Directives in this chapter relate to direction and supervision.  They concern the need to recognize and establish the authority of the Chief of Police, designation of command during the absence of the Chief, the accountability of supervisors for the performance of subordinates and the scope of the Pocomoke City Police Department's written directives.

4.1    DIRECTION

4.1.1	AUTHORITY AND RESPONSIBILITY OF AGENCY'S CHIEF EXECUTIVE OFFICER      

Under Maryland State Law (Article 23A of the Local Government Article of Maryland) the City of Pocomoke City is authorized to establish and maintain a Police Department.  The City of Pocomoke City Charter authorizes and establishes the Pocomoke City Police Department.  The Chief of Police will report to the City Manager and enforce the bylaws, resolutions and ordinances of the City and the laws of the State of Maryland.  The Chief of Police, or through his subordinates shall maintain peace and good order within this jurisdiction. The organization of the Police Department will support the effective and efficient accomplishments of the departmental responsibilities and functions.


4.1.2	ORDER OF COMMAND IN THE ABSENCE OF THE CHIEF OF POLICE               

When the Chief of Police is unavailable for duty, he will appoint a designee in his absence.  If no designee is appointed, Commanders in the following order will provide command and direction to the Department: Captain, Administrative Lieutenant, Patrol Lieutenant.

In emergency situations, command protocol will be directed to the on-call Lieutenant, who in return will notify the Captain if necessary, who will in return notify the Chief of Police.

In situations involving personnel of allied agencies engaged in the same 
 operation, Local Government 5-207, command structure will follow the county mutual aid agreement.
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  In situations involving personnel of different functions engaged in the same operation, see the command protocol as set forth in paragraph one of this directive.

   For normal day-to-day operations, the functional organizational structure as described in Local Government 5-207 will apply.


4.1.3	 EMPLOYEE OBEDIENCE TO LAWFUL ORDERS               

 To permit effective supervision, direction, and control, all employees shall promptly obey any lawful order of a superior, including any order relayed from a superior of the employee same of equal and higher rank. In the event an employee is given two different orders that may be in conflict, the order given by the highest-ranking supervisor will be followed. If an employee, sworn or non-sworn, receives an unlawful order he or she will immediately report it to the next highest rank available and await direction. No member, sworn or non-sworn, may be required to obey an unlawful order.
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4.1.4	COMMUNICATION, COORDINATION, AND COOPERATION WITH OTHER DEPARTMENTAL FUNCTIONS

1.	All patrol officers will cooperate and exchange information with investigators and personnel of other functional areas of the department. This cooperation and exchange is accomplished by, but not limited to:                    

a.   	Attendance of the investigators at roll call to sharing information as to current activities, areas of needed assistance, intelligence information, etc.;                    

b.   	Attendance of all supervisory personnel at staff meetings, where matters of departmental and squad or division matters are discussed and ideas exchanged.                    
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c.   	Review daily by all patrol and investigative personnel of offense/incident daily summary reports and miscellaneous information made available by utilization of information boards. This review should trigger the sharing of information and assistance; and                    

d.   	Review of and input from all personnel in development of new policies and/or procedures.

e.	Periodically, a staff meeting will be conducted, which all Commanders and Supervisors or their designated representatives and the Chief of Police will attend. The purpose of this meeting is to highlight achievements or problems: provide information concerning forthcoming activities or events; discuss needs, requirements, or changes; provide feedback concerning policy, or directives; and, in general, to share information of assistance to all. Each commander and supervisor will, in turn, have an opportunity to speak and should feel free to comment, at any time, on any matter under discussion. Personnel on duty will wear departmental uniform or civilian attire appropriate for a court appearance when attending staff meetings. Personnel off duty may wear casual attire appropriate for a professional meeting. It is an open meeting and any employee, desiring to do so voluntarily, is welcome to attend and will be afforded an opportunity to pose subjects for discussion.     

          	Commanders or Squad Supervisors may conduct such meetings of their personnel as are deemed appropriate.  Departmental meetings may also be scheduled as required.  

4.2    WRITTEN DIRECTIVES

4.2.1	WRITTEN DIRECTIVES SYSTEM               

Effective and efficient administrative practices and procedures in the Pocomoke City Police Department will help ensure that appropriate information flows when and where needed and that management decisions are based on the best available information.  In addition, coordinated administrative activities will reduce the possibility of duplication, overlap, possible gaps, and wasted effort.  Accordingly, all employees must be aware of the general administrative practices and procedures of the department.  


