[bookmark: _Hlk83881957]CHAPTER 3	Pocomoke City Police Department Policy

ORGANIZATION and ADMINISTRATION
	
Directives in this chapter relate to the organization and administration of the Pocomoke City Police Department and the application of basic organizational principles, such as:  organizing by function, unity of command, delineation of responsibility, and the delegation of authority.


3.1	ORGANIZATIONAL STRUCTURE

3.1.1	ORGANIZATIONAL STRUCTURE OF THE POCOMOKE CITY POLICE 	DEPARTMENT                                            	 


I.	Introduction

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

      B.   	Organizational Structure

             1.   	The Chief of Police is responsible for the direction of all activities of the Pocomoke City Police Department and shall report to the City Manager.  This direction will be accomplished through written and oral orders, policy, directives, guidelines, and guidance as well as by personal leadership exerted through subordinate commanders and supervisors. 

             2.   	The Pocomoke City Police Department organizational structure includes divisions, squads and civilians.  Each are assigned specific functional areas of responsibility which include activities which are directly related to carrying out or supporting the department's objectives. 

Page 1 | 1
Chapter 3	Revised 9/27/2021


3.   	The police department is separated into two major divisions. Each division commander reports to the Captain, and the Chief of Police.

a.   	Patrol Division

b.	Administrative Division


C.	Command Protocol

1.   	In the event the Chief of Police is incapacitated, out of town, or otherwise unable to act, command protocol will be followed as directed in Chapter 4.


II.	Office of the Chief of Police

A.	Chief of Police - The Chief of Police is responsible for all areas of Operations and Services functions of the Pocomoke City Police Department as identified on the agency's organizational chart. The office of the Police Chief is located in the rear of the building, just past the Captains office.



III.	Operations Division

A.   	Patrol Division - The Patrol Division consists of several units to include the various squads, bike patrol, and K-9 unit.

      1.   	Patrol 

a.	Consists of two (2) patrol squads (A, B) which will have a Sergeant, a Corporal, and either a PFC, or Patrolman. The Sergeant reports to and is accountable to the Lieutenant who is the Patrol Commander.


                  b.	This section provides 24‑hour a day, 7 days per week patrol coverage throughout the City of Pocomoke.  

2.   	The Patrol Commander and sworn personnel assigned thereto are responsible for the following functional areas:
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a.  	Police Patrol ‑ 24 hours per day, 7 days per week
b.  	Response to calls for service
c.  	Traffic direction, control, enforcement
d.  	Traffic accident investigation
e.  	Concentrated foot patrols in high crime areas
f.   	Control of major or special events
g.   	Unusual, special, emergency operations
h.   	Escorts (business, domestic, etc.)
i.  	Warrant/process service
j.	Crime prevention, Community Policing
k.	Investigation of crimes




             3.   	Squad Assignments
	
	The lines of seniority will be followed regarding squad assignment and requests for a squad transfer, with the following exceptions:

a.   	All squad supervisors, and officers will be assigned on an individual as needed basis for the good of the Department.

b.  	Normally no more than two probationary officers to a squad. Depending on manpower related issues the total number of probationary officers should be one per shift.  

c.  	A person who wishes to transfer to a different squad, regardless of where the opening is, must do so in writing. The memo must be sent by way of the Chain of Command to the Patrol Lieutenant.  Transfers will be based on seniority whenever possible.

d.	The Patrol Lieutenant can transfer persons regardless of seniority, if the transfer would be in the best interests of the Department. For example, a short-term transfer may be necessary because a particular shift is short because of a combination of sickness, training, leave, resignations, etc.


e.	The Patrol Lieutenant may at his/her discretion, authorize the formation of a group to handle, for example, a targeted community concern, and shall assign employees in the best interest of the department regardless of seniority.

