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ADMINISTRATIVE AND 

PATROL MANUAL

It is the mission of The Elkton Police Department to improve the quality of life of the citizens of Elkton, and the community that it serves, through professionalism, integrity and impartiality in Law Enforcement Services. 

VISION STATEMENT
It is the vision of the Elkton Police Department and its members to be recognized as one of the best Police Departments in the nation. We believe that we can achieve this vision through partnerships with public, private and government entities. This will be accomplished by placing the good of the agency and that of our community above personal interest and goals.

We understand that to achieve this status we must demonstrate the highest degree of service for which we are capable of providing while maintaining open and honest communications, and committing to personal and organizational integrity. 

We shall encourage the spirit of enthusiasm and optimism while developing respect, diversity and individuality.

Recognition and reward shall come from those accomplishments above and beyond the call of duty.

For in the end we are one team, and will be awarded the greatest accomplishments of all... our vision to be the best. 

VALUES
These are the values of the Elkton Police Department, and the men and women who are sworn to protect the citizens and the community of the Town of Elkton. By adhering to these values we will obtain both our vision and our mission.

P
Provide the highest quality of police service to the community and the citizens which we are sworn to protect and serve.

O
Outwardly project a professional image which reflects on both the agency and us.

L 
Loyalty and respect: respect for each other; respect for the chosen profession; and respect for the community and citizens that we serve.

I
Institute teamwork and cohesiveness with each other and the community through trust, respect, integrity and diversity.

 C
Consciously commit to open and honest communication with all entities.

 E
Excel to efficiently and to effectively reach our goals, maintain our mission statement and focus on our vision... to be the best.
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A.

Purpose


To establish and maintain a reference source regarding the Elkton Police Department’s policies, 
procedures and regulations.

B.
Policy


The policies, procedures and regulations in the manual system are for EPD use only and do not apply 
in any criminal or civil proceeding.  Elkton Police Department policy, procedure and regulation should 
not be construed as the creation of higher legal standards of safety and care in an evidentiary sense 
with respect to third party claims.  Deviations from these policies, procedures and regulations may 
form the basis for EPD administrative sanctions, a higher level of training, and/or new policy 
guidelines.  Violations of law will form the basis for civil and criminal sanctions in a recognized judicial 
setting.

C.
Objectives


1.
To maintain a two volume manual system consisting of:




a. 
 An Administrative Manual that pertains to EPD administrative functions.

b.  
A Patrol Manual that provides information and guidance pertaining to line functions.

2.
To provide all employees, with an on-the-job reference source of EPD policies, procedures and regulations.



3.
To provide each police employee computer access to the manual system.

D.
Responsibilities


1.
The Chief of Police will:




a.
publish manual revisions as needed.



b.
ensure distribution of the revisions.



c.
maintain a permanent file of all the manual revisions.

2.
Employees will be responsible for reviewing manual changes when they are notified of same.  



3.
Revisions to the manual will be authorized by the Chief or his designee.


a.
When revisions occur all employees will be required to sign a Notification of Receipt or Appraisal of Orders, Memoranda and Manual Revisions EPD Form 12.  The notification will provide the chapter, section and page(s) being changed or updated along with a brief summary of the update.  

b. 
All personnel are responsible for reviewing and familiarizing themselves with the manual as revisions occur by signing on to an EPD computer using the following steps:





1.  Click start on your desk top





2.  Click on my computer





3.  Under network devices click on Manuals on “Elktonpd1”

C.
Supervisors are responsible for making sure that their subordinates receive notification of manual revisions and that the revisions are reviewed with their assigned personnel.

 

A.
A topic title of a section appears at the top of the first page of a section under CHAPTER
B.
Three page numbers appear at the top corner of each page.  Example: 10-II-3.

1.
The numbers represent the chapter, section and the page number within a section respectively.  The first page of each section is a “1" with the following pages receiving succeeding numbers.  Example: 10-II-1, 10-II-2, 10-II-3.



2.
The page numbers of the next section would be: 10-III-1, 10-III-2, etc.

 

C.
Changes will be shaded on new pages.  Shading will reflect the most recent revisions to a page and will be removed when that page is revised again and distributed.

D.
Material is presented in outline style.  All breakdowns of paragraphs must be in two or more parts - (there cannot be an A. without a B., a 1. without a 2., etc.).  The outline style of the manual is as follows:

 

A.


1.


2.






a.



b.





1)



2)






a)




b)







(1)






(2)

B.

 

 

The following words and phrases have these meanings when used in the manual, unless the context indicates a different meaning:

Administrators - Those personnel whose primary responsibilities involve direction, management, or administrative support of the Elkton Police Department
Chief - Chief of Police
Civilian Classification - The position held by a civilian employee

Collective Bargaining Agreement - Contract between the Town of Elkton and FOP Lodge 124

Commissioned Rank - Any rank from Lieutenant and above.  "Non-commissioned rank" means any other rank.  Neither term includes the Chief of Police.

DOA - Date certified as a Police Officer (completion of basic training academy) [Exception - Certified Police Officer is date released from field training]

DOH - First day of employment

Department - Elkton Police Department
EPD - Elkton Police Department

Elkton Police Department Manuals - The Administrative and Patrol Manuals
Employee - Any employee of the EPD
Executive Officer - Assistant Chief of Police

Forms - All references to form numbers within the manual are for Department forms unless otherwise noted
Gender - Use of the masculine gender includes, where applicable, the female gender
Grade - A differential status designating one or more police employees within the same rank as a result of a unique job function, area of responsibility, rate of compensation, technical expertise or longevity 

Law Enforcement Agency - Any law enforcement agency of any department, county, or municipality of the state, including sheriffs, and unless otherwise limited, also includes similar agencies of other states and the United States of America
 

Manuals - Administrative and Patrol Manuals
May/Should -  The action to be taken is discretionary.  The use of may is preferred in the manual
METERS -  Maryland Electronic Telecommunication Enforcement Resource System

METERS - Maryland Interagency Law Enforcement System.

Motor Vehicle - As defined in the Transportation Article, Annotated Code of Maryland  

NCIC - National Crime Information Center
NLETS - National Law Enforcement Telecommunication System
Patrol Sector - A geographic area of patrol.  It includes specified areas to which an officer may be assigned for a tour of duty.   

Police Employee  - A law enforcement employee assigned the powers enacted under the laws of the State of Maryland.

Rank - A relative position in the chain of command established by rule
Reporting Sector - A specified geographical portion of the Town of Elkton identified for reporting purposes

Shall/Will - The action is mandatory.  The use of will is preferred in the manual.

Supervisor - Those personnel whose primary responsibilities involve the direction of personnel on a first line or second line basis.  When no personnel of supervisory rank are available, a senior officer may be designated as an acting supervisor.

Tense of Words - Words used in the present tense include the future
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ORGANIZATION
 

I.
ORGANIZATIONAL CHART
 

Departments with areas of responsibility

 

II.
ORGANIZATIONAL STRUCTURE AND FUNCTION
 

A.
Office of the Chief of Police

B.
Operations Bureau

C.
Support Services Bureau

D.
Special Operations Bureau

E.
Chain of Command

 

III. 
POSITION RESPONSIBILITIES
 

A.

Chief of Police
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Assistant Chief of Police

C.
Lieutenant

D.
Sergeant/Corporal

E.
Investigators

F.
Patrol Officers

G.
Parking Enforcement Monitor




H.
Civilian Personnel

I.
Chaplain

J.
Community Resource Coordinator

K.
Authority ‑Delegation of Authority and Responsibility

 

 
EPD ORGANIZATIONAL CHART
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A.
Office of the Chief of Police 

The Elkton Police Department is commanded by a Chief of Police with the rank of colonel.  The Assistant Chief of police will serve as acting Chief of Police in the absence of the Chief of Police with full command authority in accordance with the Town of Elkton Charter.  In the absence of the Assistant Chief, the senior police employee holding the highest rank will be the acting Chief of Police until relieved by the Assistant Chief or the return of the Chief of Police.  The personnel that report directly to, and perform functions as designated by the Chief of Police are as follows:


1.
Assistant Chief / Captain


2.
Administrative Assistant

B.
Operations Bureau 


1.
The Operations Bureau is commanded by a Lieutenant, who is assisted by four Patrol Division 
Sergeants.  Each sergeant is responsible for supervising a particular Patrol Squad.  The Patrol 
Division provides 24-hour police coverage for the citizens of Elkton.  


2.
In the absence of the Patrol Sergeant the Patrol Corporal or senior Patrol Officer on duty will 
act as the squad supervisor.


3.
Allocation of personnel to patrol squads is based on the following workload analysis:



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



b.
Average time required to investigate an incident at the patrol level, as indicated in the 

workload reports;



c.
Calculation of time necessary for a patrol officer to investigate incidents during a 

typical shift.



d.
Time lost through days off, holidays, sick leave, etc., compared to the total time 


required for each patrol assignment.

 

4.
The Lieutenant will conduct an annual Personnel Allocation Assessment using the following 
information:



a.
Calculate the assignment/availability factor for patrol personnel.  This factor is a ratio 

representing the total potential personnel hours available (number of patrol 


personnel times average shift 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.);



b.
Allocate and distribute patrol personnel, at least annually; and


c.
Tabulate incidents by reporting area (sectors and beats) using actual figures.  A map of 

the Town of Elkton will be organized into major reporting areas called beats and 

sectors.


5.
The Lieutenant will divide the Town of Elkton into sectors, based upon geographic boundaries 
and will ensure that the following is accomplished: 



a.
Tabulate incidents by reporting area (sectors and beats) using actual figures.  A map of 

the Town of Elkton will be organized into major reporting areas called beats and 

sectors.



b.
The number of patrol areas on each tour of duty is proportionate to the work load; 

and



c.
The boundaries of each patrol sector are based on calls for service, geography and 

equalized work load.


6.
 Patrol Division



a.
The Patrol Division Supervisors and all sworn personnel assigned to the Patrol Division 

are responsible for the following functional areas.




1)
 Uniformed Police Patrol




2)
Response to calls for service




3)
Traffic direction, control, enforcement




4)
Traffic accident investigation




5)
Concentrated foot/bike patrols in high crime areas





6)
Control of major or special events





7)
Unusual, special, emergency operations





8)
Escorts (business, domestic, etc.)

 




9)
Warrant/process service




10)
Parking Enforcement Unit

 




b.
The Lieutenant may assign certain 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 that they become the responsibility of all 


elements of the Department.

 




c.
Operations and Special Operations Bureaus have functional responsibilities in the 

areas of criminal investigations, juvenile operations, organized crime, vice, and 


intelligence, etc.  Where functional areas overlap, the Chief of Police is personally 

responsible to assure appropriate coordination or may designate an officer to 


coordinate the functional area.

 
C.
Support Services Bureau


The Support Services Bureau of the Elkton Police Department is commanded by a Lieutenant and consists of the following functions:


1.
Records Management


2.
Information Systems  


3.
Training

 


4.
Recruitment/Application Process

 


5.
Grants 

 


6.
Background Investigations


7.
Promotional Process


8.
Taxi-cab Licensing


9.
Audit Compliance Monitor (CJIS/Fingerprinting / JJPA)

 
 D.
Special Operations Bureau

The Special Operations Bureau is commanded by a Lieutenant and consists of the following functions:


1.
The Criminal Investigations Division


a.
The Criminal Investigation Division is supervised by a Sergeant and is responsible for 

the efficient investigation of all crimes and offenses that occur within the Town of 

Elkton.  
The responsibilities include the identification and apprehension of individuals 

committing crimes, and ensuring that the perpetrators are held accountable for their 

actions.

 



b.  
The Criminal Investigations Division also conducts specialized investigations that 

require 
specific expertise, and are not normally investigated by a patrol officer.  These 

areas of expertise include investigations into organized crime, criminal intelligence 

gathering, internal investigations and court liaison.

 


2.
Street Crimes Unit 


The Street Crimes Unit (SCU) is supervised by a Sergeant.  The primary function of the SCU is to 
promptly and efficiently investigate all complaints of illegal substance distribution, usage and 
vice violations within the Town of Elkton.  This will be accomplished through, but not limited to:  



a. 
Covert operations



b.
Surveillance



c.
Applying for Search and Seizure Warrants



d.
Service of Search and Seizure Warrants



e.
Criminal Intelligence gathering operations 



f. 
Service of Indictments/Warrants 



g.  
Use of Criminal Informants  



h. 
TIPS Line

 

3.
K-9 Unit



The K-9 Unit is assigned to the Special Operations Bureau under the supervision of the Street 
Crimes Unit Sergeant.  (K-9 procedures are covered in Chapter 12 of this manual).


4.
School Resource Unit 


The goal of the School Resource Unit is to outwardly promote a partnership between the 
educational system of the town and the police department.  This will be accomplished through 
structured programs such as, but not limited to:  



a. 
 D.A.R.E.  



b.
Community Outreach Meetings  



c.  
Safetyville



d. 
Seatbelt checkpoints/child safety checks



e. 
Specialized Enforcement Effort



f.
Junior Police Academy



g.
Citizens Police Academy  


5.
The Special Operations Bureau Commander is also responsible for the following functions:



a. 
Liaison with Cecil County Drug Task Force



b.
School Crossing Guards

 
E.
Chain of Command  


Each police position within the department has rank and designation.  Unless otherwise stated, all Department communications will follow the chain of command.  The ranks in descending order are as follows:

1.
Chief of Police/Colonel


2.
Assistant Chief of Police/ Captain


3.
Bureau Commander/Lieutenant


4.
Sergeant


5.
Corporal


6.
Officer First Class


7.
Officer

 

 

 

 

 

 

 

 

  

 

  
 A.
Chief of Police

The Chief of Police will administer the activities and operations of the Department and will make rules necessary to promote the effectiveness and efficiency of the Department.

B.
Assistant Chief of Police

The Assistant Chief of Police holds the rank of Captain, and is accountable to the Chief of Police and assists the Chief of Police with the overall function of the Police Department. The Assistant Chief of Police is assigned management 
and command responsibilities.

C.
Lieutenant

The Lieutenants report directly to the Chief and are responsible for the overall operation of their respective bureaus.  The responsibilities of the Lieutenants include:  


1.  
Compliance with Department policy and procedures 


2.  
Proper supervision 


3. 
Employee performance and morale 


4.
Public safety 


5.
Public relations 


6.
All other matters which affect the daily operation of the Department

D.
 Sergeant/Corporal

1.
Sergeants and Corporals are supervisors who actively oversee the performance of 

subordinates to ensure compliance with all Department policies and procedures.  When 

assigned temporary command, a police supervisor will actively manage operations.


2.
A supervisor's function is to direct the work of others.  His effectiveness is based on the 

performance of the persons he supervises.  


 

3.
A supervisor will:



a.
be a leader



b.
be aware of the morale of those supervised



c.
influence and motivate those supervised relative to the quantity and quality of 


their work

 E.
Investigators 


Members assigned to plain clothes investigative duties will be responsible for the prompt and proper conduct of investigations assigned to them and the implementation of proper police action relative to all matters within the Elkton Police Department jurisdiction.

F.
Patrol Officers/OFC

Patrol officers will be responsible for prompt and proper action in all police matters and the rendering of prompt and courteous service in the manner prescribed by the rules, policies, and procedures of the Department.  In the absence of written directives covering specific situations, an officer is expected to exercise proper and reasonable judgment in the performance of his 
duties.

G.
Parking Enforcement Monitor

The Parking Enforcement Monitor reports directly to the Patrol Lieutenant and is responsible for enforcement of parking regulations within the Town of Elkton.
H.
Civilian Personnel 


Civilian employees are subject to compliance with Department policies, rules and procedures.  They will perform their assigned duties in such a fashion, and at such times, as may be specified by direction and by their superiors.

 
I.
Chaplain


1.
The Chaplain services are for the benefit of the members of the Elkton Police 


Department and consist of:



a.
Provides spiritual counseling and assistance to members of the Department 


upon request 

 

b. 
Assists Department members when making death notifications 


c.  
Responds to assist family when an officer is seriously injured or has died in the 


line of duty

 

d.  
Visits or contacts sick or injured members   



e.  
Attends and participates in funerals of active and retired members  


f. 
Responds to all major disasters in the Town 

2.  
Requests by members of the Department for Chaplain services shall be made by a 

Corporal or higher.  In situations where a supervisor cannot make the phone call, then 

dispatch will make the call to the Chaplain.  Up to date phone numbers will be 


maintained by records.  
J.
Community Resource Coordinator


Crime prevention and community relations are two of the most important services the Department can provide.  The Elkton Police Department Community Outreach programs will be a combination of both of these essential services.  Although both of these services are the responsibility of all Department members, the Community Resource Coordinator will be responsible for (but not limited to) the following:

1.
Interact with citizen groups, businesses, educators, and service agencies to build 
partnerships in addressing community concerns.

2.
Assist the Chief of Police in identifying community issues and planned solutions.   

 

3.
Provide information, assistance and referrals to citizens of the Town.

4.
Establish and maintain contacts in government and emergency management agencies to 
stay current on relevant special threats and issues.

5.
Assess the community outreach programs at least annually to determine their effect on 
the 
communities’ perception of police services, calls for service, crime rate, etc.

6.
Participate in training sessions for members of law enforcement or citizen groups.

7.
Complete administrative reports and summary statistics as needed.

 
K.
Authority / Delegation of Authority and Responsibility  

1.
Every employee within the Department has been delegated authority necessary to make 
crucial decisions allowing them to execute their responsibilities and complete their 
designated function within the Department.


2.
An 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 officer has the 
authority to make
 
3.
The authority is delegated down 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.  

 

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 their supervisor and/or 
higher authority through the Chain of Command for prompt resolution.  Legal questions may 
be referred to the Town’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 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.
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ADMINISTRATIVE COMMUNICATIONS

I.
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F.
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G.
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II.
DISTRIBUTION and INDEXING 





A.
Distribution





B.
Indexing

 

III.
RECEIPT or APPRAISAL of ORDERS, and MANUAL REVISIONS
Documentation of Receipt 

 

IV.
SAMPLE FORMAT for ORDERS, MEMORANDA and DETAILED REPORTS 



A.
General Instructions 




B.
Letterhead Page Format - General, Special and Personnel Orders




C.
Second and Subsequent Page Format




D.
Example of Detailed Report - First Page




E.
Second Page Format

 

 
A.
General Orders (G.O.)


 

All written orders issued by the Chief of Police will be General Orders.   


1.
A G.O. is issued to:



a.
Announce adoption or revision of a policy affecting the entire Department. 

 



b.
Direct procedures for the indefinite future. 

 



c. 
Disseminate information, instructions, or direct the action of personnel in 


specific 
situations or circumstances.



d. 
Inform employees of actions or policies of other departments. 

 



e.  
Ascertain information.

 



f.  
Adopt or revise policy in the EPD Manuals.   


2.  
A G.O. supersedes all other orders in conflict therewith.  

3. 
When a G.O. is issued any manual pages affected will be revised, reprinted and issued. 


4.
Employees issued manuals will sign a Receipt or Appraisal of Orders and Manual 

Revisions (Form 12) when receiving a copy of the G.O. and new manual pages. 


5. 
Employees, not issued manuals, will sign the Form 12 after reading the order and 

manual 
pages but will not be issued new manual pages. 


6.
The record copy of every G.O. will be filed with the completed Form 12 in ADM 1. 


7.
Each G.O. will be issued a specific number, such as 02-001, which designates the year 

issued and numerical sequence order.  

8.
A General Order/Special Order/Memoranda Issuance Record (Form 33) will be 


maintained in ADM 1.  This will contain a numerical listing and description of all 


general orders issued during a specific calendar year.   

B.
Special Orders (S.O.)


1. 
Special orders are issued by the Chief of Police and Administrative, or Supervisory 


personnel to announce policies or procedures related to a specific circumstance or 


event.  A S.O. is a policy or procedure that is of a temporary or self-cancelling nature. 



2.
The record copy of all Special Orders will be maintained in ADM 1. 

 



3.
Examples of subject matter for a S.O. include the following:

 



a.  
Instruction to accomplish an objective. 

 


b.
Temporary procedures designed to cover a special event which is of limited 


duration.  (Parades, Sporting Events, Training Schedules)

 





c.  
Directives to a specific unit or units, which do not influence the operation of 




others and for which no organizational change is necessary. 

 




d.  
Procedures to meet the requirements mandated by EPD policy. 

 

C.

Personnel Orders
 



1. 
The Chief of Police, or his designee, will prepare personnel orders to announce the 


following: 




a.
Appointment of new personnel. 

 




b.
Reassignment of employees. 

 




c. 
 Promotion or demotion of personnel. 

 




d.  
Suspension of police authority. 

 




e.  
Disciplinary action regarding loss of leave, suspension or dismissal. 

 




f. 
 Termination by resignation or retirement. 

 




g.  
Reappointment of former police employees. 

 




h.  
Health related issues. 

 

2.
Personnel orders will only be prepared with the approval of the Chief of Police or his 

designee.  


3.
Personnel orders will be maintained in the affected employees personnel file.   


4.
Personnel orders will be distributed to:  



a.
Chief of Police 



b.
Town Administrator  
 


c.
Town Personnel Office, if applicable. 



d.  
 The employee(s) specified in an order. 

 


e.  
 Employee’s supervisor 

 

D.
Memorandum

 


A memorandum is used to communicate information to department personnel that is not covered by policy and in most cases will not become policy.  It also provides a record or time of intradepartmental communication.  Use of official memorandum includes but is not limited to the following:

 


1.   
Department vehicle assignments


2. 
Temporary changes or adjustments to schedules that will not exceed more than one pay 
period.

 


3. 
Changes to allied agency command personnel, agency telephone numbers or e-mails 

and hours of operation, etc.  

E.
Detailed Reports

 


1.
Detailed reports will be used to transmit information within the Department. 

 


2.
Detailed reports will be used to:

 



a.  
Document an incident 

 



b. 
  Describe an incident 

 



c. 
 Report an incident 

 



d. 
Convey EPD business

 



e.  
Submit a suggestion 

 

f.  
Submit a request

 


3.
Detailed reports will be type written on a Form 17 and signed in ink by the originator.

 


4.
Detailed reports will be written in the prescribed format.

F.   
Form 17 (Buck Slip)

 


1.
Will be used for submission of detailed reports.

 


2.
Will be used to convey information within the Elkton Police Department or for informal 

communications with another department or agency. 

 


3.
May be used to document a verbal order given to a subordinate. 


4.
Will not be used to establish policy.

 
G.
 Commanders Information Report (CIR)

 


1.  
Without delay employees shall submit information concerning incidents that may 

generate attention from Department management, the media or the public to the 

affected employee’s Supervisor.  The officer in charge or in control of the incident shall 

complete, in detail, an EPD Form 114 (Commanders Information Report).  A CIR shall be 

completed for but not limited to the following incidents:

 



a.  
Major crimes or incidents. 

 



b.  
Unusual or controversial incidents. 

 



c.  
When a prisoner in custody becomes ill and receives medical treatment or is 


transported to a medical facility. 

 



d.  
When an officer is injured in performance of his/her duties. 

 



e.  
Whenever force is used in affecting an arrest (in conjunction with a Use of Force 

Report).