	If an officer acts in the absence of some guidelines and something goes wrong, he is often criticized and perhaps disciplined.  Consequently, police officers who are unsure of the position of their superiors on particular issues are reluctant to make decisions or take action.  What we are talking about is the need of guidelines or "Department Policy" for effective decision making.  Department Policy is aimed at reaching the organizational objectives and goals.               

When a group is organized to achieve a common goal, there is a need to control, direct, and coordinate the activities of its members if the best interests of the group are to be served and if its objectives are to be reached.  The efficient operation of a police department depends upon standard operating procedures which define policy and direct procedures for the indefinite future and for the department as a whole.               

The written directive system of the Pocomoke City Police Department is designed to provide employees with a clear understanding of the constraints under which they should operate and expectations they should fulfill.        

Written Directives provide the vehicle by which sworn and civilian personnel are made aware of the actions and attitudes expected of them and therefore act without hesitation in harmony with the departments values, mission, goals and objectives, and basic programs and priorities.

The departments values are incorporated, but not limited to, in the acronym PRIDE:

	PARTNERSHIPWe are committed to working in partnership with the community and each other to identify and resolve issues which impact public safety.

	RESPECTWe are committed to respecting individual rights, human dignity and the value of all members of the community and the department.

	INTEGRITYWe are committed to nurturing the public trust by holding ourselves accountable to the highest standards of professionalism and ethics.

	DEDICATIONWe are committed to providing the highest quality of professional law enforcement service to the community with the goal of enhancing the quality of life within the City of Pocomoke City.

	EMPOWERMENTWe are committed to empowering our members and the community to resolve problems by creating an environment that encourages solutions that address the needs of the community.
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Mission Statement
Working in partnership with the community, the Pocomoke City Police Department is committed to providing the highest quality of law enforcement service to Pocomoke City. This mission will be accomplished by aggressive Crime Prevention and continuously pursuing, citing, and arresting criminal violators. The Department promotes community safety by seeking solutions to any situation that creates fear or threatens the citizens of Pocomoke City.

	


	Many Written Directives such as "Memoranda" and "Special Orders" will not be contained in the Written Directive Manual due to the content contained therein; those that have general application will be included in subsequent revisions of related Directives in the Written Directive Manual.          

1.	Written Directives

[bookmark: _GoBack]A Written Directive is any written document used to guide or affect the performance or conduct of departmental personnel. The term includes Rules and Regulations, policy, procedures, special orders, personnel orders, memoranda, police chief memoranda and training bulletins.


In order to perform duties properly and effectively, all personnel will thoroughly familiarize themselves with and comply with Written Directives.  Personnel will seek clarification from their supervisor, commander or the Chief of Police of any directive not clearly understood.

All personnel have access to the departments written directives on departmental computers, as well as receiving and signing for a hard copy of the Written Directives and Policies. 

2.   	Rules and Regulations               

The term "rules and regulations" as used in law enforcement are synonymous.               
Generally, rules relate to the conduct of the individual in that they indicate what he must not do and regulations define to some extent the duties and responsibilities of the individual member or what he must do.  Basically, they are a means of controlling and defining the behavior of all department employees.               

Rules provide rigid and restrictive guides of conduct in those areas in which the ungoverned actions of individuals would be detrimental to the reputation of the department or would impede its ability to carry out its mission.  They are specific concerning the responsibilities of employees to do certain things within a definite period of time, or in particular circumstances and indicate or imply that a penalty will be imposed for failure to comply.               

Rules and regulations may apply to specific situations such as spelling out the duties of a patrol officer, a supervisor, a commander or deal with personal conduct, morality, integrity, general duties, responsibilities and in all matters pertaining to obedience of orders and department directives.  

3.   	Policy               

Policy is a statement either written or oral which embodies the philosophies of the Chief of Police and Command personnel.  It is a broad statement of agency principles serving as a guide to what must be done and its broad limits allow discretion in making decisions aimed at reaching the organizational objectives and normally contained in the beginning of each chapter of the Written Directives.              

Policy must emanate from a single source following input from appropriate staff to assure uniformity in the way specific tasks are performed.  It serves to guide the decision-making activities within management, supervision and line levels of the organization.  


The policies of a police organization may be classified into four main groups.               	

1.   	Department or Major Policy               

2.   	Divisional Policy               

3.   	Operating Policy          

	4.   	Procedures               

Procedures are a series of tasks that comply with department rules and policies and are designed to facilitate the performance of specific activities and promote uniformity and efficiency of action.  As they deal with activities, they set forth the exact method a task is to be performed.  Written procedures are valuable training aids in preparing new employees or instructing personnel to perform new tasks.  Procedures must produce uniformity.  Uniformity not only facilitates supervision and work evaluation, but also increases employee performance.               

