	

The Pocomoke City Police Department is committed to creating a dynamic organizational culture wherein training and leadership will foster integrity, respect and quality of internal operations.  The Pocomoke City Police Department will inspire and preserve the public's confidence and trust in the Pocomoke City Police Department's disciplinary process.  While training establishes these fundamental values, leadership by command and supervision is critical in bringing a focus to these moral and ethical standards.  All aspects of the disciplinary process will be performed with integrity, competence and with the highest standards of the Pocomoke City Police Department. This policy is not a contract, However, If there is a discrepancy between State or County laws and the policy manual, the State or County law shall supersede the policy manual.
12.1      General Provisions
In order to protect the collective integrity of the Pocomoke City Police Department, all matters that may result in discipline shall be imposed pursuant to the Disciplinary Matrix as responsive measures to an officer’s sustained violation of the Pocomoke City Police Departments policy or other police misconduct. Generally, each sustained misconduct violation shall be considered separately for the purpose of recommending and imposing discipline. However, when multiple violations arise from the same incident, a determination may be made that the most effective manner to address discipline in the case is to consolidate violations into one form of discipline.
Discipline is imposed for first violations and may follow a progressive course for repeat or increasingly serious offenses. This Disciplinary Matrix, and the imposition of discipline, shall not be based on the member’s race, religion, gender expression, gender identity, sex assigned at birth, sexual orientation, national origin, age, ethnicity, or familial relationships. Furthermore, the imposition of discipline shall not be influenced by the high- or low-profile nature of the incident.
The Matrix includes a breakdown of six (6) different categories of violations, labeled A through F, with A as the lowest level of discipline and F as the highest. Each category is defined, along with example violations. Three penalty levels are included in each category which are based on the number of similar violations in a specified period of time. A disciplinary range is then used for assessing the recommended discipline. Based on aggravating and/or mitigating factors the disciplinary range can increase or decrease upon review of the totality of the circumstances surrounding the sustained violation. 



12.2	Definitions
Aggravating Factors – Conditions or events related to the violation that increase the seriousness of the violation and may increase the degree of penalty as specified in the Matrix below. Examples of aggravating factors include, but are not limited to, the following:
 The officer’s prior disciplinary history
 The officer’s prior negative work history, including non-disciplinary corrective action
 The officer’s rank
 The violation was committed willfully or for personal gain
 The officer’s efforts to conceal the violation, or to be untruthful or dishonest
 The officer’s failure to cooperate with the investigation into the alleged misconduct
 The violation was retaliatory in nature
 The violation or behavior was motivated by bias against a member or group of a protected class under
     the State’s hate crimes law, (Public Safety Article, §10-304, Annotated Code of Maryland).
 The officer’s expressed unwillingness to comply with policy, tactics, or performance standards
 The impact of the violation on the community or the department's ability to carry out its mission 
 The degree to which the violation caused or could have caused the loss of life or injury, and
 The degree to which the violation caused loss or damage to public or private property.
Note: Some aggravating factors may in themselves constitute additional violations of policy associated with separate, higher, ranges of discipline. For example, “efforts to conceal” even a minor violation may themselves constitute separate ethics/honesty violations subject to a higher range of discipline (e.g., lying or destroying/falsifying evidence to conceal a minor violation).
Disciplinary Matrix – a written, consistent, progressive, and transparent tool or rubric that provides ranges of disciplinary actions for different types of misconduct. (Public Safety Article, §3-101, Annotated Code of Maryland).
Formal Written Counseling (FWC) – A form of counseling given to employees who have violated an agency’s policy. Formal Written Counseling, the least severe form of disciplinary action, serves as a warning for violations. Further violations of same or similar conduct may result in more severe discipline. A copy of the formal written counseling shall be placed in the officer’s disciplinary file.
Letter of Reprimand (LOR) – A formal letter to an officer from the agency which details the officer’s wrongful actions and states their actions have been deemed inappropriate or unacceptable. Further violations of same or similar conduct may result in more severe discipline. A copy of this letter shall be placed in the officer’s disciplinary file.
Loss of Leave (LOL) – Removal of leave from officer’s accrued leave total (vacation, personal). Loss of leave shall be determined in hours.
Loss of Pay (LOP) – Suspension from duty without pay.
Level (One) – Penalty level for first offense violation.
Level (Two) – Penalty level for second offense of similar conduct.
Level (Three) – Penalty level for third offense or more of similar conduct
Mitigating Factors – Conditions or events that relate to the violation, but do not excuse or justify the violation, that are considered in deciding the degree of penalty. Examples of mitigating factors include, but are not limited to, the following:
 The officer’s actions are attributable to selfless concern for the well-being of others
 The officer’s lack of disciplinary history
 The officer’s complimentary work history
 The officer’s prior positive work history
 The violation was the inadvertent result of reasonable, otherwise compliant performance
 The officer’s prompt acceptance of responsibility for the conduct and willingness to be held 
     accountable
  The officer’s commission of the violation at the direction of a superior (who might also be subject to  
     separate discipline)
 Unusually serious workplace tensions / stressors, and
 The violation is attributable to limitations beyond the control of the officer that are caused by legally
     protected physical or mental disabilities and/or conditions.
Penalty Days – The forfeiture of vacation days and/or the imposition of suspension without pay for a specified period of time. The decision to suspend, deduct vacation days, or impose a combination of both, is based upon the severity of the misconduct along with any relevant aggravating and mitigating factors. The local ACC and/or Agency Head shall define a “day” as a specified number of hours depending on the officer’s schedule and/or unit within the agency.
Police Misconduct – Refer to Public Safety Article, §3-101, Annotated Code of Maryland.
Remedial Training – Training designed to correct the behavior of officers who have failed to perform their duties with the skill, knowledge and/or ability expected and/or required of them, or have otherwise demonstrated a need for additional training.
12.3     Procedures
Violation Categories – The Matrix includes six (6) categories. Each offense is categorized by a letter (A-F) that represents the severity of the offenses in that category. Category A is the lowest level of discipline and Category F is the highest level. Each category is defined along with a list of example misconduct violations that fit into that category.
Special Circumstance Categories – Special circumstance categories are specific violations with their own disciplinary ranges.
Factors Influencing Discipline – Mitigating and aggravating factors surrounding a violation may increase or decrease the discipline. Those factors will be considered within the disciplinary range for a specific category.
Multiple Count Adjustments – Generally, each sustained misconduct violation shall be considered separately for the purpose of recommending and imposing discipline. However, when multiple violations arise from the same incident, a determination may be made that the most effective manner to address discipline in the case is to consolidate violations into one form of discipline. The most serious offense is used as a starting point within a violation category. The other offenses determine whether and how much to increase the discipline within the selected violation category.
Prior Disciplinary Record - Same Category – The Matrix incorporates an officer’s prior sustained disciplinary record in determining discipline for a new violation. In each category, there are three penalty levels based on the number of misconduct violations within a specified period of time. Three or more sustained violations in the same category and specified time period will progress to the next higher offense category noted in the Matrix.
Determining Discipline – In determining discipline, there must first be an agency policy violation or other police misconduct. Once a violation has been identified, review the violation examples found in the Matrix and select the appropriate offense category. If the specific policy/procedure violation is not listed, review the violation category definition, along with similar example violations and select the most appropriate category. Next, determine if the offense is a first offense or repeat offense and select the appropriate level. The disciplinary section is located to the right of the category definition and level. Each chart includes an acceptable disciplinary range for applicable violations. In addition to the severity of the conduct, mitigating or aggravating factors should be considered prior to making a final determination of discipline. The range of discipline includes formal written counseling (least severe), reprimands, penalty days, and termination (most severe).
Additional Corrective Measures – Notwithstanding the penalties in the Matrix, an officer may be referred to counseling, an employee assistance program, training, restitution and/or a demotion. Demotions can be considered for Category D and E violations. Additionally, suspension or removal from a take-home car program and suspension or removal from secondary employment are also options for an ACC to consider. These options may also be imposed by police management, independent of the Local Administrative Charging Committee, consistent with management rights and/or agency policy.
Violations that Fall into Multiple Violation Categories – Some violations can fall into multiple categories depending on the severity of the violation. For example, penalties for body-worn camera related violations, insubordination, and harassment may carry more or less severe penalties, depending on which category most accurately fits the member’s actions.
Notes: PAB/ACCs and Agencies may only deviate from the use of the Matrix when required to do so by court order, consent decree or any other superseding legal authority. The Matrix does not impact police management rights to maintain the order and manage the affairs of an agency in all aspects including, but not limited to, establishing standards of service, transfer or assignment of employees, establishing standards for performance and conduct, and maintaining control and regulation of the use of government equipment and/or property. Agencies that operate a formal mediation program are not impacted by this process since it occurs prior to an investigation and is mutually agreed by the complainant and the officer.

12.4	Core Values
	Pocomoke City Police Department personnel will be committed to the following core values to 	guide their conduct:
	1.	INTEGRITY.  Employees shall:
		a.	uphold the public trust by being honest.
		b.	maintain the highest standards of ethical and moral character.
	2.	FAIRNESS.  Employees shall:
		a.	treat everyone with respect and dignity and in an unbiased manner. 
		b.	refrain from responses of uncontrolled anger when dealing with a citizen or a 				Pocomoke City Police Department employee.
		c.	protect constitutional rights through impartial enforcement of the law.
	3.	SERVICE  Employees shall:
		a.	provide dedicated and compassionate assistance to citizens.
		b.	promote leadership, cooperation and assistance to the Pocomoke City Police 				Department and its employees.
		c.	aspire to improve service, and partnership with the community.
		d.	obey Pocomoke City Police Department rules, regulations and procedures.
12.5	Rules of Conduct
	Pocomoke City Police Department personnel shall obey all Rules of Conduct.  Generally, it is 	intended that all administrative charges preferred by a commander, be based on the Rules of 	Conduct as herein stated.  The Rules of Conduct are:
	1.	Courtesy
		a.	A Commander shall courteously and promptly accept any allegation or 					complaint made by a citizen against any employee of the Pocomoke City Police 				Department.  The receipt and processing of all complaints shall be in 					conformance with established Department procedures.
		b.	An employee shall be courteous to the public and to fellow employees.  He/she 				shall be tactful in the performance of their duties, shall control their temper and 				exercise utmost patience and discretion, and shall not engage in argumentative 				discussions, even in the face of extreme provocation.  While on duty or in the 				performance of their duties, sworn officers shall not use coarse, violent, profane, 				or obscene language or gestures toward the public or fellow employees.  They 				shall not express any prejudice or use language which is insulting or demeaning 				to the public or fellow employees concerning race, sex, religion, politics, national 			origin, 	lifestyle, mental or physical disabilities or other personal characteristics.
		c.	Police employees will at all times show respect for their fellow employees and 				will conform to the rules of military courtesy and military discipline as 					set forth by the Chief of Police.