 



f.  
Whenever an employee takes action that results in or is alleged to have resulted 

in the injury or death of another person; this includes injuries inflicted by either 


an officer or self-inflicted by a suspect or prisoner in custody; whether 



intentional or accidental. 

 


2.
Supervisors responsibilities - When an employee faces any situation requiring a CIR 
he/she shall immediately notify the supervisor.  The shift supervisor shall respond, 
review the situation and make appropriate Command Staff notifications if required.  Upon 
completion the supervisor will then review, sign and forward the completed CIR to his or her 
Lieutenant prior to ending their shift. 
 


3. 
Commanders responsibilities - Lieutenants receiving completed CIR’s shall review them 

for thoroughness and content.   The Lieutenant will then submit them to the Chief of Police. 

H.
 Training Publications 
 


1.
Are intended to be informative in nature. 


2.
Their issuance does not constitute an authority for compliance.

 
I.
Staff Meetings

1.  
Policies and/or procedures formulated as a result of staff meetings will not be disseminated 
verbally for compliance unless the matter is of such urgency that this course of action is 
necessary. 


2.
In such instances, an appropriate written order will be prepared and distributed as soon 

as possible following the issuance of such a verbal order. 

J.
Cancellation and Amendment of Orders

1.
All orders will remain in effect until:




a.
A termination date specified in the directive has passed. 



b.
The directive is amended, superseded or canceled. 


2.
Orders will be amended by the issuance of an appropriate order under a new number 

containing only the language addressing the specific change, or will be rewritten as a 

new order rescinding the original. 
 

3.
An order which amends, rescinds, supersedes or refers to previous orders, rules, etc. 

will include the appropriate notation (order number, etc.) necessary to locate the 

material to be corrected or canceled. 

K.
Department Stationary 



1.
Stationary with the caption, Elkton Police Department, shall be used for but not limited to:


a.  
Letters to citizens regarding official police department matters.



b.  
Letters to officials outside city government. 



c.  
Letters to city government members. 

 



d.  
Formal letters from the Chief of Police or a member of the administrative staff 


to employees, e.g., commendations, retirements, announcement of personnel 


actions. 



2.
All drafted correspondence will be formatted in a proper business style format. 


Generally, all intra-departmental correspondence shall be transmitted along the writer’s 
chain of command to recipients.  Intermediate personnel along those chains shall 

acknowledge review by either signing or initialing the correspondence or the attached 

EPD Form 12. 


3.  
At no time will any department correspondence, which represents the Elkton Police 

Department, be mailed without first being reviewed by the Chief of Police or his 


designee for approval.

L.
Electronic Mail


1.
 Intra-Departmental communication may be achieved by using department e-mail.


2.
 When using e-mail for official communications the sender should utilize voting buttons 

and request receive and read receipts.
M. 
Social Media


1.
Purpose:  This written directive establishes the department’s position on the utility and 
management of social media and provides guidance on its management, administration and 
oversight.  This policy is not meant to address one particular form of social media; rather 
social media in general, as advances in technology will occur and new tools will emerge.


2.
Policy:  This policy identifies potential uses that may be explored or expanded upon as 
deemed reasonable by administrative and supervisory personnel.  The department also 
recognizes the role that these tools play in the personal lives of department personnel and can 
have bearing on departmental personnel in their official capacity.  As such, this policy provides 
information of a precautionary nature as well as prohibitions on the use of social media by 
department personnel.


3.
Definitions



Blog:  A self-published diary or commentary on a particular topic that may allow visitors to 
post responses, reactions or comments.  The term is short for “Web log.”



Internet:  An international computer network providing email and information from 
computers in educational institutions, government agencies and industry: accessible to the 
general public via modem links.



Post:  Content an individual shares on a social media site or the act of publishing content on a 
site.



Profile:  Information that a user provides about himself or herself on a social networking site.



Social Media: A category of Internet-based resources that integrate user-generated content 
and user participation.  This includes, but is not limited to, social networking sites (Facebook, 
MySpace), microblogging sites such as Twitter, photo and video sharing sites such as Flickr, 
YouTube, Pinterest and Wikis (Wikipedia), blogs, and news sites (Digg, Reddit).


Social Networks:  Online platforms where users can create profiles, share information and 
socialize with others using a range of technologies.



Speech:  Expression or communication of thoughts or opinions in spoken words, in writing, by 
expressive conduct, symbolism, photographs, videotape, or related forms of communication.


Web Page:  The specific portion of a social media website where content is displayed, and 
managed by an individual or individuals with administrator rights.  



Wiki:  Web page(s) that can be edited collaboratively.


4.
Potential value to agency



a.
Social media provides a new and potentially valuable means of assisting the 


department and its personnel in meeting community outreach, problem-solving, 

investigation, crime prevention, and related objectives.  The department endorses the 

secure use of social media to enhance communication, collaboration and information 

exchange. 


b.
Some examples include: seeking evidence or information about missing persons; 

wanted persons; gang participation; crimes perpetrated online (i.e. cyberbullying and 

cyberstalking) and photos or videos of a crime posted by a participant or observer.  It 

can also be used to provide crime prevention tips; to share crime maps and data; and 

to solicit tips about unsolved crime.  Social Media can be used to make time-sensitive 

notifications related to road closures, special events, weather emergencies, missing or 

endangered persons and as a recruitment tool.


5.
Protocol for department presence on social media



a.
All department social media sites or pages shall be approved by the chief or designee 

and shall be administered by designated personnel or as otherwise determined.



b.
Where possible, social media pages shall clearly indicate they are maintained by the 

department and shall have department contact information prominently displayed.



c.
Social media content shall adhere to applicable laws, regulations and policies, 


including all information technology and records management policies.



d.
Where possible, social media pages should state that the opinions expressed by 


visitors to the page(s) do not reflect the opinions of the department.  


e.
Pages shall clearly indicate that posted comments will be monitored and that the 

department reserves the right to remove obscenities, off-topic comments and 


personal attacks.  



f.
Pages shall clearly indicate that any content posted or submitted for posting is subject 

to public disclosure.


6.
Guidelines for department-sanctioned use:  members representing the department via social 
media outlets shall do the following:  Conduct themselves at all times as representatives of 
the department and, accordingly, shall adhere to all department standards of conduct and 
observe conventionally accepted protocols and proper decorum.



a.
Identify themselves as a member of the department.



b.
Not make statements about the guilt or innocence of any suspect or arrestee, or 

comments concerning pending prosecutions, nor post, transmit, or otherwise 


disseminate confidential information, including photographs or videos, related to 

department training, activities, or work-related assignments without express written 

permission.


c.
Not conduct political activities or private business.



d.
Observe and abide by all copyright, trademark and service mark restrictions in posting 

materials to electronic media.  


7.
Guidelines for personal use:   Department personnel shall abide by the following:


a.
Employees are prohibited from accessing websites or using email for non-authorized 

purposes or the use of any personal communication device, game device or media 

device, whether personally owned or department owned, for personal purposes while 

on duty, except in the following circumstances:




1)
When brief personal communication may be warranted by circumstances (e.g. 


family emergencies).




2)
During authorized breaks; and such usage should be limited as much as 



possible to practical areas out of sight and sound of the public and shall not be 


disruptive to the work environment.  








b.
Department personnel may express themselves as private citizens on social media to 

the degree that their speech does not impair working relationships of this department 

for which loyalty and confidentiality are important, impede the performance of duties, 

impair discipline and harmony among coworkers, or negatively affect the public 


perception of the department.



c.
As public employees, department personnel are cautioned that speech on- or off-

duty, made pursuant to their official duties – that is, that owes its existence to the 

employee’s professional duties and responsibilities – is not protected speech under 

the First Amendment and may form the basis for discipline if deemed detrimental to 

the department.  Department personnel should assume that their speech and related 

activity on social media sites will reflect upon their office and this department.



d.
Department personnel shall not post, transmit, or otherwise disseminate any 


information to which they have access as a result of their employment without 


written permission from the chief or his/her designee.  
 

e.
For safety and security reasons, department personnel are cautioned not to disclose 

their employment with this department nor shall they post information pertaining to 

any other member of the department without their permission.  As such, department 

personnel are cautioned not to do the following:



1)
Speech containing obscene or sexually explicit language, images or acts and 


statements or other forms of speech that ridicule, malign, disparage, or 



otherwise express bias against any race, any religion or any protected class of 


individuals.  




2)
Speech involving themselves or other department personnel reflecting 



behavior that would reasonably be considered reckless or irresponsible.  



f.
Engaging in prohibited speech may provide grounds for undermining or impeaching an 

officer’s testimony in criminal proceedings.  Department personnel thus sanctioned 

are subject to disciplinary action.



g.
Department personnel may not divulge information gained by reason of their 


authority; make any statements, speeches, appearances and endorsements; or 


publish materials that could reasonably be considered to represent the views or 


positions of this department without express authorization.



h.
Department personnel should be aware that they may be subject to civil litigation for:




1)
Publishing or posting false information that harms the reputation of another 


person, group or organization (defamation).





2)
Publishing or posting private facts and personal information about someone 


without their permission that has not been previously revealed to the public; 


is not of legitimate public concern and would be offensive to a reasonable 


person.




3)
Using someone else’s name, likeness or other personal attributes without that 


person’s permission for an exploitative purpose; or



4)
Publishing the creative work of another, trademarks, or certain confidential 


business information without the permission of the owner.



i.
Department personnel should be aware that privacy settings and social media sites 

are constantly in flux, and they should never assume that personal information posted 

on such sites is protected.


j.
Department personnel should expect that any information created, transmitted, 

downloaded, exchanged or discussed in a public online forum may be accessed by the 

department at any time without prior notice.



k.
Reporting violations – Any employee becoming aware of or having knowledge of a 

posting or of any website or web page in violation of the provision of this policy shall 

notify his or her supervisor immediately for follow-up action.


8.
Required approval by the Chief of Police or designee



a.
Posting photographs or other depictions of department issued equipment, uniforms, 

badges and patches, or marked/unmarked vehicles.


b.
Posting photographs of the inside and/or outside of the police buildings/facilities or 

police activities.



c.
Posting photos or descriptions of crime and/or crash scene.



d.
Posting, transmitting and/or disseminating any picture, videos or personal comments 

of official department training, operations, activities, investigations or other work-

related assignments.  


9.
Approval Process – A member seeking approval to use references to the Elkton Police 
Department on a department/personal social network, internet posting or other public forum 
shall submit a request for approval by official memorandum or email via the chain of 
command to the Chief of Police.  The request shall describe the proposed reference and post, 
a list of the reference(s) and any media to be used, and a printed layout of the web page, 
posting or site.  Any change to a previously approved posting must be resubmitted for re-
approval.
 
 A.
Distribution

 


1.
Orders will normally only be distributed to affected employees.


2. 
Personnel will:



a.   
Receive all written directions affecting them.

 

b.   
Comply with the contents of such directives.

 B.   
Indexing 


1.
Orders will have a numerical designator identifying the originator consisting of:

 



a.  
Last two digits of calendar year issued.

 



b. 
Sequential number, beginning with 001, for each type of directive issued from 


the beginning to the end of each calendar year.

 

 
2. 
Subsequent calendar years will again be numbered consecutively beginning with 001.


 3.   
Example: 02-001



a. 
02 Year Issued 



b. 
001 First order, of that type, issued that year.

 

 

 

 

 

 

   
Documentation of Receipt 

 


1.
The Chief of Police or his designees will:

 



a.
Ensure that all personnel receive all directives and publications issued by the 


Elkton Police Department that are intended for those employees.

 



b.
Institute a system of accountability using Receipt of Appraisal of Orders (Form 


12) to ensure affected employees receive and acknowledge receipt of all 


directives and publications intended for their information. When e-mail is used 


to disseminate official communications or orders, voting buttons will be used in 


place of EPD Form 12.


2.
Accountability  


Acknowledgment on EPD Form 12, receipt or appraisal of Department orders by 


employees will 
constitute official notification of, and accountability for, such 
communications.

 

 

 

 

 

 

 

 

 

   
A.
General Instructions 

 


1.
Orders will be issued on 8 1/2" x 11" paper.

 


2.  
The first sheet will bear the official EPD letterhead.

 


3.  
Center the date of issuance 2.8 inches from the top of the first page.

 


4.  
The left margin will be 1 inch.

 


5.  
The right margin will not be less than 1 inch.

 


6.  
Single space all text.

 


7.  
Double space all paragraphs.

 


8.  
Number all pages, except the first (letterhead page).
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A.
Applicability


All Department employees shall be governed by the policies and procedures of the Elkton Police Department.

B.
Employment          


1.  
Policy 



It is the policy of the Town of Elkton to provide employment and promotional 


opportunities without regard to race, creed, sex, age, color, national origin, marital 

status, sexual orientation, or physical or mental disability.  The masculine gender, as 

used herein, refers to all persons, both male and female. 


2.  
Objectives          



a.
To establish selection criteria that is job related and predictive of the applicant's 

aptitude to successfully complete the entrance level training and to successfully 


perform on the job.



b.
To assure that the selection criteria do not have a disproportionate impact upon 

any group with regard to race, creed, sex, age, color, national origin, marital 


status, sexual orientation, or physical or mental disability; unless said criterion is 

demonstrated to be a bonafide occupational requirement.



c.
To assure that all personnel involved in the recruitment, selection and training 


of employees are knowledgeable of equal employment opportunity principles 


and demonstrate these principles during the exercise of their responsibilities.



d.
To recruit applicants that can successfully meet selection criteria without regard 

to race,
creed, sex, age, color, national origin, marital status, sexual orientation, 


or physical or mental disability.



e.
To establish promotional criteria that is job related and predictive of the 


applicant's aptitude to successfully perform in the promotional grade.



f.
To assure that the promotional criteria do not have a disproportionate impact 


upon any group with regard to race, creed, sex, age, color, national origin, 


marital status, sexual orientation, or physical or mental disability, unless said 


criteria is demonstrated to be a 
bonafide promotional requirement.

   


g.
To assure that all personnel involved in the administration of the promotional 


process are knowledgeable of equal employment opportunity principles and 


demonstrate these principles in the exercise of their responsibilities.



h.
To assure that all positions within the Department are available to persons 


without regard to race, creed, sex, age, color, national origin, marital status, 


sexual orientation, or physical or mental disability, unless such a position has 


been demonstrated to require a specific group of people or exclude a specific 


group of people because of a bonafide occupational requirement.



i.
To assure that those placed in positions of authority, supervision, and 



management are knowledgeable of equal opportunity principles and apply 


these principles with fairness and impartiality in the exercise of their 



responsibilities.



j.
To maintain appropriate recruitment, selection, and employment records for 


required Federal and State reports and for evaluating and accomplishing the 


objectives outlined herein.

 

 

 

 

 

 

 

 

 

 

 

 

    
A.
General Provisions


All employees should participate in the recruitment process whenever the opportunity arises.  Employees should encourage and solicit applications from prospective candidates.


1.
The most effective advertisement for Elkton Police Department employment is the 

conduct of employees as reflected in their official duties and dealings with the public.  

Each employee of the Department is an important member of the team, in that his 

individual efforts contribute to the achievement of the Department's objectives.


2.
Recruitment practices are designed to obtain the most suitable personnel.  Basic 

qualifications and procedures for application for the positions of officer are described in 

this Section.  It is the policy of the Department to provide employment and promotional 

opportunities without regard to race, creed, sex, age, color, national origin, marital 

status, sexual orientation, or physical or mental disability.


3.
Officers recruited for entrance level police training shall be required to execute a 

training agreement.  The provisions of the agreement shall provide that, in the event an 

officer voluntarily terminates his employment with the Department, he shall reimburse 

the Town of Elkton on a pro rata basis for expenses incurred by the Town, including, but 

not limited to, administrative costs, salary, tuition and other fees associated with the 

training.

B.
Basic Procedure


1.
When a position becomes available within the Department, the Town Human Resources 
Director shall advertise the position in the following manner:



a.
Public notice placed in a local newspaper of general circulation.



b.
Notice posted within each Department of the Town.  Present Town employees 


shall have the option to be considered for the position if they meet the 



necessary qualifications.



c.
Position advertised in newspapers, pertinent magazines or periodicals at the 


discretion of the Town Human Resources Director.



d.
Employment applications shall be retained for a period of one year.

    

2.
Any vacant position shall be filled by the individual most qualified to perform the duties 

of the position. 


3.
Consideration will be given to all qualified applicants for employment, including 


members of an employee’s immediate family, with the following restrictions:



a.
If this would create either a direct or indirect supervisor/subordinate 



relationship with a family member.



b.
If this would create either an actual conflict of interest or the appearance of a 


conflict of interest.



c. 
 “Immediate family” is defined as the employee’s spouse, brother, sister, 


parents, grandparents, children, aunts, uncles, step-children, father-in-law, 


mother-in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-law, and 


any other member of the employee’s household.



d. 
This criteria will also be considered when assigning, transferring or promoting 


an employee or in the case of employees who marry or become members of the 

same household.



e.
Should one of the above situations occur, the Town will attempt to find a 


suitable position with the Town to which one of the affected employees may 


transfer.  If accommodations of this nature are not feasible, the employees will 


be permitted to determine which of them will resign.



f. 
Nepotism issues are reviewed and evaluated by the Human Resources Director.  
C.
Community Outreach


1.
The Chief of Police may seek recruitment assistance, referrals, and advice from community 
organizations and key leaders, and post potential employment announcements with 
appropriate community organizations.  Departmental representatives selected by the Chief of 
Police, will participate in all available job fairs/career days, etc., in an effort to recruit qualified 
applicants from within our community.


2.
All personnel requested to speak before public groups/events, particularly those 

involving young adults (such as educational institutions), will, as part of their programs, 

mention career opportunities within the police department.

    
D.
Recruitment Plan


1.
The objective of the Elkton Police Department is to maintain actual sworn officer 
strength as close as possible to authorized/budgeted strength, by having a list of at least 
three qualified applicants available at all times.  Authorized and budgeted sworn officer 
strengths are recommended by the Chief of Police, and if approved by the Mayor and 
Commissioners, are included in the fiscal budget.


2.
As part of the annual staff report, the Chief of Police, or designee, will include an 
evaluation of recruitment activities including:



a.
Measurement of recruitment activities against quantitative objectives;



b.
Analysis of the effectiveness or ineffectiveness of recruitment; and



c.
Recommendations for improvement.


3.
Minority Employee/EEO - The Town of Elkton seeks to achieve a ratio of minority group 
employees in approximate proportion to the makeup of the department's law enforcement 
service community, and will actively participate in affirmative action/equal employment 
opportunity plans and seek qualified minority applicants. 


4.
Americans with Disabilities Act (ADA) - The Director of Human Resources will also ensure 
that the Elkton Police Department shall not discriminate against a qualified individual with a 
disability in regard to the job application procedures, the hiring, advancement or discharge of 
employees, employee compensation, job training and other terms, conditions and privileges 
of employment.  (42 U.S.C. 12112)

E.
Basic Qualifications for Police Personnel

Applicants must meet the following qualifications:


1. 
They must be a U.S. citizen.


2.
They must be a high school graduate or have obtained an equivalency certificate 
(college credit hours are desirable).


3.  
They must possess a valid driver's license. 


4.
They must meet the Elkton Police Department standards of medical fitness.

    

5.
They must be of excellent moral character.


6.
They shall have a minimum visual acuity of 20/200 uncorrected in each eye, corrected to 
20/20 binocularly, with soft contact lenses or safety glasses.  Normal color 
discrimination, depth perception and a field of vision of 170 degrees are required.

F.
Application Process for Police Personnel


1.
Processing of Initial Job Application



a.
The application is received by the Town of Elkton Human Resources Department 

for screening.  The application will be thoroughly reviewed to ensure the 


applicant has provided all pertinent information.  Failure to properly complete 


the initial job application could be cause for rejection.



b.    
Applications are forwarded to the Elkton Police Department and a preliminary  


background check is conducted for desired candidates.



c.
The Elkton Police Department does not automatically recognize or accept lateral 

transfers from other law enforcement agencies.  Understanding that 



occasionally, officers with certification do apply with the agency, the Chief of 


Police may at his or her discretion waive any portion of the employment process 

for an applicant possessing law enforcement certification, which are compatible 


to mandates established by the 
Maryland Police Training Commission and the 


applicant would be an asset to the Elkton Police Department.


2.
Written Examination



a.
The Chief of Police will ensure that the written examination is documented as 


having 
validity, utility, and a minimum of adverse impact on the application 


process.  The Department utilizes a written examination to determine if an 


applicant possesses high school level skills, including reading, writing, 



mathematics, science and social studies.



b.
All qualified applicants will be notified when and where to appear for the 


written 
examination two weeks prior to the date of the examination.   After the 


written 
examination, all applicants will be notified in writing of the results of 


their examination.  The results of the written examination will be reviewed by 


the Chief of Police.  
    


3.
Physical Ability Test



a.
Applicants who successfully complete the written examination shall be required 


to submit to a physical agility test to determine their ability to complete work 


related activities.

 


b.
The physical agility test will be approved by the Chief of Police and will be 


consistent with current Maryland Police Training Commission standards for the 


position of an entry-level officer.


4.
Oral Interview



a.
Each candidate must appear before an oral interview board, which shall consist 


of at least three members of the Police Department, the senior member being 


the Chief of Police, or designee.



b.
The oral interview board will restrict itself to the appraisal of such personal 


qualities as appearance, voice, communication skills, the ability to organize 


higher thoughts, poise, bearing, and alertness.



c.
The recommendation of the oral interview board will be submitted to the Chief 



of Police for review and consideration when selecting applicants for employment. 



d.
After the applicants complete the written examination and oral interview, the 


Chief of Police will conduct a review of all current applicant packets.  The Chief 


of Police will determine which applications will be sent to the Support Services 


Division for background investigations and processing. 
 
5.
Background Investigation



a.
All applicants must submit to a background investigation to verify his good 


character.  The background investigation will be conducted by qualified officers 


under the direction of the Support Services Division Supervisor. 



b.
The name and fingerprint classification of all applicants must be searched 


through the records of the Elkton Police Department, the Maryland State Police, 

the Federal Bureau of Investigation, and in other cities, including appropriate 


state agencies in which the candidate may have resided or worked.



c.
Investigators will use a Personal History Statement and the Town of Elkton 


employment application to verify qualifying credentials for the applicant in such 


areas as resident checks, employment, education, military experience, arrests, 


civil actions and gross negligence. 

    

6.
Polygraph Examination



a.
As a part of the testing process, police applicants are advised at the time of their 

formal application that they will be subject to a polygraph examination during 


the employment process.



b.
The polygraph examination will be administered by a person who has been 


trained in all aspects of the operation of the polygraph and the evaluation of the 

polygraph examination.  The Elkton Police Department utilizes the services of 


Maryland State Police polygraph operators, or any other allied agency as 


authorized by the Chief of Police.



c.
The results of the polygraph are not sufficient by themselves to disqualify an 


applicant.  However, the results of the polygraph can be used as an aid during 


the background investigation.


