GENERAL RULES OF OPERATION

CHAPTER THREE

PURPOSE:  The Board of Works has limited interest in the day to day operations of the department, however some issues are of concern.  This chapter addresses those issues, but should not be looked upon as an attempt to catalog or address all operational procedures.

SECTION I- EQUIPMENT AND RESOURCES

Ia.          VEHICLE OPERATIONS

Occupants of Department vehicles shall comply with State law regarding seatbelts.  Officers shall not violate State traffic laws, except in the performance of duty and then in strict conformity with State laws and department policies.  Only authorized persons may operate city owned vehicles.

Ib.
PATROL OUTSIDE OF CITY

Officers shall not conduct routine patrol outside the city limits.

Ic.
AUTHORIZED TRAVEL AREA

Officers assigned vehicles are authorized off-duty travel in the following counties adjoining Johnson:  Marion, Morgan, Shelby, Bartholomew and Brown.  Use outside of the authorized area may be granted by the Chief of Police, or Deputy Chief.  The Chief may restrict or suspend off-duty use as deemed necessary.

Id.
OFFICER RESPONSIBILITIES (VEHICLE)

While engaged in off-duty travel outside of Johnson County minor repairs (tire patch, hoses, belts, etc.) and additional gas shall be at the expense of the officer.  Copies of all receipts shall be forwarded to the Chief of Police.  In the case of a major breakdown officers shall contact the Administrator on call for directions, and will be responsible for the security of the vehicle until the tow truck arrives.  The repair shop will be informed to contact the department administration PRIOR TO ANY WORK BEING DONE.

In the event of a property damage accident involving a Department-owned vehicle, no matter how minor, the officer shall inform the agency of jurisdiction and have copies of the report and photographs (if any) forwarded to the Chief of Police.  In the case of personal injury, all possible aid should be rendered, the agency of jurisdiction informed and all reports forwarded to the Chief of Police.  If possible, the Chief, Deputy Chief, or on call Administrator should be sent to the scene.  It is advisable to have another agency with jurisdiction investigate major property damage and personal injury accidents.  In the event of a vehicle crash, the officer shall adhere to city policy regarding a post-accident drug screen.
Officers, while operating a police vehicle, shall at all times be:

1. Armed 

2. Available to respond to emergency situations

3. Have the two-way radio system on and in working order

4. At all times, operate with total regard for personal and public safety

Ie.
VEHICLE COLLISION REVIEW BOARD

PURPOSE:  To set forth rules, authority and responsibilities governing the investigation of vehicle collisions to determine whether or not the collision was preventable by the vehicle collision review board when called to do so by the CHIEF OF POLICE.

If.
APPOINTMENT AUTHORITY

1. The Chief shall have an Accident Review Board in place at all times pursuant to SOPs for police vehicle crashes and damages.  The Chief shall appoint three full-time officers, one from the Investigation section and two from the Uniform section, to the Board.  Members shall serve for a specified period of time according to SOPs.

2. The Chief shall have the authority to remove any Board member who can be shown to have been directly involved in the incident under investigation.  Further, the Chief may remove a Board member from a particular investigation upon a declaration of conflict of interest from any officer.  Said declaration shall be in writing stating the reason why the officer should not serve.  The Chief’s decision in this area is final.  

3. The Board does not have the authority to initiate investigations nor is there an absolute right to have any issue investigated or reviewed by the Board. Adopted by the Board of Public Works and Safety on 12/12/06.      

Ig.
DUTIES OF THE BOARD

The Board is charged with the following:

1. When instructed by the Chief, conduct a complete and impartial investigation of the incident.

2. Forward to the Chief a report containing all pertinent information and documenting the main contributing factors.  The Board shall, by majority vote, classify the incident as “preventable” or “non-preventable.”  After a review of the Board’s report, the Chief may consider any lawful action.