4.   	Allocation of personnel to patrol squads or areas is based on a workload assessment containing an analysis of, at a minimum, the following:

a. 	Number of incidents handled by patrol personnel during the specified period;

b.   	Average time required to handle an incident at the patrol level (or measurement of a sampling of cases);

c.   	Calculation of the percent of time, on the average, that should be available to the patrol officer for handling incidents during a shift; and

d.   	Time lost through days off, holidays, and other leave, compared to the total time required for each patrol assignment.

5.  	The Patrol Lieutenant may assign officers, on the basis of interest, training, past performance, or Department need, to coordinate a particular functional area.  Some assigned functional areas are so broad as to become the responsibility of all elements of the Division.  Example:  

Patrol Squads and the Criminal Investigation Division all have functional responsibilities in the areas of criminal investigations, juvenile operations, organized crime, vice, and intelligence, etc.  
          
6.  	Normally, in situations involving personnel of different divisions, sections or squads in a single operation, the plan prepared for that operation will specify command relationships.  If not, the Chief of Police or his designee shall assign the officer in command of the operation, and that designated officer will command all assigned officers.  Any major operation involving personnel of the entire Department will normally be commanded by the Chief of Police or his designee.



B.   	Traffic 

1.  	The Patrol Lieutenant, acting primarily through the Patrol Squads, is responsible for planning, analysis, inspection, and coordination of the department's traffic activities.  Departmental traffic activities include, but are not limited to:
	
	a.  	Accident investigation;
	b.	Operation of speed measuring devices;
	c.	Parking/congestion control;
	d.	Traffic direction and control for special events;
	e.	Traffic safety education;
                   

              2.  	The Patrol Lieutenant will prepare data and information necessary for a proactive traffic enforcement response. 

C.   	Special Events
	
	1.   	A special event is any activity such as a parade, athletic contest, public 	demonstration, or festival that results in the need for control of traffic, 	crowds or crimes.
	
	2. 	The Patrol Lieutenant shall provide a written estimate, to the Chief of  Police, of traffic, crowd control and crime problems expected for any needs as well as make provisions for coordination between the units assigned to work the even as well as coordination between our agency and any outside agency utilized. 

D.  	Community Affairs/Crime Prevention

              	While every departmental employee has individual 						responsibilities for promoting community relations, this 
				fun area is concerned with specifically identifying and addressing 			problems arising between the department and all segments of our
community groups, learning of issues and responding to them
before they become problems, and by developing programs 
which increase community understanding and confidence in
current and proposed departmental activities and the 
departmental activities and the departments values and mission
statement. 

b.	The Patrol Lieutenant is assigned responsibility for the
community affairs function and will delegate such assignments
as necessary.

               2.   Crime Prevention

a.  	A primary function of this department, crime prevention, aims at creating in the minds of Pocomoke City residents and business persons an awareness of the roles they can individually and collectively play in the reduction and/or prevention of crime, and then encouraging individual, group, school, neighborhood, and community follow up and activities to reduce/prevent crime.

b.   	All personnel of this department has responsibilities for the crime prevention function or its support.

c.   	The Patrol Lieutenant is assigned responsibility for effective implementation of the Department's Crime Prevention Program and will assign an officer as the primary contact point for the program.

d.	Victim/Witness Assistance 
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1.	Abandoned vehicle complaints are to be forwarded to the Administrative Lieutenant who is responsible for enforcing regulations relating to abandoned vehicles in accordance with the City of Pocomoke City Ordinances.  


IV.	Administration Division

A.	The Administrative Division consists of several functional areas as identified in the agency's organizational chart.

The Administrative Division has a Lieutenant assigned who reports to and is accountable to the Captain and the Chief of Police.  

The Administrative Division has officers/civilian personnel assigned to functional areas as designated by the Chief of Police. They report to and are accountable to their designated commander/supervisor.



