3.23, arrest
procedures.)
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2.10.2.2.31 Truthfulness

Upon order of the Chief, his designee, or any superior, officers shall truthfully answer all
questions asked of them which are specifically directed and narrowly related to the scope
of employment, individual official conduct, or operations of the Department. (See also §

4.10.2.7, operational procedures.)

2.10.2.2.32 Unbecoming Conduct

Sworn officers and civilian employees shall conduct themselves at all times, both on and
off duty, in such manner as to reflect most favorably on the Department. Conduct
unbecoming an officer shall include that which brings the Department into disrepute,
reflects discredit upon officers as members of the Department, or that which impairs the
operation or efficiency of the Department or individual employee.

2.10.2.2.33 Unsatisfactory Performance (See also §2.8.3.4)

Officers shall maintain sufficient competency in order to properly perform their duties and
assume the responsibilities of their positions. Officers shall carry out the functions and
objectives of the Department while maintaining the highest of standards. Unsatisfactory
performance may be demonstrated in the following manner:

1) Inadequate knowledge and application of laws required to be enforced,;

2) Unwillingness or inability to perform assigned tasks;

3) The failure to conform to work standards established for rank, grade, or
position;

4) The failure to take appropriate action on the occasion of crime, disorder, or
other condition requiring police attention; and/or

5) Absence without leave.

Unsatisfactory performance for all employees may be demonstrated in the following
manner:

1) Unwillingness or inability to perform assigned tasks.

2) The failure to conform to work standards established for rank, grade or
position.

3) Absence without leave.

4) Repeated poor evaluations.

5) Repeated infractions of rules, regulations, directives and/or orders.

6) Repeated infractions of orders.

2.10.2.2.34 Use of Alcohol Off Duty

While off duty, officers shall refrain from consuming intoxicating beverages to the extent
resulting in impairment, intoxication, or obnoxious or offensive behavior which discredits
them or the Department, or renders the officers unfit to report for their next regular tour of
duty.
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2.10.2.2.35 Use of Alcohol On Duty

Officers shall not consume intoxicating beverages while in uniform or on duty except in
the performance of duty and while acting under proper and specific orders from a
superior officer.

No employee shall appear for or be on duty while under the influence of alcoholic
beverages to any degree, or appear for or be on duty with an odor of intoxicants on their
breath.

2.10.2.2.36 Use of Department-owned Equipment

All employees shall utilize Department equipment only for its intended purpose and in
accordance with established Departmental procedures. Employees shall not abuse,
damage, or lose Department equipment. All Department issued equipment shall be
maintained in proper order.

2.10.2.2.37 Use of Force

Officers shall not use more force in any situation than that which is reasonably necessary
under the circumstances. Officers shall use force in accordance with law and
Departmental procedures. (See § 3.1.6.)

2.10.2.2.38 Use of Weapons

Officers shall not use or handle weapons in a careless or imprudent manner. Officers
shall use weapons in accordance with law and Departmental procedures. (See § 3.1.)

2.10.2.2.39 Violation of Rules

All employees shall not commit any acts or omit any acts which constitute a violation of
any written or spoken policy, rule, regulation, or order of the Department.

2.10.2.2.40 Visiting Prohibited Establishments

Officers shall not knowingly visit, enter, or frequent any establishment wherein the laws of
the United States, the Commonwealth of Kentucky, or local government are regularly
violated except in the performance of duty or while acting under proper and specific
orders from a superior officer.

2.10.2.2.41 Use of Tobacco Products

Except as listed below, use of all tobacco products including, but not limited to,
cigarettes, cigars, smokeless tobaccos (dip) or chewing tobaccos are prohibited when in
public view and on-duty or in public view and in uniform (or other BGPD logo clothing)
or in public view while operating a police vehicle.
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Use of tobacco products is authorized anytime while in the Bowling Green Police
Department Employee Parking Lot (Adams St. side), near the rear entrance/exit points of
the Bowling Green Police Department (Adams St. side), Dispatch courtyard or in the
employee pavilion. Use of tobacco products is authorized for use during any plain
clothes undercover operation. Care should be given when possible to minimize exposure
to other persons that do not use tobacco products.

Smoking is prohibited at all times inside any city owned or leased building or city vehicle
per Municipal Order 2007-261.

2.10.2.2.42 Use of BGPD Badge, Patch, and Cruiser Image

Any use, sharing, reproduction or internet posting of the Bowling Green Police
Department Badge, Patch or Cruiser image for personal or work related use is prohibited
without the express consent of the Chief of Police. The Bowling Green Police
Department Badge and Patch are copyrighted and use of those without express consent
of the Chief of Police may be considered a copyright infringement.

Exceptions would be limited to any pre-printed materials provided by the department for
the purpose of official communication.

2.10.2.2.43 Use of Social Networking/ Internet Posting

The term “Social Media” is defined in general as including, but not limited to, all social
networking sites (Facebook, Twitter, etc.), business and professional networking sites
(LinkedIn, etc.), photo/video sharing sites (Snapchat, YouTube, Instagram, etc.), wikis
(Wikipedia, etc.), blogs, news sites, posts, and profiles, as well as any other internet
based sites.

It is essential for every employee to recognize the proper functioning of any law
enforcement agency relies upon the public’'s confidence and trust in the individual
employees and this agency to carry out law enforcement and public safety functions. Any
matter which brings individual employees or the agency into disrepute will reduce public
confidence and trust in our agency, thus, impeding our ability to work with and serve the
public.

While employees maintain the right to use personal social networking pages or sites,
employees of this agency are held to a higher standard than that of the general public with
regard to standards of conduct and ethics. Employees must maintain a level of
professionalism in both on-duty and off-duty conduct that fulfills the mission of our agency.
Any publication, through any medium which is potentially adverse to the operation or
efficiency of this agency will be deemed a violation of this policy.

2.10.2.2.43.1 On-Duty Procedures

Employees shall treat all official business of the Department as confidential. (See
2.10.2.2.7). All employees, except members who are specifically authorized as a
function of their assigned job duties, are prohibited from posting, commenting, or
any other broadcasting, without prior approval, information on Social Media the
business of this department to include but not limited to:
1) Photographs, images, video, and/or audio files relating to any
investigation or official activity.
2) Logos, Uniforms, Badges, or any other item which are symbols
associated with or identifiable to this agency. (See 2.10.2.2.42).
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3) Information regarding any other member of the Department including,
but not limited to, names, telephone numbers, addresses, photographs
or other potentially identifying information, without first receiving
permission from the individual.

2.10.2.2.43.2 Off-Duty Procedures

Public employees have limited protections under the First Amendment. As such,
Department employees, in their off-duty time, may express themselves as private
citizens through the use of Social Media if those expressions pertain to matters of
public concern and do not impair discipline, working relationships or harmony within
the Department, impede the performance of the duties of employees, discredit the
Department, affect public perception to the detriment of the Department, or breach
obligations of confidentiality.

Employees shall not use a social networking site or other medium of internet
communication to post the following:
1) Any material of an explicit, sexually graphic nature.
2) Any material which promotes violence.
3) Any material which may be insulting on the basis of national origin,
race, religion, sex or any other protected classification pursuant to
Federal or Kentucky law. Employees have the same obligation to
refrain from harassing and/or discriminating behavior on Social
Media as they do pursuant to Department Policy (See 4.10.5.5).
4) Comments (including hashtags) made pursuant to official duties or
personal grievances regarding disciplinary action, work schedules,
gossip, morale and complaints about supervisors or co-workers.

(Remainder of page reserved.)
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2.10.3

DISCIPLINARY SYSTEM

2.10.3.1 AWARDS

2.10.3.1.1 Performance Recognition and Award Categories

Performance recognition is intended to provide tangible recognition for exemplary service
and reinforce performance the Department wishes to encourage. Performance
recognition is conferred at appropriate times throughout a given year. The Department
recognizes the following awards categories in order of precedence:

Awarded to members of the Department who have distinguished
1 Medal of Honor themselves by conspicuous heroism performed under life threatening
conditions.

Awarded to members of the Department who have been wounded or

2 SN e given their life in the line of duty as a result of a hostile encounter.

Awarded to members of the Department who have distinguished

& | e SRig el themselves by saving a life.

This award is presented to members of the Department who have
demonstrated exceptional loyalty, devotion and service over
prolonged periods of time.

Distinguished
Service

The Medal of Merit is presented to members of the Department who

2 ISR 17 LS have distinguished themselves in the service of others.

Other awards:

1  Outstanding Performance Recognition (Sworn and non-sworn personnel).
2 | Fitness Awards (Sworn and non-sworn personnel).
3 | Citations for Service (sworn personnel).
4  Citizen Outstanding Performance.
2.10.3.1.2 Nominations

Nominations for outstanding performance are submitted by supervisors to the Chief.
Supervisors should be able to substantiate performance of the highest category and give
specific reasons. Documentation may include a single outstanding incident or a record of
consistently high performance. Nominations should be submitted using the standard
To/From/Subject written communication format and entitled "Outstanding Performance
Citation."

Nominations for citizen outstanding performance are submitted by supervisors to the
Chief. Supervisors should be able to substantiate performance and give specific
reasons. Documentation usually pertains to a single outstanding incident but may involve
a history of community service or service to the Department.
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The City's Service Award Program is set forth in Administrative Personnel Policy and
Procedures Manual, Chapter IV.

2.10.3.2 LETTERS OF COMMENDATION

The Department expects professional conduct from all its members. It is not unusual to find,
however, that members perform in a manner judged by Supervision and/or the public to exceed
the norm. Official commendation by the Department is given according to the following:
Commendations received in the form of citizen letters are handled in the following manner:

1) The original letter, if possible, is placed in the employee's official personnel file;

2) A copy is forwarded to the employee; and

3) A copy is posted.

Commendations from supervisors are placed in the member's personnel file.

2.10.3.3 TRAINING

The following procedures and criteria utilize training as a form of discipline (see § 2.3):

1) Recruit academy basic training at Eastern Kentucky University.
2) Recruit Field Training at Bowling Green (§ 2.3.6).
3) In-service classroom and field training at Bowling Green and other locations and in-

service training for participation in the Law Enforcement Foundation Program Fund (KRS
15.440) at Bowling Green and other locations.