	2.	Unbecoming Conduct
		a.	Every employee shall conduct themselves at all times, both on and off duty, in a 				manner which reflects most favorably on the Pocomoke City Police Department.  			The phrase “reflects most favorably” pertains to the perceptions of both citizens 				and other Pocomoke City Police Department employees.  Conduct unbecoming 				an employee shall include that which tends to bring the Pocomoke City Police 				Department into disrepute, or reflects discredit upon the employee as 					representative of the Pocomoke City Police Department, or that which tends to 				impair the operation or efficiency of the Pocomoke City Police Department or 				employee.
		b.	A commander or supervisor will not injure or discredit a subordinate through 				unreasonable, unjust, arbitrary, or tyrannical conduct, or abusive language.
		c.	A Pocomoke City Police Department employee shall not maliciously threaten, 				strike, or assault any other Pocomoke City Police Department employee.
		d.	Members of the Pocomoke City Police Department will not be involved in 				domestic violence related incidents in their personal life reflecting poorly on the 				department.
	3.	Insubordination
		a.	Pocomoke City Police Department employees shall, unless otherwise directed by 				competent authority, transact all official business with employee’s senior in rank 				or classification only through the official chain of command.
		b.	An employee shall promptly obey all lawful orders of a superior, including those 				from a superior relayed by an employee of equal rank.  A lawful order is any 				order, either verbal or written, which an employee should reasonably believe to 				be in keeping with the performance of his duties or the responsibilities of his 				post.
		c.	An employee will obey all orders from superiors, whether written or verbal, 				except when compliance with such orders would require the commission of an 				illegal act.  No employee, without adequate justification, will intentionally issue 				an order that is contrary to an order issued by a superior.  Employees to whom 				conflicting orders are issued will call immediate attention to such conflict; 				however, if the conflict is not resolved, the last order will be obeyed.
		d.	Any order may be countermanded in an emergency.  An employee 					countermanding a prior order will immediately report the reason for his action to 				his commanding officer.  Responsibility for all prudent and reasonable action 				necessary for compliance with orders will remain with the superior issuing the 				order.  Accountability for all action taken in compliance with orders remains that 				of the person taking such action.
		e.	At the scene of any incident, the assigned police officer shall be in charge 				until relieved at the direction of another police officer senior in rank.
	4.	Criticism -  An employee shall not criticize or ridicule the Pocomoke City Police 				Department, or any other police department and/or member, their policies, or their 			officers by speech, in writing, or by expression in any other manner, when such speech, 			writing, or other expression is defamatory, obscene, unlawful, exhibits a reckless 				disregard for truthfulness, or tends to undermine the operation of the Pocomoke City 			Police Department, other police department, interfering with their operation or 				maintenance of discipline.	
	5.	Abuse of Position
 		a.	While deprived of police powers, sworn Pocomoke City Police Department 				employees will not wear the uniform and will not represent themselves in an 				official capacity as a Pocomoke City Police Department employee with police 				powers.
		b.	An employee is prohibited from using his official position or his official 					identification card or badge for personal or financial benefit or as a means of 				obtaining privileges not otherwise available to him, or for avoiding consequences 			of illegal acts.  An employee may not lend his identification card or badge to 				another person, or permit it to be photographed or reproduced.			
		c.	An employee shall not permit or authorize the use of his name, photograph, or 				official title identifying him as an employee of the Pocomoke City Police 				Department in connection with testimonials or advertisements of any commodity 				or commercial enterprise, or for personal reasons.
		d.	An employee shall not sign a petition, without the authority of the Chief of Police 			when their signature identifies themselves as an employee of the Department; nor 			shall any employee sign any petition which has an unlawful purpose.  However, 				any employee may sign a lawful petition as a private citizen.
		e.	An employee shall not address a public gathering, appear on radio or television, 				prepare any article for publication, act as a correspondent to a newspaper or a 				periodical, release or divulge investigative information or any other matters of 				the Department, either in an official or unofficial capacity without first having 				obtained permission from his commanding officer.
	6.	Associations
		a.	An employee shall avoid associations or dealings with persons whom they know, 			or should know, are racketeers, gamblers, felons, persons under criminal 					investigation or indictment, or others who have a reputation in the community for 			felonious or criminal behavior, except as directed otherwise by a superior.  (The 				purpose of this rule is to maintain the integrity of the employee and to avoid 				relationships which would tend to impair the operation of the Department.  In 				each case the superior will be mindful of the need for such persons to be 					rehabilitated, of the fact that such persons already may have been rehabilitated at 				the time that the association occurs, and of the necessity for some associations 				because of the relationship of the employee to such person.)
		b.	An employee shall not visit or enter a house of prostitution, gambling house, or 				any other establishment wherein the laws of the United States, the laws of the 				State of Maryland, or any other law or ordinance of a political subdivision are 				violated except in the performance of duty and while acting in response to lawful 				and specific orders of a superior.
		c.	An employee of the Department shall not in any manner affiliate themselves with 			any organization, association, movement, group or combination of persons which 			advocates the overthrow of the Government of the United States or any state, or 				which as adopted the policy of advocation or approving the commission of acts 				of force or violence to deny any person their rights under the Constitution of the 				United States or any state, or which seeks to alter the form of government of the 				United States or any state by unconstitutional means.
	7.	Immoral Conduct - Every employee shall maintain a level of conduct in their personal 			affairs which is in keeping with the highest standards of the law enforcement profession.  			No employee shall be a participant in any incident which compromises or has the 			potential to compromise their ability to perform as a law enforcement officer or as an 			employee of the Pocomoke City Police Department, or causes the Department to be 			brought into disrepute.
	8.	Conformance to Laws - An employee shall not violate their oath of office and trust or any 		other condition of their employment with the Pocomoke City Police department or 			commit an offense punishable under the laws or statutes of the United States or any 			sovereign nation, the State of Maryland, public local laws, ordinances, or civil violations.  		Any employee who has been charged with a violation of any law, statute, or public local 			law or ordinance stipulated in this Section must report the facts concerning such violation 		immediately to their immediate supervisor.  Parking and red-light camera violations, 			except when they are issued to a Department vehicle, are exempted from this subsection.
	9.	Payment of Debts - Employees of the Pocomoke City Police Department shall make 			every effort to pay all just debts and legal liabilities.  Disciplinary action may be taken 			when:
 		a.	Judgments of creditors have been finally adjudicated and the employee, even 				though able to pay, has refused to comply with such judgment or;
		b.	The effects of such indebtedness have adversely affected the ability of the 				employee to perform their job or have negatively reflected on the reputation or 				effectiveness of the Department. (Absent extenuating circumstances, disciplinary 				action shall be inappropriate where the employee has made a genuine and sincere 			effort to pay his debts or the employee has filed for a voluntary bankruptcy 				petition.)
	10.	Seeking or Accepting Gifts, Gratuities/Bribes
		a.	A police employee shall not solicit, seek, or accept any gift or gratuity, including 				food or 	drink for themselves or another from any individual, business 					establishment, or merchant, where such offer of acceptance can be construed to 				be an effort to influence their official conduct as a Pocomoke City Police Officer.
		b.	A police employee shall not receive, seek, solicit, or share in any fee, reward, or 				other reimbursement for the performance of their official duties, or for their 				failure to perform official duties, except as directed by the Chief of Police.  The 				employee shall immediately report to their supervisor any offer, or attempt to 				offer, of money, gift, or other gratuity made in an effort to influence their official 				conduct as a Pocomoke City Police Officer.
		c.	Employees of the Pocomoke City Police Department shall not solicit or accept 				any subscription or contribution for any purpose whatsoever except in 					conformance with Pocomoke City Police Department policy.
	11.	Secondary Employment - An employee shall not be employed in any capacity in any 			other business, trade, occupation, or profession, while employed by the Pocomoke City 			Police Department except as established by Pocomoke City Police Department policy and 		approved by the Chief of Police.
	12.	Pocomoke City Police Department Communications
		a.	An employee shall submit all reports, both verbal and written, required by the 				Pocomoke City Police Department, on time and in accordance with established 				procedures.  All official business transacted by Pocomoke City Police 					Department employees must be processed through official channels.
		b.	An employee shall, upon order of competent authority, submit a written and/or 				oral statement detailing the facts concerning their involvement in an incident 				being investigated where the incident is related specifically, directly, and 					narrowly to the performance of their official duties.
		c.	Whenever a Pocomoke City Police Department employee is ordered to submit a 				detailed report/oral statement concerning an incident in which they are alleged to 				have been involved and if the authority ordering the report knows or should have 				known the report is likely to contain information which may be used as 					evidence against the employee in a disciplinary hearing, the authority 					ordering the report will, at the time of such order. Notification of Complaint-				Waiver of Rights.  The Form shall clearly state the recipient is the subject of 				an investigation, and briefly describe the nature of the investigation.  
		d.	A police employee shall report, without delay, to their superior all information 				that comes to their attention concerning organized crime, racketeering, vice 				conditions, etc.
		e.	All reports submitted by Pocomoke City Police Department employees will be 				truthful; no employee shall knowingly report or cause to be reported any false 				information.  A clear distinction must be made between reports which contain 				false information and those which contain inaccurate or improper information.  				To prove by a preponderance of evidence that one has submitted a false report, 				evidence must be presented for consideration that such report is designedly 				untrue, deceitful, or made with the intent to deceive the person to whom it was 				directed.
		 f.	All reports submitted by Pocomoke City Police Department 						employees will be complete and will not contain improper or inaccurate 					information.  Inaccurate or improper information may be characterized by that 				which is untrue by mistake or accident or made in good faith, after the exercise of 			reasonable care.
		g.	An employee shall treat the official business of the Pocomoke City Police 				Department as confidential.  Information regarding official business shall be 				disseminated only to those for whom it is intended in accordance with established 			Pocomoke City Police Department procedures.  An employee may 					remove or copy official records or reports from the police department only in 				accordance with established Pocomoke City Police Department 						procedures.  An employee shall not divulge the identity of a person giving 				confidential information, except as authorized by proper authority in the 					performance of police duties.
		h.	The use of Pocomoke City Police Department telephones and FAX machines 				shall be in accordance with established policy.  
		i.	Users of Pocomoke City Police Department computer equipment 					will access only those files that they are authorized to access and shall perform 				only those operations they are authorized to perform.  Pocomoke City Police 				Department employees may not copy or remove any system or application 				software or manual without the consent of the Information Technology Division.  			When using the Internet, all Pocomoke City Police Department employees will 				adhere to the provisions of established policy.  The use of unauthorized PC 				software is prohibited.  
		j.	An employee who participates in the promotional process or has been exposed to 				questions and/or answers to any promotional testing material prior to the 					completion of the examination period shall not disclose the questions and/or 				answers to any other person, unless authorized to do so by the Command Staff.
 	13.	Interrogations/Interviews
		a.	During any administrative investigation an employee shall, at the direction of 				competent authority, submit to an interrogation, interview, or polygraph 					examination.  The questions to be asked during the interrogation, interview, or 				polygraph examination will be related specifically, directly, and narrowly to the 				performance of an employee’s official duties and to the subject matter of the 				current investigation.
		b.	On the order of competent authority, an employee shall submit to any medical, 				chemical, or other test, photographs, or lineups.  All procedures carried out under 			this rule shall be specifically, directly, and narrowly related to the nature and 				scope of the employee’s employment and conduct.
	14.	Reporting for Duty
		a.	An employee of the Department shall not absent himself without properly 				approved leave.
		b.	An employee shall report for duty at the time and place specified by his superior 				and shall be physically and mentally fit to perform his duty.  He shall be properly 			equipped and cognizant of information required for the proper performance of 				duty so that he may immediately assume his duties.
		c.	If an employee of the Department is unable to report for duty due to sickness or 				other causes, such employee shall, as soon as possible, make notification in 				conformance with established policy.
		d.	An employee shall not feign illness or injury, or otherwise deceive or attempt to 				deceive any official of the Department as to the condition of his health.
		e.	Police employees, while off duty, shall be subject to call at all times.  In the event 			of an emergency or potential emergency, police employees shall be able to be 				contacted by the police department.
		f.	An employee that is utilizing sick leave must contact their immediate supervisor 				and dispatch to have a card entered into RMS.	
	15.	Interference with Duty
		a.	An employee shall not attempt to bring influence to bear on the Chief of Police 				for the purpose of securing promotion or transfer, or to avoid penalties for 				violations of the Department’s policies, rules, procedures or orders.
		b.	An employee shall not interfere with cases assigned to other employees for 				investigation without consent, except by order of a superior officer; nor shall  				they interfere with the operation of the police department.  An employee 					shall not interfere with any lawful arrest or any prosecution brought by other 				police employees of the Pocomoke City Police Department or by any other 				agency or person.  A police employee shall not undertake any investigation or 				other police action not a part of their regular police duties without first obtaining 				permission from their superior unless they can justify the need for their 					immediate intervention.
		c.	An employee of the Department shall not be directly or indirectly involved with 				making arrangements, agreements, or compromises between a criminal and a 				person who has suffered from criminal acts for the purpose of allowing the 				criminal to escape any punishment prescribed by law.  Any employee having 				knowledge of such an arrangement, agreement, or compromise shall report such 				to their immediate superior, without delay.
		d.	An employee of this Department shall not reveal the identity of a police 					employee assigned to plain clothes or covert investigative work.  An employee 				shall not recognize such employees unless such other member salutes or 					acknowledges them first.
	16.	Tampering/Manufacturing and Withholding Evidence and False Criminal Charges - An 			employee shall not intentionally manufacture, tamper with, falsify, destroy, or withhold 			evidence or information, or make any false accusations of a criminal charge.
	17.	Evidence/Found and Recovered Property - Property which has been received as evidence 			in connection with investigations or which for any other reason, comes into the custody 			of this Department, will be processed in accordance with established procedures.  An 			employee shall not convert to their own use, manufacture, tamper with, or damage 			through negligence, or destroy, or in any other way misappropriate any evidence or any 			other material or property found in connection with an investigation or other police 			action, except in accordance with established Department procedures.
	18.	Suggestions Pertaining to Services - An employee shall not recommend or suggest in any 			manner, except in the transaction of personal business and then representing themself 			only as a private citizen, the employment or procurement of a particular product, 				professional service, or commercial service (such as an attorney, ambulance or towing 			service, bondsman, mortician, etc.).  In the case of ambulance or towing service, when 			such service is necessary and the person needing service is unable or unwilling to procure 		it, the employee shall proceed as a law enforcement officer in accordance with 				Department procedure.
	19.	Requests for Assistance
		a.	When the public requests assistance or advice, either by telephone or in person, 				all pertinent information will be taken in an official and courteous manner, and 				will be acted upon consistent with established Department procedures.
		b.	Police employees of the Department shall not act in an official capacity, without 				authority, in any civil case, except where such action will prevent a breach of the 				peace or assist in quelling a disturbance.
	20.	Identification
		a.	During the times that a police employee is not readily identified by the uniform 				of the Pocomoke City Police Department, they shall carry their badge or 					identification card on their person.  The officer shall furnish their name, 					identification number and assignment to any person properly entitled to this 				information, at any time except when authorized not to do so by proper authority 				and when such refusal may be necessary for the proper performance of their 				police duties.
		b.	When a police employee makes a traffic stop or makes an arrest while in 					plainclothes, the officer shall identify themself to the violator and display their 				badge and/or identification card. The off-duty or plainclothes officer will request  
                                       a uniformed on-duty officer respond to their location and take over the arrest or  
                                       traffic stop. 
	21.	Personal Appearance - A police employee will maintain a neat, well-groomed appearance 		and will style their hair and wear their uniform consistent with established Department 			policy and procedures.