B.   	The Administrative Lieutenant is assigned functional staff responsibility for a variety of broad areas of department‑wide coordination and interest including, but not limited to:

1.	Communications
2.	Property Management
3.	Recruitment
4.	Training
5.	Internal Affairs
	6.	Abandoned
	7.	All dispatch personnel
       8.     IT related Issues     


C.   	Communications Section 

1.	All patrol shifts have Police Communications Officers (PCOs) assigned.

2.  	Departmental communications functions include radio, telephone, teletype, automated data communications and specific activities associated with each.

3.   	The Administrative Lieutenant is assigned responsibility for the communications function. He or his designee will serve as the primary focal point for matters associated with this function.  

D.  	Records

1.   	Departmental records functions include, report review, report control, records maintenance, records retrieval, routing of reports, release of information to the public, and ensuring status on follow-ups.


2.   	In order to increase the efficiency of the records function, the department has utilized a records management system (RMS). The RMS greatly enhances the storage, maintenance, retrieval and analysis of records data.

3.   	The Captain is assigned responsibility for the overall records function and will supervise the Records Clerk.

4.   	Command staff members are assigned responsibilities for report review, routing of reports, and status reports on follow up which are normally separate and distinct from, but on occasion may overlap, those overall departmental records functions performed by records personnel.  
          		

E.  	Juvenile Operations 

a.   	A considerable portion of the efforts of this department involves dealing with juveniles. Beyond enforcing the law with respect to juvenile offenders, the department is firmly committed to the development and support of programs designed at preventing juvenile delinquency. 

b.   	All personnel of this department have responsibilities for, and will be familiar with, juvenile operations and procedures and their support. 
 
c.   	The Patrol Lieutenant is assigned responsibility for juvenile operations. Juvenile Operations includes, but is not limited to the following:

· Follow‑up processing of youth arrests;

· Assisting officers in juvenile cases;

· Designing and implementing programs intended to prevent and control delinquent and criminal behavior by youths;

· Diverting juvenile offenders out of the juvenile justice system and adjusting cases; and


· Maintaining liaison with other agencies and organizations interested in juvenile matters.


F.  	Public Information/Court Liaison

a.   	To operate effectively, this department must have the support of the citizens of Pocomoke City.  This support can be obtained by informing the public through the news media of events that affect the lives of citizens in this City.  Openness and candor are vital to this process.

b.   	The Chief of Police has the responsibility for public information and serves as the primary contact point for information dissemination to the community, to the media, and to other criminal justice agencies.  The Chief may utilize a designee to aid in the dissemination of information.   

c.	The Administrative Lieutenant is assigned court liaison. 

G.  	Property Management

1.   	Departmental property management functions include:  Departmental property, equipment, and vehicle management; property in custody; and found, recovered, and evidentiary property.  
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2.   	The Administrative Lieutenant is assigned responsibility for the property management function. 

3.   	The Administrative Lieutenant is accountable for all property accepted by or stored in the department's storage areas, and will supervise the duties performed by those individuals, designated on Department Personnel Orders, as Property Custodians.

4.   	All departmental employees have personal responsibility for the uniforms and equipment issued to them personally and for equipment used by them in the performance of their duties.   

H.  	Internal Affairs
	
	1.   	The internal affairs function is important for the maintenance of 					professional conduct in this department.  The integrity of the 					department depends on the personal integrity and discipline of each 				employee.  To a large degree, our public image is determined by the 				quality of the internal affairs response to allegations of misconduct, 				misfeasance, malfeasance, and nonfeasance by employees, and to 				complaints impacting on the department's response to community needs.  			The goal of internal affairs is to ensure that the integrity of the department 			is maintained through an internal system where objectivity, fairness, and 			justice are assured by intensive, impartial investigation, and review.
	
	2.   	The Captain is assigned responsibility for the internal affairs function and may 
               designate specific duties and responsibilities on a case‑ by‑case basis. 
     
3.	Department employees will ensure that all complaints or allegations
concerning improper police response, either against individual officers
or collectively against the department, are properly recorded, registered
and forwarded as rapidly as possible to the Captain.