4) Remedial Training.

5) Higher education assistance through the City (Administrative Personnel Policy and
Procedures Manual Chapter V).

2.10.3.4 COUNSELING (KACP)

The following procedures and criteria utilize counseling as a form of discipline (see also §
2.10.3.5 below):

1) The City's Personnel Department provides information on employee benefits and help for
employees in case of injury or death. The City Employee Assistance Program provides
related counseling to employees and family members at no charge (§ 2.5).

2) Utilization of the Department's performance evaluation system (8§ 2.8) includes an
appraisal interview:

a) Supervisors shall begin every rating period with employee counseling on the
following:
e Position tasks, duties, and responsibilities;
e Level of performance expected; and
e Evaluation rating criteria.
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b) Performance appraisal interviews are conducted by evaluating supervisors to:

2.10.3.5

1)

2)

3)

. Explain the evaluation,

. Solicit oral or written comments by the employee, and

. Give the employee the opportunity to sign the completed evaluation
report.

PUNITIVE ACTIONS (KACP)

The following are general administrative considerations for employee discipline:

a)

b)

d)

e)

Department members are expected to conduct themselves in a manner which
should cause serious corrective measures to be unnecessary. Knowledge of and
compliance with Department policies and procedures should assure a desired
level of professionalism.

Because supervisors are held accountable for the actions of their subordinates,
they must be thoroughly familiar with policies and procedures and conduct
themselves as examples accordingly. Supervisor's responsibilities include, but
are not limited to:

. Orientation of new employees to policies and procedures and expected
standards of performance and conduct;

. Implementation of policies and procedures; and

. When necessary, implementing suitable disciplinary measures to ensure
compliance.

Disciplinary action is intended to be corrective and progressive in nature:

. Generally, discipline is designed to encourage members to conform to
established standards of performance or conduct.

. Failure or refusal by a Department member to comply with policies and

procedures will result in disciplinary action against that member.

The degree of discipline imposed should be progressive in nature and
determined on an individual basis, taking into account such factors as the
seriousness of the offense and the employee's record of service with the
Department.

Employees may be disciplined for inefficiency, misconduct,
insubordination, violation of law, violation of Department policy, or violation of
rules adopted by the Board of Commissioners.

The Department provides for the following non-punitive actions:

a).... Employee counseling: An interview intended to make the member aware of a

situation or trend in performance or conduct which is
unacceptable and which could result in punitive action if
continued or repeated. See also § 2.10.3.4 above.

Remedial training: An alternative to disciplinary action when it is clear that
the unacceptable performance or conduct is a result of
lack of training. See also § 2.3.3.

The Department provides for the following punitive actions:

Oral reprimand: An oral warning that some action, lack of action, or level
of performance is unacceptable and will result in further
punitive action if repeated or continued.
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4)

5)

6)

7

8)

b)........ Written reprimand: A written warning that some action, lack of action, or
performance is unacceptable and will
result in further disciplinary action if repeated or
continued.

(o) I Suspension: Loss of time and/or pay due to some action, lack of
action, or performance found to be unacceptable.

d)......... Reduction in rank or pay:  Loss of rank or pay due to some action, lack of
action, or performance found to be unacceptable.

() I Dismissal: The permanent termination of an employee for just
cause.

The Department provides the following authority and responsibility for discipline:

a) Supervisors are responsible for the counseling, oral discipline, and
written discipline of Department members under their command. (When
violations of a minor nature have not been corrected by progressive discipline, or
when a particular infraction may warrant more stringent action, Supervision is
expected to submit written recommendation to the Chief for additional measures
to be taken.)

b) With probable cause supervisors may suspend any member under their direct
supervision from duty with pay until the Chief takes further action.
C) With probable cause the Chief of Police may suspend any member from duty or

from both pay and duty, pending trial, and the member shall not be placed on
duty, or allowed pay, until the charges are heard before the Commission.

d) Employees may waive their right to a hearing before the Board of Commissioners
and accept a written reprimand, dismissal, suspension, or reduction in grade or
pay provided:

. The employee has been informed of the Chief's recommendation both in
writing and verbally in a personnel conference, and
. The employee has completed and signed a W aiver of Hearing Form.

e) Hearings for complaints against sworn members shall be in accord with the
provisions of the Police Bill of Rights (KRS 15.520) and procedures outlined in
the City Manager's Administrative Memorandum No. 81-4. They include
provisions of a hearing in a second class of city under KRS 95.450.

Allegations of employee misconduct are investigated according to provisions set forth in §
4.10.2, internal affairs. For each allegation of misconduct a conclusion of fact is
determined. (See § 4.10.2.7.)

Based upon the information gained, allegations of employee misconduct may be pursued
by the Department either administratively or criminally. An administrative investigation
may be conducted, as specified herein and in § 4.7, by immediate Supervision, the Chief,
or by both. A criminal investigation is conducted, as specified herein and in 8§88 4.7 and
4.9, by the Chief, or the Chief's assignment of the case to his or another police agency.

If an investigation of officer misconduct results in dismissal, the following information shall
be provided to the officer:

a) A statement citing the reason for dismissal,

b) The effective date of the dismissal,

C) A statement of the status of fringe and retirement benefits after dismissal;

d) A statement as to the content of the officer's employment record relating to the
dismissal.

Records of disciplinary actions are maintained according to the following:

Rev 10, 01 Jan 20

Part 2, Chapter 2.10 — Disciplinary Procedures 2.10:16



http://www.lrc.ky.gov/statutes/statute.aspx?id=44666
http://www.lrc.ky.gov/statutes/statute.aspx?id=43697

Bowling Green Police Department Policy and Procedure Manual

a)

b)

Records of oral reprimands should be maintained by the supervisor. An oral
reprimand record may be retained and used as a basis for further disciplinary
action through the employee's next evaluation, after which, it should be
expunged.

Written reprimands are recorded via the City's Employee Notice Form and
forwarded to the Chief and the Personnel Office. A written reprimand shall be
filed within the permanent personnel file unless ordered deleted by the Chief or
the Commission. (Sworn members have a right to a hearing before the
Commission regarding any written reprimand.)

Records relating to internal affairs are maintained according to that specified in §

4.10.2.7.

(Remainder of page reserved.)
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2.10.3.6 APPENDIX A - ADMINISTRATIVE MEMORANDUM

ADMINISTRATIVE MEMORANDUM 81-4

RE: Civilian and Internal Complaints Against Members of the Police Department KRS
95.450; KRS 15.520

EFFECTIVE DATE: June 8, 1981

FROM: Kevin Defebbo, City Manager

The following procedures have been prepared for the hearing of civilian and internal complaints against
members of the Bowling Green Police Department.

Functions of the City Attorney

The City Attorney will no longer be involved in the prosecution of discipline hearings. The City Attorney
will remain neutral in the discipline process to provide advisory assistance to the City Commission during
the hearing itself insofar as rulings on evidentiary matters are concerned, the legal proceedings and
requirements which may be involved, and to provide advice and counsel to the Commission on the
implications and legal effects of its decision in any particular regard.

Under this system, if a complaint is instituted by a civilian, it will be the responsibility of the civilian, or their
attorney, to prosecute the complaint. If the complaint is internal, then the Chief of the Police Department
will prosecute the complaint.

Conduct of the Hearing

Prior to the hearing, the City Commission will be given only that information which is necessary in order to
determine whether or not probable cause exists in order for Charges to be preferred toward a member of
the Police Department. Once that is determined, the balance of the evidence will be presented in the
hearing of the charges. The City will provide a court recorder for the hearing.

The hearing process will be divided into two separate hearings. The first hearing will be to determine guilt
or innocence. The second hearing will be held for determination of punishment only if the defendant is
found guilty. To elaborate, should the Commission determine that the defendant is guilty, the hearing will
be reopened at which time the personnel files of the defendant may be reviewed and the punishment
fixed.  This will provide to the complaining party an opportunity to argue to the Commission the
punishment which he or she believes is fair and reasonable, and in the same way, will provide to the
defendant an opportunity to explain matters which may appear in his or her personnel file and to offer to
the Commission his or her thoughts of the type of punishment which should or should not be imposed.
As required by law, any decision by the Commission to take formal action against a member of the Police
Department must be done in open meeting after the hearing.

Civilian Complaint

In order to ensure the proper adherence to the provisions of the law, any civilian wishing to file a
complaint against a police officer will be provided an instructional letter by the Chief of Police. A copy of
this letter is attached to this memorandum.
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Dear

In order for you to make a formal complaint against an officer of the Bowling Green Police Department,
you must file a statement with the City Clerk that has been signed, sworn to, and duly notarized. This
statement must allege with specificity the conduct complained of and clearly describe the charges you
wish to make against the officer.

The City Clerk will advise the Board of Commissioners of the complaint and should the Commission be
satisfied that there is probable cause that the officer is guilty of misconduct, the Mayor will prefer charges
against the officer.

A hearing must be held within sixty (60) days of the charges being filed. You will be required to testify
and prosecute the officer of these charges, and you will be notified by certified mail return receipt
requested of the time and place of the hearing. Should you fail to appear, the charges will be dismissed.
Also, should you prefer to voluntarily withdraw the charges at any time prior to the conclusion of such a
hearing, you may do so.

The officer is entitled to have his own attorney at the hearing and to cross examine witnesses and present
evidence in his own behalf. Therefore, if you wish to hire an attorney, you may do so.

The City Attorney's office will not participate in the prosecution or defense of your claim, but will act as
attorney for and advisor to the City Commission during the hearing itself. Should you have any questions
regarding the procedure to be followed during the hearing or wish to inquire of other information regarding
this matter, please contact [The name, address and phone number of the City's attorney inserted.].

Very truly yours,

Doug Hawkins, Chief

End of Chapter 2.10
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PART 3: LAW ENFORCEMENT ROLE, RESPONSIBILITIES
AND RELATIONSHIPS

Rev 10, 01 Jan 20 Part 3 - Law Enforcement Role & Authority 3.1:1




Bowling Green Police Department Policy and Procedure Manual

CHAPTER 3.1

LAW ENFORCEMENT ROLE AND AUTHORITY
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3.1 CHAPTER 3.1 - LAW ENFORCEMENT ROLE AND AUTHORITY

This chapter sets forth the Department's role in law enforcement and the limits of its authority in carrying
out that role. The policy recognizes the limits of authority and defines what constitutes the need for
Department accountability to the community (see also § 4.10.5, community relations). Policies relate to
procedures for receiving complaints and investigating misconduct (see § 4.10.2, internal affairs).