7.
Administrative Review and Recommendation for Employment



a.
After the background investigations and polygraph examinations are complete, 


all application packets will be forwarded to the Chief of Police.  The Chief of 


Police will review the entire application packet and select appropriate 



applicant(s) for employment.  The Chief of Police will forward his 



recommendations for employment to the Director of Human Resources.



b.
The Director of Human Resources and the Town Administrator will review the 


application and if the Town Administrator concurs with the recommendation of 


the Chief of Police, a conditional offer of employment will be sent to the 


applicant(s).  The conditional offer of employment is based on the applicant 


successfully completing a required polygraph, medical and psychological 


examination. 


8.
Medical Examination



All applicants offered conditional employment must pass a medical examination as 
determined by a licensed physician.  The medical examination will include a mandatory drug 
screen, which is required by the Maryland Police Training Commission.  The physician is 
available on a contractual basis to conduct pre-employment examinations for the Town of 
Elkton.  The results of the medical examination will be forwarded to the 
Chief of Police for 
review and disposition.

    

9.
Psychological Examination



The Elkton Police Department uses psychological examinations to determine the 
emotional stability of potential employees.  The psychological examination is conducted 
by a 
clinical psychologist contracted by the Town of Elkton.  The results of the psychological 
examination will be forwarded to the Chief of Police for review and disposition.

G.

Criteria for Rejection of Applicants
 
Failure to meet the following minimum qualifications established by the 
Maryland Police Training 
Commission (MPTC) for the position of police officer pursuant to Public Safety §3-268, Annotated 
Code of Maryland:


1.
At least 21 years of age at time of appointment;


2.
U.S. citizen at time of appointment;


3.
High school diploma, GED certificate recognized by the Maryland State Board of 
Education;


4.
Eligibility for or possession of a valid driver's license prior to appointment, three year's 
driving experience; and


5.
Be of good moral character and reputation, as determined by a comprehensive 
background 
investigation which must, by law, include:

 

a.  
fingerprint search of local, state and federal criminal record files;



b. 
 check of military records (where applicable);

 

c.  
credit agencies at places of residency over the past five (5) years;

 

d.  
school records;


 
e.  
personal references;



f.   
neighbors at places of residence over past ten (10) years;

 

g.  
present and past employers and fellow employees.

    


h. 
conviction for any state or federal crime MAY be grounds for rejection of 


applicant by MPTC (by withholding of a state certificate of commission to police 


officer status).


6.
Medical Examination - Those applicants offered conditional employment who fail to pass the 
medical examination given by a licensed physician (with COMAR 12.04.01.04)employed by the 
Town of Elkton and designated by the Chief of Police will be considered as rejected.  


7.
Physical Fitness Exam - All applicants must pass a physical fitness exam that meets the 
standards of the Elkton Police Department.  This requirement will be waived in the event that 
the applicant provides a medical opinion from a licensed qualified physician that his 
participation in the physical fitness evaluation will not have any 
adverse impact on the health 
status of the applicant.  If at the time of the physical fitness evaluation an applicant is unable 
to participate, an opinion in writing from a licensed qualified physician must fully describe the 
condition which would cause the adverse impact.  In those cases, the applicant may be tested 
at a reasonable time in the future, but prior to attending entrance level training.  The 
applicant must also possess the 
ability to properly grip, hold and operate department-issued 
weapons, and operate police vehicles at a minimum, when the front seat is in the forward 
most position.


8.
Background Investigation - The following may be cause for automatic rejection of 
applicant:



a.   
Military bad conduct or dishonorable discharge from any branch of the U.S. 


military service.



b.  
Documented evidence of three or more instances of misconduct or disciplinary 


action in the military service (regardless of the type of charges).



c.  
Discharge from employment on two or more occasions within the past five 


years, or documented evidence of disciplinary action or discharge on three or 


more occasions.


d.    
Conviction for any felony or serious crime. 


e.    
Conviction of a misdemeanor may be cause for rejection.
  
  
H.
Drug Use Policy 

      
1.
The purpose of this policy is to avoid arbitrary discrimination against those applicants, who 
during their formative years, experimented with certain substances of abuse and also protect 
the interests of the Department and the community.  Considering that inclusive and 
sometimes conflicting research as to the residual effects of various substances, legal 
obligations and the Department's responsibilities, this policy will be a realistic approach 
to 
reducing the risks associated with employment of such individuals.  An applicant who is a 
former drug user has, by his prior conduct and/or illegal activity, manifested character traits 
and/or judgment which 
may be considered unacceptable for employment with this law 
enforcement agency. 


 2.
Identification of present use and/or addiction to any illicit drug (cocaine, PCP, marijuana, LSD, 
etc.) by an applicant will be grounds for permanent rejection.  Should the use of a substance 
identified be supported by the proper medical documentation, the completed investigation 
will be forwarded to the Town physician for evaluation and recommendation.  The purpose of 
this evaluation shall be to ensure the substance, although properly obtained, is not subject to 
abuse and/or the individual is medically fit to fill the assigned position.

 
3.
Evidence demonstrating repeated use of any drug or chemical substance, e.g., marijuana, 
alcohol, etc., with such frequency that it appears the individual has or had accepted the use 
and/or reliance upon the substance as part of a pattern or behavior, shall be reason for 
permanent rejection.

 
4.
Any applicant found to be involved (at any time) in the illegal sale, manufacture or 
distribution of any controlled dangerous substance will be permanently rejected.  Any 
improper use of any narcotic/drug by an applicant after application will be grounds for 
permanent rejection.

 
5.
Experimentation/Use Criteria - Consideration for experimentation/use will be based on 
the 
following criteria:
    


a. 
Opiates - There will be no exceptions for any use of heroin or opium.  Opiates in 


this form have no medicinal use, are typically related to a criminal atmosphere


and are not usually a drug of first use.  Other opiates, e.g., morphine, codeine, etc., 

having a medicinal value, may be considered in the context of their application.  


Where these drugs are abused, e.g., in experimentation situations, taken without 

proper authorization, illegally obtained, etc., the limits for experimentation are:




1)
five time ingestion (lifetime) - (No exceptions will be made for any 



intravenous applications).  




2)
three year period of abstinence prior to application.




3)
one time since becoming 21 years old.




4)
must submit to additional psychiatric/psychological evaluation.



b.
Depressants ‑ (barbiturates, benzodiazepines, methaqualone, etc.) Drugs of this 


class have a medical use and are readily available ‑ legally and illegally.  Where 


these drugs are abused, the limits for experimentation are:




1)
five ingestions (lifetime) ‑ (No exceptions will be made for any 




intravenous applications).




2)
three year period of abstinence prior to application.




3)
one time since becoming 21 years old.




4)
may be required to submit to additional psychiatric/psychological 



evaluation.

 
c.
Stimulants ‑ (amphetamines, methamphetamine, etc.)  Drugs of this class have a 

medical use and are readily available ‑ legally and illegally.  Where these drugs 


are abused, the limits for experimentation are:




1)
five ingestions (lifetime)  (No exceptions will be made for any 




intravenous applications).




2)
three year period of abstinence prior to application.




3)
one time since becoming 21 years old.


    


d.   
Cocaine  


      

1)
five ingestion  (lifetime)  (No exceptions will be made for any 




intravenous applications).




2)
three year period of abstinence prior to application.




3)
one time since becoming 21 years old.




4)
must submit to additional psychiatric/psychological evalua​tion.



e.
Hallucinogenics (LSD, PCP, Mescaline) - These drugs have no medicinal value.  


Because of the research concerning the residual side effects from even small 


quantities of these drugs, no exemptions for experimentation are to be made 


for any use ‑ permanent rejection.



f.
Inhalants (solvents, glue, paint, aerosols, amylnintrates) - Inhalants have no 


medicinal value.  Documented medical information identifies significant medical 

complications associated with the use of small quantities of inhalants.




1)
two ingestions (lifetime).




2)
three year period of abstinence prior to application.




3)  
one time since becoming 21 years old.




4)
may be required to submit to additional psychiatric/ psycholo​gical 



evaluation.

             

g.     
Cannabis (Marijuana, Hashish, any substance containing THC) - Cannabis has no 



medicinal value.   Prevailing attitudes, availability, and the lack of significant 



conclusive evidence supporting health or psychological hazards contributes to the 


widespread use of this substance.  Research found that marijuana has been used by 


individuals as early as age eleven.  Twenty percent of those reporting use indicate 


daily use for at least a month sometime in their life.  The limits for experimentation 


are:




1)
twenty ingestions (lifetime)



2)
three year period of abstinence prior to application



3)
four times since becoming 21 years old




4)
may be required to submit to psychiatric/psychological evaluation

    

6.
An ingestion is a single application, e.g., one marijuana cigarette, one dosage of pills, 

liquid, etc.  Indications of cross experimentation, while meeting individual drug exemption 
criteria, will require, in all cases, participation in psychiatric/psychological evaluation.  All 
periods of abstinence must be positively verified by polygraph examination.  Results of 
psychiatric/psychological evaluation must support a negative propensity toward drug abuse 
and a lack of residual side effects associated with drug use.   Cross experimentation indicating 
experimentation with more than two controlled dangerous substances will result in 
permanent rejection. An applicant having been permanently rejected has no reapplication 
right.


7.
An application will not be accepted from any individual who has been previously 

rejected on two occasions for substance abuse.  Reapplication will be accepted if:



a.
if an individual has abstained from usage for the period specified, and



b.
the indicated frequency requirements are met.


8.
Information demonstrating a history of narcotic/drug use shall be evaluated by the Town 
physician.  At the discretion of the physician and the Chief of Police, the applicant may be 
given the opportunity to authorize release of any medical documentation pertinent to the 
investigation and agree to psychological and/or psychiatric evaluations selected by the 
physician and Chief of Police, the expense of which will be borne by the individual.  All 
documentation will become part of the individual's pre-employment investigative file.  At the 
conclusion of the investigation, the physician will make a recommendation as to the 
employability of the individual.  Psychiatric/ psychological evaluations required under this 
section are in addition to normal applicant psychological testing.


9.
A final decision will be based on the above information in addition to that developed 

through any counseling, testing, investigation, etc.  The Chief of Police shall have the 

latitude to impose additional requirements based on a demonstrated need.  The 
indicated guidelines may be sufficient; however, the method of ingestion, circumstances 
of use, attitude toward substance abuse, etc., may pose additional considerations and 

warrant more investigation prior to a final decision.

    

10.
The information contained in this Chapter provides a base for personnel to answer 
specific questions from applicants and other interested parties, and is not intended for 
dissemination outside the Department without authorization of the Chief of Police.


11.
Applicants will further be required to submit to a urinalysis test for controlled dangerous 
substances during the application process.  The time, location, and procedure will be 

designated by the Department.

I.
Other Criteria for Rejection

1.
Methods used to identify and corroborate the aforementioned criteria will include, but are not 
limited to, polygraph examinations and/or background investigations.


2.
Other criteria for rejection include, but are not limited to:



a.
Six or more current points against the applicant's operator's license prior to 


appointment.



b.
Participation as a plaintiff or defendant in three or more civil court actions 


reflecting litigiousness and an inability to interact reasonably with other 
persons.



c.
 Misleading and/or false information supplied by applicant to background 


investigators or administration.



d. 
Patterns of violence towards other persons as evidenced in two or more areas of 

the background investigation (e.g. military check, arrest for crimes of violence, 


resident checks, etc.)



e. 
A high incidence of accidents due to negligence (as evidenced by two or more 


vehicular accidents in which the applicant admitted to his negligence or 



negligence established in a court of law, civil or criminal) or a similar history of 


accidents involving other equipment as determined in the background 



investigation.



f.
Evidence of alcoholism or serious drinking including, but not limited to:




1)
conviction for intoxication;




2)
poor work history related to alcoholism;




3)
repeated intoxication or disorderly conduct revealed through checks of 



residence and neighbors.





 

g.
Any juvenile felony committed at fourteen years of age or older, 



involving violence against other persons.



h.
Personal History form not completely or accurately filled out



i.
Untruthfulness  



j.
When corroborated by both background investigation and/or the polygraph 


examination;




1)
evidence of repeated violent behavior;




2)
evidence of repeated use of drugs (as indicated by one or more 




instances reported in background investigation and evidence related to 



the use of drugs, obtained during the polygraph examination);




3)
continued commission of misdemeanors;




4)
a composite of unsuitable characteristics.  (Occasionally a candidate 



exhibits a number of characteristics which, when reliably documented 



and taken in combination, produce a pattern judged clearly 




inappropriate for law enforcement duties);




5)
Evidence of the use of drugs (any CDS) within one year of application 



date, obtained during the polygraph examination or background 



investigation.

J.
Administrative Procedures

1.
Applicants who are rejected prior to or after an offer of conditional employment shall be 
notified in writing within thirty days after the eligibility list has been established.  
Candidates will be informed of the basis for their disqualification (e.g., background 

investigation, test scores, medical examination).  Candidates who have been rejected for 
cause (i.e., background investigation) will not be allowed to reapply.  


2.
The Chief of Police will ensure that records of applicants not employed by the Department are 
filed, retained, and disposed of in accordance with federal, State and local requirements for 
privacy, security, and access to the information as provided by the MD Public Information Act.

3.
Records of background investigations conducted by the Department will be maintained 

in file for three years after the date the original application was filed.

     
 A.
Police Employees                


1.
Probationary Period - All police employees shall remain in a probationary status for a 

period of eighteen (18) months from the date of initial hire to the Department.  The Chief of 
Police may discharge any police employee in a probationary status for any cause which 

he, in his discretion, deems sufficient.


2.
Probationary Reports - At least sixty days prior to the expiration of an officer's 


probationary period, the officer's supervisor will forward a report, through channels, to 

the Chief of Police concerning the officer's progress and performance.  However, at any 

time during the probationary period, if a probationary officer demonstrates 


unsatisfactory performance/conduct to the extent that additional counseling would 

serve no constructive purpose, the supervisor of that individual will forward a report to 

the Chief of Police, through channels, outlining the details of the unsatisfactory 


performance/ conduct as well as a recommendation for dismissal.  Upon receipt, the 

Chief of Police will designate the Captain to examine the facts submitted and prepare an 
independent recommendation for disposition.

B.
Civilian Employees


1.
Civilian employees will remain in a probationary status for a period of six months from 

date of hire as prescribed by the Rules and Regulations of the Town of Elkton.

2.
The Chief of Police may recommend the termination of employment of any non‑police 

employee in a probationary status for any cause
C.
Definitions


1.
Date of Hire (DOH) shall be the first day of employment with the Department.


2.
Date of Appointment (DOA) for a police recruit will be the date of the graduation from an 
entrance level training academy certified by the Maryland Police Training Commission.


3.
DOA for certified police officers, from outside the State of Maryland, will be the date of 

release 
from field training.  

 
 

     
 A.
Authority         


The Chief of Police, in accordance with the guidelines specified in the Department Administrative Manual, shall make all promotions.  No personnel will be considered for promotion unless a vacancy exists in the current rank structure; or the Mayor and Commissioners of the Town of Elkton authorize additional supervisory positions.

B.
Policy

1.
It is the policy of the Elkton Police Department to promote those individuals best 
qualified to perform its work, and to provide promotional opportunities for the full use of 
employee skills and abilities.  Additionally, the department’s promotion policy is to fill 
higher-level positions from the ranks of current employees, provided there are a 
sufficient number of qualified applicants.


2.
The vitality of the department is maintained through the selection and promotion of the 
most qualified personnel to positions of increased responsibility.  The department must 
assist 
in the selection process by accurately rating and evaluating candidates for promotion, and by 
advancing the most qualified individuals.

C.
Purpose

1.  
The purpose of this policy is to provide information to serve as a comprehensive guide for the 
promotional system of the Elkton Police Department.


2.
It shall be the sole source of governance of the promotional system and shall contain 
procedures, which are job related and non-discriminatory.

 


3.
The purpose described herein shall reflect a philosophy of openness, equality, and 
fairness so as to enhance the credibility of the promotional system among candidates as well 
as the public and those making the selections.

     
 

D.   
Definitions


Time in Service - The aggregate amount of time in service calculated in years, which an applicant/candidate has served with the Elkton Police Department.


Rank  -   Those steps within the hierarchy of the Elkton Police Department such as Officer (Off), Officer First Class (Ofc), Corporal (Cpl), Sergeant (Sgt), Lieutenant (Lt), Captain (Capt) and Chief of Police, and all other such ranks which may be created in the future.


Time  - When calculating Time In Grade or Time In Service, the starting point for such calculations shall be the first day of the month on which the applicant entered his present rank, or service.  The ending point for such calculations shall be the projected date upon which the announced promotion will become effective.


Composite Score  - The total score based upon an aggregate of all the component scores of the promotional system as described further herein.


Working Days  - Are defined as those days on which the employee is scheduled to work, even if those days include Saturdays, Sundays, and legal holidays observed by the Town of Elkton.


Effective Date  - the date upon which the promotion would become effective if granted.

 

 

 

 

 

 

 

 

 

      
E.
Role of the Chief of Police


The Chief of Police is responsible for the creation, organization, and administration of a comprehensive employment program for the agency.  This employment program includes the functional area of promotion.  Any delegation of specific duties associated with the administration of the promotional process does not represent any relinquishment of that authority by the Chief of Police.  Specific responsibilities include, but are not limited to:


1.
Approval of position descriptions for inclusion in the Town of Elkton/Elkton Police 

Department classification system, including any prerequisites for eligibility for 


consideration.


2.
Announcement of vacancies, and process to be used to fill those vacancies.


3.
Receipt of applications for consideration for promotion.


4.
Disqualification of applicants.


5.
Preparation of relevant examination components and procedures tailored to meet the 

needs of the department and which are job-related, non-discriminatory, and measure 

the skills, knowledge and abilities of employees for positions.


6.
Assuring all examinations are in compliance with the policies set forth by this manual and 
the towns Equal Employment Opportunity commitments, programs, practices, and 

policy.


7.
Establishing, maintaining, and periodically purging promotional eligibility lists for 

positions in the department that are necessary to meet its needs.  Promotional eligibility 
exhausted or that are closed by the Chief of Police through interdepartmental 
memoranda.


8.
Selecting and assisting in the development measurement instruments that are used in 

determining skills, knowledge, and abilities of employees for promotion.

 


9.
Conducting oral interviews of candidates qualified for promotion.

 


10.
Administering probationary periods for new promotees.

      

11.
Removing from eligibility lists the name of any applicant who has been placed on the list 
if it is determined that any of the following conditions exist:

 



a.   
The applicant has intentionally made a false statement in his application.

 



b.
The applicant fails to respond for an interview when properly notified to do so.


12.
Notify each applicant of the removal of his or her name from eligibility list and the reason 
for the removal.


13.
Periodic review and revision of the promotional system and process.

F.
Requirements - 
After any supervisory position becomes vacant or an additional position is authorized by the Mayor and Commissioners, the following procedures shall be followed:


1. 
The Chief of Police will determine, according to a specific rank vacancy, which officers are 
eligible to be considered for promotion according to the minimum length of service 
requirements and specific rank criteria as outlined in this policy.  Additionally, the vacancy will 
be posted in a conspicuous location within the agency and department personnel will be 
notified through inter-departmental memoranda of such vacancies.  Upon establishing a 
testing date it will be the candidates’ responsibility to submit a letter of application/eligibility 
to take part in the promotional process for the rank qualified.  This application will be 
submitted on an EPD Form 17 and submitted to the Chief of Police through the proper chain of 
command within ten (10) calendar days after the announcement.  The memorandum of intent 
to participate shall include the following:


 
a.  
The applicant’s date of appointment to the department.  
  

b.  
The date on which the applicant was promoted to his/her current rank.



c.   
An application shall be deemed to have been filed in a timely manner if received 

by the applicant’s Sergeant no later than 2359 hours of the tenth (10) calendar day, 

and so marked by the said Sergeant as being received. 


2.
Officers under suspension, investigation, or indictment will be permitted to participate in 
the promotional testing process.  However, at the specific time of promotional consideration 
these factors will be considered in the overall decision as to the officers’ eligibility. 
 G.
Notice of Initial Eligibility


Within fifteen working days after the close of the application period the Chief of Police shall notify, in writing, each applicant who was found ineligible for further consideration for promotion, the reason for his/her decision, and the procedures for appeals of the decision.  
        
  
 

H.
Appeals


1.
An applicant may file an appeal of an ineligibility decision in writing to the Chief of Police 
on an EPD From 17 titled, Appeal of Eligibility.  This appeal must be filed within five working 
days after receipt of the Chief's initial decision.  The scope of this appeal shall be limited to the 
following issues:



a. 
Timeliness, completeness, and accuracy of the application. 



 
b.
Calculation of Time In Service/Grade.

 
 

c.
Determination as to whether applicant meets any special requirements, if any 


(e.g., 
Promotable vs. Non-Promotable Performance Evaluations or any other 


extenuating/exigent circumstances.


2.
All appeals shall be considered and resolved by the Chief of Police with fifteen (15) 
working days of the close of the time for filing appeals.

 I.
Candidate Responsibilities

1.
It shall be the responsibility of each candidate to know where and when each component of 
the promotional process is being conducted, and to be prepared by either having the 
necessary equipment or clothing in order to take each component part of the test.


2. 
If a member is absent for any part of the promotional process due to circumstances 
beyond his/her control, he/she must notify the Chief of Police or the on-duty Shift 
Commander immediately of the reason.  As a rule, only four (4) conditions will warrant the 
absence of an employee on the date of an examination or interview: which must be 
supported by appropriate documentation, with the burden of proof on the candidate to 
produce the documentation to prove the claim.




a.
Court appearance.

 




b.
Military leave due to presidential call up of Reserve or National Guard units for 


active military duty.

 




c.
Serious illness/injury to member or immediate family requiring hospital 



admission.

 




d.
A personal emergency (e.g., involvement in an accident enroute to the test).

         
J. 
Criteria for Promotion  

1.
Officer First Class - There is no written or oral promotional process for the rank of Officer First 
Class.  Criteria for promotion to the rank of Officer First Class are based upon the following:

 



a. 
Refer to Collective Bargaining Agreement FOP Lodge 124, Article 8, Section C.

 



b. 
The recommendation of the employee’s supervisor.  The supervisor will forward 

his/her recommendation to the Chief of Police, at least thirty days prior to the 


effective date.

 


2. 
Corporal - Satisfactory completion of four years of service with the Department on the date 
the promotional examination is scheduled.  This will include one year of service at the rank of 
Officer First Class.  Additionally, the following criteria must be fulfilled for promotional 
consideration to the rank of Corporal.




a.  
Must submit an application within the specified time frame.

 




b.
Not currently under investigation for a departmental infraction at the time of 


promotional consideration.

 




c.
Not on probation or serving a re-evaluation period in connection with notice of 


unsatisfactory performance as of the effective date of the promotion.

 




d.
Successful completion of a written examination with a minimum test score of at 


least seventy percent (70%).

 




e.
Must have received consecutive “promotable” Performance Appraisals within 


the designated promotion period.  Performance Appraisals with the preceding 


one year period must have met the minimum performance standards of the 


department, with no single rating category of unacceptable.

 




f.
Must have received a “promotable” recommendation from an Oral Interview 


Board.

  

 

          



3.
Sergeant - Satisfactory completion of five years of service with the Department on the date 
the promotional examination is scheduled.  This will include one year of service at the rank of 
Corporal.  Additionally, the following criteria must be fulfilled for promotional consideration of 
the rank of Sergeant:



a.
Must submit an application within the specified time frame.