V.	Criminal Investigation Division
	
	This Division consists of detectives who report directly to the Administrative Lieutenant.  The detectives handle general investigative matters, vice, narcotics and other investigative assignments as directed by the Chief of Police or designee. 
 
      A primary function of this department, criminal investigation, is the                         	prompt effective and efficient investigation of all crimes and offenses which occur 	within the City of Pocomoke City, identification and apprehension of individuals 	committing those crimes, and then the proper, legal charging, presentation in court of 	evidence, etc., to help insure that perpetrators are held accountable for their crimes.

      All personnel of this department have responsibilities for the criminal investigative 	function or its support.  

      On a temporary basis, additional officers may be assigned to the Criminal Investigation
      Division for duty as investigators.  While so assigned, the officer will be given an
      opportunity to receive specialized training, perform a variety of investigative
      assignments, and will comply with all Criminal Investigation Division policy and
      procedures.  Such assignment will only be made when all other organizational
      components are at or near normal strength.  Officers interested in such assignment
      must have demonstrated a clear interest in and ability to conduct criminal investigations,
      volunteer, and be selected by the Chief of Police with the recommendation of the
      Administrative Commander as being best qualified to perform in the position.

      The Criminal Investigation Division has been established as a specialized unit with the 	responsibility of handling those criminal investigations which require special expertise, or 	because of their complexity or when geographical considerations do not lend themselves 	readily to completion by Patrol Officers.  In addition, CID has been assigned functional 	responsibilities in the areas of organized crime, intelligence, etc….

	
Vl.	Personnel Allocation & Distribution/Authority and Responsibility/Delineation of 	Duties

A.	During the annual Departmental personnel allocation/distribution assessment the Patrol Lieutenant and Captain will:


1.   	Calculate the assignment/availability factor for patrol personnel.  This factor is a ratio representing the total potential personnel hours available (number of patrol personnel X 8 hours X 365 days) as compared to actual person hours available for assignment (potential less time lost through days off, holidays, vacation, and sick, training absences, roll call training, etc.) and;

2.  	Will access allocation and distribution of patrol personnel, at least annually.

3.   	Tabulate incidents by reporting area (routes and beats) using actual figures.  A map of the City of Pocomoke City service area organized into major reporting areas called routes and smaller (sub‑routes) areas identified in each route called beats will be maintained in the Communication Center, Roll Call Room, Squad Room and Supervisor's Office, and shall be utilized in calls for service, crime and manpower analysis.

4.	Forward the findings to the Chief of Police and disseminate it to the Division Commanders for evaluation.

B.   	Span of Control

1.   	To achieve effective direction, coordination, and control, the number of employees under the immediate control of a supervisor is based on a subjective evaluation of the number of people a given supervisor can oversee directly.

2.   	For any major event in which large numbers of Departmental personnel will be on duty, plans for the event will clearly delineate the command and structure and span of control.
	
C.   	Delineation of Responsibility


             1.   	Certain special tasks may be assigned to individuals and require a focus of effort for some period of time.  Unless a new full‑time position is authorized, such special tasks will be in addition to those duties and responsibilities prescribed in the current job descriptions.  Examples of these include, but are not limited to:
                                     
a.  	Requirements to assign officers to concentrated foot patrol in high crime areas;  

b. 	Concentrated parking enforcement in problem areas;

c.  	Officers actively performing Field Training duties as a Field Training Officer (FTO); and 

2.   	All personnel are encouraged to periodically review their job descriptions and to make suggestions to their supervisor or commander concerning any changes they believe should be made in the description.


D.   	Delegation of Authority and Responsibility

1.   	Every employee at this Department will follow the Chain of Command when crucial decision making within this Department is necessary to be consistent with its values and mission statement.  

2.	Annual Leave, Sick Leave, Compensatory Time; commanders at discretion may grant leave to two officers on certain days and at their discretion may approve or reject leave requests.