3.1.1 DEFINITION, ORGANIZATIONAL GOALS AND ANNUAL GOALS
AND OBJECTIVE UPDATE REQUIREMENT

3.1.1.1 DEFINITION

The role of law enforcement is to maintain social order within carefully
Role of Law prescribed ethical and constitutional restrictions through prevention of
Enforcement criminality, repression of crime, apprehension of offenders, recovery of
property, and regulation of noncriminal conduct.

3.1.1.2 POLICE ORGANIZATIONAL GOALS

The Department performs a wide variety of functions due to legislative mandate, 24-hour
availability, its investigative responsibilities and authority to use force lawfully, and an array of
public pressures by various interest groups. The Department, therefore, seeks to represent a
balanced overview of the nature of its responsibilities. The Bowling Green Police Department

seeks to:

1) Prevent and control conduct widely recognized as threatening to life and property
(serious crime);

2) Aid individuals who are in danger of physical harm, such as the victim of a criminal
attack;

3) Protect constitutional guarantees, such as the right of free speech and assembly;

4) Facilitate the movement of people and vehicles;

5) Assist those who cannot care for themselves: the intoxicated, the addicted, the mentally
ill, the physically disabled, the old, and the young;

6) Resolve conflict; and

7) Create and maintain a feeling of security in the community.

3.1.1.3 ANNUAL GOALS AND OBJECTIVES UPDATE REQUIREMENT FOR THE

DEPARTMENT AND FOR EACH ORGANIZATIONAL COMPONENT

Department goals and objectives may be defined in the following manner:

1) A goal is a designed end result, broader in nature than an objective and usually spanning
a longer period of time. Goals shall be:

Rev 10, 01 Jan 20 Part 3, Chapter 3.1 — Law Enforcement Role & Authority 3.1:3




Bowling Green Police Department Policy and Procedure Manual

a) Realistic,
b) As explicit as possible, and
C) In concert with Department resources.
2) An objective is a designed end result, narrower in scope than a goal and may be

attainable within an estimated period of time. Objectives shall be:

a) Reasonably attainable,
b) Quantifiable and measurable, and
C) Subject to review and revision as necessary.

During January each year the goals and objectives of the Department and each division and unit
are updated. Each Commander or Supervisor directly accountable to the Chief shall submit a
report outlining (1) a written evaluation stating the progress made toward the attainment of
current goals and objectives, and (2) the goals and objectives for his sphere of responsibility for
the coming year. Commanders and Supervisors shall obtain input and suggestions pertaining to
objectives from all personnel levels under their supervision. Care shall be taken to assure that
specific objectives are consistent with those established for the Department as a whole. Reports
are submitted to the Chief of Police no later than January 15. (Objectives are distributed
throughout the Department via the Department's annual report, published after the January 15th
deadline.)

3.1.2 OPERATIONS

The Bowling Green Police Department seeks to accomplish its goals through the following operations:
1) Law Enforcement Operations:

a) Patrol

b) Investigations

c) Crime Prevention

d) Operations for Unusual Occurrences, and
e) Logistics

2) Operations Support:
a) Intelligence
b) Internal Affairs
c) Inspectional Services, and
d) Public Information and Community Relations

3) Traffic Operations

(Remainder of page reserved.)
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3.1.3

OATH OF OFFICE (KACP)

All personnel within the Bowling Green Police Department assuming sworn status shall take the following
oath of office set forth in the Constitution of the Commonwealth of Kentucky Section 228 and consistent
with KRS 95.200, and 95.490:

3.1.4

"l do solemnly swear (or affirm, as the case may be) that | will support the Constitution of
the United States and the Constitution of the Commonwealth and be faithful and true to
the Commonwealth of Kentucky so long as | continue a citizen thereof, and that | will
faithfully execute, to the best of my ability, the office of (Police Officer) according to law;
and | do further solemnly swear (or affirm) that since the adoption of the present
Constitution, I, being a citizen of this State, have not fought a duel with deadly weapons
within this State nor out of it, nor have | sent or accepted a challenge to fight a duel with
deadly weapons, nor have | acted as a second in carrying a challenge, nor aided or
assisted any person thus offending, so help me God."

CODE OF ETHICS (KACP; SEE ALSO § 2.10.2, CONDUCT)

3.14.1 PRIMARY RESPONSIBILITIES OF A POLICE OFFICER

A police officer acts as an official representative of government who is required and trusted to
work within the law. The officer's powers and duties are conferred by statute. The fundamental
duties of the 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.

3.14.2 PERFORMANCE OF THE DUTIES OF A POLICE OFFICER

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.

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 manner as to inspire confidence and respect for the
position of public trust they hold.

3.1.4.3 DISCRETION

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.
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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 circumstances -- can be a more
effective means of achieving a desired end. (See also § 3.1.5,limits of authority.)

3.144 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 necessary in all circumstances.

Force should be used with the greatest restraint and 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 inhuman treatment of any person. (See
also § 3.1.6, use of force.)

3.145 CONFIDENTIALITY

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.

3.14.6 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.

3.1.4.7 COOPERATION WITH OTHER OFFICERS AND AGENCIES

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
service to a jurisdiction. It is imperative that a police officer assist colleagues fully and completely
with respect and consideration at all times.
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3.14.8 PERSONAL / PROFESSIONAL CAPABILITIES

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.

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.

3.1.4.9 PRIVATE LIFE

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

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 or she lives and serves. The
officer's personal behavior must be beyond reproach.

3.15 LIMITS OF AUTHORITY
3.15.1 DEPARTMENT'S LEGALLY MANDATED AUTHORITY
1) "Members of the Police Department . . . in cities and urban-county governments shall
abide by and adhere to the rules, regulations and laws set forth by the Kentucky Revised
Statutes, and the legislative body of the city in which they are employed . . ." (KRS
95.015)
2) "The Chief and members of the police force in cities of the second class may make

arrests anywhere in the county in which the city is located, but shall not be required to
police any territory outside of the city limits." (KRS 95.019)

3) The use of physical force, including deadly physical force, in law enforcement is
authorized by the Kentucky Revised Statutes. (KRS 503.090)

4) "The [City] commission shall by ordinance establish all appointive offices and the duties
and responsibilities of those offices and codes, rules and regulations for the public health,
safety and welfare." (KRS 83A.140; see also KRS 83A.150, City manager plan; powers
and duties of the mayor, board of commissioners and city manager and KRS 82.082,
Power for public purpose only and not in conflict with Constitution or statutes)

5) "Bond issues, bond contracts, and contracts of any nature, and all laws which may be
passed in the future shall be made by the City as a City of the second class.”" (Code of
Ordinances 2-1.03)
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6)

7

3.15.2

1)

2)

3)

4)

The Police Department consists of: (1) Administration, (2) Support Services, and (3) Field
Operations. (Code of Ordinances 2.11-2.11.04)

The Police Department shall be supervised by a Chief of Police appointed by the City
Manager subject to approval of the Board of Commissioners and the terms of subsection
2.11.01. The Department shall be responsible for enforcing all ordinances relating to
traffic and crimes. The Department shall perform other duties assigned by ordinances
and State laws." (Code of Ordinances 2.11.01)

USE OF DISCRETION

"It is impossible to eliminate discretion from the police role. Laws, rules, and policies
cannot be written with sufficient breadth and precision to cover every situation in which
police are required to act. The vagueness of the law, the ambiguity of the situations in
which police intervene, the isolation of the individual officer on his or her beat, the
difficulty of supervising people who work essentially alone -- these are the sources of
discretionary power, and they rest in the very nature of the police role.

Thus, justice cannot be served by law enforcement that attempts to eliminate judgment
and force officers to follow rigid codes. The officer on the scene must exercise judgment
and make decisions. Only he or she can make the subtle connection between what he or
she is confronting and what the law requires; only he or she can decide whether legal
force should be applied or whether some sanction short of the law would be more
effective. But such decisions cannot be made in a vacuum. The discretion of the police
officer must be acknowledged, but at the same time, the city government and political
leadership must provide for accountability and control of police activities. This is best
achieved through a clearly defined intragovernmental process. W.ithin this process it is
the development of police policy which sets the framework within which police operational
decisions are made." (Local Government and Police Management)

The Bowling Green Police Department's exercise of discretion is defined by a
combination of:

. 8 law enforcement operations,
. § chapter 2.3 - training, and
. § 1.2, chapter 1.2 - direction.

The authority, guidelines, and circumstances when sworn personnel should exercise
alternatives to arrest and/or alternatives to pre-arraignment confinement follows:

a) On-duty Authority

. While on duty, inside the city limits, officers have the full authority
granted peace officers by the Commonwealth of Kentucky.
. While on duty, outside the city limits, officer's authority is limited to

actions directly related to his official duty as a police officer of the city of
Bowling Green. (See also KRS 95.019.)
b) On-duty officers, within the city limits, after consideration of the situation at hand,
are expected to take the steps necessary and consistent with their assignment
(1) to protect life and property, and (2) to enforce City ordinances and State and
Federal laws.
c) On-duty officers outside city limits should avoid overzealous involvement in
police situations. If an incident arises in which an officer believes his own or
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d)

e)

another's personal safety is jeopardized, he should make every effort practicable
to cause the appropriate action to be effected by the responsible law
enforcement agency. Action beyond notifying the appropriate agency should be
taken only after careful consideration of the tactical situation and of liability
factors.

Off-duty Authority

. While off-duty, within city limits, officers have the same peace officer
authority granted on-duty personnel.
. While off-duty, outside city limits, Officers have the same peace officer

authority granted on-duty personnel. (See KRS 95.019.)
Both inside and outside the city limits, off-duty officers, observing situations
which would indicate police action, should give first consideration to causing the
appropriate action to be effected by on-duty personnel of the responsible law
enforcement agency.