 



b.
Must have received consecutive “promotable” Performance Appraisals within the 

designated promotion period.  All performance appraisals within the preceding 


year must have met the minimum performance standards of the department, with 


no single rating 
category of unacceptable.

 



c.
Not currently under investigation for a department infraction at the time of 


promotional consideration.

 



d.
Not on probation or serving a re-evaluation period in connection with notice of 


unsatisfactory performance as of the effective date of the promotion.

 



e.
Successful completion of a written examination with a minimum test score of at 


least seventy percent (70%).

 



f.  
Must have received a “promotable” recommendation from an Oral Review 


Board.

 


4.
Lieutenant - The rank of Lieutenant is an exempt position and serves at the pleasure of 
the 
Chief of Police.  The Chief of Police appoints the Lieutenant.  


5.
Captain - The rank of Captain is an exempt position and serves at the pleasure of the 

Chief of Police.  The Chief of Police appoints the Captain.


 K.
Components of the Promotional Process

The promotional process for the ranks of Corporal and Sergeant is comprised of Written Examination and Oral Interview Boards, used in a 100-point system to establish a rank ordered list from which selections will be considered by the Chief of Police.


1.
Longevity


a.
Longevity of service tends to indicate a person’s propensity for understanding 


the role of the department within the community it serves, the goals and 


objectives of the department, and the roles of the various levels within the 


framework of the organization as a whole.




 b.
A properly constructed advancement system recognizes these advantages without 

penalizing a person for his/her relative youth within the organization.  For these 


reasons the candidates’ tenure (actual Time-In-Service with the Elkton Police 


Department), will only be used in case of ties in the other promotional 



components, a follows:

 




1 Year

=

.5 points




2 Years

=

1 point




3 Years

=

1.5 points




4 Years

=

2 points




5 Years

=

2.5 points




6 Years

=

3 points




7 Years

=

3.5 points




8 Years

=

4 points




9 Years

=

4.5 points




10 Years
=

5 points

 


2.
Written Examination



a.
The Chief of Police will post a notice as to the location, date and time when the 


written promotional examination will be administered.  The notice will include 


the specific study material the candidate should review to enhance their ability 


to qualify and the number of questions on the examination.  The written 


examination will comprise fifty percent (50%) of the candidate’s composite 


score.



b.
The number of questions comprising the examination and the point value of 


each question shall be established by the independent testing service contracted 

to develop the promotional examination.  Questions will be taken from those 


sources identified by the test service as listed in the bibliography of reference 


materials contained in the memorandum announcing the promotional process.



c.
The Chief of Police shall administer the written examination.  There will be a 


separate examination for each rank tested.  



d.
Candidates shall be given the amount of time to complete the examination as 


recommended by the testing service providing the test product, but shall not 


exceed three (3) hours.



e.
All completed tests shall be returned to the Chief of Police and will be scored 


using the template provided by the testing service providing the test product.



f.
Review of the Written Examination - Promotional candidates are permitted to 


review the written examination provided by the testing service providing the test 

product. 

1)
Candidates may review the items they get wrong.
 

 

2)   
Candidates may be told which incorrect answer they selected.
 



3)
Candidates are to defend their answer or to challenge all provided answer.
 





g.
Review of the Written Examination - Promotional candidates are permitted to 


review the written examination provided by the testing service providing the test 

product.




1)
Candidates may review the items they get wrong.
 

 


2)   
Candidates may be told which incorrect answer they selected.
 





3)
Candidates are to defend their answer or to challenge all provided answers.



4)   
Candidates may bring in reference materials from which documentation 


can be provided for their selected answer.
 





5)
Candidates may not review their entire answer sheet or the answer 



stencil/template.

 





6)
Candidates may not copy or reproduce answers.

 





7)
The review must take place one on one with the Chief of Police.

 


3.
Oral Interviews Board



a.
One of the tools used in evaluating the promotional potential and probable 


success potential of candidates will be the oral interview, which will represent a 


significant portion of the promotional process.  All promotional candidates that 


receive a minimum score of seventy percent (70%) on the written examination 


will be scheduled for an oral interview, as applicable.  The oral board interview 


will comprise fifty percent (50%) of the candidate’s composite score.



b. 
The board will be convened at a time and place as directed by the Chief of 


Police.  The Chief of Police shall appoint the chairman of the board, and the 


board shall consist of no less than three officers, including the chairman. All Oral 

Interview Boards will be conducted after all appeals of the written examinations 

have been resolved.



1)
Each member of the Oral Review Board will be provided with a sample 



interview format so that each candidate appearing before the board will 


be asked the same general questions.






2)
The results of the Oral Interview Board will be mailed to each candidate 



immediately after the Chief of Police reviews the interview forms and 



compiles the final interview scores.  The Chief may elect to notify the 



candidate directly if this is more desirable and expeditious at the time. 



3)
The appearance and demeanor of the candidate will be a contributing 



factor.  No candidate is authorized to contact any member of the oral 



review board regarding their action and all information discussed during 


the review is termed confidential.  No member of the interview board is 



authorized to disclose the results of any vote or discussion as to 




candidates appearing before the board, except as provided.



c.
Guidelines for the Oral Interview Board




1)
Purpose of the Interview:  The oral interview is an important phase in the 


process of promoting the most 
qualified candidates to positions of greater 


responsibility.  The purpose of the interview is to determine, as objectively as 


possible, the candidate's general suitability for promotion, and to examine 


and evaluate the candidate's education, training, and experience.  The 



interview situation provides a means of measuring certain traits not revealed 


in other phases of the promotional process.

 




2)
Orientation:  The Oral Interview Board consists of at least four members, and 


will convene approximately one-half hour before the first promotional 



candidate is scheduled to appear.  A representative from the Elkton Police 


Department will meet with the board at this time, and explain the schedule of 


the day's events and discuss the overall promotional procedure.  The 



representative will answer any questions that board members may have 


regarding local conditions and/or the general background of the Elkton Police 


Department.

 







3)
Time Allotment for Interviews:   Candidates are scheduled to appear before 


the board at a time to be announced at the oral board.  In the interest of 


fairness and equality, careful consideration should be given to the length of 


each interview.  After a number of interviews have been conducted, there 


may be a natural tendency to shorten the interview process because of 



repetitiveness.  This of course is both undesirable and inequitable for reasons 


which are obvious.  Although each interview may not be exactly the same 


number of minutes, every effort should be made to give all candidates equal 


time in which to present their qualifications.

 




4)
Structure of Questions:   Each member of the Oral Interview Board should 


prepare a set of specific questions relating to the skills, attitudes, ability and 


knowledge and fitness required to successfully perform the duties of the 


grade or rank for which the interview is being held.  These questions should 


be reviewed in the period of time allowed before the first interview.  The 


board should select questions that will assure the maximum utilization of 


objectivity and equity in the decision making rating process.  It is not 



necessary to follow an absolutely rigid pattern or structure for conducting 


each interview.  It is vital, however, to adhere to a common the board adopt a 


standard interview procedure, that will allow each candidate to be treated in 


substantially the same way, and that the same areas of knowledge, ability and 


fitness be assessed for each candidate.  The similarity of content of each 


interview session is necessary to assure fairness and equality in interviewing 


and rating.




5)
Guidelines for the Interview:  Each promotional candidate will receive a copy 


of the guidelines for the interview before the date of the scheduled interview.  


The guidelines are designed to prepare the candidate for the interview and 


help him to present answers in a clear and concise manner.  The responsibility 


for the tone of the oral examination rests largely with the board members.  


The atmosphere they create can have a profound effect on the candidate 


himself, and his feelings about the fairness of the entire 
promotional process.  


The goal of the Department is that each candidate will feel that he has been 


given every reasonable opportunity to demonstrate his knowledge, ability and 


fitness for the position he is seeking.  To help the board meet this goal, the 


following suggestions are offered as guidelines for conducting a successful 


oral interview.  
Attention is focused on both desirable and undesirable factors 


which frequently occur in oral interview situations. 







 

 





(a)
The candidate will be presented to the board by the Department 



representative, who will make the appropriate introductions.  The 



candidate will be introduced by ID number only and not by name, 



rank or assignment.





(b)
After introductions, the chairman should briefly explain the




purpose of the interview.  The board should attempt from the 




onset to put the candidate at ease.  Let him feel that you are




kindly disposed towards him, interested in what he has to say 




and eager for him to do his best.





(c)
See that the interview area is orderly and not cluttered with 




papers or documents.  The actual rating on the Oral Interview 




Rating Form (EPD Form 81) should not be done during the 




examination.  Make notes during the interview for later reference in 



rating the candidate.





 (d)
The chairman should begin the interview process with an easy 




question relating to the candidate's experience and/or training.  



He may invite the candidate to specifically describe his background 



and ask why he believes such background qualifies him to assume the 



position for which he is being interviewed.





(e)
As the interview proceeds, the common set of specific questions 



previously selected by the board should be asked.  Each board 




member should make notes to avoid the possibility of missing a 




question from the common set.





(f)
Each board member should have a sufficient opportunity to 




question the candidate in areas of interest.  The line of questioning 



should be such that the candidate will address his attributes and 



short-comings.  It is desirable that every board member actively 




participate in the questioning of the candidate.   Although the 




chairman has the responsibility for guiding the direction of the 




interview and staying within time limits, it is important that the 




chairman does not dominate the interview or influence other 




members of the board in arriving at independent ratings. 












(g)
Listen carefully to the candidate's responses.  His remarks 



should be acknowledged and you should be sure that your 



interpretation of his meaning is correct.  He should not be able 



to determine from your words or manner if he has answered 



the question correctly or satisfactorily.  A good listener will be 



able to determine follow-up questions to ask and thereby will 



learn more about the candidate.  

 


(h)
Avoid all questions of a controversial nature, such as politics or 



religion.  If the candidate brings them up, indicate that such 



subjects are not proper.




(i)
Argument has no place in the interview.  If the candidate 



becomes argumentative make proper note of this personality 



trait.




(j) 
If the candidate’s responses are not clear to you, or if you have a 


question which is relevant, do not hesitate to interject questions 


into the line of questioning being followed by another examiner.

 



(k)
If the candidate shows a tendency to wander from the subject, 





do not stop him, as this in itself is a personality trait worthy of 





notice.  When the fact has been established that he has a 





tendency to digress and become wordy, bring him back to the 





point of digression.




(l) 
While it is generally necessary to hold to the time schedule, no 



interview should be terminated until the board is satisfied that 



they have a firm foundation for their judgment.  Each candidate 



should be questioned long enough to give him a fair opportunity 


to express his views to the best of his ability.




(m)
 Give the candidate an opportunity to ask any questions he may 



wish to have answered excluding of course questions concerning 


the outcome of the interview or his performance. The candidate 


should be asked whether or not he has been given a fair 



opportunity to present his qualifications and to express his 



interest in the position, and if he has any additional remarks.

 





(n)
 Prior to terminating the interview, the chairman should ask each 



of the members whether or not they have any additional questions in 



order to assure that all information pertinent to making an accurate, 



objective rating has been elicited from the applicant.





(o) 
The chairman may then excuse the candidate and close the 




interview.

 


6)
Post Interview Discussions:  




(a)
Immediately after an interview, each board member should take 



time to complete the individual Oral Interview Rating Form (EPD 



Form 81), while the impressions of the applicant are fresh in his mind.  



Discussions concerning a candidate should be delayed until individual 



ratings are completed by all board members.





(b)
The Oral Interview Board Rating Form (EPD Form 81) is divided into 



eight separate categories.  Each board member will grade the applicant 



in each category and place an overall percentage score on the rating 



form.  




(c)
After the individual ratings are completed for all eight categories, 



a general discussion among board members of the candidate's 




background and presentation is permissible for the purpose of 




resolving any ambiguities and to assure fairness and objectivity 




in the rating process.  This discussion is especially valuable after 




the first few interviews and you may then proceed with a 




reasonable degree of assurance that you are evaluating 





candidates by the same standards.  This is not an evaluation by 




committee, each member does his own, but according to a 




group standard.

 


4.
Performance Appraisals



a.  
Employee performance appraisals are completed on each officer in 



his/her present position at least twice a year and serves as a written 



record of employment decisions.  It is recognized that these appraisals 



are not 
in and of themselves predictive tools designed to project 



potential or promotion.  However, they do serve as a historical basis for 



determining each officer’s proven ability to grow and mature in his/her 



present assignment and rank.  For this purpose, the performance appraisal will 


not be included in the promotional composite score.



b.  
 Performance Appraisals are to be completed and submitted not later than 


January 15th and July 15th each year to the Chief of Police.



c.   
These instruments serve to record and report data relative to the applicant’s 


attitude and maturity; to include: level of knowledge as to the laws, department 

policies and procedures, and technical skills; ability to communicate orally and 


in writing; common sense and judgment; and supervisory skills, if applicable.



d.  
Appraisals are completed by the member’s supervisor who will be held 



accountable for their ability to conduct the appraisal process.

L.  
Appeal of Examination Questions


1.
Any appeal to any examination question must be in writing.  The proper format will be in the 
form of a typed EPD Form 17.


2. 
Challenges to a particular item may be forwarded to the Chief of Police for consideration and 
rebuttal.  Candidates disputing an item are required to provide documentation to support 
their answers.  Such documentation will consist of:

 


     
 a.
A photo copy of the supporting material.

     

 b.
Complete reference citation of the supporting material (i.e., title, author(s), 


publisher, city/state of publication, and page number(s).

 


3.   
The Chief of Police will respond to documented item challenges within three (3) weeks.

M.  
Notice of Results


1.   
The Chief of Police shall notify all promotional candidates, in writing, of all facets of the  

 promotional process as soon as possible.

 


2.  
 Appeals shall be submitted in writing to the Chief of Police within five (5) working days 

of the posting of the scores or notification.  Appeals of answer to written examination 

questions shall contain a detailed explanation of the basis upon which the appeal is 

made, citing information from the bibliographic source upon which the original question 
was based.


3.  
 The Chief of Police will resolve appeals of questions based upon alleged conflict 
between 
department directives, procedures, or policies and the contents of the bibliographic sources 
for the answers.


4.   
Candidates reviewing oral interview results are prohibited from taking notes or bringing 
 
writing material with them while reviewing their results.  The identity of each scorer for 

the oral interviews shall however remain confidential in regard to which examiner 

assigned which score.

 N.   
Final Composition Score and Standing

Each candidate shall be notified in writing by the Chief of Police of his/her final composite score.  Notification will be made as soon as possible after the administration of the examinations and all appeals have been satisfied.  Eligibility lists will then be established for the subject vacancy.

 O.   
Probationary Period

1.  
The probationary period for promotion is regarded as an integral part of the promotional 
process.  It shall be for a period of nine (9) months unless abbreviated or extended by the 
Chief of Police.  In no event will promotional probation exceed, from the date of promotion, 
twelve (12) months.

2. 
This period shall be used for close observation of the new promotee’s work; for securing 

the most effective adjustment of the promotee to his/her new rank/positions; and for 


rejecting any promotee whose performance does  not meet the required work standards 


of his/her new rank/position.

 
3. 
Upon promotion, monthly evaluations will be conducted using a written, formal 



performance appraisal form to be completed by the new promotee’s supervisor.  The 


Appraisal Form will be forwarded to the Chief of Police and placed in the employee’s 


personnel files.  The Appraisal Form should reflect both positive
and negative aspects 


of the employee’s performance.


 4.
Promotees on probation shall be closely monitored and strictly rated. As early as 


possible during the probationary period, unsatisfactory areas of performance shall be 


documented and the promotee advised in writing about the need for improvement.

 

      
5. 
At the end of the probationary period, the overall work performance of the probationary 
promotee will be reviewed by the Chief of Police.  If the Chief of Police determines that the 
promotee has not met the necessary standards, he/she may demote the promotee back to 
the rank from which he/she was promoted.
P.  
Required Training for Supervisors



All officers promoted to a supervisory or administrative rank must undergo training as delineated by COMAR 12.04.01.13. Failure to satisfactorily complete the required supervisory or administrative training within 12 months of date of promotion may result in the officer returning to the rank from which he was promoted and salary adjusted to the last permanent rank held.
Q.   
Promotion System Integrity
      
1. 
No person, as an examiner, or person with access to written or oral board questions/answers 
shall in any way breach integrity of the system by making any information concerning either 
questions or answers available in any form to anyone not authorized access thereto.

     
 2. 
No person, as an applicant/candidate for promotion, shall discuss questions/answers to 

any written or oral board questions to which he/she has gained access (legitimately or 

otherwise) with anyone, until after the final eligibility list has been posted announcing 

the promotion(s).

R.
 Appeal of the Promotional Process
     
 1.
The right of a candidate to challenge any aspect of the promotional process in an 

integral part of the process itself.

     
 2.
However, the final selection of qualified candidates for available vacancies by the Chief of
Police is not subject to appeal.

      
3. 
All appeals must:



a.
Be in writing according to standard department memorandum style through the 

chain of command to the Chief of Police. 


           

b.  
Contain the following facts or circumstances at a minimum:
 



1)
A description of the problem sufficient for the reader to determine the 



nature of the complaint.

  


  




2)
A description of the facts which form the basis for belief that a mistake 



has been made or a wrong doing has occurred, sufficient to justify a 



grant or relief; to wit, such facts that would lead to a reasonably 



prudent person to believe that substantial evidence exists or that a 



mistake has been made or a wrong doing has occurred.






3) 
A description of the relief sought by the appellant.





4)
Be filed within five (5) working days after notification of the initial 



promotion eligibility list containing the final rankings of all candidates 



who participated in the promotional process.

S. 
Qualifications


1.  
Once candidate(s) have been selected, the Chief of Police will notify the Town 


Administrator of his decision.  


2.
The remaining candidates may be eligible for promotion at the recommendation of the 

Chief of Police, should an additional vacancy occur within one year.  Should no further 

vacancy occur, a new promotion process will be required for all eligible candidates.

   

A.
Definitions

1.
Job Function Change – A change in job function occurs when there is a major change in the 
scope, responsibilities or skills required for successful job performance.  A promotion is a 
change in job function; except promotion from Officer to Officer First Class.   


2.
Reassignment – A reassignment is a permanent job function change within the Department.  
Such changes are usually the subject of a written order.  

B.
Authority


The Chief of Police shall have the authority to assign and reassign, allocate and reallocate employees to such duties and organizational division in the Department that, in his judgment, may be necessary to best serve the needs of the Department and the public interest.  Assignment, reassignment and transfer of civilian employees shall be governed by the Rules and Regulation of the Town of Elkton.  
C.
Procedure


1.  
All reassignment requests must be submitted on a detailed report.  The report will be 
typewritten or legibly printed with black ink and will specify the particular division/squad for 
reassignment.  The report will contain the applicant’s background and experience for the 
reassignment position requested.  


2.
All reassignment requests will be submitted to the Chief of Police for consideration when 
vacancies or additional positions become available.  The detailed report will be filed in the 
employee’s personnel file after review by the Chief of Police.  
D.
Selection


1.
Reassignment of police employees is a recognized right of management and shall be based 
primarily on the Chief of Police’s prerogative to assign personnel to best suit the needs of the 
Department.

  
2.
All eligible applicants for reassignment will be considered and the recommendation 

may be based on the applicant’s performance record, his academic credentials, a 

personal interview, and the needs of the Department.  The date a reassignment 


request is submitted may or may not be included in the selection criteria.
    

A.
Termination

1.
Termination may be voluntary, as with retirements and resignations, or involuntary in 


the event of death or discharge. 



a.
Retirement - Retirement is intended to provide income to eligible members or 



their surviving dependents.  The Town of Elkton participates in two (2) plans:




1)
The Town of Elkton participates in the Maryland State Retirement 




and Pension System (MSRPS) for employees who were hired prior to 




July 1, 1998.  MSRPS also provides disability or death benefits should 



      
either occur prior to retirement.  Employees in this system may 




      
direct questions at any time regarding this benefit to:  MD State 




      
Retirement System at 1-800-492-5909 or refer to the Benefits 




      
Handbook provided to each employee. 



2)
Civilian employees hired as of July 1, 1998 are enrolled for participation in a 



401(a) plan through Public Employees Benefit Services Corporation 




(PEBSCO).  The Town of Elkton contributes eight percent (8%) times the 




employee’s base gross earnings into a retirement account.  Enrollment 




is mandatory and effective as of the employee’s date of hire.  





Employees have the option of investing the benefit into various risk 




levels of plans.  Access to individual employees’ accounts for the 




purpose of information or for redistribution of funds is provided 




through an “INQUIRE” LINE at 1-800-772-2182.  




3)
The Town of Elkton offers a Federal Income Tax Sheltered IRS 457 




Deferred Compensation Plan to all full-time employees through 





Nationwide Retirement Solutions. You may elect to have as little as $20.00 



per month deferred. For more information, you may contact a Nationwide 



representative at 1-877-677-3678, or the Human Resources Director. 




4)
All sworn Police Department Personnel hired after July 2010 will participate 



in the Elkton Police Department Retirement System. The retirement system 



is a 25 year plan that pays 50% of the employee’s base pay. Employees 




eligible for this plan will be sworn police employees who have received their 



Maryland State Certification as a Police Officer. Any employee hired who is 



already certified as a police officer will be enrolled in the Police Retirement 



System effective on his or her date of hire. Participants in this plan will be 

  





required to contribute eight percent (8%) of their base salary and work a 



total of twenty-five (25) years to earn a full retirement benefit. The plan 




does not allow for overtime to be calculated into final salary calculations 



and there is no provision for increased benefits for any service time beyond 



25 years. There is no early retirement; those terminating employment prior 



to twenty-five years of service will only be entitled to receive what they 




have contributed to the retirement system. Additional information about 



the Police Retirement System should be obtained from the Human 




Resources Department.


b.
Voluntary resignations will be submitted directly to the Chief of Police who will 



advise the Town Administrator of the pending action.  The Chief of Police will 



write an endorsement to the resignation and summarize the employee’s 



performance, work attitude, work habits and suitability for reinstatement or 



rehiring.  The report will then be forwarded to the Town Administrator for final 



disposition.   



c.
Involuntary terminations for permanent police employees will be conducted in 



accordance with Department policy.



d.
Involuntary terminations for probationary police employees will be in 




accordance with Department policy.  




1)
Recommendations for terminating a probationary employee may be 




initiated at any supervisory level.  Recommendations will be made by 




detailed report (EPD Form 17) through channels to the Chief of Police.  




All levels of command will endorse the report.




2)
Recommendations for termination will be initiated either following the 




realization that an individual is incompetent, unfit, or unable to properly 



perform the job, and all efforts; e.g. training, counseling, retraining, 




personalized instruction, etc., taken to correct the situation have proven 



to be ineffective.  

  




3)
Reports will contain detailed information citing specific examples 




supported by documents, witness statements, dates, times, results of 




any administrative/criminal investigations, test results (PBT, 





Breathalyzer, Chemical, etc.), photographs, etc. substantiating the 




recommendation for termination.  In addition to citing the 





inadequacies, all efforts and activities taken to modify/correct these 




shortcomings will be thoroughly explained.  Each level of command will, 




by endorsement, specifically identify their involvement/participation in 




correcting the unacceptable performance.  It is essential that not only is 




a problem identified, but that appropriate corrective action was taken 




in an attempt to modify unacceptable behavior.  