a. Grooming
Unless otherwise stated and because deviations from these standards may present officer safety issues, the following appearance shall apply to all members, except those whose current assignments would deem them not appliable, and where the Chief of Police has granted an exception.

b. Personal Hygiene
All members must maintain proper personal hygiene.  Example of improper personal hygiene include, but are not limited to, dirty fingernails, bad breath, body odor and dirty or unkept hair.  Any member who has a condition due to a protected category (e.g., race, physical disability) that affects and aspect of personal hygiene covered by this policy may 	qualify for an accommodation and should report any need for all accommodation to the 	Chief of Police.

c. Hair
Hair shall be clean, neatly trimmed or arranged, and of a natural hair color.  Hairstyles with shaved designs in the scalp are prohibited.  Hair adornments shall be primarily for the purpose of securing the hair and must present a professional image.

d. Mustaches
Mustaches shall not extend below the corners of the mouth or beyond the natural hairline of the upper lip and shall be short and neatly trimmed.

e. Sideburns
Sideburns shall not extend below the bottom of the earlobes and shall be trimmed and neat.

f. Facial Hair
Facial hair, other than sideburns, mustaches and eyebrows, is prohibited, unless authorized by the Chief of Police or the authorized designee.

g. Fingernails
Fingernails shall be clean and neatly trimmed to a length that will not present a safety concern.  The color of fingernail polish shall present a professional image.

h. Jewelry
For the purpose of this policy, jewelry refers to earrings, necklaces, bracelets, wristwatches and tie tacks or tie bars.  Jewelry shall present a professional image and may not create a safety concern for the agency member or others.  Jewelry that depicts racial, sexual, discriminatory, gang related or obscene language is not allowed.  

· Necklaces shall not be visible above the shirt collar.
		
· Earrings shall be small, worn only in or on the earlobe and only by female agency members.  Earrings shall be limited to no more than one (1) earring per ear.

· One ring or ring set may be worn on each hand of the agency member.  No rings should of the type that would cut or pose an unreasonable safety risk to the member or others during a physical altercation, if a member is assigned to a position where that may occur.

· One small bracelet, including a bracelet identifying a medical condition, may be worn on one arm.

· Wristwatches shall be conservative and present a professional image.

· Tie tacks or tie bars worn with civilian attire shall be conservative and present a professional image.

i. Tattoos
While on-duty or representing the Pocomoke City Police Department in any official capacity, every reasonable effort should be made to conceal tattoos or other body art.  At no time while on-duty or representing the agency in any official capacity shall any offensive tattoo or body art be visible.  Examples of offensive tattoos include, but are not to, those that exhibit or advocate discrimination against sex, race, ethnicity, national origin, sexual orientation, age, physical or mental disability or medical condition, marital status, gang, supremacist or extremist group affiliation, drug use, sexually explicit acts or other obscene material.  Any additional tattoos visible with a short sleeve shirt require written approval via memo to the Chief of Police via chain of command.

j. Body Piercing or Alteration
Body piercing (other than earlobes) or alteration to any area of the body that is visible while on-duty or while representing the Pocomoke City Police Department in any official capacity, that is a deviation from normal anatomical features, and that is not medically required, is prohibited.  Such body alteration includes, but is not limited to:

· Tongue splitting or piercing

· The complete or transdermal implantation of any material other than hair replacement (i.e., foreign objects inserted under the skin to create a design or pattern).

· Abnormal shaping of the ears, eyes, nose or teeth (i.e., enlarged or 	stretched out holes in the earlobes).

· Branding, scarification or burning to create a design or pattern.

k. Dental Ornamentation
Dental ornamentation that is for decorative purposes and that is not medically required is prohibited while on-duty or while representing the Pocomoke City Police department in any official capacity.  Such ornamentation includes, but is not limited to:

· Objects that are bonded to front teeth.

· Gold, platinum or other veneers or caps used for decorative purposes.

· Orthodontic appliances that are colored for decorative purposes.



l. Glasses and Contact Lenses
Eyeglasses and sunglasses shall be conservative and present a professional image.  Contact lenses with designs that change the normal appearance of the eye and that are not medically required are prohibited while on-duty or while representing the Pocomoke City Police Department in any official capacity.

m. Cosmetics and Fragrances
Cosmetics shall be conservative and present a professional image.  Use of cologne, perfume, aftershave lotion and other items used for body fragrance shall be kept to a minimum.

n. Religious Accommodation
The religious beliefs and needs of agency members should be reasonably accommodated. Requests for religious accommodation should generally be granted unless there is compelling security or safety reason and denying the request is the least restrictive means available to ensure security or safety.  The Chief of Police should be advised any time a request for religious accommodation is denied.

o. Those who request to wear headscarves or simple head coverings, or certain hairstyles or facial hair for religious reasons should generally be accommodated absent unusual circumstances.

22.	Neglect of Duty
		a.	Department employees shall be punctual in attendance to all calls, requirements 				of duty, court appointments and other assignments.
		b.	An employee will not read, play games, watch television or movies, or engage in 				any activity or personal business while on duty that would cause them to neglect 				or be inattentive to that duty.
		c.	Police and civilian supervisors will actively oversee the performance of 					subordinates to ensure compliance with all Pocomoke City Police Department 				policies and procedures.
		d.	The failure of a police employee to take appropriate action, either on or off duty, 				on the occasion of a crime, disorder, or other condition deserving police or 				Department administrative attention is considered neglect of duty.
		e.	A police employee will not, without proper authorization, absent themself from 				their assigned place of work during their tour of duty.
		f.	An employee will remain awake and alert while they are on duty.  If unable to do 			so, they will report to his superior officer, who will determine the proper course 				of action.
23.	Use of Alcoholic Beverages
		a.	An employee will not drink intoxicating beverages while in uniform or while on 				duty unless it is necessary for the performance of his duty.  In every case where it 			is necessary for an employee to use intoxicating beverages while on duty, written 			permission must be obtained from the employee’s immediate superior. An 				employee given written 	permission to consume intoxicating beverages while on 				duty may not do so to the extent that their ability to perform their duty is 					impaired.
		b.	An employee will not report to work with any level of alcohol in their system.
		c.	No employee of the Department will bring any intoxicating beverage into any 				building or quarters officially occupied by the Pocomoke City Police 					Department, nor will they permit the same to be brought therein, except as 				evidence, pursuant to Pocomoke City Police Department property held 					procedures, or in conjunction with a training seminar relating to alcoholic 				consumption.
24.	Use of Drugs - An employee will not use any controlled substance, narcotic, or 				hallucinogen, except in conformance with established policy.