(Remainder of page reserved.)
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3.1.6

USE OF FORCE

3.16.1 GENERAL GUIDELINES (KACP)

In all instances, police officers of this Department are expected to use the minimum force
necessary to lawfully and properly neutralize an unlawful assault or that which is necessary to
overcome resistance by a person taken into custody.

The Department has a number of policing equipment and/or tools that are manufactured with the
intent to be used as less than lethal force devices and/or distraction devices. If and when
equipment and devices of this nature are used, they should be used within the manufacturer's
guidelines and by personnel that have been trained in their respective use. However, nothing in
this policy prohibits their use in extraordinary situations or circumstances that were not or could
not be reasonably foreseen.

An officer is not justified in the use of deadly force to protect himself or others from assaults which
are not likely to result in death or serious physical injury.

3.1.6.2 USE OF FORCE CONTINUUM (KACP)

Use of force generally holds the following options that can be selected by an officer based on the
totality of the circumstances.

1) Officer's Presence in Uniform
2) Verbal Commands
e Verbal Communication
e Non-Verbal Communication
3) Canine Unit Presence
4) Passive Control
e Pain Compliance Holds
e Escort Techniques
e Light Subject Control
5) Oleoresin Capsicum Aerosol Spray
e OC Products
6) Taser
7) Decentralization
e Heavy Techniques of Subject Control
e Defensive Tactics
8) Empty Hand Impact
e Stunning Techniques
9) Aerosol Chemical Agents
e CNTear Gas

e CSlrritant
10) Less Lethal Force
e Pepper Ball

e BeanBag

- Baton Rounds
11) Canine Deployment

e Canine is instructed by handler to apprehend
12) Intermediate Force
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e Baton

13) Lethal Force

3.1.6.3

1)

2)

3)

4)

5)

e Firearms

SPECIFIC (KACP)

The use of physical force by an officer upon another person is justifiable when the officer,
acting under official authority, is making or assisting in making an arrest, and he:

a) Believes that such force is necessary to effect the arrest;

b) Makes known the purpose of the arrest or believes that it is otherwise known or
cannot reasonably be made known to the person to be arrested; and

c) Believes the arrest to be lawful.

The use of deadly physical force by an officer upon another person is justifiable under the
circumstances listed above only when:

a) The officer, in effecting the arrest, is authorized to act as a peace officer; and

b) The arrest is for a felony involving the use or threatened use of physical force
likely to cause death or serious physical injury; and

c) The officer believes that the person to be arrested is likely to endanger human

life unless apprehended without delay.

The use of physical force, including deadly physical force, by an officer upon another
person is justifiable when the officer is preventing the escape of an arrested person, but
is limited to the same requirements of justification of the use of force under items 1) and
2) above to re-effect the re-arrest:

Force likely to cause death or serious physical injury may not be used on mere suspicion
that a crime, no matter how serious, was committed or that the person being pursued
committed the crime. Officers should either have witnessed the crime or should have
probable cause to believe the suspect committed an offense for which the use of deadly
force is permitted. Flight in and of itself is not necessarily evidence of the commission of
a crime and is not sufficient reason for the use of firearms.

Justification for the use of deadly force must be limited to what reasonably appears to be
the facts known by an officer at the time he decides to use such force. Facts unknown to
the officer, no matter how compelling, cannot be considered in later determining whether
the shooting was justified.

(Remainder of page reserved.)
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3.1.7

,,,,,,,,,,

POLICE WEAPONS

DEFINITION

ffffffffffffffffffffff == = = = = = e e e e e e e e e e e e e e e e e e e e e mmmmm—————— oo
'

i Police weapons may generally be defined as any instrument, article,
i or substance which, under the circumstances in which it is used, or
i attempted to be used, (including but not limited to: preventing:

Police Weapons escape, defending self or innocent person from a threat or assault, :

2)

3)

3.1.7.3

1)

i deterring a threat or assault, and neutralizing a threat), is readily
i capable of causing a range of bodily injury up to and including death.
i (For exception, see § 3.1.7.6 below.) 1

POLICY (KACP)

The general policy of this Department regarding the use of weapons by an officer, on or
off duty, against another person is that weapons should be used only to prevent death or
serious physical injury to himself or another person.

The following weapons are authorized for officer use:

a) Firearms

b) Police baton

C) Police OC spray

d) Taser

e) Chemical delivery system (Specially Trained Personnel)
f) Pepperball delivery system (Specially Trained Personnel)

Other weapons such as blackjacks, slapjacks, nunchaku or karate sticks, or artificial
knuckles made from metal, plastic, or other hard materials are strictly prohibited.

USE OF FIREARMS (KACP)

The use of a firearm is, by definition, considered a force readily capable of producing
death or serious physical injury regardless of the extent of any injury inflicted on another
person (KRS 500.080). Bowling Green Police Officers may use firearms only under the
following circumstances:

a) If no other reasonable alternative exists (i.e., circumstances and according to
procedures described in § 3.1.5.2 above, items 2) and 3) ).
b) In self-defense and defense of others, when the officer has clear and sufficient

reason to believe that a person presents an imminent threat, coupled with the
capability of killing or seriously injuring the officer or another person.
C) In order to kill a dangerous animal or an animal so badly injured that humanity
requires that it be removed from further suffering and when:
. Permission, if possible, has been obtained from the animal's owner and
the act is carried out, if possible, outside the presence of children, and
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. Great care is taken for the protection of the public from any possible
ricocheting bullet.

d) At any animal that is obviously mad or vicious and cannot otherwise be
prevented from killing or seriously injuring a person,

e) For practice at an authorized range and in compliance with appropriate safety
procedures.

f) For practice, in a safe manner, in any area where firing a weapon would not be in
violation of the law.

2) Bowling Green Police Officers may not use firearms in any of the following ways:

a) Firing indiscriminately into crowds.

b) Warning shots.

C) To effect an arrest on mere suspicion that a crime has been committed or that a
particular person has committed a crime.

d) To halt a person who simply runs away in order to avoid arrest.

e) To prevent merely the theft or destruction of property.

f) To effect an arrest for a misdemeanor EXCEPT to defend himself or another
person from unlawful attack when he has reasonable cause to believe there is
imminent danger of death or serious bodily injury.

Q) At or from a moving vehicle EXCEPT to defend himself or others from unlawful
attack or when the occupants of a vehicle being pursued have committed a
felony involving the use or threatened use of physical force likely to cause death
or serious physical injury and there is probable cause to believe that the
occupants are the actual offenders; that there is reasonable cause to believe that
there is imminent danger of death or serious physical injury; that their immediate
apprehension is necessary for public safety and there are no other reasonable
means available to prevent their escape and secure their arrest.

3) Long barreled weapons.

Officers shall be held strictly accountable for the deployment of all long barreled weapons.
Officers shall handle long barreled weapons as inconspicuously as possible given the totality of
the circumstances. Situations calling for the deployment of long barreled weapons my include,
but are not limited to:

a)
b)

Potentials for mass violence (i.e., active shooters).
Perimeter containment in barricaded suspect situations with a known weapon
potential.

(Remainder of page reserved.)
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3.1.7.4

USE OF POLICE BATON (KACP)

For police purposes, use of the baton is considered a lesser degree of force than use of firearms.
However, officers should be aware that by definition the baton is considered a deadly weapon
(KRS 500.080) and should be used according to procedures taught at the academy and
Departmental in-house training. The baton may only be used under the following circumstances:

1) In overcoming resistance by a person to be arrested, or
2) As protection against an assault.

3.1.7.5

USE OF POLICE CHEMICAL MUNITIONS (KACP)

The use of police chemical munitions delivery systems may be a force readily capable of
producing death or serious physical injury. Specially trained Bowling Green Officers (see §

3.1.9.2,

item 4)) may use chemical munitions delivery systems only under the following

circumstances:

3.1.7.6

1)

2)

3)

4)

5)

In overcoming resistance by a person to be arrested,
As protection against an assault,

In situations involving crowd control, or

Barricaded persons.

USE OF OLEORESIN CAPSICUM (OC) SPRAY (KACP)

Oleoresin Capsicum (OC) spray is a less-than-lethal force option available to officers.
Officers may use only non-flammable OC in 5 to 10 percent OC concentration. Officers
may not use OC which uses alcohol as the carrier agent.

The use of (OC) is not normally considered a force readily capable of producing death or
serious physical injury. Bowling Green Police Officers may use OC under the following
circumstances:

a) In overcoming resistance by a person to be arrested, or
b) As protection against an assault,

c) In situations involving crowd control,

d) Barricaded persons.

Once an arrestee is under control, no further use of OC is permitted. OC will not be used
indiscriminately nor will persons already restrained and under control be sprayed. In the
event an arrestee is not brought under complete control (e.g., still struggling and kicking)
by the act of handcuffing, an effort should be made to secure and control his feet and
legs.

OC is biodegradable; it requires no special decontamination. Normal ventilation will
remove OC from the environment within 45 minutes. Allow five to ten seconds for OC to
drop before moving in on arrestee.

Persons sprayed with OC should be monitored and assisted as necessary. They should
be verbally assured of the temporary nature of their discomfort and told to relax and
breathe normally. Relief may be achieved through exposure to fresh air, flushing of eyes
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with cool water, and washing of skin areas with soap and water. Removal of contact
lenses should be allowed at the jail or other secure area.

6) All symptoms should disappear within 15 to 45 minutes with no after effects. If symptoms
persist without any relief to eyes, skin, or respiratory system GET MEDICAL
ATTENTION PROMPTLY. IF MEDICAL ATTENTION IS REQUESTED, TAKE THE
PERSON TO THE MEDICAL CENTER OR GREENVIEW HOSPITAL.

3.1.7.7 USE OF THE PEPPERBALL DELIVERY SYSTEM

The use of the PepperBall Delivery System is considered to be a less than lethal force option.
The PepperBall is a plastic sphere filled with powdered Oleoresin Capsicum (OC) that is
launched by an air-powered launching device in which a pepper ball bursts upon impact when it
hits a target. The PepperBall projectiles are to be launched using a PepperBall system only and
should only be used by officers trained in its deployment under the following circumstances:

1) In overcoming resistance by a person to be arrested.
2) As protection against an assault.