4)
All termination recommendations will be expeditiously forwarded 




through channels to be received and acted upon by the Chief of Police 




prior to the end of the concerned individual’s probationary period.



e.
Death benefits will be administered in accordance with the policy of the Town 



and the respective retirement system.


2.
Upon formal notification of a voluntary termination, the Chief of Police will, as soon as 


possible, notify the Director of Human Resources in writing.  Included in the report will 


be the proposed effective date and a brief statement indicating the reason for the 


termination. 

3.
In all cases of voluntary terminations, the Director of Human Resources will schedule 


and conduct an exit interview.  The interview is intended to develop information that 


may be useful for developing employment practices, training needs, employee 



development programs, etc.  This purpose may be accomplished by identifying the 


specific reason(s) for the termination.  This is of significant importance in the event of 


resignations.  Personnel retiring can supply information based on their experience with 


the Department.  

  

B.
Employee Identification Cards  


1.
Employees of the Department are currently issued the following identification cards:



a.
Police employees are issued an identification card and a police officer 




certification card from MPTC.  



b.
All employees, who opt for coverage, are issued medical plan identification 



cards.   

2.
The issue and return of identification cards will be handled as follows:



a.
Civilian employee identification cards will be collected by the employee’s 



supervisor prior to or on the effective date of the employee’s voluntary 




termination or retirement from the Department.  



b.
Police employee identification cards will be obtained from the Chief of Police.  



Police employees terminating their employment will surrender their ID card to 



the Chief of Police when turning in other issued equipment.  The police officer 



certification card issued by the Maryland Police Training Commission will also be 


surrendered to the Chief of Police and returned to MPTC.  




When police employees are suspended or deprived of their police powers, the 



Chief of Police or designee will collect the employee’s Department issued 



firearm(s), badge, Elkton Police Department identification card, and Maryland 



police officer certification card and will not return them until the period of 



suspension or loss of police powers has ended.  



c.
Medical plan identification cards will be issued directly to each employee 



belonging to the Town Employee Health Program by the insurer.  The Chief of 



Police will collect the card(s) of any employee whose employment with the 



Department is being terminated on or before the separation date and return it 



to the Personnel Office for disposition.  
  


3.
When termination of employment occurs as the result of death, the Chief of Police shall, 

after a respectful period of time, make every effort to secure the various identification 


cards from the family or survivors of the deceased.


4.
When an employee insists that his Medical Program Identification Card 
has been lost or 

cannot be located, the employee shall complete the following statement in duplicate:



a.
"I certify that I could not surrender my Health Insurance Program Card upon 


leaving Town employment because (Reason)"    (Signature ‑ Date)



b.  
Both copies of this statement will be attached to the employee's report and/or 



resignation and submitted through channels to the Town Personnel Office.

C.

Reappointment/Rehiring - Police and Civilian Employees

1.
Any person previously employed by the Town of Elkton will not be considered for 


reinstatement or rehire for a period of one year from date of separation.  This exception 

can be waived at the discretion of the Chief of Police.


2.
When an employee is reinstated to a position with the same pay range as that from 


which he resigned, he shall be placed in the same pay step that he occupied at the time 


of resignation.  If the employee is reinstated to a position in a class with a lower pay 


range, they shall be placed in a pay step at or below the step which most nearly 



approximates the step they previously occupied at time of resignation.


3.
Police employees who are considered for rehire must meet all requirements specified 


by the Elkton Police Department and the Maryland Police and Correctional Training 


Commission.

  


4.
Eligibility



a.
Former employees shall not be eligible for reinstatement or rehire who:




1)
Do not meet all the requirements for initial appointment.




2)
Were terminated in compliance with the Law Enforcement Officers' Bill 



of Rights for a violation of the Department's rules of conduct.




3)
Were not recommended to be reinstated or rehired, unless such 



recommendation has been waived by the Chief of Police.



b.
All persons applying for reinstatement or rehire must:




1)
Pass the applicant physical and psychological examination.




2)
Submit to a supplementary polygraph examination, covering the period 



of absence from the Department, and supplemental background 



investigation.


 5.
Training



The Chief of Police will designate the extent of training for rehired and reinstated police 
employees consistent with standards established by the Maryland Police and Correctional 
Training Commission.



a.
Police employees reinstated within ninety days of their separation, generally, will not 

require additional training.



b.
Police employees reinstated after ninety days following their separation 



may be required to complete additional training.  When determining 



the need for and the extent of training, the Chief of Police will consider:




1)
the length of separation




2)
active police employment




3)
police certification (Maryland Police and Correctional Training 




Commission) status




4)
related training received during the period of absence

   



c.
Rehired police employees who have been certified by the Maryland Police and 


Correctional Training Commission as a police officer and have been separated 


from active police employment as a member in good standing for three years or 


less may not be required to complete entrance level training.  The Training 


Division will, based on the rehiring investigation, suggest a level of training to 


the Chief of Police.



d.
If the rehired employee's certification standards have not been met for the 


current calendar year in which the rehiring takes place, the employee must, 


within thirty days of the rehiring, complete a course of training to include at 


least:




1)
a mandated in-service program, and




2)
entrance level emergency care training, and




3)
mandated firearms training and qualification



e.
Police employees who, during their separation, were not engaged in active 


police employment and are not certified as a police officer, may be rehired and 


will complete a course of instruction determined by the Chief of Police, consistent 

with Maryland Police and Correctional Training Commission standards.



f.
Permanent employment for rehired/reinstated police employees will be based 


on the satisfactory completion of the required training and the applicable 


probationary status.

D.
Termination Because of Death and Administration of Death Benefits

1.
The Chief of Police and Town Administrator will be responsible for contacting the widow 
or other survivors of deceased employees and explaining fully the benefits to which they 
may be entitled and the procedures for applying for these benefits.


2.
The complete list of benefits due the survivors of deceased employees is available from the 
Town Administrative Office.  Since each situation surrounding the death of a member will be 
unique, the benefits which may accrue to survivors will be varied.

                                           
A.
Employee Performance Evaluations


1.
Employee Performance Evaluation - The primary purpose of the performance evaluation 
is to improve employee 
performance.  In addition, supervisors should realize that the 

major sources of employee job satisfaction for an employee are for him to know that 

the work he does is worthwhile and essential, to know his efforts are appreciated and 

accepted as an important contribution toward the satisfaction of the Department's 

objectives, and 
above all, to know whether or not he is performing his job correctly.


2.
After an employee has been told how to do the job, shown his duties, and had his 

performance observed, the supervisor must complete the job of reviewing the employee's 
work and rating his efficiency in an objective manner.


3.
The Employee Performance Evaluation forms will be provided by the Chief of Police or 

designee to the 
appropriate supervisor, attached to an EPD Form 17, directing that the 

evaluation take place, and giving a due date.


4.
All Police Department employees are to be evaluated:



a.
following a period of six (6) months from initial employment;



b.  
each employee will receive a “Mid Term” evaluation, six (6) months prior to 


their Annual Evaluation.  This will allow the employee to see where they stand 


and time to improve on weaknesses.



c.  
annually, based upon the employee’s service anniversary date;



d.  
following a three (3) month period after an employee receives an insufficient or 


unacceptable annual evaluation;



e.  
upon separation from employment; and/or,



f.  
as otherwise provided under the personnel policies of the Elkton Police 



Department.


5.
Any performance evaluation demonstrating “outstanding  performance,” whether positive 
or negative in nature,  must be accompanied by significant commentary and/or 


documentation supporting the evaluator’s assessment.   The “Performance Criteria” 

contained in the Employee Performance Evaluation are:



a.
Outstanding - Exemplary performance. 




   



b.
Good - Performance regularly exceeds expectations.



c.
Acceptable - Performance meets acceptable standards.



d.
Insufficient - Marginal performance.



e.
Unacceptable - Performance does not meet standards.

 
6.
 Supervisors evaluating an employee will rate performance using the above criteria.  In 

addition, the supervisor should consider the employee’s performance level.  The 

performance level should be discussed in the comments, using the following descriptive 
categories:



a.
“Outstanding” - Exemplary performance.  Performance exceeds expectations in 


most areas.  Demonstrates a high degree/level of competency.  Shows motivation and 

independence.  Can be relied upon to provide work of a superior nature.  Takes on 

additional responsibilities.  Requires very little supervision.



b.
“Good” - Performance regularly exceeds expectations.  Demonstrates motivation and 

independence.  
  


c.
“Acceptable” - Performance meets acceptable standards.  Does a satisfactory 


job in all areas of responsibilities.  Shows acceptable levels of motivation and 


independence.  Requires average levels of supervision.



d.
“Insufficient” - Marginal Performance.  Areas exist that need to be developed to 


meet acceptable standards.  May not show sufficient motivation or ability to 


accept responsibilities or improve performance.  Needs close monitoring and 


continued supervision.



e. 
“Unacceptable” - Performance does not meet standards.  Inferior performance.  

Demonstrates unacceptable levels of motivation, reliability, and ability.  
Performance 

requires immediate attention and improvement.  Requires constant supervision.  
 



   


7.
Supervisors should determine which job tasks and duties are critical to a position in 

terms of importance and time spent.  Such determinations should reflect the priorities 

of each supervisor's work unit for the appraisal period. The Elkton Police Department 

Employee Performance Evaluation is general in nature, and provides the following 

performance categories:

 

a. 
Job Knowledge


b. 
Technical Skills


c. 
Quality of Work


d.  
Productivity


e.  
Communications Skills


f.  
Problem-Solving/Judgment


g.  
Community Relations


h. 
Team Work/Working Relations


i.  
Conformance to Department Policy


j.  
Professional Demeanor


k. 
Professional Development


l.  
Commitment/Loyalty


m.  
Drive/Initiative


n.  
Leadership



o.  
Development of Employees


p.  
Delegating


q.  
Planning


r.   
Utilization of Resources
 


   


8.
The supervisor should consider the following performance factors:



a.
Support of the Department’s goals; planning and teamwork


  

1)
Does the employee work with the supervisor and other officers in 



planning and building an effective team?



  

2)
Are the officer’s goals, talents, and efforts directed towards the needs 



of the Department and accomplishment of the unit’s goals?



  

3)
Does the officer suggest and try methods to improve effectiveness and 



solve problems?



 

4)
Are new and additional assignments accepted and performed?



b.
Response to calls and assignments


  

1)
Are radio calls missed without valid cause?



  

2)
Is the response made promptly, safely and appropriately?



  

3)
Is the assistance provided appropriate to the need or problem?



  

4)
Are proper radio procedures followed?



c.
Investigation of Crimes


  

1)
Are all known victims and witnesses interviewed?



  

2)
Are investigative steps and interviews documented?



  

3)
Is evidence properly preserved, collected, and thoroughly described?



  

4)
Are other Divisions or Agencies properly notified as required?



  

5)
Are follow-ups done when required?

 
 

 


   



d. 
 Investigation of Traffic Accidents



  

1)
Is the scene preserved and injured aided?



  

2)
Are the victims and witnesses interviewed? 



  

3)
Are all investigative steps and interviews documented?



  

4)
Is evidence properly preserved, collected, and handled per 




Departmental procedures?



  

5)
Are follow-ups done when required?



e.
Apprehension, Arrest of Criminal Suspects



  

1)
Are arrests within Departmental guidelines, using proper discretion and 



proper judgment?



  

2)
Is all necessary information included in the arrest reports and case files?



  

3)
Is unnecessary force used?


  

4)
Does the officer use correct procedures in effecting an arrest?

 

f.
Enforcement of Traffic Regulations



  


1)
Are traffic tickets issued as circumstances warrant?



  

2)
Are actions taken appropriate to the offense?



  

3)
Are citations rarely returned for correction?



g.
Performance under Stressful, Emergency, or Unusual Conditions



  

1)
Are there serious deviations from expected performance demonstrated 



under unusual circumstances?



  

2)
Does the employee demonstrate the ability to take command of 



emergency situations?



  

3)
Does the employee maintain his composure under stress?




 


   




4)
Is the tactical response consistent with officer survival?



h. 
 Relations with Citizens and the Community



  
1)
Does the officer antagonize or insult citizens?



  
2)
Is the employee familiar with and responsive to community problems?



  
3)
Is courtesy demonstrated in citizen contacts?



  
4)
Does anger and abuse from citizens adversely affect performance?

 

i. 
Working Relationships, and Cooperation with Other Personnel



  
1)
Are valid complaints received from fellow officers or supervisory 



personnel?



  
2)
Does the employee have problems in personal relationships, or 




relationships with other employees that impair work?


      

3)
Does the employee assist and backup other officers?



  
4)
Does the employee train and guide less experienced personnel?

 

j.
Preparation of Required Reports and Information



 
1)
Are reports legible, concise, grammatically correct, and submitted at the 


required time with the required information?



  
2)
Are reports and information rarely returned for correction?



  
3)
Are vehicle impounds complete and turned in before the end of the 



shift?



k.
Operation, Maintenance, and care of Department Equipment



 
1)
Is vehicle abused through poor driving habits?



  
2)
Are specified operating and safety procedures followed in the use and 



maintenance of equipment?

 



 


   





3)
Are weapons kept clean and serviceable?





4)
Is assigned vehicle kept clean?





5)
Is equipment wear, malfunction, or damages identified and reported?




l.
Conformance to Work Schedules, Assignments, and Instructions





1)
Are instructions followed and assignments completed on schedule?





2)
Does work have to be closely supervised?





3)
Are there deviations from instructions and schedules not satisfactorily 



explained?





4)
Is unassigned time effectively utilized, i.e. maintain citizen contact, 



proactive patrol, etc.?





5)
Is special attention given to high crime or accident areas, or other 



problems within the officer’s assigned patrol area(s)?




m.
Conformance to Department Policies, Regularity of Attendance, and Punctuality




1)
Are policies, rules, and regulations followed as prescribed?





2)
Does the employee’s appearance meet Department standards?





3)
Are there unnecessary delays in starting work at the specified time?





4)
Are there abuses of meal periods, coffee breaks, quitting time, or other 



special absences?





5)
Is there a pattern of abuse of sick leave?




n.
Community Policing




1)
Is the officer familiar with and responsive to community needs within 



their assigned area(s)?





2)
Does the officer use good communication skills at community meetings?




3)
Does the officer attend community meetings and work as a community 



partner?




4)
Are the problem solving techniques used appropriate to the problem 



situation?




5)
Does the officer follow-up on community requests in a timely and 



professional manner? 

9.
Supervisors must recognize that external factors or events, over which the employee has no 
control, can affect the employee's performance.  External factors can be placed into one of 
five categories; staffing, policies and procedures, workload, equipment and supplies, and 
budget.  To the extent possible, foreseeable external factors should be considered when 
establishing performance expectations.


10. 
In any performance appraisal, supervisors should list the performance results and
accomplishments expected during the next evaluation period. If the employee’s 
evaluation is 
insufficient or unacceptable, indicate exactly what improvements the employee must 
demonstrate to be effective in the job. The employee and supervisor must agree on specific 
action to correct performance that is unsatisfactory.

 
11. 
Employees should be encouraged to comment in writing on any significant achievements, 
those actions or events that they feel they did well, and which they feel deserve recognition. 
They should also be encouraged to list any problems that they feel hindered them from 
performing their duties, and any goals they would like to achieve over the next rating period.

     
12.  
Performance Evaluators



a.
Sergeants.  The Sergeant will be responsible for completing a performance evaluation 

report as applicable based on the above information, for each officer and corporal 

under his/her supervision.




 


   

 



b.
Lieutenants.  The Lieutenant will be responsible for completing a performance 


evaluation report as applicable based on the above information, for each sergeant 


under his/her supervision.  The Lieutenant shall review the performance evaluation 

reports completed by the Sergeant.  Completion of performance evaluations will be 

used when evaluating the Sergeant’s performance. 



c.
Captain.  The Captain will be responsible for completing a performance evaluation 

report as applicable based on the above information, for each Lieutenant.  The 


Captain shall review all evaluations.  The Captain will be reviewed by the Chief of 

Police.

 
13.
Review of Performance Evaluations

 




a.
The Supervisor responsible for completing the performance evaluation will submit 

same to their immediate supervisor for review prior to discussing it with the employee.

 



b.
The Supervisor shall review the performance evaluation with the employee 


before the report is made part of the employee’s permanent record.



c.
After the performance evaluation has been reviewed with the employee, if the 


employee feels the report is unfair, the employee may request (in writing) a 


meeting with the next ranking official in the chain of command.  The supervisor 


will immediately forward the report to the next individual in the chain of 


command, who will arrange to meet with the employee within five (5) working 


days.  A decision will then be forwarded to the employee within five (5) working 


days of their meeting.  The decision of the Chief shall be final.



d.
Any non-probationary employee receiving an overall rating of “insufficient or 


unacceptable” as determined by the supervisor, and confirmed by the Chief, 


may be granted three (3) months in which to improve his/her performance to 


an “acceptable” level.  Failing to obtain an overall rating of “acceptable” at the 


end of this period will subject the employee to immediate dismissal.  

 



 


   

B.
Job Observation Report (EPD Form 68)

The Job Observation Report (EPD Form 68) provides a structured means of documenting employee work behaviors and supervisory communications.  Observations regarding another supervisor's subordinate would be documented on an EPD Form 68 and should be transmitted directly to the employee's supervisor.  The employee's supervisor will make appropriate entries in the employee’s Job Observation Record (EPD Form 79), upon receipt of these materials.

 C.  
Job Observation Record (EPD Form 79)

1.
The Job Observation Record (EPD Form 79) is used by the supervisor to log all  
documentation received for an employee such as Job Observation Reports (EPD Form 68), 
Personnel Counseling Records (EPD Form 69), other reports, letters of commendation/ 
complaint, etc., relevant to appraisal of an employee's work behavior for the appraisal period.  
Supervisors will review the Job Observation Record (EPD Form 79) with their subordinates 
monthly and have the subordinate acknowledge each observation by initialing and dating the 
observation form.


2.
The Chief of Police and Captain will make periodic inspections of the Job Observation 

Records for each employee to ensure that supervisors are documenting employee 

performance as required.


3.
Job Observation Records (EPD Form 79) and related materials will be maintained by the 

appropriate supervisor 
for one year following an annual performance evaluation; then 

destroyed.  Job Observation Records for probationary employees will be maintained by 

the appropriate supervisor for two years; then destroyed.  If an administrative investigation or 
charge is pending against an employee in relation to an incident 
occurring during the appraisal 
period, the Job Observation Record will be retained for a period specified by the Chief of 
Police.  

D.  
Personnel Counseling Record (EPD Form 69)


1.
Within their capabilities, supervisors are expected to formally counsel employees concerning 
job-related matters, and to remain aware that circumstances other than the job itself, 
including family or other personal matters, may be having an impact on performance.  
Therefore, to effect any major change, the cause of the unacceptable behavior or attitude 
must be determined and addressed.  Note that:




 


   



a.
While normally, counseling takes place at the first-line supervisory level, serious 


matters may require counseling with the Lieutenant or Chief of Police.



b.
Supervisors should keep in mind and utilize other employees as counselors, 


when the other employees have specialized areas of experience and expertise.



c.
A variety of counseling resources are available outside the Department. 



Psychological resources may be obtained through the Employee Assistance 


Program (EAP). 


2.
Supervisors must let employees know how they are performing by discussing their work 

performance, not only when performance evaluations are due, but on a regular basis as 

entries are made in the employees Job Observation Record (EPD Form 79).  

  
3.
Counseling and coaching will be employed by the rater whenever possible.



a.
Counseling is a personal interview to help the employee understand and solve 


problems; coaching is a personal job-related discussion or demonstration 


conducted by the supervisor to aid the employee in a subordinate's performance.



b.
Whenever a supervisor documents a shortcoming, the affected employee will 


be allowed to comment in writing on the Personnel Counseling Record (EPD Form 69).  

A copy will be supplied to the employee.   The counseling form will be sent to the 

Chief of Police, and will be maintained in the employee's personnel file for two years.  

After two years, the employee may request that the counseling form be removed.

4.
Supervisors will be evaluated on the fairness and impartiality of their ratings and on 

the amount and kind of guidance/counseling/ coaching given their subordinates.


5.
Counseling and coaching is not a disciplinary action covered under the Law Enforcement 
Officer’s Bill of Rights. The Counseling Record (EPD Form 69), is used to discuss and 

correct job problems, and carries no punitive action.

 



 


   

E.
Outstanding Performance


1.
Outstanding performance on the part of any individual or group in the Department will 

be recognized and officially recorded as set forth in this Section.


2.
Supervisors will be held responsible to promptly initiate proceedings toward recognition 
of outstanding performance; operational or administrative, directed toward 

employees of the Department shall be referred promptly to the Chief of Police, together 
with a report containing the following information.


3.  
All letters, memoranda, and recommendations from any source pertaining to the

efficient or outstanding 
performance; operational or administrative, directed 

toward employees of the Department shall be referred promptly to the Chief of Police, 

together with a report containing the following information:



a.
A complete and detailed description of the incident and action taken by the 


member, specifying:


    

1)
If the action was initiated by the member or did it result from 




assignment by the Department.


   

2)
The duty status of the member at time of the incident or action.

                  

3)
If the action was taken as a matter of routine or was it beyond 




recognized limits of duty.



  

4)
If the member risked his life in the performance of this action.



   

5)
If the member’s action contributed to the saving of a life.



b.
Whenever a number of statements and/or observations are obtained from 


witnesses or interested parties, they will be analyzed for consistency.



c.
Include a copy of any procedural report pertinent to the incident.

 



 


   


4.
The awards that the Chief of Police reviews and makes recommendations for presentation are 
as follows:


   
a.
Mayor’s Citation - This award will be authorized in the following instances:





1)
For posthumous presentation to the next of kin of an employee who has 


died in the line of duty under honorable circumstances


     

2)
For presentation to a member whose performance has been identified 



as outstanding and above and beyond the call of duty.




3)
Courage and valor may play and important role, but are not mandatory.  







4)
The recipient of a commendation will receive a medal marked 




“outstanding service” and ribbon, of a design approved by the Chief of 



Police, and a certificate bearing the signature of the Mayor and the 



Chief of Police. 




5)  
When worn on the uniform, the ribbon will be centered one inch above 



the name plate.  In the event of a subsequent commendation, a ribbon 



bearing a gold star will replace the initial award. 



b.
Chief of Police’s Commendation - This award will be authorized in instances 


where the performance of a member or members is identified as exceptional, thereby 

exemplifying the highest standards of the police profession.



c.
Medal and Certificate of Valor - This award will be authorized in instances where 

a citizen or a member of another law enforcement agency has assisted the


Elkton Police Department at a definite risk of his life.  

     

d.
Certificate of Recognition



    
1)
Members of other law enforcement agencies - This award will be 



authorized in instances where other law enforcement agencies or their 



members have provided exemplary and meritorious assistance to the 



Elkton Police Department or its members.



    



 


   




2)
Members of the Elkton Police Department - This award will be authorized in 


instances where a member or an entire unit has
performed in an exemplary 


manner for a period of one year or more; but without any one outstanding 


incident; or where one or more 
members have performed some type of life 


saving EMT procedure in an exemplary manner.



e.
Certificate of Appreciation - This award will be authorized in instances where a 


citizen has voluntarily provided meritorious and exemplary assistance to a


member of the Elkton Police Department, or to another citizen in a matter in 


which the Department is involved.



f.
Letter of Recognition -  This will be a letter from the Chief of Police to a member 

or members of the Department and/or to a member or members of other law 


enforcement agencies, recognizing excellence in performance.