25.	Treatment of Persons in Custody
		a.	A police employee will not mistreat persons who are in his custody.  He will 				handle persons in accordance with established procedures.
		b.	A police employee of the Department will not, without proper authority, release 				any prisoner in their charge or, through negligence or design, allow any prisoner 				in their charge to escape.
26.	Use of Force - A police employee, acting in his official capacity, will not use unnecessary 		or excessive force i.e. neck locks, knee on any part of neck or head.  Pocomoke City 			Police Department employees will employ the minimum amount of force necessary to 			effect an arrest and overcome any resistance offered.  
		a.	Officers shall use only the force that is objectively reasonable to effectively bring 			an incident under control, while protecting the safety of the officer and others.
		b.	Use of physical force should be discontinued when resistance ceases or when the 				incident is under control.
		c.	Physical force shall not be used against individuals in restraints, except as 				objectively reasonable to prevent their escape or prevent imminent bodily injury 				to the individual, the officer, another person, or property damage.  In these 				situations, only the minimal amount of force necessary to control the situation 				shall be used.
		d.	Once the scene is safe, and as soon as practical, an officer shall 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.  				This may include providing first aid, requesting emergency medical services, 				and/or arranging for transportation to an emergency medical facility.
		e.	An officer has a duty to intervene to prevent or stop the use of excessive force by 			another officer when it is safe and reasonable to do so.
		d.	All uses of force shall be documented and investigated.
27.	Firearms - Weapons shall not be used, displayed, or handled in a careless or imprudent 			fashion or contrary to Pocomoke City Police Department or Maryland Criminal Law. See Chapter 
             12 for further.
28.	Pocomoke City Police Department Equipment
		a.	Pocomoke City Police Department equipment will be used and maintained in 				accordance with established Pocomoke City Police Department procedures and 				will not be abused, damaged, altered, or through negligence, lost.  An employee 				of the Pocomoke City Police Department will not cause or contribute to the 				damage, abuse, alteration, or loss of any Pocomoke City Police Department 				equipment through negligence or carelessness.  An employee may not convert to 				their own use or in any way misappropriate Pocomoke City Police Department 				equipment/property.
		 b.	An employee will operate an official vehicle in a careful and prudent manner, 				and will not through negligence or reckless operation incur or cause damage to 				be incurred to Pocomoke City Police Department property or to the property of 				another.  They will obey all laws of the State of Maryland and all local 					ordinances, and conform to all Pocomoke City Police Department procedures and 			regulations pertaining to operation and maintenance of any Pocomoke City 				Police Department vehicle assigned to them on a permanent or temporary basis.
		c.	Damage to or loss of Department equipment will be reported in conformance 				with Department procedure.
		d.	An employee will not have any item of Department equipment repaired, adjusted, 			or modified without official authorization.
		e.	Only employees of the Department will be permitted to operate or attempt to 				operate any Department-owned vehicle, or use any Department-issued firearm, or 			use any other item of property owned by the Pocomoke City Police Department; 				however, specific exceptions to this rule may be authorized by the employee’s 				commander.
29.	Incompetence - Employees of this Department shall be held strictly responsible for the 			proper performance of their duties.  Employees shall maintain sufficient competency to 			properly perform their duties and assume the responsibilities of their positions.  				Employees shall perform their duties in a manner which will maintain the highest 			standards of efficiency in carrying out the functions and objectives of the Department.
30.	Sexual Behavior - An employee will not engage in any sexual behavior while on duty.  			While off duty Department personnel will not engage in any sexual behavior in a 				Department facility or Department vehicle.  Sexual behavior is defined as any sexual act, 			sexual contact, or vaginal intercourse as defined in the Annotated Code of Maryland.
31.	Unauthorized Use of MILES, NCIC, or CJIS Systems - Employees are prohibited from 			using or assisting in the use of the MILES, NCIC, or CJIS system for personal reasons or 			for any purposes other than ones authorized by the Pocomoke City Police Department 			policy.
32.	Citizen Contact
		a.	A Pocomoke City Police Officer, in the course of performing law enforcement 				functions, shall not solicit, for personal benefit, personal information from the 				citizenry or provide personal information of himself/herself, which could 				reasonably be construed as using their position as an officer for personal benefit 				or personal reasons.
		b.	During officer-violator contact an officer will not solicit personal information 				from the driver/passenger(s) and/or provide similar information for any reason 			 	that which would reasonably be required for law enforcement purposes. Body  
                                        cameras are to be activated during any and all citizen contacts.
33.	Discrimination/Harassment/Retaliation
		a.	Pocomoke City Police Department employees will not engage in any form of 				discrimination.  Acts of discrimination may include but are not limited to 				favoritism, prejudice, preference, or intolerance based upon sex, ancestry, 				citizenship, color, creed, marital status, mental or physical disability, national 				origin, pregnancy, race, religious affiliation, belief, or opinion, sex or sexual 				orientation, or union membership in the work place.
		b.	Pocomoke City Police Department employees will not engage in any form of 				harassment.  Harassment is to disturb or irritate persistently.  It may include but 				is not limited to hound, badger, bother, pester, plague, bait, torment, etc.
		c.	Pocomoke City Police Department employees will not take action against another 			employee because they have opposed any unlawful employment practice or 				because they have made a charge, testified, assisted, or participated in any 				manner in an investigation, proceeding or hearing.
34.	Race-Based Profiles
		a.	It is the policy of the Pocomoke City Police Department that any assemblage of 				general characteristics of persons engaged in any violation of the law shall not 				include the race of any person as one of those characteristics.  Race is not a 				predictor of criminal activity.  Race legally cannot and will not be a factor for the 			development of policies for stopping, detaining or searching motorists on 				Maryland roadways.
		b.	Pocomoke City Police Department sworn personnel will not participate in the use 			of any race-based profiling as a cause for stopping, detaining or searching 				motorists traveling on Maryland roadways.
		c.	Race cannot and will not be utilized by individual Pocomoke City Police 					Department personnel and law enforcement agencies and officers operating in 				concert with or under the direction of the Pocomoke City Police department as a 				consideration in determining whether to stop, detain, or search motorists 					traveling on Maryland roadways.
		d.	Nothing in this policy statement precludes officers from relying upon race as a 				part of a description where a specific suspect is sought.
		e.	Pocomoke City Police Department employees shall not unlawfully detain any 				person based upon race, color, ethnicity, national origin, gender, age, sexual 				orientation, disability or genetic information.
		f.	Pocomoke City Police Department employees will not participate in the use of 				any unlawful discriminatory characteristic as a cause for taking any law 					enforcement action against any individual or group of individuals.
12.6	Provisions for Supporting Values
	Pocomoke City Police personnel shall:
	1.	Preserve and advance the principles of democracy and freedom in a multi-cultural society 		by endeavoring to:
		a.	protect life and property.
		b.	apprehend and bring to justice traffic and criminal offenders.
	2.	Remain responsive to the community by:
		a.	maintaining the public peace.
		b.	reducing the citizens' fear of crime.
		c.	remaining sensitive and responsive to community concerns and problems.
		d.	actively seeking input from the community.
		e.	remaining courteous to the public even in the face of provocation.
	3.	Maintain the highest degree of professionalism by:
		a.	presenting a neat, clean professional appearance
		b.	attending to duties in an accurate and timely manner.
		c.	using appropriate and respectful language when dealing with the public and co-				workers
		d.	never using unnecessary force or violence
		e.	never impairing fitness for duty through the use of alcohol or other controlled 				dangerous substances.
		f.	obeying all laws
		g.	submitting accurate reports.	
		h.	obeying all lawful orders
		i.	not submitting false reports.
		j.	furnishing name, identification number and duty assignment to any person				properly entitled to this information
	4.	Maintain the highest standards of integrity by:
		a.	not having any contact with a known felon.
		b.	not disseminating information to unauthorized people.
		c.	not placing themselves in a position or act in a manner that would reflect 					adversely upon the Pocomoke City Police Department.
		d.	not consuming liquor or entering liquor establishments, while on duty or in 				uniform, or bringing alcohol onto any Pocomoke City Police 						Department property, except in the performance of their duties.
		e.	not engaging in sexual behavior while on duty.
		f.	not engaging in sexual behavior in a Department facility or Department vehicle 				while off duty.
	5.	Treat all people with mutual trust, fairness and dignity by acting impartially and 				consistently in dealing with subordinates, co-workers, prisoners and the public.
12.7	Disciplinary Process
The disciplinary process should identify the measures to be applied to employee conduct in the interest of discipline.  The process will be based on fairness to the employee and the department.  Training and/or counseling is not to be considered punitive in nature. To this end, training and/or counseling are to be considered as a function of the disciplinary process with the goal of stimulating morale and motivation. Non-citizen or non-public related infractions, or internally generated violations not involving a member of the public are considered a technical infraction. These types of violations can range in disciplinary actions taken depending on the nature and level of the infraction. 

Supervisors will take into consideration the following criteria to employ training and/or counseling:

                       a.	The nature and severity of the offense, such as lateness, personal 					appearance infractions, uniform and equipment violations, minor 					omissions in assigned duties, minor infractions of department regulations, 				etc.;
                         b.	The employee's probationary status;

                       c.	The employee's performance record;

                       d.	The effect of employees’ conduct on the public, such as a minor act of 				discourtesy;

                       e.	The effect of employees’ conduct on the department, such as minor 				infractions of safety or efficiency; and

                        f.	The attitude. 
	Example: Training can be either informal or formal.  A supervisor 				who personally helps the officer who has a problem in writing reports is 				an example of informal training.  Whereas enrolling the employee in the 				report writing module taught to entry-level officers at the ESCJA is an 				example of formal training.  Remedial training, is directed at solving a 				problem on sub-par performance.  Remedial and/or formal training will be 			employed in conjunction with the advice and direction of the 					Administrative Commander.

		Counseling is considered by this department as part of the training 						process, as it applies to the disciplinary function.  Therefore, a 						Performance Observation Form will be utilized by the supervisor for 					training as well as counseling.  When counseling for such things as 					lateness, minor discourtesy, etc., the supervisor, through understanding 					and compassion, should attempt to determine the root of the problem.

12.8 Police Accountability Act 
· Beginning July 1, 2022, civilian complaint of police misconduct at the Pocomoke City Police Department must follow the process created by Worcester County Resolution 22-14 (see attached flow chart).
· Civilians can file a complaint through the Police Accountability Board at the County Commissioners Office or directly with the Pocomoke City Police Department.
· The standard complaint form and receipt is enclosed in this policy and available on the shares drive.
· After receipt of the complaint, the Pocomoke City Police Department will conduct a thorough investigation.
· After the conclusion of the investigation, the investigative file and findings will be forwarded to the County Attorney by email or mail at:
· PAB@co.worcester.md.us
· County Attorney
Worcester County Government Center 1 West Main Street, Room 1103
Snow Hill, MD 21863
· The County Administration will coordinate the Administrative Charging Committee’s review of the file.
· To ensure confidentiality, the Administrative Charging Committee will only view the files during an official meeting.

12.9 Process for receiving civilian (members of the public) complaints
· The complaining party must submit the complaint form in person.
· The person receiving the complaint should confirm that:
· there is a phone number or email address for the complaining party, and
· the complaint form is signed.
· A receipt should be given to the complaining party.
· A copy of the signed receipt and the complaint should be scanned and emailed to PAB@co.worcester.md.us within 5 days of receipt.
· The County becomes the point of contact for the complaining party.
· The Pocomoke City Police Department conducts the investigation.
· The Pocomoke City Police Department forwards investigative file to County

12.10 Recommended Process when civilian complaint is filed with County:
· The Pocomoke City Police Department’s point of contact when a civilian complaint is filed is the Captain. In the absence of the Captain the Administrative Lieutenant will be the point of contact. 
· If the complaint is received by the County, the County will then forward the complaint information to the Captain (or in the absence of the Captain) Administrative Lieutenant for investigation.
· The Captain (or in the absence of the Captain) Administrative Lieutenant conducts investigation.
· Once the investigation is complete, A forwards investigative file to County

12.11  General Provisions
 Definitions
As used in this resolution, the following terms shall have the meanings indicated:
Agency review: A thorough evaluation of the entire completed investigative file by the agency head. The agency review is not complete until the agency head determines that the investigative file is ready to be forwarded to the Administrative Charging Committee.
Agency Head: A police chief, sheriff, administrator, department head, an individual in an equivalent position, or designee, or an individual appointed, employed, or elected to manage, administer, or supervise a law enforcement agency, or a designee. An agency head includes an officer designated by the head of a law enforcement agency, or to act on behalf of the agency head.
Body Camera Footage: Any law enforcement agency audio/visual recording.
Conflict of interest: A real or seeming incompatibility between one’s private interests and one’s official responsibilities in a position of trust.
Law Enforcement Agency: A governmental police force, sheriff’s office, security force or law enforcement organization of Worcester County and the Pocomoke City Police Department by statute, ordinance, or common law is authorized to enforce the general criminal laws of the State.
 Good Moral Character: The possession of honesty and truthfulness, trustworthiness and reliability, and a professional commitment to the legal process and the administration of justice, as well as the condition of being regarded as possessing such qualities.
 Officer: Any employee of a county law enforcement agency who is authorized to enforce the general criminal laws of the State, County, or a municipal corporation.
Police Misconduct: A pattern, a practice, or conduct by a police officer or law enforcement agency that includes:
depriving persons of rights protected by the constitution or laws of the State or the United States;

a violation of a criminal statute; or

a violation of law enforcement agency standards and policies.
Other definitions: Terms not specifically defined above that are expressly defined in the Annotated Code of Maryland, Public Safety Art. § 3-101 et seq. and any COMAR regulations promulgated under it shall have the same meanings given to them by those provisions.