Ih.
CARE OF EQUIPMENT

Officers are held responsible for the proper use and reasonable care of all city-owned equipment.  They shall report in writing to the Chief, the loss of, or damage to, such property.  Officers shall not abuse, damage or destroy any equipment or property of the City through negligence, unintended use, or handling.  The Board of Works reserves the right to seek replacement or repair costs from any officer found to be negligent in the use or handling of city-owned equipment.  This does not preclude the Chief from taking lawful disciplinary action.

Ii.
SURRENDER OF EQUIPMENT

Officers subject to suspension, termination, extended medical leave, or having been relieved from duty pending a lawful investigation, shall immediately, at the order of the Chief of Police, surrender all required city-owned equipment and or property.  Officers resigning or retiring shall return all such equipment and or property on or before the last work day.

Ij.
OFFICIAL USE OF EQUIPMENT

City-owned equipment is for OFFICIAL USE ONLY except where otherwise allowed by proper authority.

SECTION II- PERSONAL ISSUES

IIa.
APPEARANCE

Officers shall report for duty in full uniform or proper civilian clothing.  Uniforms will be clean, pressed and in good repair with all equipment in working order.  Civilian clothing shall conform to current assignment.  Good personal hygiene is mandatory.  Hair length, both facial and head, shall be kept conservative and appropriate.  This may be interpreted by the Chief as he/she sees fit.

IIb.
FITNESS FOR DUTY

Officers shall, to the best of their abilities, keep themselves physically and mentally capable of fulfilling their duties and responsibilities.

Using the “reasonable person standard,” an officer believed to be unfit for duty will be required to submit to a medical and or psychological examination.  Examinations will be performed by qualified professionals designated by the Board of Public Works and Safety.  Officers found to be in a psychological or medical condition that has the high probability of preventing them from competently or responsibly performing their duties may be encouraged to take medical retirement.  The Board may order the Chief of Police to request termination through the Merit Commission.

IIc.
OUTSIDE EMPLOYMENT

Prior to engaging in outside employment, officers shall complete the Off Duty Employment Work Agreement.  If the off duty employment requires the use of off duty police officers in a security or law enforcement capacity the Employer Liability Agreement shall be completed.  The Chief may approve the request only if it can be shown that the employment will not be in conflict with the best interests of the department.  Officers allowed to work in uniform shall conduct themselves as law enforcement professionals.  The Chief retains the right to revoke any prior approval.

Officers shall not conduct personal business for profit during duty hours.  See Chapter 2 Ic.

IId.
GRATUITIES

No officer shall accept personal gifts, gratuities, bribes, loans, or rewards from anyone in a position to benefit from the performance of the officer’s duties and responsibilities, or for tasks performed as part of the officer’s duties.  Attempts to bribe an officer shall be reported to the Chief at once.  Officers may not retain rewards for duties performed, but shall forward same to proper authority for disposition.

IIe.
TOBACCO USE ON DUTY

Tobacco use shall be in compliance with local ordinance.  
IIf.
PUBLIC COMMENT/PARTISAN ISSUES

Officers shall not publicly criticize fellow officers, department policy or practice, by any form of communication, when such communication is defamatory, obscene, unlawful, impairs department operation or efficiency, or was made without regard for the truth.

On duty, officers shall avoid public comment on issues of partisan controversy which would imply official department involvement or policy.

IIg.
COURT APPEARANCE

Officers conducting official business before the courts shall be punctual in attendance and professionally dressed either in uniform or proper civilian business attire.  When testifying, officers shall speak only the truth in a calm, clear, explicit manner.  Officers shall display the utmost respect for proceedings and all persons in attendance.

Officers shall not recommend attorneys or bondsmen to any person or prisoner.  Officers shall not testify in their official capacity in any civil matter absent subpoena.

IIh.
MEDIA AND PUBLIC RELATIONS

Officers shall seek to maintain public support, goodwill and cooperation by supporting department policies and objectives, by at all times projecting a professional law enforcement image.