5.
Nominations submitted for the awarding of a Certificate of Appreciation or Certificate of 
Recognition should be documented in the same manner as recommendations for intra-

Department awards.


6.
Preparation of Awards


     
The Chief of Police, after making any necessary changes to the text of the draft, is responsible 
for preparation of appropriate certificates and awards.  When the Mayor’s citation is to be 
presented, the Department will provide a frame for the certificate, and specified medal and 
ribbon.  Copies of all citations, commendations, and letters of recognition will be entered in 
the affected employees personnel file.


7.
Awards will be presented at ceremonies, which shall be conducted as determined by the 
Chief of Police in conjunction with the Town Administration.
 
 
 


 


   

A. 
The Training Function

1.
Training has often been cited as one of the most important functions in any law 

enforcement agency.  Training serves the following purposes:



a.
Well trained officers are generally better prepared to act decisively and 



correctly in a broad spectrum of situations.  



b.
Training results in greater performance and effectiveness.



c.
Training fosters cooperation and unity of purpose.


2.
The Department may be held legally accountable for the actions of their personnel and 

for failure to provide entrance level, in-service and remedial training.  The Elkton Police 

Department recognizes the importance of training and is committed to providing the 

best training available to all personnel.


3.  
Training for civilian personnel is the function of the respective Lieutenant supplemented 
by other Department personnel as required.  

B.
Training Activities – Training activities include, but are not limited to the following:


1.
Training for both sworn and civilian personnel.


2.
Planning and development of training programs.


3.  
Notifying personnel of required training and specialized individual training available to 

Departmental personnel. 


4.
Maintenance and security of Departmental training records.


5.
Ensuring that training programs are attended and that progress/evaluation reports, 

vouchers and records related thereto are maintained.


6.
Implementation of training programs.


7.
Selecting instructors.


8.
Evaluation of training programs.


9.
Coordination of training programs.




 


   


10.
Maintaining liaison between the Department and other training organizations.


11.
Ensuring that all training activities are conducted within the framework of Departmental 
goals in cooperation with all operational units.  

C.
Resources Used for Training Development


1.
The resources used in the training program development will include, at a minimum; 

staff meetings, consultation with field personnel and field observations, officer course 

evaluation reports, officer investigative reports, and vehicle accident reports involving 

officers.  Information contained in staff inspection reports as well as complaints on 

Department personnel and/or disciplinary action may also be utilized.  

2.
The input obtained from these resources will be furnished to the Lieutenant and the 

resulting recommendations will be incorporated in the memorandum to the Chief of Police.

D.
Training Attendance


Members of the Elkton Police Department are expected to attend all assigned training 
programs.  Attendance will be documented by either the instructor: or in cases where the 
training is at a location other than the Department, documentation will be furnished by the 
agency responsible for the training.  There are cases where attendance at a training program 
may be excused, i.e., court appearance or sickness.  Any absence must be properly excused by 
the administrators of the program being attended and must be in compliance with directives 
under which the training program is being operated.  The time lost must be made up before 
any certificate of completion will be issued.  A certificate of completion will be issued to those 
students who satisfactorily complete any training program.   A copy of such certificates will be 
provided to the respective Lieutenant for inclusion in the MPTC AC.A.T.S.@ program, and 
forwarded to the Chief of Police for placement in the officer’s personnel file.

E.
Training Expenses               

Any expenses incurred by Department personnel while attending required or mandated 
training, will be reimbursed based on actual expenditures that are supported by receipts.

 
 



 


   

F.
Training Opportunities and Resources       


The Maryland Police Training Commission provides information concerning training opportunities available at regional training centers.  In addition, the Maryland State Police, other police departments, colleges and private groups, also provide brochures of available training.  

G.
Performance Based Training


1.
The Maryland Police Training Commission requires Performance Based Training during 

entrance level training.  The Elkton Police Department Field Training Program is based 

on a relationship of training to Job‑Task Analysis.  This method of training is used in all 

training offered by the Department and requires that performance objectives be 

developed for such training.  Performance objectives will be submitted to the Chief of 

Police for approval before such training will commence.  Performance objectives will include:



a.
Focus on the elements of the job task analysis for which training is needed;               



b.
Provide clear statements of what is to be learned;                    



c.
Provide the basis for evaluation of the participants;                    



d.
Provide the basis for evaluating the effectiveness of the training program.               


2.
The use of performance objectives acquaint the training participants with the information 
they are required to know, the skills that must be demonstrated, and the circumstances under 
which the skills will be used.  This approach enables instructors to relate training directly to 
job performance. 

H.
Lesson Plans

1.
Lesson plans are required for all training courses implemented.  It is the responsibility of 
the instructor, to provide the Chief of Police with a copy of the lesson plan prior to any 

instruction.  The development of lesson plans should ensure that the subject to be 

covered in training is addressed completely and accurately and is properly sequenced 

with other training materials.  Lesson plans establish the purpose of the instruction; set 

forth the performance objectives; relate the training to critical job tasks; and identify 

the subject matter and instructional techniques.  Lesson plans should be required of all 

persons providing training to Department employees. 

  


 


   


2. 
The lesson plans should also include references, teaching techniques (lecture, group 

discussion, panel, seminars, or debate), relationships to job tasks, responsibilities of the 

participants for the material taught, and plans for evaluation of the participants.  The 

instructional techniques that might be utilized are:                    



a.
Conference (debate, discussion groups, panels, and seminars);                    



b.
Field experiences (field trips, interviews, operational experiences, and 



operational observations);                    



c.
Presentations (lectures, lecture‑ discussion, lecture‑ demonstration);



d.
Problem investigations (committee inquiry); and



e.
Simulations (case study, game, and role-play).


3.
Lesson plans for use within the Department will be approved by the Chief of Police, 

while plans for classes taught at the Academy will be approved according to Maryland 

Police Training Commission standards.

I.
Testing               

The evaluation of in-house training is handled by testing which may be written, oral, etc.; the passing and failing grades are announced in advance. The development of examinations 
directed and approved by the Chief of Police, and are competency based, use performance objectives and measure knowledge and ability for job related skills.

J.
Remedial Training              


Remedial training is directed at solving a particular problem or improving the performance of an employee in a particular area within a given time frame with the expectation of improved performance.


1.
Criteria used to determine the need for remedial training may be obtained from the 
employee performance evaluation, counseling report or in the case of new recruits from 
the FTO/Supervisor's Evaluations.                         


2.
Remedial training assignments, just as all other training assignments, are a duty 
assignment.  
Employees who do not participate in remedial training as directed are in violation of 
Departmental Rules and Regulations.

   


 


   

 K.
Training Records

1.
The Support Services Lieutenant will maintain updated records of training on all 


Department personnel as follows:                   



a.
Individual training records will reflect:                   




1)
Date of Training;




2)
Type of Training received;




3)
Any certificate received;




4)
Attendance; and



b.
Training class records will reflect:




1)
Course content (lesson plans);




2)
Personnel attending; and




3)
Performance of individual attended as measured by tests, if 




administered.


2.
Training records will be treated the same as personnel records.  Only those persons as 

authorized by law will have access to the records.  

L.
Relationship Between the Department and Area Academies              

The Elkton Police Department utilizes recruit, in-service, and specialized training at the Eastern Shore Criminal Justice Academy (ESCJA), WOR-WIC Tech. , Harford County Sheriff’s Office, the 
University of Maryland, and other regional police academies.  All academies utilized must meet the training mandates of the MPTC and the MPTC mandated Minimum Standards Entrance Level Police Training Program.  All academies are audited by the Maryland Police Training Commission to assure that performance objectives are covered, etc. 

           
M.
Training Instructors               

1.
Instructors for all Department operated training programs will meet the following 

requirements:               


a.
Have a minimum of three years police experience or; 



b.
Have successfully completed an instructor's course and be certified as an 


instructor by the MPTC or;          



c.
Possess a demonstrated skill in area of instruction; or                



d.
Be knowledgeable of teaching theories, methods and practices and have some 


knowledge of law enforcement practices.

 
2.
Before being allowed to instruct any courses at the Department, instructors will receive, 
at a minimum, training in the following subjects: 

            

a.
Lesson plan development;          



b.
Development of Performance Objectives;               



c.
Instructional techniques;               



d.
Learning theory;               



e.
Testing and evaluation techniques;               



f.
Resource availability and use; and               



g.
Attend a specialized instructor school approved by the MPTC for instructor 


certification where applicable.

 N.
Instructors From Other Departments

Instructors enlisted from outside the Department will be selected under guidelines of the Maryland Police Training Commission.  The instructor must have demonstrated skill in his area of instruction, must hold an instructor's certificate from the Maryland Police Training Commission and comply with requirements for lesson plans as previously stated.  

 
            
O.
Recruit Training  



1. 
All newly sworn officers of the Elkton Police Department who have graduated from 

entrance level training must complete the Departmental FTO Program.



2.
All Elkton officers attending the entrance level training will comply with all academy 

rules, regulations, policies, and procedures.


3.
Entrance Level training academies provide performance based training and evaluation 

as mandated by the State of Maryland.  A copy of the Regulations of the Maryland 

Police Training Commission may be found in the Office of the Chief of Police. 


4.
The academy provides for entrance level instruction as mandated by the MPTC; 


pertinent practical problems are incorporated.


5.
Recruit officers receive instruction in the following or related subject areas during 

entrance level training at the academy and/or during the FTO program upon graduation 

from the academy, as mandated by MPTC.     



a.
Law Enforcement Role, Responsibilities, and Relationships (History of Law 


Enforcement; Agency Role and Authority; the Criminal Justice System; Mission, 


Goals and Objectives of the Agency; Agency Organization; Community Relations; 

Ethics in Law Enforcement).     



b.
Administration (Agency Written Directive System; Agency Record keeping; 


Agency Policies; Procedures; Rules and Regulations; Civil and Criminal Liability). 


c.
Operations (Constitutional Law; Criminal Law, Laws of Arrest; Alternatives to


Arrest; Probable Cause; 
Rules of Evidence; Identification of Evidence; Search


and Seizure; Laws of Interrogation and Interrogation Techniques; Warrants,


Summonses, and Subpoenas; Civil Process; Juvenile Law and Court System; 


Prosecutorial Functions; Moot Court and Courtroom Demeanor; Techniques of 


Stopping Violators, Arresting Subjects, Handling and Processing Prisoners; 


Uncooperative Subjects; Patrol Observation; Domestic Disputes; Crisis Intervention 

and Conflict Management; Searches of Persons, Vehicles, Building, Premises, and 

Property; Crimes in Progress; Crowd Control; Hostage and Barricade Situations; 


Hazardous Materials Incidents; Drug and Alcohol Abuse; Crime Prevention; 


Communications Skills; Victim/Witness Assistance; Juvenile Operations; Preliminary 

Investigation; Motor Vehicle Code; Traffic Accident Scene Management and 
            



Investigation; Traffic Direction and Control/Driving while Intoxicated; Driver Safety 

Education for Officers; Crime Scene Investigation; Collection and Preservation of 

Evidence; Interviews and Interrogations; Fingerprint Identification; Crime Laboratory 

Functions; Surveillance; Narcotics; Special Investigative Matters‑Sexual Assault, 


Homicides, suicides, and Child and Spouse Abuse; Organized and White Collar Crime; 

Emergency Medical Training, including cardiopulmonary resuscitation; Use of 


Firearms, including range qualification and policies on when to shoot and not to 


shoot; Use of Force, including limitations on the use of force in general and the use of 

deadly force in particular; Physical Training, including fitness conditioning; Patrol 

Vehicle Operation; Defensive Driving; Pursuit Driving; Mechanics of Arrest; Officer 

Safety; Handling Personal Stress).  


d.
Report Writing, Field Note Taking, Detention Facility procedures; 



Communications Procedures; Traffic Direction; First Aid ‑ CPR Procedures; and 


Community Relations.


6.
As part of the Entrance Level curriculum, the academy provides instruction in Emergency 
Medical Care as mandated by the MPTC.  

P.
Recruit and Field Training Program

The Elkton Police Department has a Field Training Program which encompasses no less than 8 weeks of post academy training.  The FTO Program will be the responsibility of the Lieutenant who will utilize the Field Training Officer to coordinate and ensure the administration of the program.  Provisions of the Field Training Program are provided below:  


1.
Field training for sworn personnel will be no less than 8 weeks, with the exception of 
officers who already have Maryland Certification.  Field Training will commence as soon 
as 
possible upon completion of entrance level training.


2.
Field Training Officers are very critical to the program, as their attitude, values and tactics set 
the example for recruit officers.  The selection process for FTO's is crucial and will meet the 
following criteria:



a.
The FTO should be recommended by his immediate supervisor;



b.
The FTO candidate must have a minimum of one year's experience as a police 


officer; and,

            


c.
The FTO candidate must possess a current satisfactory evaluation. 

3.
The squad supervisor and Field Training Supervisor have the responsibility of supervising 
the FTO and recruit. 


4.
Recruits should be assigned to and remain with a single Field Training Officer for the 
duration of field training.  Recruits should further perform and be exposed to all aspects 
of 
police work (desk duty, prisoner transportation, court appearance, etc.) while accompanied by 
their Field Training Officer.

Q.
In-service, Roll Call and Advanced Training

1.
In‑Service Training:  All sworn personnel of the Elkton Police Department will attend in-service 
training on an annual basis as mandated by the Maryland Police Training Commission.  In 
addition, on a yearly basis, all sworn personnel will attend the following:    



a.
Roll Call Training reviewing changes or revisions in the State or local Code.             



b.
Classes required at the direction of the Chief of Police such as:                 




1)
Supervisory and management training;                    




2)
Policy and procedure training; and                    




3)
Any other training as deemed necessary.               



c.
Firearms training and annual qualification.                



d.
Voluntary and required training at the Academy.  


2.
Roll Call:  Officers of the Elkton Police Department normally report to the roll call room at the 
beginning and end of their assigned shift.  Roll Call should accomplish at a minimum the 
following five basic tasks:



a.
Briefing officers with information regarding daily patrol activity, with particular 


attention given to persons, stolen vehicles, and major investigations.  



b.
Notifying officers of changes in schedules and assignments.



c.  
Notifying officers of new directives or changes in directives.



d.
Evaluating officer readiness to assume patrol.

            


e.  
Provide officers with roll‑call training.



Roll Call training is a technique that may supplement all other training.  This training can 
be 
effective only if it is well structured and reflects the needs or interests of the Department 
while being flexible enough to fit into the time limitations of a roll call setting. 


3.
Specialized training provided to personnel includes, but not limited to the following:     



a.
Development and/or enhancement of the skills, knowledge, and abilities 


particular to the specialized training.               



b.
Management, administration, supervision, and personnel policies.



c.
Performance standards.               


d.
Supervised on‑the‑job training.        



e.
In addition to developing specialized skills, personnel assigned to specialized 


activities should be made aware of the administrative requirements and 


relationships of the specialized function or component to other parts of the 


Department.  Each specialty has associated with it, certain legal and policy 


issues that should be included in training.  


4.
Where personnel are assigned to a specialized unit or task, training will be initiated 

within thirty days of the assignment.  When training is not available within thirty days, 

training will be initiated at the first available opportunity.


5.
All requests for specialized or advanced training will be forwarded to the Chief of Police 

for approval.

R.
Civilian Training             


1.
All newly appointed civilian personnel will receive the following training:               



a.
Orientation of the Department's role, purpose, goals, policies, and procedures.  



b.
Working conditions, rules and regulations; and               



c.  
Responsibilities and rights of employees.

            

2.
The civilian positions that require training in addition to orientation, prior to the 


assumption of job responsibilities are:                    



a.
Office Associate 



b.
Parking Enforcement Monitor                    



c.
School Crossing Guard

3.
Training stresses not only the skills necessary to perform the technical aspects of their 
positions, but also the importance of the communication link they provide between the 
citizens and the Department.  Emphasis is placed on the fact that a citizen's opinion of the 
Department is based on the type and quality of service obtained.

S.
College Attendance Records and Academic Improvement       

  
1.
Procedure ‑  Police employees attending accredited college classes are urged to forward 

transcripts of final semester grades to the Chief of Police for inclusion in their personnel 

records.


2.
With emphasis on police education growing, it is incumbent upon the members of the 

Elkton Police Department to avail themselves of the opportunity to obtain a higher 

education whenever possible.  Certain guidelines will be followed to enhance the 

opportunity for members of the Department to acquire academic credits.


3.
The Chief of Police, or designee, may adjust work schedules, consistent with duty 

requirements, to assist personnel in attending job related courses.  However, no one 

will be permitted to attend class during duty hours.  This prohibition does not pertain to 

on‑duty assignments in connection with in‑service training, entrance level training, or 

other training assigned by the Department.


4.
There will be no restrictions insofar as the number of credit hours taken. 

            
T.
Police Employee ‑ Certification and Decertification Procedures                                                   


Title 12, Department of Public Safety and Correctional Services, Subtitle 04 ‑ Police and Correctional Training Commission, Code of Maryland Regulations 12.04.01.11 empowers the Training Commission to authorize persons to serve as police officers, and to suspend, revoke or recall any such authorization given by it.  The Commission will certify authorization only for those persons who meet minimum standards established by it.


1.
The Chief of Police, or designee, shall be responsible to schedule police employees to 
receive all required training and to certify to the Commission that its mandated standards 
have been met.  A list of Department police employees certified by the Commission will be 
maintained by the Administrative Lieutenant in the MPTC C.A.T.S. Program.


2.
Should an employee fail to meet a training standard established by the Commission, the 

Chief of Police will, if appropriate, request a waiver of the training standard.  Records of 

any such waiver and subsequent action by the Commission will be maintained in the 

Officers’ Personnel File, and Administrative Officer MPTC Correspondence file.


3.
Should an employee fail to meet a mandated standard and the Commission not issue a 

waiver and if the employee’s certification is suspended, revoked or recalled, the Chief of 
Police will notify the employee.


4.
Police employees whose certification is suspended, revoked or recalled by the Maryland 
Police and Correctional Training Commission shall have their police powers suspended.  

No employee will have their powers restored until they are re-certified. 

U.
Educational Tuition Assistance 

Employees interested in attending educational courses provided for their specific work field may apply in writing through the Chief to the Director of Human Resources of the Town of Elkton for tuition assistance.  The request for assistance should be submitted prior to enrolling in educational courses so the individual will know whether the Mayor and Commissioners will authorize payment for the training.  Questions pertaining to reimbursement should be directed to the Human Resources Department.  Tuition reimbursement for approved courses will only be made after the employee successfully passes the course and provides such evidence to the Chief.

 
  
A.
Scope

Except as hereinafter noted, all employees of the Department have the same right to engage in political activities as any other citizen.  Employees uncertain of the propriety of the political activity in which they desire to participate should request the assistance of their supervisor.

B.
Unauthorized Activity


Employees of the Department may engage in any political activity not prohibited by local, State 
or federal statutes.  


1.
Employees of the Department shall not use their official authority or influence for the 

purpose of interfering with or affecting the results of an election or a nomination for 

office.  


2.
Employees of the Department will not directly or indirectly coerce, attempt to coerce, 

command, advise or promise to reward a State or local officer or employee to pay, lend, 

or contribute anything of value to a political party, committee, organization, agency, or 

person for political purposes.  


3.
Employees of the Department may not engage in political activity while wearing any 

portion of the official issued uniform, equipment, or while using an official Department 

vehicle.  
C.
Police Officers Holding State or Local Elective or Appointed Offices for Profit


1.  
The Attorney General’s Office issued an opinion (Opinion #87-001) on January 13, 1987 

which held that a police officer, as a public officer, was prohibited under Article 35 of 

the Declaration of Rights of the Maryland Constitution from simultaneously holding two 

offices of profit.  It has been determined that a police officer holds an office of profit 

under the Constitution.


2.
Department sworn personnel will not hold an elective or appointed office of profit at 

the State or local level while employed as a police officer.


3.
Upon taking the oath of office for such a position, an employee will forfeit his position 

as a police officer with the Elkton Police Department.  


4.
An employee’s involvement 

 
A.
Authorization

1.
Employees of the Elkton Police Department must have written authorization from the 

Department before engaging in secondary employment.  


2.  
Employees requesting permission to engage in secondary employment will complete an 

EPD Form 72 (Request to Engage in Secondary Employment), and submit it to the Chief 

of Police for review and disposition:


3.
Approved or disapproved secondary employment requests will be distributed as follows:



a.
original – employee’s personnel file



b.
copy – employee submitting request  

B.
Definitions


1.
Secondary Employment – As used in this section shall mean the rendering of any service 

or the sale of anything for pay or remuneration from any source other than the Elkton 

Police Department or participation in any activity for which such payment or 


remuneration is received.  This includes entrance and/or reenlistment into the military 

reserve components as well as any form of self-employment, but generally, does not 

include engaging in investments in real property or securities, or sales on isolated 

occasions of the employee’s home, car or other personal property.  

2.
Employee – Except where specific designation is made to “police employee” or to 

“civilian employee,” “employee” shall include all employees of the Elkton Police 


Department.  

C.
Policy


1.
Liability – An injury or illness arising from secondary employment (not a Town-related 

occupation) is not compensable by the Town of Elkton.  Serious illness or injury suffered 

during secondary employment may result in the employee being disqualified to resume 

employment with the Town of Elkton.

2.
Revocation – The Chief of Police may revoke official authorization for an employee to 

pursue secondary employment if such employment conflicts with his official duties or 

constitutes a conflict of interest with the Department.

 

3.
Conditions for Secondary Employment


a.
No employee of the Department may accept secondary employment by any 


entity licensed by, or under the regulatory control of the Town of Elkton or the 


Elkton Police Department.



b.
Employment that involves work as a private detective, security guard, or which 


requires investigative work for an insurance agency, private guard agency, 


collection agency, attorney, a bail bond agency, or any private employer employing 

security guards, etc., may be approved if these businesses are not licensed by or 

under the regulatory control of the Elkton Police Department.  



1)
Any minor violations committed while an officer is on-duty as a security 



guard (e.g. shoplifting) will be handled in the capacity of a security guard.  


Elkton Police Department employees will not identify themselves as law 



enforcement officers.  The offender will be detained and the local police 


department will be called to affect the arrest.  Any court appearances 



stemming from these incidents will be on the officer’s off-duty time and any 


compensation received for that time will be paid by the private employer.  




2)
In response to felony violations committed while an officer is working 



secondary employment in the State of Maryland as a security guard 



(e.g. armed robbery), appropriate enforcement action will be taken.  



Police employees who take such enforcement action are considered to 



be on-duty from the time that such action was initiated.  In this on-duty 



status, he will be compensated by the Elkton Police Department and not 


by the private employer.  



c.
Secondary employment may be approved for police employees to work in 


businesses which sell and dispense alcoholic beverages so long as it is not the 


primary service of that business.  Police employees are prohibited from either 


the direct selling or dispensing of alcoholic beverages.



d.
Except when specifically authorized by the Chief of Police, uniforms, or parts of 


the uniform and equipment (excluding issued sidearm) shall not be used by any 


employee while engaged in secondary employment.  