3.	A police officer is responsible for the investigation of reported crimes and offenses, identification and arrest of perpetrators thereof, and proper introduction of such into the criminal justice system. Within the limits of law, Departmental policy, and training, the police officer has the authority to make appropriate decisions within the course of their respected job duties. The officer may seek the advice of supervisors or other persons within the criminal justice system who possess expertise concerning the matter being handled.                 
This authority is delegated from the Office of the Chief through the Chain of Command by written and oral directives.

4.	In every case the officer will be held accountable for the decisions made by him/her.

5.   	Each Departmental employee will be held fully accountable for the use of, or failure to use, delegated authority. Any employee who has any questions concerning their delegated authority should bring such questions to the attention of his/her supervisor and/or higher authority through the Chain of Command for prompt resolution. Legal questions may be referred to the City's legal advisor or to the State's Attorney; questions concerning other facets of the criminal justice system may be likewise referred.

6.   	Employee acceptance of, and proper use of, authority will be evaluated semi-annually during the performance appraisal process. Any gross improper use of authority or failure to accept authority will be reported through command channels as rapidly as possible.

E.   	Direction, Obedience to Orders

1.   	The Chief of Police, by City Code, is the chief executive of the police department. As such, the Chief of Police has full authority and responsibility for the management, direction and control of the operation and Administrative of the department.   

2.   	All command and supervisory personnel are accountable for the performance of employees under their immediate control.


            3.   	To permit effective supervision, direction, and control, employees shall promptly obey any lawful order of a superior, including any order relayed from a superior by an employee of the same or lesser rank.  In the event an employee is given two different orders that may be in conflict, the last order given shall be complied with unless the order is retracted or modified. If an employee receives conflicting orders, the employee must inform the person giving the last order of the conflict of orders.  That person giving the conflicting order should then resolve the conflict by either retracting, modifying, or requesting the employee to comply with the latest order.  In the event the conflicting order is not altered or retracted, the employee will not be held responsible for disobedience of the order or directive previously issued.
 

3.2	UNITY OF COMMAND

3.2.1	EMPLOYEE ACCOUNTABILITY TO HIS/HER SUPERVISOR

       Each employee of the Pocomoke City Police Department is accountable to follow the chain of    
       command and is to report to their respective immediate supervisor.
      




3.2.2	COMMAND OF ORGANIZATIONAL DIVISIONS

The Pocomoke City Police Department is separated into two major divisions ‑ Patrol 	Division and Administrative Division. Each Division is directed by a Lieutenant and 
Overseen by a Captain. 

Normally, in situations involving personnel of different divisions, sections or squads in a 	single operation, the plan prepared for that operation will specify command relationships. Any 	major operation involving personnel of the entire Department will normally be commanded by 	the Chief of Police or his designee. After normal business hours a commander will be on 24- 	hour call, which will be reflected on the monthly patrol schedule.

3.3	GENERAL MANAGEMENT AND ADMINISTRATION


3.3.1   ADMINISTRATIVE REPORTING SYSTEM 

Day-to-day operational reports are normally distributed via the department's computer 	network. Personnel access reports for which they are responsible through the terminal 	located in their respective work area.  Personnel are assigned passwords for access to those 	reports only falling within their scope of authority. Any passwords dealing with specific areas 
Of security such as passwords to domains, servers, etc…. are the property of the Pocomoke 
City Police Department. Should an employee separate employment they are to turn in such 
Information. Failure to comply will result in criminal prosecution. 

Personnel responsible for the preparation of monthly, quarterly, annual and
 	miscellaneous (e.g. memoranda) reports list the distribution on the respective communication.

Communications of activities outside the immediate jurisdiction of the department are 	normally handled by FAX or letter.  In emergency situations information is relayed by phone 	and followed up by written communication.