Officers shall cooperate with the news media within department guidelines.  No officer shall obstruct media efforts to obtain unclassified information.

Officers shall not communicate to any person or entity not entitled thereto, by law or policy, any information regarding department policies, operations, activities, or contents of official documents or records.

SECTION III- RULE AND LAW VIOLATIONS (GENERAL)

It is the duty of every officer to thoroughly understand and abide by all lawful orders and directives issued by proper authority.  Equally important is officers accepting their obligation in reporting violations of regulations and laws for the good of the department and the law enforcement profession.

IIIa.
REPORTING

1. Officers shall report, in writing, to any Ranking Officer, Deputy Chief, or Chief, any serious violations of criminal law, department rules, regulations, policy, or procedure, committed by members of this department.  Upon receipt of such report, the Chief shall take such action as deemed necessary.

2. Officers shall utilize the chain of command for reporting violations of policies, procedures and directives.

SECTION IV – ARREST PROCEDURES (GENERAL)
IVa.
CONDUCT TOWARD DETAINEES

Officers shall avoid uncomplimentary terms of speech, nor shall they intentionally antagonize any detainee.

IVb.
RESPONSIBILITY FOR DETAINEES

Officers may be held responsible for the safety and care of all persons and property detained or held in their custody.

SECTION V – RETIREE FIREARMS & FIREARM TRAINING

Va.
RETENTION OF SERVICE WEAPON

When an eligible merit police employee of the Franklin Police Department retires after at least twenty (20) years of service, said employee is authorized to retain his or her standard service weapon and receive a “retired” badge and/or identification card in recognition of service to the community.  The Board of Works will declare the value of the weapon at the time of the award for the purposes of proper income tax treatment, which the retiree will be responsible to pay.  Resolution Number 02-01 passed by the Board of Public Works and Safety on 02/12/02.

Vb.
RETIREE FIREARM TRAINING AND CERTIFICATION

Any qualified retired law enforcement officer of the Franklin Police Department desiring to carry a firearm under the provisions of Public Law 108-277 (the “Cop Carry” law) must attend and successfully complete an annual firearms qualification proficiency test as specified by the department’s chief firearms instructor, and approved by the chief of police.  Once the retiree is qualified, they will receive from the chief of police a certificate documenting their successful completion.  Resolution Number 04-03 passed by the Board of Public Works and Safety on 11/09/04.  

SECTION VI – UNIFORM ALLOWANCE POLICY

VIa. 
UNIFORM ALLOWANCE 

The sworn members of the police department and the evidence technician will receive an annual cash allotment of $800.00.  Two checks will be issued during the year.  The first check will be issued on or before January 10, and the second on or before July 1st.  There will be no income tax withholdings from the checks.  

All purchases of authorized uniforms, safety equipment, or the maintenance of said, will not be subject to federal income tax withholdings.  Each employee shall obtain itemized, original, receipts for each authorized purchase they make during the year.  All receipts shall be turned into the Bookkeeper as they are received.  All receipts for the first half of the year shall be turned in no later than the 2nd Monday in May.  All receipts for the second half of the year shall be turned in no later than the 2nd Monday in November.  The remaining (if any) unspent portion of the allowance will be subjected to federal income tax withholdings from the last payroll check in July and the last payroll check in December.  Indiana sales tax will be re-reimbursed on all authorized clothing and equipment purchases, at the end of each year.  
It will be the responsibility of the allowance recipient to keep track of their own receipts, and ensure that they are turned in on time.  In order for a receipt to be considered valid, it must be original and record the date, time, place, amount, business name, and purpose.  

Likewise, it will be the responsibility of the allowance recipient to handle issues pertaining to duplicate (lost or forgotten) receipts, returns, shipping, etc. 