 


e.
Secondary employment that would involve the service of civil processes may be 


approved, as well as employment that involves driving a taxicab or other public 


vehicle, if these businesses are not licensed by or under the regulatory control 


of the Elkton Police Department.  



g.
Employees will not be permitted to engage in secondary employment while on 


Department sick leave.  Nor will approval be given if there is an indication that 


secondary employment will impair his ability to perform his law enforcement 


duties.



h.
Approval shall not be given for employment that will interfere with the 



performance of an employee's official duties, including overtime assignments 


and response to emergency calls.  If during the course of secondary 



employment, a police employee finds it necessary to act in an official capacity, 


police functions shall be given priority.



i.
Police employees who are not average or above average in job performance, as 


judged by their supervisor, shall not be permitted to engage in secondary 


employment.


 4.
Prohibited Employment



Application for secondary employment shall not be approved in any of the following 

instances: 



a.
Employment by any entity licensed by or under the regulatory control of the 


Town of Elkton or the Elkton Police Department. 



b.
The Code of Ethics also prohibits an employee from maintaining a financial 


interest in any business or entity under the regulatory control of the Town of 


Elkton or the Elkton Police Department.  The Code of Ethics thus would not 


prohibit an employee's spouse from owning a business regulated by the Town of 

Elkton, but it would prohibit the employee from having a financial interest in 


that business.  


c.
Secondary employment which would involve the use of Department records, 


documents, or files shall not be approved for any employee.







d.   
No police employee of the Elkton Police Department may directly or indirectly 


maintain any financial interest or ownership in any business dealing directly or 


indirectly with the manufacture, transportation, or sale of alcoholic beverages.



e.
No police employee of the Elkton Police Department may directly or indirectly 


maintain any financial interest or ownership in any commercial business 


establishment engaged in legalized gambling operations (i.e., bingo, racetrack, etc.).



f.
No police employee of the Elkton Police Department may directly or indirectly 


act as an employee or agent for a commercial business establishment engaged 


in legalized gambling operations (i.e., bingo, racetrack, etc.).



g.
Any type of secondary employment that may, because of its location or nature, 


bring disfavor, disrespect, or discredit to either the employee or the 



Department shall not be approved for any employee. 


 5.
Approval - All requests for secondary employment will be forwarded to the Chief of Police on 
an EPD Request to Engage in Secondary Employment, EPD Form 72.  All requests for 
secondary employment will be examined on an individual basis to insure that no actual or 
potential conflict exists within these guidelines.  The only type of secondary employment, as 
indicated above, which will be automatically disapproved are employment by a member in 
any business or industry that we regulate; all other requests for secondary employment will 
be treated on an individual basis.  If the Department feels that a conflict exists, the employee 
will be advised of the possibility of that conflict and, if circumstances permit, the Department 
may place certain conditions, as appropriate, on the approval of secondary employment so as 
not to have any situation which may be a conflict.

    
 6.
Annual Renewal of Secondary Employment Requests will be required.


a. 
 EPD Form 72 will be submitted by January 15th of each year for renewal.



b.  
The Elkton Police Department shall have the right to review the secondary 


employment for compliance to Federal, State, and Local Law.




c.  
A separate file will be maintained in the Office of the Chief of Police on all 


approved secondary employment.







Policy


1.
Department policy permits employees to be members of military Reserve and National 


Guard components.  


2.
Any active employee who is a member of the National Guard or the Reserves of the 


Army, Navy, Air Force or Marines, shall be eligible for rants of military leave for annual 


training purposes not exceeding fifteen (15) calendar days or 120 hours wages when 


required by the laws of the State of Maryland or of the Federal Government.  


a.
Requests for military leave for annual training purposes shall be made to the 



employee’s supervisor immediately upon receipt of official notifications from 



the appropriate military authorities (Official Military Orders) before an 




employee shall be entitled to such leave.  



b.
Payment will be for the amount of the employee’s regular base salary for the 



amount of work time missed up to 120 hours.



c.
The appropriate documentation (Official Military Orders) must be attached to 



the employee’s time sheet or leave request form in order to receive payment.  



d.
An eligible employee shall not receive more than one (1) grant of paid military  



leave for annual training purposes in a calendar year.  


3.
In those instances where Elkton Police Department commitments conflict, the military 


component should be contacted and a request made to allow the employee to make up 


the training at another time.  If the military component denies the request the 



employee shall be given leave to attend training.  

4.
Voluntary duty should be discussed between the employee and the Chief of Police prior 


to requesting leave in order to gauge the impact of the absence on departmental 


manpower demands.  


5.
In the event that a working full-time employee is called to active duty in one (1) of the 


above-mentioned branches of the United States Armed Services, the Town will follow 


the applicable regulations (Chapter 43, Part III, Title 38 of the United States Code, 


Veterans’ Re-employment Rights Act).  

 





A.
Changes in Personnel Information

1.
All employees of the Department will report any change in name, home address 
or telephone 
number within three (3) working days of such change.  


2.
The employee will submit the Personnel Information Form (EPD Form 8) to the Chief of Police 
or his designee.

B.
Release of Employee Information


1.
The following employee information is not public information and therefore will 


not be disclosed:



a.
Any information contained on an application, including home address, 



home telephone number, previous employment history, scholastic 



achievement information, race and sex.


b.
Medical and psychological information



c.
Letters of reference



d.
Financial information about an employee such as an employee’s assets, 
income, 

liabilities, net worth, bank balances, financial history or activities or credit worthiness.


e.
Inter-department and intra-department documents that would not be 



available by law to a private party in litigation with the Department. 



f.
Test questions, scoring keys and other examination information that 



relates to the administration of examinations (written promotional 



examinations and their results may be inspected by not copied)  



g.
Research projects (however, the name, title, expenditures and date when 


the final project summary will be available is required to be disclosed)



h.
Investigation records



i.
Leave balances







j.
Payroll deductions


k.
Performance appraisals



l.
Letters, warnings and commendations given to the employee


2.
Requests for restricted information by the Equal Employment Opportunity Commission, the 
Maryland Commission on Human Relations, or any law enforcement agency, must be 
approved by the Chief of Police.  


3.
Requests for restricted information by an attorney or employee organization must be 
accompanied by a release signed by the employee, or Court Order, after review by the Chief of 
Police and the Town Legal Counsel.  
 

 


                        
 

       
       

A.
Introduction

Retired employees, for the purposes of this Section, are those who have qualified for a service retirement.

B.
Retired Employees Identification

1.
Badge - On submission of a requisition approved by the Chief of Police, the Quartermaster 
will issue a badge and I.D. case to the retiring police employee.  The top line of the badge 
will contain the rank of the individual at the time of his retirement, plus the word "Retired."  
The remainder of the badge will be of regulation design.  


2.
I.D. Card - On submission of a requisition approved by the Chief of Police, a regulation 
identification card will be issued to the retired police employee to identify and substantiate 
the issuance of the badge.  PSA 3-513 requires Maryland Law Enforcement agencies to provide 
a retired law enforcement officer with an identification card.  PSA 3-513 also establishes the 
form and contents of the identification card issued by the Agency.



The Elkton Police Department shall provide a retiring law enforcement officer with an 
identification card within 45 days after the officer’s retirement from the Agency if the officer 
meets the following requirements:



a.
Retired in good standing as a law enforcement officer for reasons other than mental 

instability; and



b.
Before retirement was:




1)
Certified by the Police Training Commission;




2)
Had statutory powers of arrest in the State; AND




3)
Completed an applicable probationary period.



                        
 

       
       



An Identification Card issued under this section shall be in the form approved by the Police 
Training Commission and include:



a.
The caption “RETIRED LAW ENFORCEMENT OFFICER” printed on the front of the card.



b.
A photograph of the retired law enforcement officer whose name appears on the 

card;



c.
The name of the retired law enforcement officer;



d.
The name of the law enforcement agency that issued the card;



e.
The date the card was issued and a statement that the card does not expire; AND



f.
The following statement: “THIS CARD IS THE PROPERTY OF THE ELKTON POLICE 


DEPARTMENT”.


3.
Approval - The Chief of Police will review the request, endorsements, and circumstances of 
the retirement.  The final decision on whether to issue the retirement badge and I.D. card 
rests with the Chief of Police.
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A.
Introduction

The Elkton Police Department has adopted a Law Enforcement Code of Ethics based on that of the International Association of Chiefs of Police.  The aim is to further true professionalism in law enforcement with the following objectives:  

1.
Elevating the standing of the profession in the public mind and strengthening public 

confidence in law enforcement.


2.
Encouraging law enforcement officers to fully appreciate the responsibilities of their 

office.


3.
Developing and maintaining complete support and cooperation of the public in law 

enforcement.


4.
Insuring the effectiveness of the Department by encouraging the complete cooperation 

of its members for their mutual benefit.  


5.
Striving for full coordination of effort in all official relationships with other governmental 
agencies.


6.
Considering police work to be an honorable profession and recognizing it as an 


opportunity to render a worthwhile service to society.  

B.
Code of Ethics – Elkton Police Department


1.
As a Law Enforcement Officer, my fundamental duty is to service mankind; to safeguard 

lives and property; to protect the innocent against deception; the weak against 


oppression or intimidation; and the peaceful against violence and disorder; and to 

respect the Constitutional rights of all men to liberty, equality and justice.


2.
I will keep my private life unsullied as an example to all; maintain courageous calm in 

the face of danger, scorn or ridicule; develop self-restraint; and be constantly mindful of 
the welfare of others.  Honest in thought and deed in both my personal and official life, I 
will be exemplary in obeying the laws of the land and the regulations of the 


Department.  Whatever I see or hear of a confidential nature or that is confided to me in 
my official capacity will be kept ever secret unless revelation is necessary in the 


performance of my duty.

 




3.
I will never act officiously or permit personal feelings, prejudices, animosities, or friendships to 
influence my decisions.  With no compromise with crime and with relentless prosecution of 
criminals, I will enforce the law courteously and appropriately without fear or favor, malice or 
ill will, never employing unnecessary force or violence and never accepting gratuities.  

4.
I recognize the badge of my office as a symbol of public faith, and I accept it as a public 

trust to be held so long as I am true to the ethics of the police service.  I will constantly 

strive to achieve these objectives and ideals, dedicating myself before God to my chosen 
profession – Law Enforcement.

C.
Code of Ethics – Town of Elkton


1.
Reference to Town Charter and Code, Chapter 2.16 (Code of Ethics)


2.
All employees of the Elkton Police Department will be accountable to the Code of Ethics 

as established in the Town Charter.  

 

 
 

 

 

  



A.
Authority

The Chief of Police shall have the power to make any rules necessary to promote the effective and efficient performance of the duties of the Department and to ensure the good government of the Department and its employees.  The authority of the Chief shall also include the power to suspend, amend, rescind, abrogate or cancel any rule adopted by him or by any former Chief of Police.
B.
Policy


1.
It is the policy of the Elkton Police Department that all employees shall comply with the 

rules of conduct as herein stated, with the additions and amendments to these rules 

that may be promulgated and with all other orders and directives, either verbal or 

written, which may be issued by competent authority.  The violation of any rule of 

conduct, procedure, or lawful order, whether written or verbal, subjects the violator to 

disciplinary action.  

2.
Ignorance of the rules, procedures and orders of the Department is not justification for 

any such violation.  An employee shall be responsible for his own acts and he may not 

transfer to others his responsibility for executing or failing to execute any lawful order 

or police duty.  

C.
Unbecoming Conduct


1.  
As the most visible representative of government, employees must display unblemished 
professional conduct.  To that end, employees are duty bound to avoid excessive, 

unwarranted or unjustified behavior that would reflect poorly on themselves, the 

Department, or the Town government regardless of duty status.  Employees will refrain 

from using harsh, violet, profane or derogatory language which would demean the 

dignity of any person.

2.
Department members will not display or post photographic images of police 


department uniforms, vehicles, equipment, facilities or other property in any area that 

may be viewed by the public or on any social networking site (e.g. Facebook, My Space, 

etc.).  Photographic images include, but are not limited to digital, computerized, cellular 

phone, produced or reproduced.


  





EXCEPTIONS:  Photographs of members/equipment taken or displaced for official 

purposes (e.g. Office of the Year Award, Recruitment, etc.).  


3.
A supervisor will not injure or discredit a subordinate through unreasonable, unjust, 

arbitrary or tyrannical conduct or abusive language. 


4.
An employee of the Department shall not maliciously threaten, strike or assault any 

other employee of the Department.

D.
Insubordination


1.
Employees of the Department shall, unless otherwise directed by competent authority, 

transact all official business with employees senior in rank or classification only through 

the official chain of command.


2.
An employee shall promptly obey all lawful orders of a superior, including those from a 

superior relayed by an employee of equal or lessor 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.


3.
Employees 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.  


4.
Any order may be countermanded in an emergency.  An employee countermanding a 

prior order will immediately report the reason for his action to his immediate 


supervisor.  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.  

5.
At the scene of any incident, the assigned police employee shall be in charge until 

relived at the direction of another police employee senior in rank.  

  



E.
Criticism


An employee shall not criticize or ridicule the Elkton Police Department, any other Town Department, or the Maryland Judiciary, 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 Elkton Police Department, other Town agency or the Judiciary by impairing their efficiency or interfering with their operation or maintenance of discipline.  

F.
Abuse of Position


1.
While deprived of police powers, police employees of the Department will not wear the 

uniform and will not represent themselves in an official capacity as an employee of the 

Department.


2.
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 without the approval of the Chief of Police.  


3.
An employee shall not permit or authorize the use of his name, photograph or official 

title identifying him as an employee of the Elkton Police Department in connection with 

testimonials or advertisements of any commodity or commercial enterprise or for 

personal reasons without the approval of the Chief of Police. 

4.
An employee shall not sign a petition without the authority of the Chief of Police when 

his signature identifies him 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.


5.
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 

the Chief of Police. 
  



G.
Associations  


1.
An employee shall avoid associations or dealings with persons whom he knows, 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.  


2.
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.  


3.
An employee of the Department shall not in any manner affiliate himself 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 has 

adopted the policy of advocating or approving the commission of acts of force or 

violence to deny any person his 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.  
H.
Immoral Conduct


Every employee shall maintain a level of moral conduct in his personal affairs which is in keeping with the highest standards of the law enforcement profession.  No employee shall be a participant in any incident involving moral turpitude which compromises or has the potential to compromise his ability to perform as a law enforcement officer or as an employee of the Elkton Police Department, or causes the Department to be brought into disrepute.  

I.
Conformance to Laws


1.
An employee shall not violate his/her oath of office and trust or any other conditions of 

their employment with the Town of Elkton or commit an offense punishable under the 

laws or statures of the United States or any sovereign nation, the State of Maryland, or 

public local laws or ordinances.  

  




2.
Whenever an employee, civilian or sworn, is arrested or charged with a crime or any 

traffic violation or is served with an arrest warrant, criminal summons, criminal 


information or indictment naming them as a defendant, to include civil litigation, he/she 
shall immediately notify his/her Lieutenant.  The Lieutenant will determine the extent of 
immediate notification through the chain of command based on the severity of the 

circumstances and the charges placed against the employee.


3.
The employee shall complete a Commanders Information Report to be forwarded to the 
Chief of Police.  The report shall include copies of all citations or appropriate paperwork 

received by the employee to include warrants/summons.  All information will then be 

placed in an envelope marked “Confidential” and addressed to the Chief of Police.  


4.
Parking violations, except when they are issued to a department vehicle, are exempt 

from this subsection.

5.
It shall be the responsibility of the employee to notify the Chief of Police through the 

chain of command, in writing, of any follow-up action to include trial dates, fines or 

judgments.  

J.
Payment of Debts


1.
Employees of the Elkton 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 his job or have negatively reflected on the reputation or 


effectiveness of the Department.  


2.
Absent extenuating circumstances, disciplinary action shall be inappropriate where:



a.
The employee has made a genuine and sincere effort to pay his debts, or



b.
The employee has filed for a voluntary bankruptcy petition.

  



K.
Seeking or Accepting Gifts, Gratuities/Bribes


1. 
A police employee shall not solicit, seek or accept any gift or gratuity, including food or 

drink, for himself or another, from any individual, business establishment or merchant 

where such offer of acceptance can be construed to be an effort to influence his official 

conduct as an Elkton police officer.  


2.
A police employee shall not receive, seek, solicit or share in any fee, reward or other 

reimbursement for the performance of his official duties, or for his failure to perform 

official duties, except as directed by the Chief of Police.  He shall immediately report any 
offer, or attempted offer of money or other gratuity, made in an effort to influence his 

official conduct.  

3.
Employees of the Elkton Police department will not solicit or accept any subscription or 

contribution for any purpose whatsoever except in conformance with Department 

policy.   

L.
Political Activity


The political associations and political conduct of employees of the Elkton Police Department shall be in conformance with the established policies and procedures of the Department.

M.
Labor Activities

An employee shall not engage in any strike or job action.  Strike or job action includes, but is not limited to, a failure to report for duty, willful absence from duty, unauthorized holidays, sickness unsubstantiated by physician’s statement, stoppage of work, or the abstinence in whole or in part from the full, faithful and proper performance of the duties of employment for the purpose of inducing, influencing or coercing a change in conditions, compensation, rights, privileges or obligations of employment.  

N.
Secondary Employment


A police employee shall not be employed in any capacity in any other business, trade, occupation, or profession while employed by the Elkton Police Department; except as established by Department and Town policy and when approved by the Chief of Police.  

  



O.
Department Communications


1.
An employee shall submit all reports, both verbal and written, required by the 


Department, on time and in accordance with established procedures.  All official 

business transacted by Department employees must be processed through official 

channels.


2.
The following procedure will govern the submission of reports in administrative 


investigations:



a.
During any administrative investigation an accused employee shall, upon order 


of competent authority, submit a written report detailing the facts concerning 


his involvement in the incident being investigated.


b.
Whenever an accused employee of the Elkton Police Department is ordered to 


submit a detailed report concerning an incident in which he is alleged to have 


been involved and if the authority ordering the report knows or should have 


known, that the report is likely to contain information which may be used as 


evidence against the employee in a disciplinary hearing, then the authority 


ordering the report will, at the time of such order, provide the member with a 


copy of Notification of Investigation (EPD Form 56) and Order of 



Interrogation/Waiver of Rights (EPD Form 57).  The Form 56 should clearly state 


that the recipient is the subject of an investigation and clearly include the 


nature of the investigation.  These criteria do not apply to the submission of 


procedural reports required by Department standard operating procedure, rule 


or policy.  The original of Form 56 will be attached to the report of investigation 


concerning the incident.  

3.
A police employee shall report to his superior all information that comes to his attention 
concerning organized crime, racketeering, vice conditions, etc.
  




4.
All reports submitted by employees of this Department 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.


5.
All reports submitted by employees of this Department 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. 


6.
An employee shall treat the official business of the Department as confidential.  


Information regarding official business shall be disseminated only to those for whom it 

is intended in accordance with established Department procedures.  An employee may 

remove or copy official records or reports from the Department only in accordance with 

established 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.  


7.
The content of draft promotional and transfer lists or other material labeled “Draft” or 

“Confidential” must be treated with the utmost sensitivity, as items of this nature may 

differ significantly when finalized.  Only those employees officially directed under 

competent authority to review, discuss or have input into draft and confidential 


material may divulge the content of said material and then only to employees 


specifically authorized by official directive.


8.
The use of EPD telephone (including calls from cellular phones) and FAX machines, 

computers and photographic equipment, shall be limited to the conduct of official 

business except for personal or emergency calls made/received in accordance with 

established policy.  
  





a.
Cellular telephones:  Cellular telephones are issued to personnel who serve in 


an on-call status such as Command Staff, Criminal Investigations, Street Crimes 


Unit or in situations that may require frequent telephone use during a tour of 


duty.  The Chief, at his discretion, may authorize the issuance of additional 


cellular telephones to personnel based on duty assignments and need.



b.
Officers incurring overages on department issued cellular telephones may be 


required to pay the difference of those charges.  Repeated occurrences may 


result in disciplinary actions.  Supervisors should use reasonable and prudent 


judgment when assessing overages (how much over, what type of calls such as 


personal, business, etc.).  The spirit is to prevent abuse of the telephone not 


limit its intended use.  

P.
Interrogations


1.
In all instances where an employee of the Elkton Police Department has been accused of 
an act of misconduct or of any other impropriety, the commission of which is a violation 

of any Department rule of conduct, procedure or order, the employee shall, after being 

advised of his rights as specified in the Department disciplinary procedures, be subject 

to the procedures outlined in this chapter.  To the extent that the allegations of 


misconduct against an employee may also involve a violation of the criminal law, the 

procedures outlined in this chapter must be administered consistent with established 

constitutional rights guaranteed to all individuals charged with, or suspected of, criminal 
offenses.

2.
During any administrative investigation an accused employee shall, at the request of 

competent authority, submit to an interrogation and polygraph examination.  The 

questions to be asked during the interrogation and the polygraph examination will be 

related specifically, directly, and narrowly to the performance of the employee’s official 

duties and to the subject matter of the current investigation. 

3.
On the order of competent authority, an employee shall submit to any medical, 


chemical, or other tests, photographs or lineups that are deemed necessary.  All 


procedures carried out under this rule shall be specifically, directly and narrowly related 

to the nature and scope of the accused’s employment and conduct.

  



Q.
Reporting For Duty

1.
An employee of the Department shall not absent himself without properly approved 

leave.

2.
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.


3.
Every employee shall log or have logged for him on the appropriate form the time his 

tour of duty began and ended.


4.
If any employee of the Department is unable to report for duty due to sickness or other 

cause, such employee shall, as soon as possible, notify his immediate superior of the 

reason for his absence.  


5.
Police employees, while off duty, shall be subject to call at all times.  In the event of an 

emergency or potential emergency, police employees ordered to an “inactive – on call” 

duty status and those required to leave word where they may be reached, will notify the 
on-duty office associate of the location and telephone number where they can be 

contacted.

R.
Fictitious Illness or Injury Reports


An employee shall not feign illness or injury, falsely report himself ill or injured, or otherwise deceive or attempt to deceive any official of the Department as to the condition of his health.

S.
Interference with Duty


1.
An employee shall not attempt to bring influence to bear on the Chief of Police for the 

purpose of securing promotion or reassignment, or to avoid penalties for violations of 

the Department’s policies, rules and procedures.


2.
An employee shall not interfere with cases assigned to other employees for 


investigation without consent, except by order of a superior officer; nor shall he 


interfere with the operation of a division, section or unit.  An employee shall not 

interfere with any lawful arrest or any prosecution brought by other police employees 

of the Elkton Police Department or any other Department or person.  
  




3.
An employee of the Department shall not be directly or indirectly concerned with 

making arrangements, agreements, or compromises between a criminal and a person 

who has suffered from his 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 his immediate superior 

without delay.


4.
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 him first.  

T.
Abuse of Process/Withholding Evidence


An employee shall not intentionally manufacture, tamper with, falsify, destroy, or withhold evidence or information, or make any false accusations of a criminal charge.