Unless otherwise authorized by State law, only a person, or the designee of such person, who experienced the alleged police misconduct may file a complaint of police misconduct.
 A complaint of police misconduct by an officer of a law enforcement agency must be filed in accordance with the officer’s agency’s internal policy. 
A complaint of police misconduct may only be filed under this Resolution if the alleged misconduct was carried out by an officer acting or making the representation of acting on behalf of a law enforcement agency.

12.12 Filing a Complaint; Statute of Limitations
· A complaint of misconduct must be submitted using the complaint form adopted by the Police Accountability Board.
· A complaint of misconduct must be submitted to the Pocomoke City Police Department against a police officer an officer whom is employed by this agency, or to the Police Accountability Board, to the County Commissioners.
· A complaint of police misconduct may not be filed under this Resolution for events before July 1, 2022. A claim of a pattern or practice of police misconduct may rely on events which occurred before July 1, 2022, upon the claim of the continuation of the pattern or practice on or after July 1, 2022.
· A complaint of police misconduct must be filed within 45 days of the date the misconduct allegedly occurred unless otherwise provided for by Maryland law. A claim of a pattern or practice of police misconduct may rely on events from up to 3 years earlier. 
The Worcester County Police Accountability Board shall consist of 7 members, one of whom shall serve as Chair. The County Commissioners shall appoint each member and the Chair of the Worcester County Police Accountability Board. 
Subject to paragraph (3) below, the term for each member of the Worcester County Police Accountability Board shall be two years.

Members terms shall be staggered such that the terms of 3 members end in one year, and the terms of 4 members end the following year.
For the initial term following the establishment of the Worcester County Police Accountability Board, the County Commissioners shall delineate the 3 members, at the time of the appointment, who shall serve a 1-year term.
Members may serve for no more than three consecutive terms.
A complaint of police misconduct filed with the Worcester County Police Accountability Board or with a law enforcement agency that employs the officer who is subject to the complaint must include:

· The name of the police officer accused of misconduct.
· A description of the facts on which the complaint is based.
· Contact information of the complainant or a person filing on behalf of the complainant for investigative follow-up.
A complaint does not need to be notarized. A complaint of police misconduct filed with the board shall be forwarded to the appropriate law enforcement agency within 3 days after receipt by the Board.
12.13 Conflict of State Law
If there is a conflict with State law, the State law shall control. If State law no longer requires a Police Accountability Board, this Article is no longer applicable.
12.14 Administrative Charging Committee
There shall be a Worcester County Administrative Charging Committee to serve law enforcement agencies.
12.15 Composition of the Administrative Charging Committee
The committee will be composed of:
· The Chair of Worcester County’s Police Accountability Board, or another member of the Worcester County Accountability Board designated by the Chair.
· Two civilian members selected by the Worcester County Police Accountability Board.
· Two civilian members selected by the County Commissioners.

The Worcester County Administrative Charging Committee may not adopt any rules or regulations outside of perfunctory clerical matters.

Law Enforcement Agency Investigation

Complaints from the public that meet the eligibility requirements for a mediation program, under state law, may, subject to the agreement of the complainant, be handled outside of the complaint process articulated in this Resolution.

Complaints from the public handled through mediation will be tracked with other citizen complaints for accountability.

Upon receipt of a complaint of alleged police misconduct from the Worcester County Police Accountability Board or member of the public, the law enforcement agency shall complete a thorough investigation.
The agency head may include a written recommendation for the Worcester County Administrative Charging Committee to consider regarding the matter. The recommendation may include the agency head’s opinion regarding:
· whether or not the law enforcement officer should be disciplined;

· aggravating or mitigating facts or circumstances;

· if appropriate, any recommended alternatives to discipline; and

· if the agency head feels that discipline is warranted, a specific recommendation for discipline in accordance with the Statewide Disciplinary Matrix, approved by the Police Training and Standards Commission.

Upon completion of an investigation, the investigating agency shall forward the investigative files of the completed investigation to the Worcester County Administrative Charging Committee within 3 business days after the later of:

· the completed agency review, or

· the agency head issuing a written recommendation for the Worcester County Administrative Charging Committee to consider regarding the matter.

12.16 Deliberations and Recommendations
Deliberations. Upon receipt of the completed investigation from the investigating agency, the committee then:
· Reviews the findings of a law enforcement agency’s investigation;
· Reviews body camera footage or other audio/visual footage submitted with the investigative file that may be relevant to the matters covered in the complaint of misconduct;
· Authorizes a police officer called to appear before a charging committee to be accompanied by a representative;
· May request information or action from the law enforcement agency that conducted the investigation such as requiring further investigation and the issuance of subpoenas; and
· Shall review and determine or ask for further review within 30 days after completion of the investigating agency’s review.
Voting
Decisions of the Worcester County Administrative Charging Committee shall be made by majority vote of the members in attendance.

Each member shall cast one vote and shall not abstain unless the member has a conflict of interest. The member with the potential conflict of interest must proactively announce the existence of the potential conflict of interest prior to any discussion of the matter. The members shall discuss the details of the potential conflict of interest and if the majority determines that the conflict (or the appearance of a conflict) is such that the member with the conflict should not be involved, that member shall be excused from the meeting before any consideration of the matter and shall return only after voting on the matter has concluded.

Recommendations
The Worcester County Administrative Charging Committee makes a determination whether to administratively charge the officer. If the determination is that administrative charges should be filed, the discipline recommendation shall be in accordance with the Statewide Disciplinary Matrix.
The Worcester County Administrative Charging Committee shall not administratively charge an officer for conduct arising from an incident for which the officer has previously been disciplined or sanctioned or the Worcester County Administrative Charging Committee has already made a determination whether to administratively charge.
The Worcester County Administrative Charging Committee shall issue a written opinion that describes in detail its findings, determinations, and recommendations. If the agency head submits a written recommendation, the Worcester County Administrative Charging Committee shall consider the recommendation before making a final decision. The Worcester County Administrative Charging Committee shall note their consideration of the agency head’s written recommendation in the Worcester County Administrative Charging Committee’s written opinion.
The Worcester County Administrative Charging Committee shall forward the written opinion, within 5 business days of its completion, to the agency head, the police officer, and complainant. If the officer is not charged, the Worcester County Administrative Charging Committee may make a determination that the allegations are “Unfounded” or the officer is “Exonerated.”
The Worcester County Administrative Charging Committee may record, in writing, any failure of supervision that caused or contributed to a police officer’s misconduct.
Each member must maintain confidentiality relating to a matter being considered until the final disposition of the matter and all appeals have been exhausted.
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12.17 Settlement Negotiations
An agency head is authorized, at their sole discretion, to engage in settlement negotiations with a police officer or the officer’s representative.
Tentative settlements must be completed within 10 business days from the date the officer received the written recommendation issued by the Worcester County Administrative Charging Committee.
If a tentative settlement agreement is reached that proposes discipline below that recommended by the Worcester County Administrative Charging Committee, the agency head shall forward the tentative agreement to the Worcester County Administrative Charging Committee for the Worcester County Administrative Charging Committee’s review within 5 days of reaching tentative agreement.
Upon receiving the tentative agreement, the Worcester County Administrative Charging Committee may:

· Endorse the proposed settlement agreement and authorize the agency head to impose the discipline agreed upon, or

· Reject the proposed settlement agreement and inform the agency head that the Worcester County Administrative Charging Committee’s original disciplinary determination stands.

If the Worcester County Administrative Charging Committee endorses the agreement, either affirmatively or by taking no action within 10 business days, the agency head shall impose the agreed upon discipline.

If the Worcester County Administrative Charging Committee rejects the proposed agreement, the agency head shall offer the Worcester County Administrative Charging Committee’s original disciplinary determination to the officer.

If the officer accepts the discipline, it shall be imposed. If the officer refuses to accept the discipline, the matter shall be referred to a trial board.

The Worcester County Administrative Charging Committee’s decision (endorsement or rejection) on a proposed settlement must be made within 1 year and 1 day after the filing of a complaint by a citizen.

12.18 Trial Board
There shall be a Worcester County Trial Board to hear matters charged by the Worcester County Administrative Charging Committee on which an officer of a law enforcement agency elects’ trial.


12.19 Composition
The Trial Board will be composed of:
· An actively serving or retired Administrative Law Judge or a retired Judge of the District or a Circuit Court, appointed by the County Commissioners and confirmed by the County Commissioners.
· A civilian, who is not a member of an Administrative Charging Committee or Worcester County Police Accountability Board, appointed by the Worcester County Police Accountability Board.
· A police officer of equal rank to the police officer who is accused of misconduct, appointed by the head of the law enforcement agency.
A civilian appointee must meet the eligibility criteria for both the Worcester County Police Accountability Board and the Worcester County Administrative Charging Committee in order to serve on the Trial Board. Up to 5 civilian appointees may be pre-appointed by the Worcester County Police Accountability Board to be eligible to serve as a voting member of a Trial Board as needed.

12.20 Rules of Procedure
The charges brought by the Worcester County Administrative Charging Committee are presented by the law enforcement agency from which the charged officer was employed at the time of the alleged event. The law enforcement agency cannot decline to proceed on the charges brought by the Worcester County Administrative Charging Committee. The law enforcement agency may hire outside counsel to represent and present the charges on behalf of the agency. The individual presenting the case in support of the charges brought by the Administrative Charging Committee has wide discretion in the manner in which the case will be presented to the Trial Board.
The law enforcement officer is entitled to representation by counsel, but not at the expense of the County or the Law Enforcement Agency at which the officer worked at the time of the alleged event.
The entire investigative file of the Law Enforcement Agency and of the Administrative Charging Committee shall be provided to the charged law enforcement officer no later than 30 days before the hearing. Along with the charges, the officer shall be notified of the date, time, location of the hearing and the names of the members who shall sit as the Trial Board. Officers can strike Trial Board members for good cause shown. A motion to strike must be submitted, in writing, to the judge of the Trial board 5 days after the notice is sent. The Trial Board members not alleged to have a conflict then shall determine if a conflict exists. That decision must be unanimous and be made 5 days after the filing of the motion to strike. If a conflict exists, the appropriate appointing authority shall submit a new name no later than 10 days after the Trial Board’s determination of a conflict. All members of the Trial Board must be present for an adjudicatory hearing. The law enforcement agency has the burden of proof by a preponderance of the evidence. The charged officer need not present any evidence or call any witnesses and these decisions may not be held against the charged officer by the Trial Board.
When a Trial Board determines that the law enforcement agency has met the required burden of proof for a charge, it shall adjudicate that charge as “sustained”. When a Trial Board determines that the law enforcement agency has not met the required burden of proof for a charge, it shall adjudicate that charge as “not sustained”.
For each charge, the majority of Trial Board members must agree that the law enforcement agency has met the required burden of proof to adjudicate a charge as “sustained”. If a majority of Trial Board members do not agree that the burden of proof has been met for a charge, then the charge shall adjudicated as “not sustained”.
The Trial Board shall give the law enforcement agency and law enforcement officer ample opportunity to present their respective cases concerning the charges. A Trial Board may administer oaths and issue witness subpoenas as necessary. Witnesses will be sworn under oath and proceedings shall be recorded. Each party has the right to cross-examine witnesses who testify and each party may submit rebuttal evidence.
Evidence with probative value that is commonly accepted by reasonable and prudent individuals in the conduct of their affairs is admissible and shall be given probative effect.
The Trial Board shall give effect to the rules of privilege recognized by the Maryland Rules and all other applicable law and shall exclude incompetent, irrelevant, immaterial, and unduly repetitious evidence. The Trial Board may not infer an admission of guilt from a charged police officer who does not testify. The law enforcement agency may not call the charged officer to testify. The Trial Board may order witnesses to remain sequestered during the hearing upon motion by either party.
Each record or document that a party desires to use shall be offered and made a part of the record upon admission by the Trial Board.