Compliance with policies and procedures is normally expected unless good reasons exist for not doing so.  It will be the responsibility of any employee choosing non‑compliance to justify such non‑compliance.               

              The intent of words such as "will", "must", "should", and "shall" in any 
directive is to mandate a particular action.  Words such as "may", "can", and "normally" are less directive and imply a degree of choice.          

4.   	Special Orders

Special Orders generally cover a temporary or self‑canceling order.  The special order will remain in effect until it is self‑canceled by the issuing authority.  Special Orders will be issued by the Chief of Police or by a commander with the approval of the Chief of Police. 

5.	Personnel Orders

Personnel Orders relate to such personnel action as appointments, assignments, transfers, promotions and disciplinary measures.  Personnel Orders will be issued by the Chief of Police or by a commander with the approval of the Chief of Police. 

6.	Memoranda


Memoranda provide information, opinions, guidance or orders concerning a particular subject or event.  Frequently they are self-canceling but the pertinent content from those that have ongoing application will be included in the next revision to the Written Directives Manual.  Memoranda will be issued by the Chief of Police or designee.

7.	Police Chief's Memoranda

Police Chief's Memoranda relates to promotional matters within the 			department.  It will be issued by the Chief of Police or designee.	        	

8.	Training Bulletins

Training Bulletins relate to training matters within the department. 

9.	Non‑Departmental Written Directives, with Which Members of the Department Must Comply, Include:               

Federal Law and mandates including the Constitution of the United States.  

State Law and mandates including the Constitution of the State of Maryland and the Code of Maryland.               

City Code of the City of Pocomoke City and other City directives including, but not limited to City Policies relating to personnel, purchasing, finance, inventory control, etc., City plans such as emergency/disorder operations plan; etc.          

10.	Formulation and Approval for Directives and Forms

A.	A directive to be included in the Written Directive Manual is prepared by the Chief of Police or the Captain.  


B.	Some Directives may involve more extensive participation by department personnel, and the responsible employee as selected by the Chief of Police, may request that a task force be appointed to help develop it.  Some Directives may involve coordination with agencies or offices outside the department such as with the State's or City Attorneys, Mayor's Office, etc.  The Chief of Police or Captain will ensure such outside coordination is accomplished during the staffing process. 
 C.	Once a written directive has been approved, the Chief of Police or Captain shall publish it and distribute it to all affected personnel by a memo with the attached directive. This memo must be signed and returned to the Chief of Police or Captain within seven days unless otherwise specified. The Chief of Police or Captain will maintain individual files of employee acknowledgment of receipt. 

D.	Written Directives not to be included in the Written Directive Manual fall into two general categories:               

(1)	Department Memoranda generally addressed to "ALL PERSONNEL" or "ALL COMMANDERS.  

(2)	Other memoranda, interoffice routing slips, training materials, etc.  Memoranda which fall in this category may be issued by any appropriate commander or responsible person.  

E.	All employees have access to all departmental policies and procedures including written directives, operational orders, job descriptions, forms, form lists, and emergency operation plans through departmental computers on the shared drive.  All employees have been given a binder of the written Directives as well as signed for the policy.

F.	Supervisors will be responsible for insuring that all subordinates have read and understand all the Directives.

G.	Any violation of directives contained in the Written Directive Manual may be grounds for disciplinary action.



4.2.2	PROCEDURES FOR WRITTEN DIRECTIVES PRIOR TO            PROMULGATION	

1.	Dissemination of existing, new or revised directives will be the responsibility of the Chief of Police. Once a new or revised directive has been staffed and approved according to the provisions in Chapter 4 (4.2.1), a copy will be made for each affected employee.  The new or revised directive will be disseminated to all affected personnel with a cover memorandum that must be signed and returned to the Chief of Police or Captain within one week unless otherwise specified.

2.	The Chief of Police or Captain will be responsible for the storage, updating and maintenance of a master copy of the directive manual.  Each employee of this department has access to all of the departments written directives. 

3.	Each employee, upon acknowledging receipt of a new or revised directive, is also responsible for seeking clarification from his supervisor, commander or the Chief of Police if the directive is not clearly understood.  Supervisors will be responsible for insuring all subordinates have read and understand all directives.  All new or revised directives will be in effect 24 hours upon receipt by the employee unless otherwise noted.

4. 	With the issuance of any new or revised directive, the Chief of Police or Captain will copy the updated files onto the Shares drive so as to make it available to all personnel.

5.	The written directives on the shared drive are “read only”.  No revisions authorized, except by the Chief of Police or Captain.
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