The Police Chief will submit a list of authorized purchases to the Board of Public Works and Safety.  The list will be provided to members of the police department.  This list will not be exhaustive, and is subject to periodic modification.  A list cannot be drawn that will prescribe every possible item that recipients might need.  Toward this end, it is the recipient’s obligation to use good judgment and in questionable purchases, seek prior approval.  Items that are not excludable from IRS income tax withholding regulations (i.e. detective plain clothes) are not approved purchases. 

The list of authorized purchases includes both public safety vendors and authorized product lines.  Allowance recipients are not restricted to the listed public safety vendors.  A purchase may be made at any vendor as long as the purchased item is an approved product line.  

Requests for new/additional product lines shall be submitted, through the chain of command, to the chief.   Resolution Number 04-02 passed by the Board of Public Works and Safety on 06/29/04.  Resolution revised and this paragraph added by the Board of Public Works and Safety on 05/23/06.
Items purchased with the allowance will become the property of the employee, and will not be inventoried back to the department upon the conclusion of employment.  Employees will however return all items issued to them initially or subsequently by the department (all items furnished and not related to clothing allowance).

Ordinance Number 04-12 passed by the Common Council on 06/28/04.  

SECTION VII – LONGEVITY

VIIa. 
LONGEVITY FOR MEMBERS GRANDFATHERED BY 12/31/02

All full time merit police employees of the City as of December 31, 2002 will continue to receive in addition to their salary and other benefits the longevity compensation to which they are entitled under the provisions of ordinance 81-05, calculated as follows:

1. 2% of a first class police officer wages for 2 years service;

2. 4% of a first class police officer wages for 4 years service;

3. 6% of a first class police officer wages for 6 years service;

4. 8% of a first class police officer wages for 8 years service;

5. 10% of a first class police officer wages for 10 years service;

6. 12% of a first class police officer wages for 12 years service;
7. 14% of a first class police officer wages for 14 years service;
8. 16% of a first class police officer wages for 16years service;

9. 18% of a first class police officer wages for 18 years service;

10. 20% of a first class police officer wages for 20 years service;

11. 22% of a first class police officer wages for 22 years service;

12. 24% of a first class police officer wages for 24 years service;

13. 26% of a first class police officer wages for 26 years service;

14.   28% of a first class police officer wages for 28 years service;

15.   30% of a first class police officer wages for 30 years service;

The years of service mentioned in this section shall include and be allowed only for years spent in actual service as a member of the City’s police department.  Longevity compensation shall be paid in two installments per year, on or about June 1 and December 1.  Longevity compensation will be added to the pay of the members regardless of their rank pay, but longevity compensation shall be based only upon the pay of a first class police officer.  Increases in longevity compensation will only be allowed on January 1 and July 1 of each year.

For the purposes of clarity, this incorporation of the prior longevity compensation plan applies only to police officers hired by the City on or before December 31, 2002, and does not apply to any police officer hired by the City on or after January 1, 2003.  Further, police officers hired by the City on or before December 31, 2002, will not receive the longevity compensation described in Section VIb.

VIb. 
LONGEVITY FOR MEMBERS HIRED AFTER 12/31/02

All full time merit police employees of the City hired after December 31, 2002, will be entitled to receive in addition to their salary and other benefits longevity compensation calculated as follows:

· Upon completion of 1 year of full-time employment, police officers will receive $100.00 for each year of employment with the City, not to exceed $1,000.00 per employee.

· The years of employment mentioned in this section shall include and be allowed only for years spent in actual full-time employment as a City employee.

· Longevity compensation shall be paid in 1 installment per year, and will be included in the employee’s first full paycheck in January of each year.

· For the purposes of clarity and by way of illustration, a City employee first hired in August of 2003 would receive $100.00 as longevity compensation in that employee’s first full paycheck in January, 2005, because that January, 2005 paycheck would be the first January after the employee’s hiring anniversary date.

· This policy was retro active to the date of hire of all civilian employees.


Ordinance Number 02-10 passed by the Common Council on 08/12/02.  
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