Documentary evidence may be received in the form of copies or excerpts, or by incorporation by reference.
Trial Board proceedings shall be open to the public, except to protect:
· A victim’s identity.
· Personal privacy of an individual.
· A child witness.
· Medical records.
· Identity of a confidential source.
· An investigation technique or procedure.
· The life or physical safety of an individual.
A complainant has the right to be notified of a Trial Board hearing and, except as provided above, the right to attend the hearing. A complainant is not a party to the hearing, but may be called as a witness by either the litigating agency or the charged officer.
Upon the conclusion of each party’s case, the Trial Board, in closed session, shall deliberate based solely on the evidence presented. A finding shall be issued before the Trial Board adjourns and, in open session, the judge shall deliver the holding of the Trial Board.
If the charges against an officer are sustained by the Trial Board, the Trial Board shall provide the opportunity for the litigating agency, the officer, any character witnesses on behalf of the officer, and the complainant, to comment on what discipline should be imposed. After hearing from the aforementioned persons, the Trial Board shall impose a discipline in accordance with the Statewide Disciplinary Matrix before adjourning. A police officer may only be disciplined for cause.
Within 45 days after the final hearing by a Trial Board, the Trial Board shall issue a written decision reflecting the findings, conclusions, and recommendations of a majority of the Trial Board.

12.21 Appeal
The police officer whose administrative charges are sustained may appeal within 30 days after the date of issuance of a decision to the Circuit Court for Worcester County.
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12.22 Statewide Disciplinary Matrix

12.23 Purpose 

Contained in this document is the Maryland Statewide Model Disciplinary Matrix required by the Maryland Police Accountability Act of 2021 (Public Safety Article, 3-105, Annotated Code of Maryland). The Statewide Model Disciplinary Matrix is the required framework through which all matters of discipline will be imposed as a result of a sustained disposition from an administrative investigation into an officer’s misconduct. The purpose of this Disciplinary Matrix is to apply disciplinary standards in a fair, equitable and consistent manner statewide. 
12.24 General Provisions 

In order to protect the collective integrity of a law enforcement agency, all matters that may result in discipline shall be imposed pursuant to the Disciplinary Matrix as responsive measures to an officer’s sustained violation of an agency’s policy or other police misconduct. Generally, each sustained misconduct violation shall be considered separately for the purpose of recommending and imposing discipline. However, when multiple violations arise from the same incident, a determination may be made that the most effective manner to address discipline in the case is to consolidate violations into one form of discipline.  
Discipline is imposed for first violations and may follow a progressive course for repeat or increasingly serious offenses. This Disciplinary Matrix, and the imposition of discipline, shall not be based on the member’s race, religion, gender expression, gender identity, sex assigned at birth, sexual orientation, national origin, age, ethnicity, or familial relationships. Furthermore, the imposition of discipline shall not be influenced by the high- or low-profile nature of the incident. 
The Matrix includes a breakdown of six (6) different categories of violations, labeled A through F, with A as the lowest level of discipline and F as the highest. Each category is defined, along with example violations. Three penalty levels are included in each category which are based on the number of similar violations in a specified period of time. A disciplinary range is then used for assessing the recommended discipline. Based on aggravating and/or mitigating factors the disciplinary range can increase or decrease upon review of the totality of the circumstances surrounding the sustained violation. 
 12.25 Definitions 

Aggravating Factors – Conditions or events related to the violation that increase the seriousness of the violation and may increase the degree of penalty as specified in the Matrix below. Examples of aggravating factors include, but are not limited to, the following: 
· The officer’s prior disciplinary history
· The officer’s prior negative work history, including non-disciplinary corrective action
· The officer’s rank
· The violation was committed willfully or for personal gain
· The officer’s efforts to conceal the violation, or to be untruthful or dishonest
· The officer’s failure to cooperate with the investigation into the alleged misconduct
· The violation was retaliatory in nature
· The violation or behavior was motivated by bias against a member or group of a protected class under the State’s hate crimes law, (Public Safety Article, §10-304, Annotated Code of Maryland).
· The officer’s expressed unwillingness to comply with policy, tactics, or performance standards
· The impact of the violation on the community or the department's ability to carry out its mission  The degree to which the violation caused or could have caused the loss of life or injury, and  The degree to which the violation caused loss or damage to public or private property.
Note: Some aggravating factors may in themselves constitute additional violations of policy associated with separate, higher, ranges of discipline. For example, “efforts to conceal” even a minor violation may themselves constitute separate ethics/honesty violations subject to a higher range of discipline (e.g., lying or destroying/falsifying evidence to conceal a minor violation).  
Disciplinary Matrix – a written, consistent, progressive, and transparent tool or rubric that provides ranges of disciplinary actions for different types of misconduct. (Public Safety Article, §3-101, Annotated Code of Maryland). 
Formal Written Counseling (FWC) – A form of counseling given to employees who have violated an agency’s policy. Formal Written Counseling, the least severe form of disciplinary action, serves as a warning for violations. Further violations of same or similar conduct may result in more severe discipline. A copy of the formal written counseling shall be placed in the officer’s disciplinary file. 
Letter of Reprimand (LOR) – A formal letter to an officer from the agency which details the officer’s wrongful actions and states their actions have been deemed inappropriate or unacceptable. Further violations of same or similar conduct may result in more severe discipline. A copy of this letter shall be placed in the officer’s disciplinary file. 
Loss of Leave (LOL) – Removal of leave from officer’s accrued leave total (vacation, personal). Loss of leave shall be determined in hours.  
Loss of Pay (LOP) – Suspension from duty without pay. 
Level (One) – Penalty level for first offense violation. 
Level (Two) – Penalty level for second offense of similar conduct.
 
Level (Three) – Penalty level for third offense or more of similar conduct. 
Mediation – A process in which parties in a dispute work with one or more impartial mediators who assist the parties in reaching a voluntary agreement for the resolution of a minor dispute or conflict. 
Mitigating Factors – Conditions or events that relate to the violation, but do not excuse or justify the violation, that are considered in deciding the degree of penalty. Examples of mitigating factors include, but are not limited to, the following: 
· The officer’s actions are attributable to selfless concern for the well-being of others
· The officer’s lack of disciplinary history
· The officer’s complimentary work history
· The officer’s prior positive work history
· The violation was the inadvertent result of reasonable, otherwise compliant performance
· The officer’s prompt acceptance of responsibility for the conduct and willingness to be held accountable
· The officer’s commission of the violation at the direction of a superior (who might also be subject to separate discipline)
· Unusually serious workplace tensions / stressors, and
· The violation is attributable to limitations beyond the control of the officer that are caused by legally protected physical or mental disabilities and/or conditions.
Penalty Days – The forfeiture of vacation days and/or the imposition of suspension without pay for a specified period of time. The decision to suspend, deduct vacation days, or impose a combination of both, is based upon the severity of the misconduct along with any relevant aggravating and mitigating factors. The local ACC and/or Agency Head shall define a “day” as a specified number of hours depending on the officer’s schedule and/or unit within the agency.  
Police Misconduct – Refer to Public Safety Article, §3-101, Annotated Code of Maryland. 
Remedial Training – Training designed to correct the behavior of officers who have failed to perform their duties with the skill, knowledge and/or ability expected and/or required of them, or have otherwise demonstrated a need for additional training.  
12.26 Procedures

Violation Categories – The Matrix includes six (6) categories. Each offense is categorized by a letter (A-F) that represents the severity of the offenses in that category. Category A is the lowest level of discipline and Category F is the highest level. Each category is defined along with a list of example misconduct violations that fit into that category. 

Special Circumstance Categories – Special circumstance categories are specific violations with their own disciplinary ranges.  

Factors Influencing Discipline – Mitigating and aggravating factors surrounding a violation may increase or decrease the discipline. Those factors will be considered within the disciplinary range for a specific category. 

Multiple Count Adjustments – Generally, each sustained misconduct violation shall be considered separately for the purpose of recommending and imposing discipline. However, when multiple violations arise from the same incident, a determination may be made that the most effective manner to address discipline in the case is to consolidate violations into one form of discipline. The most serious offense is used as a starting point within a violation category. The other offenses determine whether and how much to increase the discipline within the selected violation category.  
Prior Disciplinary Record - Same Category – The Matrix incorporates an officer’s prior sustained disciplinary record in determining discipline for a new violation. In each category, there are three penalty levels based on the number of misconduct violations within a specified period of time. Three or more sustained violations in the same category and specified time period will progress to the next higher offense category noted in the Matrix. 
Determining Discipline – In determining discipline, there must first be an agency policy violation or other police misconduct. Once a violation has been identified, review the violation examples found in the Matrix and select the appropriate offense category. If the specific policy/procedure violation is not listed, review the violation category definition, along with similar example violations and select the most appropriate category. Next, determine if the offense is a first offense or repeat offense and select the appropriate level. The disciplinary section is located to the right of the category definition and level. Each chart includes an acceptable disciplinary range for applicable violations. In addition to the severity of the conduct, mitigating or aggravating factors should be considered prior to making a final determination of discipline. The range of discipline includes formal written counseling (least severe), reprimands, penalty days, and termination (most severe). 
Additional Corrective Measures – Notwithstanding the penalties in the Matrix, an officer may be referred to counseling, an employee assistance program, training, restitution and/or a demotion. Demotions can be considered for Category D and E violations. Additionally, suspension or removal from a take-home car program and suspension or removal from secondary employment are also options for an ACC to consider. These options may also be imposed by police management, independent of the Local Administrative Charging Committee, consistent with management rights and/or agency policy. 
Violations that Fall into Multiple Violation Categories – Some violations can fall into multiple categories depending on the severity of the violation. For example, penalties for body-worn camera related violations, insubordination, and harassment may carry more or less severe penalties, depending on which category most accurately fits the member’s actions. 
Notes: 
· PAB/ACCs and Agencies may only deviate from the use of the Matrix when required to do so by court order, consent decree or any other superseding legal authority. The Matrix does not impact police management rights to maintain the order and manage the affairs of an agency in all aspects including, but not limited to, establishing standards of service, transfer or assignment of employees, establishing standards for performance and conduct, and maintaining control and regulation of the use of government equipment and/or property.
· [bookmark: _Hlk114121566]Agencies that operate a formal mediation program are not impacted by this process since it occurs prior to an investigation and is mutually agreed to by both the complainant and officer.