              1.	Daily reports

              	A.	Each officer is required to provide daily information as to issued 	vehicles, vehicular equipment, and activities performed during the 	duty tour.  In addition, officers provide a variety of types of 	information to PCO's who record/process traffic, hazard, lights 	out/signs down, Public Works matters, patrol observations, incident 	disposition, etc.

              	B.	Memorandum reports are prepared as required concerning any 	injuries, accidents, use of force, complaints, unusual police incidents, 	response to any inquiries, or suggestions.  Such reports may be 	prepared at the initiative of individual officers, at the direction of or 	by Squad Commanders, and are normally distributed through the 	appropriate Commander.


2.	Monthly Reports

             Monthly reports are prepared by appropriate designated employee.  The monthly reports provide the commanders an opportunity to account for Vehicle/Personnel inspections.

3.   	Miscellaneous Reports

     	As‑required reports are prepared by individuals assigned or participating in significant departmental activities and distributed to the appropriate commander(s). For example, reports are prepared by officers participating in DWI enforcement patrols, park enforcement patrols, etc.  Reports are prepared indicating Squad or Division response to directed patrol activities.  (After‑ action reports are prepared after major events such as Christmas Parade, etc.).

a)	A listing of Administrative reports;
b)	Identification of the person(s) or position(s) responsible for the report(s);
c)	A statement of the purpose of the report(s); 
d)	The frequency of the report(s); and 
e)	A statement of distribution of the reports(s). 

The Captain and Administrative Lieutenant will assure compliance with the List and is also responsible for an annual evaluation of the manual, assessing the need for the report(s) and making revisions as necessary.


3.3.2	ACCOUNTABILITY OF DEPARTMENTAL FORMS/RECORDS MANAGER

The goal of forms management is to ensure accountability and to utilize only those forms which are essential for accurately and concisely recording departmental policies and procedures.

Forms, new and/or revised, can be suggested by any employee.  The suggested format or idea is forwarded to the Captain and Chief of Police who determines the need, and if duplication of information exists.  

The Captain is responsible to ensure the format of all forms is consistent with the department's record management system, assign form numbers, maintain a list of all current forms and monitor their usage. Annually, the Captain will review all forms for retention and/or deletion.  

Once a form has been adopted and is in use, designated employee have the responsibility to ensure that sufficient forms are available for use prior to each tour of duty.  Squad supervisors are responsible to ensure that sufficient forms are available for their shift and for the oncoming shifts.  The Patrol Lieutenant is responsible to ensure that a sufficient stock of forms is procured and maintained to meet departmental needs.

Accountability must be maintained for certain departmental forms, which are pre‑numbered, such as the Maryland Uniform Summons. The Captain is responsible for the issuance of these forms to individual officers by number.  Normally these are published in books of 25 each, and all 25 will be issued to an individual officer. Each officer is accountable for each form in the book. Officers must ensure they have sufficient forms on hand at the beginning of each tour of duty as forms cannot be loaned to or borrowed from another officer. 

3.3.3   NOTIFY CHIEF OF POLICE OF INCIDENT WITH LIABILITY


The Chief of Police will be notified whenever a significant incident occurs that may bring the agency into the public eye. Any newsworthy event as identified by the Duty Officer or Division Lieutenant will be reported to the Chief of Police who at his discretion will notify the city manager and/or city officials i.e. fatal accidents, major crimes, robbery, murder, rape, arson, etc.

3.4	GOALS AND OBJECTIVES

3.4.1	FORMULATION AND ANNUAL UPDATING OF WRITTEN GOALS AND                                  	OBJECTIVES

3.4.2	PROGRESS REPORT

The departments goals and objectives are incorporated in the Performance Appraisal Plan adopted by the City of Pocomoke City.

The department goals, along with the other city departments, are submitted to the Mayor and City Council with the annual budget proposal in order to be linked with city goals.

The City-wide process is linked to the performance goals of each city employee as they strive to meet department and city goals/objectives. Each employee in consultation with his/her supervisor lists personal performance factors to contribute to the achievement of adopted goals/objectives.