3) In situations involving crowd control.

4) In situations involving barricaded persons.

See § 3.1.7.6, use of oleoresin capsicum (oc) spray (kacp), for decontamination and medical
procedures. See § 3.1.8.1, report required (kacp), for reporting the use of the PepperBall
system.

3.1.7.8 USE OF TASER (KLC)

The Taser is a less than lethal neuro-muscular incapacitation weapon that disrupts the body's
ability to communicate messages from the brain to the muscles causing temporary motor skill
dysfunction to a person resisting the police in their lawful authority. The use of the Department
issued X26 Taser should be consistent with the Department techniques taught by the BGPD
training staff (Taser certified instructors). Officers who are issued a Taser will receive initial Taser
training prior to beginning the PTO program and will receive annual training. Officers should
follow the Department's use of force policies and the Kentucky Revised Statutes. Officers may
use Tasers under the following circumstances.

1) When overcoming active aggression and/or resistance by a person to be arrested,;
2) When being used as protection against an imminent assault; or
3) Protecting themselves or others from vicious animals.

The following are circumstances when an officer will not use or should consider not using the
issued Taser.

1) The Taser is not to be used indiscriminately nor will it be used on a person handcuffed
and under police control.

2) The Taser will not be used when the officer knows that the person has come in contact
with flammable liquids or is in a flammable atmosphere.

3) The Taser should not be used when it is obvious to the officer that a person is in a

position where a fall may cause substantial injury or death or the person is in direct
control of a vehicle or machinery.
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4)

5)

6)

The Taser should not be deployed (unless there are compelling reasons that are easily
articulated) when a subject is at the extremes of age or disability or when there is a risk of
drowning.

The Taser should not be used in a situation in which lethal force is clearly justified unless
another officer is present to provide lethal force as a backup and doing so does not
compromise the safety of innocent civilians or officers.

The Taser should not be deployed if the officer believes a female subject is pregnant
unless deadly force would be justified due to the danger created by the secondary impact
or the possibility of muscle contractions leading to premature birth.

The following are guidelines for Taser use involving fleeing subjects:

1) The Taser should not be deployed if the subject is fleeing for an unknown reason
or is fleeing from a violation.

2) Tasers may be used on fleeing persons in the following circumstances:
. Subject is fleeing from a known misdemeanor or felonious offense, or;
. To conduct a Terry Stop under suspicion of a misdemeanor or felonious
offense when force would be justifiably reasonable;
. When failure to utilize the Taser may result in risk of injury to innocent

bystanders or to the involved officer(s).

The use of the Taser on fleeing subjects must be based on the totality of the circumstances,
taking into consideration the risk of Taser deployment on the fleeing subject versus the risk to the
involved officer(s) and public if the subject is allowed to continue to flee or apprehended through
other means. Officers should also weigh the use of the Taser in this situation against the
seriousness of the offense.

3.1.7.8.1 Carry and Use

1) Officers will only carry and use the Department issued yellow X26 Taser and
cartridges manufactured by Taser International.

2) The Taser is one of several force options available to officers and like the other
options may not be effective in every situation.

3) Officers will carry the X26 Taser in a Department approved holster. The holster

must be worn on the duty belt on the side opposite of the duty firearm. A cross-
draw position is preferred but is optional.

4) The Department issued Taser is for official duty use and only by trained BGPD
personnel.
3.1.7.8.2 Maintenance Check

Prior to beginning duty officers shall conduct a maintenance check of their assigned
Taser. This check will consist of a visual inspection of the weapon. The battery life will
be checked on the Central Information Display. A reading of one battery level bar will
require that the battery be changed. The battery is never removed unless a change is
required or to conduct a data download. These two functions are performed by an on-
duty supervisor, or a member of the Training Staff, only. After the battery check, a spark
test will be conducted to ensure proper function of the weapon. The spark test should
last a full (5) seconds each time it is tested. The spark test does not require
documentation.
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3.1.7.8.3 Taser Application

There are three different types of reportable Taser applications that must be documented
on a BGPD Use of Force Report::

1) Spark display,
2) Probe deployment, and
3) Drive stun.

Officers will need to decide which application to deploy. This decision will be based upon
the officers’ training, experience, and the totality of the circumstances at the time of the
incident. Probe deployment is the preferred method of delivery for the Taser because the
nuero-muscular incapacitation affects the subject’s ability to control their muscles and
creates an involuntary immobilization/incapacitation effect. Drive stun, the secondary
method of delivery and control has the capability of delivering localized pain stimulus
used to create pain compliance.

The use of the drive stun mode to overcome verbal hon-compliance or passive resistance
is prohibited.

The drive stun may be utilized when one probe misses the subject and/or the 2 probes
are in close proximity to each other. The drive stun in conjunction with probe deployment
will compete the circuit and allow for the desired nuero-muscular incapacitation. The
intentional drive stun to the head, neck, chest, and groin area are prohibited unless
officers are defending themselves from a violent attack.

3.1.7.8.4 Verbal Warnings and Target

If possible officers should issue a verbal warning prior to firing the Taser at a person.
Verbal commands should be loud and repetitive before, during and after deployment to
aid in the de-escalation process. Officers should also shout "Taser" to let other officers
know that the Taser is being deployed.

Officers should not target the head, throat or groin areas unless a higher level of force is
justified. The preferred target area is the center mass of the subject’'s back. Whenever
back-targeting is not possible, frontal targeting should be lower center mass (below the
heart). Intentional deployments to the chest should be avoided whenever possible. A
range of 7-15 feet from the target is best for probe spread, accuracy, and officer safety. If
proper probe deployment is achieved and the weapon appears to be ineffective, the
officer should select another appropriate level of force to control the situation.

3.1.7.85 Probe Removal and Medical Assistance

The following procedure will apply to all incidents where a person is brought under control
by use of the Taser and the probes have penetrated, and remain imbedded in the skin.

Once the person is brought under control by the act of handcuffing, the wires leading to
the probes should be broken off after the weapon is placed on "safe." The probes are to
remain intact.
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All subjects who have been exposed to any Taser application shall receive a medical
evaluation by emergency medical responders in the field or at a medical facility. EMS
should be summoned to the field for initial assessment and probe removal. Mandatory
medical clearance at an emergency room is required for the following categories:
e Persons who request medical assistance.
e Probes struck sensitive areas (eyes, head, genitals, female breasts).
e Probes have penetrated skin and cannot be removed by EMS personnel on
site.
e Persons who refuse to allow EMS personnel on site to remove probes.
e Persons who have been exposed to a prolonged application (more that 15
seconds).
e Persons who fall into one of the vulnerable classes such as juveniles, elderly,
pregnant women, persons with a known pre-existing medical condition.
e Persons who do not appear to have fully recovered after a short period of
time.
e Persons who appear to be experiencing the effects of excited delirium.

Signs of excited delirium include but are not limited to:

e Subject complaining of chest pain.

e Shortness of breath.

e Unconsciousness.

e Under the influence of drugs.

e Exhibiting a continued state of agitation.
e Aggressiveness, incoherent shouting.

e Extreme paranoia.

e Found naked or tries to disrobe.

e Or, in any circumstance when the officer believes it is prudent.

Excited delirium should be considered a medical emergency and officers should request
an emergency medical response to the scene regardless of Taser use.

Subjects who do not meet one of the above listed criteria for mandatory emergency room
clearance and who are given the option to refuse medical treatment by the EMS crew on
site are not mandated to go to the emergency room.

All subjects who have been exposed by a Taser shall be monitored regularly while in
police custody, even if they received medical care. Notification of the exposure should be
made when the subject is transferred to jail personnel or is released from police custody.

After medical personnel remove probes, the officer will collect the probes, cartridge, wire,
and a sample of the AFIDS for submission to the BGPD evidence clerk. Spent cartridges
containing recovered probes will be packaged in sharp proof containers and labeled as
biohazard contents.

the person will still be provided the opportunity for medical treatment in a fashion similar
to other use of force incidents. (i.e., Ambulance called to the scene and medical
assistance offered).
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3.1.7.9

3.1.7.8.6 Taser Documentation and Data Download

The proper use of force documentation is critical anytime force is utilized. Unless the
subject is too combative or the situation dictates otherwise photographs are to be made
of the site of the probe impacts and any related injuries. Officers may have to make
arrangements to take follow-up photographs at a later time to properly document the
injuries. A Resistance to Arrest report will be completed. After a Taser use on a person
the officer's supervisor will download the data from that officer's assigned Taser. This
data will be printed out and attached to the force report along with the photographs and
any other pertinent paperwork. Supervisors will periodically conduct random inspections
of the Tasers including downloading stored data.

INSTRUCTION IN THE USE OF FORCE

All newly hired police personnel are provided instruction in the law regarding the use of force
while attending recruit training at the Department of Criminal Justice Training.

As part of the Department's Training Program, all newly hired police personnel are issued copies
of and provided with instruction in Department policy and procedures regarding the use of force
prior to being allowed to carry a firearm, baton, OC spray canister, or Taser.

3.1.7.10 RENDERING FIRST AID

Basic medical assistance given to a sick or injured person until full

First Aid medical treatment is available.

Medical Emergency

An acute injury or illness that poses an immediate risk to a person's
life or long-term health.

Officers receive training in basic first aid along with additional training to include: Cardio
Pulmonary Resuscitation (CPR), Automated External Defibrillators (AED), Heimlich maneuver,
Naloxone, and Tourniquets. (See 2.5.7.8.1.1; 3.1.7.6; 3.1.7.8.5; 3.1.8.4.1; 4.3.24.2; 4.3.27.4;
4.4.6.4;4.4.7.2;4.6.4.3)

3.1.7.10.1 Non-Emergency Situations

Once the scene is safe, and as soon as practical, an officer may provide appropriate
medical care consistent with his or her training to any individual who has visible injuries,
complains of being injured, or requests medical attention.