[bookmark: _Hlk114121673]  VIOLATION CATEGORY A 

	Categories and Descriptions 
	Level 
	Disciplinary Range 
Mitigating Factors        Aggravating Factors 

	Category A: Conduct that has or may have a minimal negative impact on operations or professional image of the law enforcement agency. 
	ONE: 1st Violation 
	Formal Written 
	→	Letter of Reprimand
Counseling 

	
	TWO: 2nd 
Violation in  24 Months 
	Formal Written 	Up to 1 Day Loss of 
→ 
Counseling 	Leave or Loss of Pay 

	
	THREE: 3rd 
Violation in 24 Months 
	GO TO CATEGORY B LEVEL 1 

	Policy Violation Examples for Category A 

	Violation associated with improper attire and grooming (uniformed/non-uniformed) 

	Late for duty / assignment / absent from assigned area of work during (Over-time or regular duty assignment)

	Failure to properly care for agency vehicle, including but not limited to vehicle inspection and maintenance care 

	Failure of officer to provide identification when required 

	Failure to comply with traffic stop procedures 

	Loss of agency property (excluding weapon and radio) 

	Parking Violations 

	Failure to be properly equipped to immediately assume duties

	Failure to notify immediate supervisor of inability to report for duty due to sickness/other cause

	Unauthorized contact with media

	Unauthorized passenger in PD vehicle (on/off duty)

	Unauthorized removal of records/PCPD reports

	Failure to obey traffic laws while operating PCPD vehicle (except emergency situations)

	Unintentional damage to PCPD equipment



                           VIOLATION CATEGORY B

	Categories and Descriptions 
	Level 
	Disciplinary Range 
Mitigating Factors        Aggravating Factors 

	Category B: Conduct that has or may have a negative impact on the operations or professional image of law enforcement agency; or that negatively impacts relationships with other officers, agencies, or the public. 
	ONE: 1st Violation 
	Letter of 
Reprimand 
	Up to 2 Days Loss of 
→ 
Leave or Loss of Pay 

	
	TWO: 2nd 
Violation in 36 Months 
	1 Day Loss of 
Leave or Loss of Pay 
	Up to 3 Days Loss of 
→ 
Leave or Loss of Pay 

	
	THREE: 3rd
Violation in 36 Months 
	GO TO CATEGORY C LEVEL 1 

	Violation Examples for Category B 

	Rude, discourteous actions towards the public or other employees to include profanity and/or obscene gestures. 

	Failure to furnish name, ID number, and assignment (badge / ID in plain clothes)

	Officer using their official status, name, or photograph to endorse any product or service connected with law enforcement for personal gain without permission from agency 

	Failure to remain alert and awake on duty 

	Failure to notify supervisor of the suspension, revocation, or cancellation of driver’s license 

	Unauthorized use or wearing agency issued equipment (or use of agency insignia) while working secondary employment 

	Unauthorized Secondary Employment

	Failure to make required inspection of agency vehicle for weapons/contraband prior to and after transporting a prisoner  

	Operating an agency vehicle beyond jurisdictional boundaries without authorization 

	Altering or modifying agency equipment without approval 

	Operating an agency vehicle while on sick leave, light duty status, or suspension without authorization 

	Failure to submit required report 

	Failure to conduct preliminary and follow-up investigation/reporting 

	Improper use of Internet or other communications equipment 

	Unauthorized signing of a petition as a member of PCPD or for unlawful purposes

	Violation of social media policy 

	Failure to accept a complaint against an officer 

	Failing to submit report by end of shift / or failure to submit report corrections in a timely manner (unless pending further investigation)

	Losing PCPD Equipment

	Failure to report damaged equipment

	Wearing / possessing unauthorized equipment on duty

	 Insubordinate to supervisor or command staff

	Failure to obey the chain of command



























                          VIOLATION CATEGORY C

	Categories and Descriptions 
	Level 
	Disciplinary Range 
Mitigating Factors        Aggravating Factors 

	Category C: Conduct that involves a risk to safety or that has or may have a pronounced negative impact on the operations or professional image of the law enforcement agency or a member, or on relationships with other officers, agencies, or the public. 
	ONE: 1st Violation 
	2 Days Loss of 
Leave or Loss of Pay 
	Up to 4 Days Loss of 
→ 
Pay 

	
	TWO: 2nd 
Violation in 48 Months 
	3 Days Loss of 
Pay or 3 Days 
Loss of Leave 
	Up to 5 Days Loss of 
→ pay 

	
	THREE: 3rd 
Violation in 48 Months 
	GO TO CATEGORY D LEVEL 1 

	Violation Examples for Category C 

	Failure to notify or report to duty assignment – Absent without leave (AWOL) 

	Failure to notify agency that officer has become subject of a criminal investigation 

	Failure to properly secure a firearm 

	Unauthorized/careless use/handling/display of a weapon (firearms, taser, JPX, OC spray, etc…)

	Carrying an unauthorized firearm, ECD or other weapon in a vehicle or on the officer’s person, on or off duty 

	Discharging of firearm in violation of policy – no injury 

	Failure to properly search a prisoner incident to arrest 

	Improper release/escape of a prisoner (no criminal intent) 

	Unnecessary force/excessive force resulting in unknown injury or minor injury 

	Failure to document or investigate a physical use of force 

	Engaged in secondary employment while on sick leave 

	Unauthorized vehicle pursuit– no injury 

	Dissemination of confidential information related to a criminal investigation, Criminal Justice Information System (CJIS) or Motor Vehicle Administration (MVA) to unauthorized persons  

	Unauthorized use of PCPD equipment

	Damaging PCPD equipment (Intentionally)

	Failure to Obey a Lawful Order

	Conduct which brings the department into disrepute

	Failure to search prisoner being held in a cell

	Inaccurate / incomplete reports

	Improper dissemination of official PCPD business

	Neglect of Duty

	Failure of Supervisor to take supervisory actions



                           VIOLATION CATEGORY D

	Category D: Conduct substantially contrary to the values of the law enforcement agency or that substantially interferes with its mission, operations, or professional image, or that involves a serious risk to officer or public safety, or intentionally violates law enforcement agency policy. 
	ONE: 1st Violation 
	5 Days Loss of 
Pay or 5 Days 
Loss of Leave 
	Up to 15 Days Loss of 
→ 
Pay 

	
	TWO: 2nd 
Violation in 60 Months 
	10 Days Loss of Pay 
	Up to 20 Days Loss of 
→ 
Pay 

	
	THREE: 3rd 
Violation in 60 Months 
	GO TO CATEGORY E LEVEL 1 

	Violation Examples for Category D 

	Reporting to work with a measurable amount of alcohol in system, (no requirement to be legally intoxicated) 

	Failure to provide and/or request needed medical assistance (includes individuals not in custody) 

	Failure to notify agency that officer has been charged with a civil or criminal violation, whether by arrest or criminal summons. 

	Unauthorized vehicle pursuit– with injury 

	Failure to report a firearm or less lethal weapon discharge (includes accidental discharges) 

	Failure to report an agency collision 

	Loss of agency weapons (Firearms, JPX, taser, OC Spray, etc…)

	Operating PCPD vehicle with a measurable amount of alcohol present on employee’s person

	Mistreatment of prisoners







                            VIOLATION CATEGORY E

	Categories and Descriptions 
	Level 
	Disciplinary Range 
Mitigating Factors        Aggravating Factors 

	Category E: Conduct that involves misuse of authority, unethical behavior (not involving false reporting or false statements), or an act that could result in an adverse impact on an officer or public safety or to the professionalism of the law enforcement agency or a violation of any misdemeanor.  
	ONE: 1st Violation 
		15 Days Loss of 	25 Days Loss of Pay 
→ 
	Pay 	up to TERMINATION 

	
	TWO: 2nd 
Violation in 60 Months 
		15 Days Loss of 	30 Days Loss of Pay 
→ 
	Pay 	up to TERMINATION 

	
	THREE: 3rd 
Violation in 60 Months 
	GO TO CATEGORY F LEVEL 1 

	Violation Examples for Category E 

	Using official position to avoid consequences of criminal laws and/or incarcerable traffic violations. 

	Unnecessary force/excessive force resulting in serious injury 

	Failure to report a use of force 

	Engaging in acts of retaliation 

	Discharging of firearm resulting in injury or death, non-criminal intent 

	Obstructing or hindering a criminal investigation 

	Obstructing or hindering internal affairs or an administrative investigation 

	Affiliation with any person or organization known to be involved in criminal activity 







                           VIOLATION CATEGORY F

	Categories and Descriptions 
	Level 
	Disciplinary Range 
Mitigating Factors        Aggravating Factors 

	Category F: Any violation of law, policy, rule or regulation which: foreseeably results in death or serious bodily injury; or constitutes a willful and wanton disregard of the law enforcement agency’s mission, vision and values; or involves any act or omission which demonstrates a serious lack of the integrity, ethics or character related to an employee’s fitness to hold their position; or involves egregious misconduct substantially contrary to the standards of conduct reasonably expected, to include those whose sworn duty is to uphold the law; or involves conduct which constitutes the failure to adhere to any condition of employment required or mandated by law, including any 18 U.S.C. § 922(g) (Lautenberg) violations.  
	ONE: ANY VIOLATION 
	TERMINATION 

	Violation Examples for Category F 

	Truthfulness: Intentionally making any verbal or written false statement during an official investigation or on any official agency document. 

	Enforcement and/or detention of individuals based on discriminatory practices 

	Engaging in sexual behavior on duty 

	Engaging in sexual behavior in an agency vehicle or facility, on or off duty 

	Intentional malicious and unjustified use of force resulting in serious bodily injury or death 

	Intentional erasing video footage and/or audio transmissions from digital video camera equipment (BWC/In-Car 
Camera) 

	Converting property/evidence for personal use 

	Performing secondary employment while on-duty 

	Improper use of controlled dangerous substance (CDS), narcotic, or hallucinogen 

	Tampering or manufacturing of evidence 

	Knowingly participating or joining an organization that advocates, incites, or supports criminal acts or criminal conspiracies or that promotes hatred or discrimination toward racial, religious, ethnic, or other groups or classes of individuals protected by law. 




SPECIAL CIRCUMSTANCE VIOLATIONS 

	Categories and Descriptions 
	Level 
	Disciplinary Range Mitigating Factors       Aggravating Factors 

	DRIVING UNDER THE INFLUENCE 
Category 1: Any off-duty driving under the influence of alcohol and/or drugs which would constitute a violation of law. 
	ONE: 1st Violation 
	15 Days Loss of 
	→	TERMINATION*
Pay 

	
	TWO: 2nd
Violation 
	30 Days Loss of 
	→	TERMINATION*
Pay 

	
	THREE: 3rd Violation 
	TERMINATION* 

	Category 1a: Any on-duty or off-duty in a departmental vehicle driving under the influence of alcohol and/or drugs which would constitute a violation of law.  
	ONE: 1st Violation 
	TERMINATION* 

	Categories and Descriptions
	Level 
	Disciplinary Range Mitigating Factors       Aggravating Factors 

	FAILURE TO APPEAR FOR COURT/MVA HEARINGS 
Category 2: Intentional or purposeful failure to appear for any properly summoned court appearance which is the result of action taken as a law enforcement officer. This category also includes MVA hearings. 
*Resets 1 calendar year from the date of the first violation.
	ONE: 
2 violations in 1 year 
	Formal Written 
→ 
Counseling 
	Formal Written Counseling 

	
	TWO: 
2 additional violations in 2 years 
	Formal Written 
→ 
Counseling 
	Up to 2 Days Loss of Leave or Loss of Pay 


CHAPTER 12						Pocomoke City Police Department Policy
CODE OF CONDUCT
VIOLATION CATEGORY – D 

                        DEPARTMENTAL COLLISIONS 

	Categories and Descriptions 
	Level 
	Disciplinary Range Mitigating Factors       Aggravating Factors 

	DEPARTMENTAL COLLISIONS 
Category 1: Minor Damage1 to Police Vehicle and/or Other Property or Vehicle 
1Law Enforcement Agencies may establish a dollar amount as a guideline for determining the level of severity (minor vs major). 
2Driver Re-training can be imposed at any level but is mandatory for three or more at-fault departmental collisions. 
	ONE: 
1st Violation up to 12 months 
	Formal Written Counseling 
	→
	Letter of
Reprimand

	
	TWO: 
2nd Violation within 0-24 months 
	Formal Written Counseling 
	→ 
	Up to 2 Days 
Loss of Leave or Loss of Pay  

	
	THREE2: 
3rd or more
Violation within 0-36 months 
	Letter of 
Reprimand 
	→ 
	Up to 5 Days 
Loss of Leave or Loss of Pay 