The performance factors of employees of the Pocomoke City Police Department are incorporated in the departments performance evaluation process as directed in Chapter 17 of the Written Directives Manual. The progress made by each employee is made on a annual basis by his/her supervisor.

Each employee is encouraged to submit suggestions for the development of department and city goals/objectives. The suggestions are to be submitted in writing to the employees division Lieutenant and to be considered for the upcoming budget year shall be submitted no later than April 1.

The department goals, along with the other city departments, are submitted to the City Manager with the annual budget proposal in order to be linked with city goals.


Division Lieutenants shall review all appraisals completed on employees under their command. The Chief of Police will be advised of all below average appraisals and a proposed course of action to improve the employees performance toward the attainment of the goals and objectives.  


3.5	PLANNING AND RESEARCH

3.5.1	TASKS AND FUNCTIONS                 

Functions of the following planning and research tasks include, but are not limited to the 	following:               

	(1)  	Task: Crime Data Analysis                    

Function:                    

Computer Data will be analyzed by the Captain on a monthly basis and reports prepared and submitted to the Chief of Police, the report will:               

A.   	Give the total number of crimes that were reported to the Pocomoke City Police Department during the past thirty (30) days, including;                   

(1)  	Type of crime;                    
(2)  	Day, date, and time of occurrence; and                    
(3)  	Number of crimes in any reporting area.               	

B.   	Give the total number of arrests made within thirty (30) days for part I and II offenses.               

C.   	Give physical descriptions of suspects.               
D.   	Give descriptions of suspect's vehicles.               

E.   	Victim and target descriptors.               


F.   	Physical evidence information.               

The Patrol Lieutenant will make recommendations to the Captain on 
geographic/temporal assignment of personnel and equipment and on the establishment 
of preventive patrols.               


(2)  	Task: Multi-year Planning                    

Function:                    

Multi-year planning is a function of the Chief of Police, whose duties include long‑range planning of needs for the department.  This includes, but is not limited to, fiscal, equipment, and manpower needs, based on forecast change of population, service area, etc.               


(3) 	Task: Planning                                                                                                                                                                                     

	Function:                    

The Patrol Lieutenant, with the assistance of the Command Staff is responsible for task / planning. In addition to operational plans for events, activities, they develop and maintain standard operational procedures, design preventive patrol activities, and develop policies and procedures.          

(4)  	Task:  Budgeting                    

Function:                    

Annually, in late March and early April, the department budget for the next fiscal year is prepared.  The Chief of Police and Captain may actively participate in the development of budget lines and provide documents and instructions as to budget line development and justification. The draft departmental budget is then staffed and discussed among the Chief of Police for review with the City Manager.

Written recommendations and justification for budget lines, particularly those dealing with requests for additional personnel or major new capital items acquisition will be based on detailed operational and activity analysis which will clearly demonstrate need, operational capability to be enhanced, etc. These recommendations will become part of the Chief's budget.               


(5)  	Task: Development of Manpower Allocation Alternatives                    
Function:                    

The Patrol Lieutenant will collect and analyze data on the hourly distribution of incidents provided by the computer system and forward the data to the Captain.  Based on this data for reporting areas (routes and beats), the Captain will recommend to the Chief of Police any reallocation of patrol resources to ensure proportional distribution of resources by time and place of incidents.               

(6)  	Task:  System Analysis                    

Function:                    

System analysis is a function shared by the Chief of Police with the assistance of the Captain who will periodically review the department's information management systems and attempt to introduce appropriate law enforcement application systems as used in departments of similar size elsewhere in the United States.               





(7)  	Task:  Uniform Crime Reporting                    

Function:                     

Crime data is collected and reports are prepared and submitted on standard report forms as specified in the UCR manual.                     