3.1.7.10.2 Emergency Situations

Once the scene is safe, and as soon as practical upon discovery of a medical
emergency, an ambulance should be immediately requested. An officer may provide
appropriate medical care consistent with his or her training, including circumstances
related to his or her use of force.
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3.1.8

3.1.8.1

1)

2)

3)

4)

5)

6)

3.1.8.2

1)

REPORTING USE OF FORCE

REPORT REQUIRED (KACP)

All use of force incidents involving members of the Bowling Green Police Department are
documented by both the officer(s) using force and any officer(s) witnessing the use of
force utilizing the departmental “Resistance to Arrest Report”. All Resistance to Reports
are reviewed by designated staff to determine the appropriateness of the force used.
This cursory review is documented by signature(s) on every use of force report.

The use of a lethal or non-lethal weapon, whether or not an injury or death results,
requires an official written report.

Unless prevented by physical inability (e.g., officer hospitalized), the report should be
submitted to the shift supervisor before the officer leaves his tour of duty.

In the event a Department member is involved in the use of lethal or non-lethal force
against another person, no public statement will be made by Department members
unless authorized by the Chief of Police or his designee.

In addition to the Resistance to Arrest Report documentation, the Bowling Green Police
Department will also conduct a comprehensive formal internal review of all incidents
involving a member of this department and their use of force resulting in the serious
physical injury or death of another individual, in-custody deaths, and the discharge of a
firearm. (see 3.1.8.3)

The use of a lethal weapon on an animal (non-human) in instances as described below
(See 3.1.7.3) will under normal circumstances not require a comprehensive formal
internal review as described in subsection (5):

. In order to kill a dangerous animal or an animal so badly injured that humanity
requires that it be removed from further suffering and when;

. Permission, if possible, has been obtained from the animal's owner and the act is
carried out, if possible, outside the presence of children, and;

. Great care should be taken for the protection of the public when humanely

euthanizing an animal.

The humane euthanasia of any animal will still require documentation on a “Use of Force
Report” in the normal manner.

GENERAL PROCEDURES (KACP)

In the event a Department member is involved in an incident in which lethal or less than
lethal force is used against another person the following report forms may be utilized:

a) Resistance to Arrest Report (required)
b) Prisoner Medical Treatment Form (if necessary)
C) Bowling Green Police Department Incident Report and/or established

To/From/Subject Form.
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2) Reports will contain at a minimum:
a) The circumstances causing the member to resort to physical force,
b) The type of physical force used,
C) A description of lethal or non-lethal weapons used, and
d) Any other attendant circumstance.
3) All reports will be reviewed by shift supervisors on duty at the time of the incident. If

necessary, reviewing officers may add supplemental material which may contain
additional information, or other pertinent information.

4) Any officer whose use of force results in a death shall be placed on administrative leave
pending termination of the investigation.

3.1.8.3 USE OF FORCE OR ACCIDENT RESULTING IN DEATH OR SERIOUS
PHYSICAL INJURY

In all incidents where BGPD members are involved in the use of force, or accident, resulting in
the serious physical injury or death of another individual, the Chief of Police or his designee will
request the Kentucky State Police to conduct the criminal investigation.  After the criminal
investigation has been completed, the Chief will assign the appropriate staff to conduct an
internal review of the incident, submit a report of findings and make a recommendation as to
whether or not department policy and/or training modifications are necessary.

The internal review will consider the following:

a) Was the force, control and/or restraint used consistent with the agency’s policy

b) Are there any issues requiring a re-evaluation of agency policies and/or
procedures

c) Are there any Training needs identified

d) Was the equipment provided by the agency adequate, and

e) Were the actions of the on-duty/on-scene supervisor(s) reasonable

3.1.8.4 USE OF FORCE OR ACCIDENT RESULTING IN DEATH OR SERIOUS
PHYSICAL INJURY — FIRST OFFICER / SUPERVISOR ON SCENE:
RESPONSIBILITIES (KACP)

1) All intentional or accidental discharges of firearms by Department members, other than
for practice where permitted or hunting, must be reported to the Department. If the
discharge results in injury to any person, the Chief of Police or his designee shall be
immediately notified.

2) All firearms discharge-incidents reported under paragraph 1 shall be administered
according to the following:

3.1.8.4.1 First Officer / Supervisor On Scene: Responsibilities

1) Secure the scene and ensure that the scene no longer poses a threat to other
citizens, officers, and suspects.
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3.1.85

1)

2)

3)

4)

2) Ensure that medical attention is provided to all injured parties. Request ambulances
for all injured parties.

3) Secure the perimeter of the scene to the extent possible to preserve evidence. Do
not handle or disturb any evidence once the scene is secure except in exigency to
protect it from damage or destruction.

3.1.8.4.2 Additional On Scene Supervisor Responsibilities

1) Assume incident command until relieved.

2) Ensure that the above listed duties have been completed.

3) Determine the necessary resources to manage the incident. Call in additional
personnel / resources as necessary.

4) Secure all weapons used during the use of force incident. At the Chief's

discretion, new weapons will be provided to the officer(s) who's weapon(s) have
been secured.

5) As soon as possible separate and remove the involved officer(s) to a safe and
secure location away from the scene. Involved officers should not discuss their
involvement in the incident except with incident investigators and/or at the
direction of the Chief of Police. Police Headquarters is the preferred location to
remove the involved officers to.

6) Assign a non-involved officer to accompany and remain with each involved
officer and suspect to either the hospital or to the safe and secure location as
appropriate until no longer necessary.

7) Secure and separate all witnesses of the incident until they can be interviewed by
the incident investigator(s).
8) Notify the Chain of Command as soon as practical. Be prepared to provide a

detailed briefing of the incident, to the degree known, to arriving on-scene
command and investigators.

9) Notify the Commonwealth’s Attorney as soon as practical.

10) Review all initial reports and supplements when available. Involved officers will
be allowed to sleep prior to completing any incident and/or Resistance to Arrest
reports.  When possible, involved officers will be allowed to sleep before
providing a detailed statement or being interviewed by the incident investigator.

USE OF FORCE OR ACCIDENT RESULTING IN DEATH OR SERIOUS
PHYSICAL INJURY — POST INCIDENT PROCEDURES

Administrative Leave — At the Chief’'s discretion involved personnel may be placed on
Administrative Leave to assist in the physical/psychological recovery from the incident
and/or until the investigation has been completed. Officers on Administrative Leave will
be required to make themselves available to assist in the incident investigation as
necessary. (See also § 4.10.2, internal affairs.)

Counseling Assistance — All employees involved in or witnessing a use of force
incident that results in the death or serious physical injury of another person are
encouraged to seek counseling through the City provided Employee Assistance
Program as needed. The Chief may require any employee(s) involved in the use of
force to submit to a psychological evaluation. The psychological counseling may occur in
the immediate aftermath of an incident as well as prior to returning to work.

Family Counseling Assistance — Family members may also seek counseling through the
City provided Employee Assistance Program as needed. The psychological counseling may
occur in the immediate aftermath of an incident as well as prior to returning to work.
Stress Recognition — Supervisors should monitor involved officers for changes in
behavior or work performance that may be stress related. Supervisors should report
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5)

these observed changes in behavior to their chain of command. Further action may be
taken at the Chief’s discretion.

Debriefing — A debriefing will be done for every use of force incident that results in the
death or serious physical injury of another person. The debriefing will typically be done
after the incident investigations have been completed. All employees directly or
peripherally involved in the use of force incident will be invited to attend the debriefing.

(Remainder of page reserved.)
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3.1.9

3.19.1

1)

2)

3)

4)

5)

6)

7

FIREARMS PROVISIONS AND QUALIFICATION

The departmentally issued Smith and Wesson M & P .40 or .9mm
caliber semi-automatic pistol, or any one of the approved semi-
1 Primary weapon automatic pistols. Typically open carried in a gun belt configuration or
in a gun holster worn on the waist (Patrol/CID), or in an approved
concealed configuration and holster (DTF).

The departmentally issued Smith and Wesson Shield .9mm caliber
semi-automatic typically carried as a back-up weapon in a concealed
departmentally issued or approved holster.

2 Secondary
weapon

FIREARMS PROVISIONS (KACP)

For safety and civil liability reasons officers shall use in the performance of duty only
weapons and/or ammunition authorized and/or issued by the Agency. Officers shall
carry as their on-duty Primary weapon the Department issued Smith and Wesson
M & P .40, .45, or .9mm caliber semi-automatic pistol. Officers shall carry as their
on- duty Secondary weapon the Department issued Smith and Wesson Shield semi-
automatic pistol.

The on-duty carry of personally owned firearms will no longer be authorized. All
officers previously authorized to carry personally owned firearms will be required to
transition to the Department issued Primary and Secondary weapons by July 1, 2018.

Plain-clothes officers and administrative personnel will carry the Department issued
Smith and Wesson M & P (Primary) and S&W Shield as a Secondary weapon, as
necessary.

All holsters and accessories for weapons carried on duty by uniformed officers must
conform to approved Department uniform standards and are subject to inspection. All
holsters and accessories carried on duty by uniformed and plain clothes officers must
be approved by the Chief of Police.

Pursuant to KRS 527.020 and City Code of Ordinances 9-1.09, officers are authorized to
carry concealed deadly weapons at all times in the Commonwealth. Officers are not
required by the Department, however, to carry a weapon off duty if they choose not to do
S0, (see 8§ 4.3.12.5, off-duty use). If an officer chooses to carry a handgun while off-
duty, the Department recommends that it be the same weapon carried while on-duty.

Officers are responsible for routine firearms cleaning and care for all Department owned
firearms that are issued to them. All firearms are subject to inspection at any time.

Any malfunction of a Department-owned handgun which may or may not require repair
work shall be reported immediately to a member of the Firearms Staff. The arrangement
of repair work for Department-owned firearms shall be the responsibility of the Firearms
Coordinator. Replacement weapons will be issued while repairs are being completed.

Officers shall not attempt to repair or dismantle a Department-owned handgun, beyond
that which is taught by the Firearms Staff for cleaning purposes. Yearly maintenance of
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8)

9)

10)

11)

3.1.9.2

1)

2)

3)

4)

the Department issued Smith and Wesson M & P will be performed by Firearms Staff
members certified as armorers for that weapon system.

Each officer is assigned a Department owned .223 rifle for duty use.  All routine
loading and unloading procedures are accomplished outdoors at the cruiser parking lot
or firing range.