	Category 2: Major Damage to Police Vehicle and/or Other Property or Vehicle 
1Law Enforcement Agencies may establish a dollar amount as a guideline for determining the level of severity (minor vs major). 
2Driver Re-training can be imposed at any level but is mandatory for three or more at-fault departmental collisions. 
	ONE: 
1st Violation up to 12 months 
	Formal Written Counseling 
	→ 
	Up to 1 Day 
Loss of Leave or Loss of Pay 

	
	TWO: 
2nd Violation within 0-24 months 
	Letter of 
Reprimand 
	→ 
	Up to 3 Days 
Loss of Leave or Loss of Pay 

	
	THREE2: 
3rd or more
Violation within 0-36 months 
	Letter of 
Reprimand 
	→ 
	Up to 10 Days 
Loss of Leave or Loss of Pay 

	Category 3: Injury to Law Enforcement 
Personnel and/or Civilian  
If gross negligence or reckless operation of a police vehicle is involved in any collision that results in serious injury or death the disciplinary range will increase up to and including termination. 
	ONE: 
1st Violation up to 12 months 
	Formal Written Counseling 
	→ 
	Up to 2 Days 
Loss of Leave or Loss of Pay 

	
	TWO: 
2nd Violation within 0-24 months 
	Letter of 
Reprimand 
	→ 
	Up to 5 Days 
Loss of Leave or Loss of Pay 

	
	THREE2: 
3rd or more
Violation within 0-36 months 
	Letter of 
Reprimand 
	→ 
	Up to 14 Days 
Loss of Leave or Loss of Pay 


























VIOLATION EXAMPLES THAT MAY FALL INTO MULTIPLE VIOLATION CATEGORIES DEPENDING ON THE FACTS OF A CASE 
The policy violation examples set forth in this document are not intended to serve as an exhaustive list of prohibitions on officer conduct and activities. Rather, they are intended to be a sampling of policy violations that exist in the majority of law enforcement agencies. Examples of misconduct have been provided in each policy violation category to serve as a guide in determining discipline for officers found to have violated an agency’s policy or general orders/procedures. However, while policy examples outlining acceptable and unacceptable conduct for officers is necessary, not every situation can or will be covered explicitly. Below is a listing of policy conduct violations commonly found in law enforcement policies that may not fall into one specific violation category, but may warrant a higher or lower level of discipline based on the severity of the misconduct. 
ABUSE OF POSITION: Officers conduct, whether on or off duty, where their authority or position is used for financial gain, obtain or grant privileges or favors, avoid consequences of illegal acts for themselves or others, or to barter, solicit or accept any good or services, such as gratuities, gifts, discounts, rewards, loans, or fees, whether for themselves or others. 
BWC/IN CAR VIDEO/VIDEO RECORDED EQUIPMENT VIOLATIONS 
CONDUCT UNBECOMING: Officer conduct, whether on or off duty, that casts doubt on their integrity, honesty, moral judgment, or character; brings discredit to an agency; or impairs the agency’s efficient and effective operation.  
CUSTODIAL RELATED VIOLATIONS (ABUSE, SECURING, TRANSPORTATION, MEDICAL CARE) 
DISCRIMINATION AND/OR HARASSMENT TOWARD AN INDIVIDUAL BASED ON RACIAL, RELIGIOUS, ETHNIC, OR OTHER GROUPS OR CLASSES OF INDIVIDUALS PROTECTED BY LAW 
DUTY TO INTERVENE/FAILURE TO DEESCALATE 
FAILURE OF SUPERVISOR TO PROPERLY MANAGE PERSONNEL AND/OR FOLLOW SUPERVISORY POLICY RESPONSIBILITIES INSUBORDINATION: Willful failure of an officer to obey a supervisor’s lawful orders.  
VIOLATIONS OF FEDERAL, STATE OR LOCAL LAW 

WORKPLACE VIOLENCE: Any act or threat of physical violence, harassment, intimidation, or other threatening disruptive behavior that occurs in the workplace or arises out of the employment relationship.
1.	Matrix- A chart or table of categorized infractions, with corrective actions 				and penalties.
		2.	Category- The level in which infractions are classified.
		3.	Mitigating/Aggravating- A circumstance which supports the raising or 				lowering of the category level of an infraction.
		

                        4.	One Day’s Leave
· Eight or Twelve hours will equal one day depending on the schedule worked. 
		5.	Performance Observation Form- Form used to document trends and 				events, both positive and negative, in job performance.
		     
*** Any minor violation not listed is considered a Category “A” violation. Category A & B violations will be completed on the PCPD 123 form and forwarded through the chain of command.  All civilian employees, full-time and/or part-time will follow the same disciplinary measures. However, civil employees are not entitled to a review board, accountability board, or hearing board process. Violations are located throughout the Pocomoke City Police Department Policy and Procedure Manual and maybe located in other chapters.
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Procedural   Process   for   Civilian   Complaints                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       

Law   enforcement   agency   conducts   investigation  

Complaint   received   by   law   enforcement   agency  

Complaint   received   by   Worcester   County  Police Accountability Board        

IF   NOT   CHARGED:   END  

Investigation   files   sent   to   Administrative   Charging   Committee   (ACC)  

IF   CHARGED  

ACC   offers   discipline   within   Matrix   that   law   enforcement   head presents to officer    

ACC   reviews   investigation   findings   &   makes   decision   whether to charge  

Settlement   negotiation  

ACC accepts  settlement:   END  

Trial   Board   holds   hearing   and   issues   finding (Officer may  appeal to Circuit Court)  
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    Police   Accountability   Board   C o m p l a i n t   Form   One   W.   Market   St.,   Room   1103  Sno w Hill, MD 21863  Phone: 410 - 548 - 4801   Fax:   410 - 632 - 3131   Email:   pab@co.worcester.md.us   Office   Hours:   8:00AM   –   4:30PM     Police Accountability Board Statement:  Required by the Maryland Police Accountability Act o f 2021, the  Police   Accountability   Board   will   receive   citizens’   complaints   of   alleged   police   misconduct   and   forward   them   to  law enforcement for investigation.   Once an investigation is complete, the Administrative Charging   Committee will decide whether disci plinary action is warranted and offer recommendation  for discipline in  accordance with a state - mandated matrix. A complaint of police misconduct must be file d within  45 days  of  the event unless otherwise provided for by Maryland law.   Please   drop   off   your   c ompleted   form   to   either:      The   agency   employing   the   officer   that   is   the   subject   of   the   complaint;   or      Worcester County Government  Police Accountability Board  On e   W.   Market   St.,   Room   1103  Snow Hill, MD 21863.   DEFINITIONS:      Law Enforcement Agency : a   governmental   police force, sheriff's office, security force or law  enforcement   organization   of   Worcester   County   or   a   municipal   corporation   within   Worcester   County  that b y   statute, ordinance, or   common   law is authorized to enforce   the   general   criminal   laws of   the  State .      Officer :   any   employee   of   a   law   enforcement   agency   who   is   authorized   to   enforce   the   general   criminal  laws   of   the   State,   County   or   a   municipal   corporation.      P olice   misconduct :   a   pattern,   practice,   or   conduct   by   a   police   officer   or   law   enforcement   agency   tha t  includes: (1) depriving persons of rights protected by the constitution or laws of the state or the  United   States;   (2)   a   violation   of   a   criminal   statute;   a nd   (3)   a   violation   of   law   enforcement   agency  standards and policies.   The   Worcester   County   Police   Ac countability   Board only   accepts complaints regarding officers employed by:  Pocomoke City Police Department, Snow Hill Police Department, Ocean Pines Police D epartment, Berlin  Police   Department,   Ocean   City   Police   Department,   and   the   Worcester   County   Sheriff ’s   Office.  
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          Date   of   Alleged   Police   Misconduct:      

(MM/DD/YYYY)   

Complainant’s   Name:      

(Last)       Date   of   Birth:  (Suffix)        Phone   Number:  (First)  (MI)       Email   Address:  

      (Home)       (MM/DD/YYYY)     (Cell)       (Work)     Home   Address:       (Street)   (City)   (State)   (Zip)       Date   of   Incident:   Time   of   Incident:       (AM)   (PM)   (MM/DD/YYYY)       Location   of   Incident:       (Street)   (City)   (State)   (Zip)  

Complainant   Name:  

For   Internal   Use   Only   Incident Number:      Complaint Received:       
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  Officers   Involved   :   Please   list   the   n ame,   badge   number,   and   law  enforcement agency, if known:   1.   2.   3.       Physical   description   of   Officer(s) -   hair   and   eye   color,   height,   gender,   race/ethnicity,   uniform   color,   etc,  if known:   1.   2.   3.           Describe   Injuries -   if   none,   skip   the   next   question           Location   and   Date   of   Treatment:       (Hospital/   Doctor’s   Office)   (Physician’s   Name)   (Date   of   Treatment   MM/DD/YYYY)       Witnesses - Contact   Information:   Name,   Phon e   Number,   Address   1.   2.   3.       Preferred   Language   of   Communication      

Complainant   Name:  

For   Internal   Use   Only   Incident Number:      Complaint Received:        
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    Complainant   Statement   and   Agreement     Please   describe   the   incident   in   your   own   words      Provide   as   much   detail   as   possible   and   use   additional   sheets   if   necessary :  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complainant   Name:  

For   Internal   Use   Only   Incident Number:      Com plaint Received:       
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          I,    ,   do   hereby   affirm   that   the   information   stated   herein   is   true   and   correct  to   the   best   of   my   knowledge   and   bel ief.   I   further   acknowledge   that   this   statement   is   a   statement   made  to   a   law   enforcement   officer   and /or   a   public   official   appointed   by   the   Worcester   County   Commissioners  and    that    any    false    statement    contained    herein    could    result    in    a    criminal    pr osecution  for providing a false statement to law enforcement or a public official, a civil liabilit y suit, or dismissal  of this complaint.         Print   Name         Sign   Name   Date  

Complainant   Name:  

For   Internal   Use   Only   Incident Number:      Complaint Received :       
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    Witness   Statement   and   Agreement     Please   describe   the   incident   in   your   own   words      Provide   as   much   detail   as   possible   and   us e   additional   sheets   if   necessary :  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complainant   Name:  

For   Internal   Use   Only   Incident Number:      Complaint Received:       
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              I,    ,   do   h ereby   affirm   that   the   information   stated   herein   is   true   and   correct  to   the   best   of   my   knowledge   and   belief.   I   further   acknowledge   that   this   statement   is   a   statement   made  to   a   law   enforcement   officer   and/or   a   public   official   appointed   by   the   Worcester   Count y   Commissioners  and    that    any    false    statement    contained    herein    could    result    in    a    criminal    prosecution  for providing a false statement to law enforcement or a public official, a civil liability suit, or dismissal  of this complaint.         Print   Name         Sign   Name   Date  

Complainant   Name:  

For   Internal   Use   Only   Incident Number:      Complai nt Received:       
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      Police   Accountability   Board  C o m p l a i n t   Form   Receipt   One   W.   Market   St.,   Roo m   1103  Snow Hill, MD 21863  Phone: 410 - 632 - 1194   Fax:   410 - 632 - 3131   Email:   pab@co.worcester.md.us     Date:      Than k   you   for   your   submission.   A   representative   from   the   Police   Accountability   Board   wil l   be   in   contact   to   update   you   on   the   status   of  your submission.   If   you   have   further   questions   or   concerns   about   the   process,   please   email   pab@co.worcester.md.us   Please   keep   this   copy   for   your   records.        

    Name   of   Complainant      Signature  

        Name   of   Receiver          Sig nature  

 