(8)  	Task: Contingency Planning                    

Function:                     

Contingency planning, is basic to all planning done by the planning and research function of the Pocomoke City Police Department; input is encouraged from all personnel.  Factors considered in contingency planning include, but are not limited to, budget cuts, population increase due to annexations, etc.  


(9)  	Task:  Traffic Accident and Enforcement Pattern Analysis                   

Function:                    

The Patrol Lieutenant acting through the Patrol Squads is accountable for planning, analysis, inspection, and coordination of the department's traffic activities.  Departmental traffic activities include, but are not limited to:     

A.   	Accident investigation;                    

B.   	Operation of speed measuring devices;                    

C.   	Parking/congestion control;                     

D.   	Traffic direction and control for special events;                    

E.   	Traffic safety education; and                    

F.   	Liaison with the Pocomoke City Department of Public Works and other local traffic safety groups.               


(10) 	Task: Grant Management                    

Function:                    

Grant Management is a fund seeking project for the purpose of financing various law enforcement/traffic/training functions. Sources of grant money are located through literature received by the Department and contact with various agencies such as the Maryland Police Training and Standards Commission and the Department of Transportation.  
             
(11) 	Task:  Form Control                    

Function:                    


Once a form has been adopted and is in use, each employee has a responsibility to ensure that sufficient forms are available for use prior to each tour of duty.  Squad Commanders are responsible to ensure that sufficient forms are available for their shift and for the oncoming shifts.  The Commander, Administrative Division is responsible to ensure that a sufficient stock of forms is procured and maintained to meet departmental needs.                    

The Captain is responsible to keep a list of all departmental forms in use, assign form numbers, and monitor the need for a particular type of form. Since the use of a form is usually described in a written directive, the Chief of Police will carefully analyze the use of any new form at the time the related policy is approved.  

(12)	Planning and Research tasks and responsibilities include, but are not limited to the following:     	


TASK					ACCOUNTABILITY

(a)  Crime Data Analysis            	Patrol Lieutenant 

(b)  Multi-year Planning             	Chief of Police

(c)  Operations Planning             	Patrol Lieutenant

(d)  Budgeting                    	Chief of Police / Captain                             	           
(e)  Manpower Allocation Alternatives  	Patrol Lieutenant

(f)  System Analysis                 	Chief of Police / Captain 
			
(g)  Uniform Crime Reporting              Captain /Records Clerk

(h)  Contingency Planning             	Chief of Police

(i)  Traffic Accident and Enforcement	Command Staff
    Pattern Analysis				

(j)  Grant Management	Chief of Police / Captain 

(k)  Forms Control                       Captain

(l)   IT / Civilian Employees               Administrative Lieutenant 
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3.5.2      THE PLANNING AND RESEARCH FUNCTION  

1.	The planning and research function of the department consists of departmental staff officers under the direction of the Chief of Police. However, the Administrative Lieutenant will perform planning and research functions on a part‑time basis, as part of his normal staff activities. The Administrative Lieutenant shall have access to all necessary information resources as well as accessibility to other members of the Command Staff and will report directly to the Captain and Chief of Police.

2.	Planning and Research activities are essential to effective management of the Pocomoke City Police Department and a function shared by all staff personnel.  Complex demands for law enforcement services and declining City resources require that this department carefully research operational alternatives and plan future programs.


3.5.3	MULTI YEAR PLAN INCLUDES GOALS AND OBJECTIVES FOR EFFECTIVE 	MANAGEMENT

      The Chief of Police will ensure the goals and operational objectives for the department are well 	planned and documented in order to provide for adequate staffing/operational funding for 	future years.  Multi-year considerations will include:

   	1.	Long term goals and operational objectives;

	2.	Anticipated workload and population trends;

	3.	Anticipated personnel levels;

	4.	Anticipated capital improvements and equipment needs; and, 

	5.	Provisions for review and revision as needed.		

[bookmark: _GoBack]	The Chief of Police will maintain the multi-year plan and review as necessary and at 		minimum, annually, usually during the budget process.