Rifles should be cleaned at least monthly by the officer assigned to the weapon. Yearly
maintenance of these weapons will be performed by Firearms Staff members certified as
armorers for that weapon system.

Other Department owned and approved long guns may be available under prescribed
circumstances to those qualified in their appropriate use.

It is recommended that officers store weapons by utilizing safety measures taught by the
Department Firearms Staff.

FIREARMS QUALIFICATIONS (KACP)

Firearms qualifications involves not only the actual firing of weapons but also a passing
score (70% or above) on a "what, when, where, and how" written test based on the
training provided. DEMONSTRATED PROFICIENCY, therefore, includes:

a) Achieving minimum scores on a prescribed course,

b) Attaining and demonstrating a knowledge of the laws concerning the use of
firearms, and

c) Being familiar with recognized safe-handling procedures for the use of weapons.

Training through the firing of weapons shall take place at various times of each year at
the Bowling Green Police Department Firearms Range under the supervision of certified
Bowling Green Police Department Firearms Staff (see § 2.3, chapter 2.3 - training).

All sworn members of the Department are required to undergo the following courses each
year and successfully qualify at least twice per year with a score of 70% or above:

For S&W M & P (and approved personally owned handguns):
a) BGPD Silhouette Course,
b) BGPD Low Light Silhouette Course,
c) DOCJT Daytime Handgun Qualification Course,
d) DOCJT Low Light Handgun Qualification Course

For S&W Shield handgun (and approved personally owned secondary handguns):

Q) . BGPD Secondary Handgun course.
For rifles:
=) FO BGPD Patrol Rifle course.(Daytime and Low Light)

For firearms:......Departmentwritten test (see item 1) above).

A select number of sworn members of the Department are required to undergo the
following courses and successfully qualify:

E=) J For chemical munitions launching operations: =~ BGPD Pass/Fail Course.
b)........ For sniper rifles: BGPD Pass/Fail Course.
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5)

6)

All sworn officers will be required to complete yearly scenario based training on force
decision making. Scenarios will include daytime and low light conditions.

Officers that fail a particular course of fire will be required to immediately attempt to qualify.
If the immediate requalification attempts are unsuccessful the officer will be recommended
for at least (4) hours of remedial training. Remedial training will be scheduled with a
member of the training staff on the first available day but must be completed within 30-

days. The remedial training should document the steps taken to improve firearms
proficiency.

End of Chapter 3.1

Rev 10, 01 Jan 20

Part 3, Chapter 3.1 — Law Enforcement Role & Authority 3.1:26




Bowling Green Police Department Policy and Procedure Manual

CHAPTER 3.2

AGENCY JURISDICTION, MUTUAL AID
AND

REGIONAL SERVICES
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3.2

CHAPTER 3.2 - AGENCY JURISDICTION, MUTUAL AID AND
REGIONAL SERVICES

This chapter relates to the Department's jurisdiction, mutual aid, and participation in regional services.

3.2.1

JURISDICTION AND MUTUAL AID

3.2.1.1 DEFINITION

ffffffffffffffffffffffffffffffff L |
\ '

B R The Department'’s jurisdiction is the territorial range over which its
Jurisdiction i authority extends.

3.21.2 POLICE JURISDICTIONAL GOAL

The Bowling Green Police Department seeks to provide within its jurisdictional responsibilities the
most effective police service practicable in the most efficient possible manner.

3.21.3 DEPARTMENT JURISDICTION RESPONSIBILITY (KACP)

Although the police departments of second class cities possess the authority to make arrests
anywhere in the county in which the city is located, the Bowling Green Police Department is not
required by the State or the City to police outside the city limits (see KRS 95.019). The
Department's police responsibility is within the limits of Bowling Green. The Department
maintains a detailed official map depicting the city's limits and coverage area.

3.2.1.4 CONCURRENT JURISDICTION (KACP)

Law enforcement situations of concurrent jurisdiction involving other law enforcement agencies
should be managed in the following manner (see also § 1.1):

1) Concurrent jurisdiction implies concurrent responsibility; thus, every effort should be
made to ensure mutual agency decision making agreement, especially in the planning
and conduction of tactical operations.

2) The Department's command officer at the scene will assume command and operational
control until the other law enforcement agency clearly indicates that the jurisdictional
responsibility is exclusively theirs and that they are ready to assume them.

3) In all events of concurrent jurisdiction, it shall be the policy of the Bowling Green Police
Department that Departmental members either assume a primary role with exclusive
responsibility for resolving the situation or a secondary role involving traffic control,
barricade placement, perimeter control, etc.
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3.2.2

4) For operations involving hostages see 8§ 4.14.3, hostage situations and barricaded
subjects.

3.2.1.5 REQUESTING FEDERAL LAW ENFORCEMENT ASSISTANCE IN
EMERGENCY SITUATIONS

In situations involving federal responsibilities, requests for federal law enforcement assistance
may be made by the officer in charge by phone to the following local federal offices:

1) Federal Bureau of Investigation

2) US Treasury Dept. Alcohol Tobacco and Firearms
3) US Customs

4) US Marshall

5) IRS Criminal Investigative Division

3.2.1.6 REQUESTING NATIONAL GUARD ASSISTANCE IN EMERGENCY
SITUATIONS

The Kentucky National Guard (KYNG) will support emergency operations necessitated by a
natural or manmade disaster in the State of Kentucky when so ordered by the Governor, provided
they have not been federalized or are otherwise not available (KRS 38.030).

Requests may be made according to the following procedures specified in the Bowling Green
Warren County Emergency Operations Plans Manual, pages 4-5:

1) "The Chief Executives [Mayor] or DES Coordinator will contact the KY DES Area
Coordinator to request state assistance.
2) If the Area Coordinator cannot be reached, the KY DES Duty Officer is on staff twenty-

four hours a day to relay requests for assistance and to coordinate state response. The
phone number of the Duty Officer is (502) 564-7815 or 564-8600.

3) The KY DES Duty Officer has available all the necessary resources to contact state,
federal and private agency personnel and coordinate their response.”

REGIONAL SERVICES

3221 CENTRALIZED STATEWIDE FINGERPRINT RECORDS SYSTEM

Law enforcement agencies are required to submit a set of fingerprints of all persons arrested on a
felony charge, to the Records Section, Dept. of State Police, Justice Cabinet within thirty (30)
days after the arrest (KRS 17.110). The Bowling Green Police Department participates in this
system.
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3.2.2.2 CENTRALIZED STATEWIDE CRIMINAL INFORMATION SYSTEM

Law enforcement agencies are required to submit criminal information statistics to the Justice
Cabinet (KRS 17.150). The Bowling Green Police Department participates in this system.

3.2.2.3 STATEWIDE CRIME REPORTING SYSTEM

The Bowling Green Police Department participates in the Uniform Crime Reporting system which
is administered by the state.

End of Chapter 3.2
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CHAPTER 3.3

RELATIONSHIPS WITH OTHER AGENCIES
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3.3

CHAPTER 3.3 - RELATIONSHIPS WITH OTHER AGENCIES

This chapter relates to liaison with other agencies and interagency planning.

3.3.1

3.3.2

DEFINITION AND GOAL

3.3.1.1 DEFINITION

i Liaison is the establishment and maintenance of effective channels
i of communication between the Department and other agencies.

3.3.1.2 GOAL

Liaison seeks to improve cooperation between law enforcement agencies and other agencies.

DEPARTMENT LIAISON

3321 CHANNELS OF COMMUNICATION

The Chief of Police attends a quarterly law enforcement meeting with the following:

1) The Coroner

2) Local prosecutors

3) Sheriff

4) State Police

5) The Jailer

6) State Probation and Parole personnel
7) Federal law enforcement officers

The Chief of Police attends a monthly utility manager's meeting attended by Fire Department and
medical services personnel.

3.3.2.2 REFERRALS
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Department members often encounter, during the course of duty, situations which may be best
resolved through referral to another agency. When referrals are warranted, the following criteria
should be considered:

. The nature of the problem,

. The type of help or remedy required, and

. The identification of the agency best suited to provide remedy.
3.3.2.3 SERVICES AND RESOURCES AVAILABLE

The following are resources and services provided for Department referral by other public and
social service agencies:

Resources Available Services
. Social Services, official case worker,
1  Department for Permanency and Protection. counseling, monitoring, etc.
2 Comprehensive Care and the Help Line Counseling services.
3 Hospice Counseling.
4 BRASS. Battered Spouse couns_ehng and temporary
protection.
5 | Child Protection Committee Abuse protection and counseling.
6 | Barren River District Health Dept. Health related referrals.
7 | Salvation Army Temporary food and shelter.
8 | Welfare Center Temporary food and shelter.
9 H.O.T.E.L. Inc Temporary food and shelter.
10 @ Court Designated Worker Court-related referrals.
11 Rescue Squad Rescue
3.3.3 THE CRIMINAL JUSTICE SYSTEM
3.33.1 DEPARTMENT'S DIVERSION PROGRAM

The Criminal Investigations Division seeks the least forceful alternative when disposing of cases
involving juveniles by diverting certain cases from the Court. For its diversion program, see §
4.9.5.2, programs intended to prevent and control delinquent behavior (kacp).

3.3.3.2 COURT PROCEDURES FOR PRETRIAL RELEASE OF PERSONS
ARRESTED

Bail bond reform in Kentucky was set forth by the legislature in 1976 through KRS 431.510-
431.545. The Kentucky pretrial release program is administered under the Supreme Court Rules
(Rules of Criminal Procedure) RCr 400-458. Pretrial release may be defined as the release of a

Rev 10, 01 Jan 20 Part 3, Chapter 3.3 — Relationships With Other Agencies 3.3:3



http://www.lrc.ky.gov/statutes/chapter.aspx?id=39302
http://www.lrc.ky.gov/statutes/chapter.aspx?id=39302

Bowling Green Police Department Policy and Procedure Manual

defendant from custody before his trial date. It may be secured by any authorized method of
pretrial release including but not limited to release on personal recognizance, on nonfinancial
conditions or upon execution of bail bond. Pretrial Services is the agency established or
authorized by Supreme Court order to provide pretrial release investigation and services for trial
courts having jurisdiction of criminal causes. After booking and lodging procedures at the
regional jail it is the responsibility of Pretrial Services to investigate and arrange for any pretrial
release procedure.

The primary responsibility of the local pretrial services officer is to serve as a neutral information
gathering arm of the court in the initial phase of bail determination. In that role, the pretrial
services officer must see to it that all defendants under custodial arrest are interviewed, that their
potential for pretrial release in evaluated and that this information is supplied to the bail-setting
judge. The standard duties of the local pretrial services officer are:

1) Interviewing defendants within 12 hours of custodial arrest for the purpose of gathering
bail-setting information for use by the court;

2) Verifying the information given by the defendant through references provided by him
during the interview;

3) Obtaining a complete and verified past criminal history of the defendant,

4) Administering affidavits of indigency,

5) Obtaining a release decision from the appropriate judicial officer and assisting the
defendant in the actual release process where applicable,

6) Supervising the actions of defendants released on conditions,

7 Notifying all program releasees of their pending court dates,

8) Monitoring courts for the purposes of providing requested information to the trail bench
and for observing the attendance of program releasees,

9) Monitoring those released on 10% deposit bond when requested,

10) Assisting clerks of court in the processes and procedures of the monetary bail bond
system when requested,

11) Supervising volunteer interns who might be recruited from local colleges and civic
organizations and coordinating internship programs with such organizations,

12) Establishing liaison and coordination of activities with other criminal justice agencies,

13) W orking closely with trial judges in matters of service provisions and procedures,

14) Securing bail jumping warrants for program releasees who fail to appear for court (see
below),

15) Submitting reports, and

16) Adjusting the local program to fit local needs.

Few people released on bond or their own recognizance fail to appear in court. Only a small
percentage, however, of those who willfully fail to appear are subsequently apprehended. Low
apprehension rates are generally attributed to the fact that those who willfully fail to appear do not
remain in the area for long. For this reason, quick action by officers when notified of outstanding
failure to appear warrants can significantly increase the likelihood of the arrest of specific bail
jumpers. (For the Department's Legal Process, see § 4.3.26 and particularly § 4.3.26.3, records.)

3.3.3.3 HABITUAL / SERIOUS OFFENDERS

The criteria designating certain individuals as a persistent felony offender is set forth in KRS
532.080. Generally, a persistent felony offender in the first degree is a person who is more than
twenty-one (21) years of age and who stands convicted of a felony after having been convicted of
two (2) or more felonies. Generally, a persistent felony offender in the second degree is a person
who is more than twenty-one years of age and who stands convicted of a felony after having
been convicted of one (1) previous felony. (For further commentary, see paragraphs (2), (3), and
(4) of the statute.)
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Officers conducting felony crimes investigations which, by the above definition, may identify a
perpetrator, if convicted, to be a persistent felony offender, should notify the Commonwealth
Attorney's office and seek assistance in case preparation. (See also § 4.7.8, investigative
procedures (and court presentation).)

End of Chapter 3.3
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COMMUNICATIONS
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4.1 CHAPTER 4.1 - COMMUNICATIONS

This chapter sets forth the Department's communications system. The system conveys information from
the public to the Department through communications personnel; to the officer who responds to the call
for assistance; to other law enforcement and public service agencies; and to information storage facilities
and retrieval systems.

41.1 DEFINITION, GOAL AND POLICY

41.1.1 DEFINITION

Police communications is one part of the interrelated elements grouped

i to perform the police service. Itscomponent parts

Police rinclude: the telephone system, radio communications, computer

Communications : aided dispatch system and command and control operations.  This
i chapter is concerned with the operations of the Communications
i Center, telephone system and radio communications.

41.1.2 GOAL

The basic goal of the police communications system is to satisfy the immediate information needs
of the Police Department in the course of its normal daily activities and during emergency
situations.

41.1.3 POLICY

The communications function of any law enforcement agency is generally the first link in the chain
of police service. Recognizing the importance of this function, the Bowling Green Police
Department continually endeavors to improve the operation of its communications component,
both in the course of the normal daily activities and during emergency situations. In so doing, it is
also the policy of the Police Department to comply with all regulations pertaining to local, state,
and federal criminal justice information systems.

4.1.2 ADMINISTRATION

41.2.1 ADMINISTRATION AND FUNCTIONS
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1) The Department's telephone communications include emergency and non-emergency
response to:

a) Telephonic requests for police, fire, and some ambulance services; and

b) Telephonic requests for such information as may be within the purview of this
Department.

2) The Department radio communication include:

a) The dispatch of police officers, City & County fire units, and transfer calls to
medical and county law enforcement dispatch in response to various calls for
service,

b) The monitoring of radio traffic initiating from officers and fire units directed to the
dispatcher, and

c) The dissemination via radio of such other information as may be appropriate.

3) Teletype and automated data communications including:

a) The dissemination of such computerized information as may be allowed by State
and Federal regulation or Department procedures,

b) The entry of information into the computer system as directed, and

c) The maintenance of such print-outs or computerized information as may be
directed.

4) The communications division is a part of the Field Operations Services Bureau. Direct

supervision is administered by the Communications Center manager. The manager of the
communications division along with the communications supervisors are responsible for:

d) Assisting in the recruitment of communications personnel,

e) Assisting in the selection and recommendation of suitable personnel,

f) The ongoing training of communications personnel,

9) The supervising and scheduling of communications personnel,

h) Suchdiscipline of communications personnel as may be
consistent with Departmentand City procedures,

i) Assuring that Department radio communications are conducted in accordance
with FCC regulations, and

)] Assuring that the various communications systems are in good working order.

4122 COMMUNICATIONS PERSONNEL

Communications personnel are bound by the same levels of professionalism and courtesy
expected of sworn personnel. Personnel are expected to refrain from conduct, both on-duty and
off-duty, which would reflect negatively on themselves or the Department.

Duty hours for communications personnel are determined by the supervisor, the on duty or on call
division supervisor or, the division manager if the on call supervisor cannot be reached.
Requests for holidays, vacation time, etc., are approved by the communications supervisor or
manager. Shift times may vary to ensure adequate twenty-four hour coverage.

Telecommunicators assigned to the communications division are responsible for:

1) Responding to requests for police, fire, or ambulance services;
2) Communicative responsibilities enumerated in § 4.3.2, communications;
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3)
4)

5)

Monitoring and operating the various official radio systems in accordance with Federal
Communications Commission (FCC) procedures and requirements;

Entering, retrieving, and operation of the automated data information systems maintained
by the Department; and

Performing such other related duties as may be directed by higher authority.

41.2.2.1 PERSONAL COMMUNICATIONS

The Communications Division employees may not send or receive phone calls of a
personal nature, while working in the Communications Center, unless explicitly
authorized by the Communications Center Supervisor or chain of command or unless the
call is related to an unexpected personal emergency. The employee must notify his/her
supervisor of the phone call as soon as practical after receiving the personal emergency
call.

Personal communication devices, to include cell phones, will not be allowed in the
Communications Center unless explicitly authorized by the Communications Center
Supervisor or chain of command - on a case-by-case basis - or in the event all other
telephone communication has failed. The use of a personal communication device for
the purpose of calling, sending or receiving text messages or internet access, while in the
Communications Center, is expressly prohibited without authorization.

All "calls for service" will be dispatched by police radio unless explicitly authorized by the
Communications Center Supervisor or chain of command, or unless exigency requires an
alternate form of communication — to include dispatching bomb threats or other, easy to
articulate, officer safety/public safety considerations.

Officers will not be dispatched to, or respond to, non-police related calls for service, to
include other emergency responder calls for service (i.e., Medical Emergency) unless the
agency of authority requests police presence. This does not prohibit officers from
rendering aid to any person if they, in the course of their normal duties, are presented
with an opportunity to do so.

(Remainder of page reserved.)
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4.1.3 OPERATIONS

4131 PUBLIC ACCESSIBILITY TO THE DEPARTMENT (KACP)

The Department's law enforcement function is available 24 hours a day, every day of the week
within the City's limits. Law enforcement service may be obtained by the public from the Police
Department through the following communicative arrangements:

. The public is able to contact the Department at all times for information or assistance
through 24-hour telephone service.
. The Department's Enhanced 911 System increases the ability of citizens to quickly and

easily telephone for emergency service.

Alarms are not wired to the Police Department, however, the Department responds to:

. Professional alarm services, and
. Reported audible alarms.
4.1.3.2 DEPARTMENT RESOURCES FOR RESPONSE (KACP)

Communications personnel have immediate access to the following Departmental resources:

. The officer in charge,

. Duty roster of all personnel, and

. The telephone number of every Department member.

. On Call information for persons who are needed on a 24 hour basis.

The Department has the capability of immediate playback of recorded telephone and radio
conversations through the recording device.

4133 RECORDS

The documentation of Incidents is initiated by telecommunicators via the Computer Aided
Dispatch (CAD) System and serves as a complaint control source for follow-up and/or as the full
report of an incident. All follow-up incident reporting is based upon this system.

A record is made, within the CAD Incident, of the primary and backup officers assigned to an
incident.

41.3.4 RELEASE OF RECORDS (KACP)

Citizen / clients requesting review and/or release of information recorded within this Department's
communication system shall be referred to the Records Division for filing of Open Records
procedures.
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Third-party complainants and witnesses' names shall not be released. Persons requesting such
information will be referred to the Records Division for filing of Open Records procedures.

4.1.35 MEDIA INFORMATION ( §4.3.36.5 AND 4.10.4)

Telecommunicators will refer all requests for information from the public or news media in
reference to any case or topic to the appropriate media relations officer (Police or Fire) or to a
Patrol Supervisor. The only information that will be given out by a telecommunicator is the
location and nature of an incident.

(Remainder of page reserved.)
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4.1.4

FACILITIES AND EQUIPMENT

41.4.1 COMMUNICATIONS SECURITY (KACP)

The Deputy Chief in charge of Field Operations is responsible for the security of the
communications and call processing facilities of the Department. Access to the service area is
limited to authorized personnel. In general, the communications center is limited to those
persons who operate and command the center.

The ability to maintain communications in all emergency situations dictates that security
measures should be implemented to protect communications personnel and equipment. Other
appropriate measures may be approved for the security and protection of communications
p