U.
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 his 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.

V.
Suggestions Pertaining to Services


An employee shall not recommend or suggest in any manner, except in the transaction of personal business and then representing himself 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. 
  W.
Requests for Assistance

1.
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.


2.
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.

X.
Citizen Complaints


An employee shall courteously and promptly accept any allegation or complaint made by a citizen against any employee of the Elkton Police Department.  The receipt and processing of all complaints shall be in conformance with established Department procedures.

Y.
Courtesy


1.
An employee shall be courteous to the public and to fellow employees.  He shall be 

tactful in the performance of his duties, shall control his temper and exercise the utmost 
patience and discretion; he shall not engage in argumentative discussions even in the 

face of extreme provocation.  While on duty or in the performance of his duties he shall 

not use coarse, violet, profane or insolent language or gestures toward the public or 

fellow employees.  He shall not express any prejudice or use language which might be 

insulting or demeaning to the public or fellow employees concerning race, sex, religion, 

politics, national origin, lifestyle or similar personal characteristics.


2.  
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 prescribed by the 

Chief of Police. 
Z.
Identification

1.
During the times that a police employee is not readily identified by the uniform of the 

Elkton Police Department, he shall carry his badge or identification card on his person.  

He shall furnish his 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 his 

duties.

  




2.
When a police employee makes a traffic stop or makes an arrest while in plain clothes, 

he shall identify himself to the violator and display his badge and/or identification card.
AA.
Personal Appearance


A police employee will maintain a neat, well-groomed appearance and will style his hair and wear his uniform consistent with established Department policy and procedure.

BB.
Neglect of Duty


1.
Department employees shall be punctual in attendance to all calls, requirements of 

duty, court appointments and other assignments.


2.
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 him to neglect or be 

inattentive to that duty.  


3.
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 of Department 


administrative attention is considered neglect of duty. 


4.
A police employee will not, without proper authorization, absent himself from his 

assigned place of work during his tour of duty.


5.
An employee will remain awake and alert while he is on duty.  If unable to do so, he will 

report to his superior officer, who will determine the proper course of action.


6.
A police employee may be authorized to suspend patrol or other assigned activity, 

subject to immediate recall at all times, for the purpose of having meals during his tour 

of duty, but only for such periods and at such times as are authorized by his superior.  

He will inform communications dispatch of his location when he leaves service.

CC.
Use of Alcoholic Beverages

1.
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 employees’ immediate superior.  

  




2.
An employee will not report to work with any level of alcohol in his system.


3.
Inactive-on call / Unrestricted standby / Recalled to duty



a.
Inactive-on call – An employee ordered to an inactive-on call duty status will not 

consume alcoholic beverages during the time that he is on call.



b.
Unrestricted standby – An employee who, by virtue of a written or verbal order, 


duty schedule, etc., is informed that he has been placed on unrestricted standby 

duty status and that it is expected he will be able to immediately report for duty 

if called, will not consume alcoholic beverages.



c.
Recalled to Duty – An employee not in an inactive-on call or unrestricted duty 


status who has consumed alcoholic beverages and is recalled to duty will notify 


the supervisor on duty of his condition and will refrain from further 



consumption of alcoholic beverages.  The employee will be afforded sufficient 


reporting time to assure the alcohol is no longer in his system.  


4.
No employee of the Department will bring any intoxicating beverage into any building or 
property officially occupied by the Elkton Police Department; except as evidence, 

recovered property, for department sanctioned training or pursuant to Department 

property held procedures and excluding commercial or prescribed medication.

DD.
Use of Drugs


An employee will not use any controlled substance, narcotic, hallucinogen, or marijuana except when prescribed in the treatment of an employee by a licensed physician or dentist.  When controlled substances, narcotics, hallucinogens, or marijuana is prescribed an employee will notify the Chief of Police within twenty-four (24) hours of receipt of the prescription.  The Chief of Police may direct the employee to report to the Department’s medical advisor who will determine the officer’s fitness for duty while taking the prescribed medication.
EE.
Treatment of Persons in Custody

1.
A police employee will not mistreat persons who are in his custody.  He will handle 

persons in accordance with established Department procedures.  


2.
A police employee of the Department will not, without proper authority, release any 

prisoner in his charge or, through neglect or design, allow any prisoner in his charge to 

escape.
  



FF.
Use of Force


A police employee, acting in his official capacity, will not use unnecessary or excessive force.

GG.
Firearms


Weapons shall not be used, displayed, or handled in a careless or imprudent fashion or contrary to Elkton Police Department policy.

HH.
Department Equipment


1.
Department equipment will be used and maintained in accordance with established 

Department procedures and will not be abused, damaged, altered or, through 


negligence, lost.  An employee of the Department will not cause or contribute to the 

damage, abuse, alteration or loss of any Department equipment through negligence or 

carelessness.  An employee may not convert to his own use or in any way 


misappropriate Department equipment/property.

2.
Any employee of the Department deprived of his police powers will turn in all 


Department issued equipment designated in the order suspending his police powers.  

Employees under suspension are not permitted to operate a Department vehicle.


3.
An employee will operate an official vehicle in a careful and prudent manner, and will 

not, through negligent or careless operation, incur or cause damage to be incurred to 

Department property or to the property of another.  He will obey all laws of the State of 

Maryland, or any other state and all local ordinances, and conform to all Department 

procedures and regulations pertaining to operation and maintenance of any 


Department vehicle assigned to him on a permanent or temporary basis.  An employee 

will, at all times, set a proper example for other persons by his operation of a vehicle.


4.
Damage to or loss of Department equipment will be reported in conformance with 

Department procedure.


5.
An employee will not have any item of Department equipment repaired, adjusted, or 

modified without official authorization.  

  




6.
Only employees of this 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 Elkton Police Department; however, specific exceptions 

to this rule may be authorized by the Chief of Police.

II.
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.

JJ.
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 while using a Department vehicle.  Sexual behavior is any sexual act, sexual contact, or vaginal intercourse as defined in Criminal Law Section 3-301, of the Annotated Code of Maryland.

KK.
Ethics

A basic role of government is to provide an environment conducive to human growth and endeavor, free from arbitrary intrusion.  To that end, laws are made and enforced for the common good of society.  It is the role of the police to stand as the defender of that social contract between citizens and their government.


To accomplish this goal certain professional and personal traits are essential.  Therefore, employees shall:


1.
Serve to protect and safeguard lives and property, protect the community from 


deception, oppression, intimidation, violence and disorder; and protect the 


constitutional rights of all citizens to liberty, equality and justice.


2.
Maintain exemplary personal traits of honesty, morality, self-restraint, courage, 


obedience to the law and respect for the rights and liberty of all persons.  

  




3.
Recognize the badge and oath of office as a personally binding commitment to public 

office, public trust and professional ethics: surmounting personal feelings or prejudices 

that may denigrate that oath.


4.
Professionally execute official duties regardless of the race, sex, religion, sexual 


orientation, gender dysphoria, disability, or financial status of persons requiring assistance.


5.
Display a commitment to law enforcement with courtesy, without fear or favor, without 

malice or ill will, without using unnecessary force and without accepting gratuities. 

LL.
Loyalty


Employees will exercise reasonable discretion in the performance of their duties.  Recognizing that decisions will frequently be extremely difficult and made in emergency situations;  employees are legally, professionally and personally bound to exercise those judgments within the confines of their loyalty to their oath of service and their obligation to the law, regardless of personal hardship or discomfort.

MM.
Use of Force

The role of the police to control situations within their responsibility may be achieved through advice, warning, persuasion, or by the use of physical force.  Recognizing that reasonable physical force may be necessary in situations which cannot be otherwise controlled, reasonable force may be used when other reasonable alternatives have been exhausted or would clearly be ineffective under the particular circumstances.  Officers are permitted to use whatever force is reasonable under the circumstances to protect themselves or others from imminent bodily harm.  
NN.
Integrity


The dishonesty of a single employee may impair public confidence in the entire Department.  Submission to even minor temptation may lead to the complete destruction of an employee’s credibility and effectiveness and may contribute to the corruption of countless others.  The personal and collective integrity of the Elkton Police Department is one of the foremost responsibilities of all employees.

  



OO.
Employee Relations with Vendors and Contractors


Employees representing the Department in business transactions with outside business organizations or private vendors shall conduct themselves in a fashion that reflects favorably on them and the Department.  Acceptance of gratuities or benefits is prohibited.  
PP.
Attention to Duty


Most police work is conducted without close supervision.  Employees shall maintain a strong personal commitment to properly perform duties.  Failure to honor this commitment results in a reduction of professional standards, a potential diminution of public service and a potential increase in jeopardy to others.

QQ.
Dedication to Duty


1.
Employees shall not engage in any activity or personal business on duty that would cause 
them to neglect or be inattentive to that duty.


2.
Employees shall not, without authorization, leave their assigned workplace during their tour 
of duty.  They shall remain awake and alert while on duty.


3.
Officers shall immediately take appropriate action on occasion of a crime, disorder or other 
conditions deserving police attention.


4.
Employees shall maintain satisfactory performance with respect to the execution of any 
of the 
duties and tasks set forth in their Position Description.  Failure to adhere to the foregoing will 
be considered neglect of duty.

  



Definitions           

For the purpose of this Chapter, the following definitions will apply:

Administrative Investigation -  Any inquiry initiated by command or supervisory personnel of this Department, into alleged inappropriate or wrongful actions of another employee, which inquiry is intended to lead to an objective finding.

Adverse Material -  "A law enforcement agency may not insert any adverse material into any file of the officer, except the file of the internal investigation, unless the officer has an opportunity to review, sign, receive a copy of, and comment in writing upon the adverse material, unless the officer waives these rights."  Annotated Code of Maryland, Public Safety Article 3-104 (0)(1).  Therefore, in accordance with the Law Enforcement Officers' Bill of Rights, adverse material relating to a Police Department employee which the employee has not had an opportunity to review, sign, receive a copy of, and comment in writing upon, may only be maintained in the Internal Affairs files.

Brutality - Is considered to include any situation wherein a law enforcement officer, while acting in his official capacity, resorts to the use of force which is unnecessary in its origin and application; or if force is deemed necessary, is excessive in its application.  May be synonymous with “excessive force.”
Complaint - An allegation of misconduct or a violation of Department rules of conduct, policy, or procedure against an employee of the Agency. 

Complainant - The aggrieved person, a member of the aggrieved person's immediate family, or a parent or guardian in the case of a minor child, or any person with firsthand knowledge obtained through his presence at and observation of the alleged incident.

Counseling - Supervisory counseling of subordinates is a non-disciplinary action.

Department - Elkton Police Department
Emergency Suspension - A temporary suspension of police powers and duties imposed against a law enforcement officer, with or without loss of compensation, on authority of the Chief of Police, by a supervisory officer superior in rank when it appears that such action is in the best interest of the public and the Department.

Exonerated - The investigation concluded the alleged acts did occur, but the acts were justified, lawful and proper according to policy and procedure.

  



Formal Hearing - Any proceeding conducted by a Hearing Board for the purpose of taking or adducing testimony or receiving other evidence in connection with charges filed against a Department employee. 

Hearing Board - A board authorized by the Chief of Police to conduct a hearing on a complaint.  Members of a board will be selected from the total uniformed complement of the Department or from another agency with the approval of the Chief of that other agency.  Board members may not have participated in the investigation or interrogation of the accused law enforcement officer.

Incompetence - Evidence of incompetence may include, but need not be limited to: a history of poor performance appraisals and promotional potential ratings; an aggregate of infractions of Department rules, regulations, procedures, directives or orders; a demonstrated lack of knowledge of the application of laws required to be enforced; an unwillingness or inability to perform assigned tasks; failure to conform to work standards established for the employee's rank or position; negligence resulting in duties not being performed or performed in an unacceptable manner; failure to take appropriate action on the occasion of a crime, disorder, or other condition deserving police attention; absence without leave; unnecessary absence from the assigned patrol or place of work during a tour of duty.  The repeated inability to perform assigned duties due to physical incapacitation brought about by an employee's excessive use of alcohol shall also be considered evidence of incompetence.  Incompetence may be addressed as a performance-based, non-disciplinary issue or may constitute misconduct, depending on the circumstances.
 Law Enforcement Officer - Any employee of the Department who, in his official capacity, is authorized by law to make arrests; but not including any law enforcement officer serving in a probationary status, except when allegations of brutality in the execution of his duties are made.  The term "law enforcement officer," as used in this Chapter, will include all police employees employed by the Elkton Police Department.  The term "probationary status" includes only a police employee who is in that status upon initial entry into the Department.

Loss of Police Powers - The act by which a police employee of the Department is temporarily deprived of the powers and immunities granted him as a law enforcement officer.

 Non-Enforcement Duty Status - The status during which a police employee of the Department is temporarily deprived of the powers and immunities granted to him as a law enforcement officer.  For purposes of compensation, he shall retain his status as an employee of the Department, but shall be assigned administrative, clerical or other non-enforcement duties.

 Non-Sustained - The investigation failed to discover sufficient evidence to clearly prove or disprove the allegations

  



Party - The accused, his representative or the prosecutor.

Penalties -   Except for summary punishment, the Department's final disciplinary authority rests with the Chief of Police.  Any supervisor or Hearing Board may recommend disciplinary action.  Recommended penalties may include, but are not limited to:


1.
Written Reprimand


2.
Loss of Regular Leave


3.
Transfer


4.
Fine


5.
Suspension


6.
Loss of Annual Leave


7.
Other action which would be considered a punitive measure


8.
Loss of Police powers


9.
Demotion


10.
Dismissal

Summary Punishment - Formal disciplinary action which may be taken for minor violations of Department rules, policy, or procedure when:


1.
The officer accepts the punishment recommended by his supervisor as approved by 


the Chief of Police.


2.
The facts which constitute the minor violation are not disputed.


3.
The employee waives the formal hearing provided for in this Chapter by completing the 


Waiver of Hearing Board and Acceptance of Summary Punishment form (EPD Form 64).

Suspension -  The penalty by which a police employee of the Department is, for the purposes of compensation, deprived of his status as an employee of the Department for one or more consecutive or non-consecutive calendar days.  Consecutive days may be interrupted as required, by mandatory appearances before courts, regulatory agencies or administrative bodies.

   



Sustained  - The investigation  disclosed sufficient evidence to clearly prove the allegations.

Transfer - The Chief of Police has the authority "...to regulate the competent and efficient operation and management of a law enforcement agency by any reasonable means including, but not limited to, transfer and reassignment if that action is not punitive in nature; and the Chief determines that action to be in the best interest of the internal management of the law enforcement agency…” Annotated Code of Maryland, Public Safety Article 3-102(c).
Unfounded - The investigation indicates the alleged acts did not occur or failed to involve police employees.

 
 

 

 

 

 

 
 

 

 
 

 
 

    



A.
Citizen Complaint Processing                          


1.
All citizen complaints, originating outside of the Department, against employees 

of the Department shall be processed as directed in this Section.  The employee 


first acquiring knowledge of the complaint will immediately notify the Chief of 


Police, Lieutenant or the patrol supervisor on duty.


2.
Prior to any formal investigation or disciplinary action being taken, the Chief of 


Police will be informed, via a Commanders Information Report (EPD Form 114), 


of the circumstances surrounding the complaint.  The Chief of Police will then 


screen the complaint and provide direction as to the appropriate course of 


action to take in the matter.


3.
The Complaint Against Personnel Report (EPD Form 54) will then be placed in an 

envelope, sealed, and given to the Chief of Police.  The Chief of Police will 


review the Complaint Against Personnel Report and any additional related 


reports and assign an Internal Affairs case number if appropriate. 


4.
Verbal complaints of misconduct by citizens will be documented by the 



reviewing officer as if such complaints were made in writing.  Serious complaints 

should be supported by a written statement by the complainant.  If the 



complainant refuses to document the complaint, and the allegation, if factual, 


would constitute misconduct, the receiving officer will document the complaint 


in writing, on the Complaint Against Personnel Report (EPD Form 54).


5.
All alleged acts of misconduct or violations of any Department rule, policy, or 


procedure must be investigated and the results of such investigation acted 


upon, consistent with the Chief of Police’s prerogative to disregard trivial or 


chronic complaints which he deems unsubstantiated.



a.
Nothing precludes the Department from investigating allegations 



against 
employees from whatever source received, consistent with the 



law, when it is determined that such investigation is in the best interest 



of the Department.

    





b.
Anonymous complaints should not, per se, be excluded from investigation.  


Efforts should be made to gain the cooperation of the complainant.  Many 


anonymous complaints, by their very nature, are difficult to substantiate; yet, 


this should not preclude a preliminary inquiry into the matter.  Where possible, 


a preliminary inquiry into the complaint will be made.  The investigation will be 


terminated if additional evidence cannot be obtained.  The case will be 



documented and the officer may be informed of the nature of the complaint 


and the result of the investigation.


6.
Any Department employee who subjects a complainant or witness to 



harassment shall  be subject to appropriate disciplinary action.  This in no way, 


however, prohibits the right of an officer to bring suit arising out of his duties as 


a police officer.

B.
Employee Complaint Processing

1.
Any employee desiring to file a complaint against another employee of the Department 

of the same or superior rank or classification, may submit the complaint directly to the 

Chief of Police.  Such complaints must be submitted in writing and signed by the 

employee initiating the complaint.


2.
Any employee desiring to file a complaint against another employee of the Department 

of lower rank or classification, may submit the complaint directly to the Chief of Police 

or to the employee's immediate supervisor.  Such complaints must be submitted in 

writing and signed by the employee initiating the complaint.

C.
Excessive Force Complaint Processing

1.
A complaint against a law enforcement officer, alleging brutality or excessive force in the 
execution of his duties, may not be investigated unless the complaint be duly sworn to by the 
aggrieved person, a member of the aggrieved person's immediate family, or by any person 
with firsthand knowledge obtained through presence at and observation of the alleged 

incident, or by the parent or guardian in the case of a minor child, before an official 

authorized to administer oaths.  An investigation which could lead to disciplinary action 

for brutality may not be initiated and an action may not be taken unless the complaint is 
filed within 366 days of the alleged brutality, unless the Department has been otherwise 
notified of the incident.


    




2.
When a complainant fails to swear to a brutality complaint, he will be advised that 

pursuant to law, the Department may not investigate an allegation of brutality unless 

sworn to, and an effort will be made to obtain the cooperation of the complainant.  If 

the complainant still refuses to swear to the complaint of brutality and the allegation, if 

factual, would constitute misconduct, the receiving officer will document the complaint 

on a Complaint Against Personnel Report (EPD Form 54).  The report will contain a 

notation that the complainant refused to swear to the complaint of brutality and will 

allege a specific act of misconduct other than brutality, e.g. unbecoming conduct, 

mistreatment of persons in custody, unnecessary use of force, etc.  Such complaints will 

be processed in the same manner as other citizen complaints.  
D.
Supervisory Disciplinary Action Procedures

1.
Before taking disciplinary action against an employee, the Chief of Police will assure that:



a.
The problem is documented in writing.



b.
The employee is provided a completed Notification of Complaint - Waiver of 


Rights (EPD Form 56) prior to requesting a written report, and the opportunity 


to consult with counsel or other responsible representative of his choice prior to 

submitting the report.  The Form 56 should clearly state that the recipient is the 


subject of an investigation and clearly describe the nature of the investigation.



c.
A detailed report is obtained from the employee, if necessary.



d.
A supervisor has obtained additional information when needed and either 


prepared a report or an endorsement to the employee’s report assessing 


essential facts and identifying chargeable violations that have been 



substantiated.



e.
The Chief of Police will review all related reports and if charges are to be 


preferred, an Internal Affairs case number will be obtained before preparing 


charge sheets.  

 
  
     




2.
The Notification of Charges (EPD Form 58) will be completed with only one charge on 

each sheet.  Each charge will be supported by a reference to a rule of conduct or a policy 
or procedure in the Department Manual or to some other official order or directive of 

the Department or law.  Each charging document must be numbered sequentially and 
referred to by number in all related documents.



To the extent that specific language in Section I of this Chapter, "Rules of Conduct," 

accurately describes the offense allegedly committed by an employee, that language 

should be used in all documents used to process a disciplinary action and in any 


subsequent personnel orders.  Offenses not specifically cited in Section I should be 

described in the language of the particular procedure, directive, etc., violated.



The charge should describe only the offense committed; portions of the rule, procedure, 
or directive containing irrelevant or extraneous language will not be cited.  For example, 
employees are prohibited from divulging information or acting as an official spokesman 

for the Department in matters affecting the official business of the Department without 

prior approval.  Supposing an employee had given investigative information to the local 

newspaper without first obtaining permission and as a result, his supervisor chose to 

initiate disciplinary action, the text of the charge being brought against the employee 

should appear as follows:  "An employee shall not...divulge investigative 


information...either in an official or unofficial capacity without first having obtained 

permission from his commanding officer."  The charge addresses the specific offense 

committed by the employee and excludes other offenses included within the rule but 

not relevant to the instant case.


3.
The facts of the case will be reviewed in depth by the Chief of Police and he will 


determine whether to proceed with summary punishment or to defer the case to the 

hearing board.

E.
Formal Counseling of Police Employees                                           



1.
Inappropriate behavior or minor infractions of Department policy by a 



Department police employee which, if continued or repeated, may result in 


disciplinary action, will be documented by using a Personnel Counseling Record 


(EPD Form 69), at a formal counseling session.

      





2.
As a general rule, a formal counseling session will be held as soon as possible 


following such inappropriate behavior or the conclusion of an investigation 


disclosing a minor infraction of Department policy.  The session may be 



conducted by the person assigned as the employee's supervisor at the time of 


infraction or may be conducted by the Chief of Police or his designee with the 


employee's supervisor present.  The particular incident will be discussed with 


the employee, pointing out the deficiencies in the employee's actions.  The 


employee will be given the opportunity to state his views on the matter 



and to suggest corrective action to prevent future occurrences.  At the 



completion of the counseling session, the employee's supervisor, the Chief of 


Police or his designee will recommend a course of action designed to help the 


employee improve in the specific areas addressed or avoid recurrence.



3.
At the conclusion of the formal counseling session, the employee's supervisor 


will prepare the Personnel Counseling Record in duplicate.  The police employee 

will be given the opportunity to review, sign, receive a copy of, and comment in 


writing upon the Personnel Counseling Record.  If an employee refuses to 


acknowledge receipt of the form, "Refused to Sign" will be recorded thereon.  


The original will be placed in the employee's personnel file and a copy will be 


given to the employee.  
F.
Records and Files                 


1.
A Complaint Against Personnel Master File, titled for purposes of the Law Enforcement 
Officers' Bill of Rights, the "Internal Investigation File," will be securely maintained by the 
Chief of Police in case control number sequence.  The file will contain the following:



a.
Complaint Against Personnel Master Ledger containing the following:




1)
Case Control Number




2)
Name of employee involved




3)
Date and time received




4)
Name of complainant




5)
Nature of complaint




       






6)
Date and time of incident




7)
Final disposition



b.
Copies of Complaint Against Personnel Reports and all related investigative 


reports and forms concerning findings.



c.
The "Internal Investigation File" will also contain a cross-reference file system 


showing data pertaining to the complainant and the employee against whom 


allegations have been placed.


2.
In determining whether any portion(s) of a file should be excluded from review, one 

must consider whether the disclosure of that portion of the investigation would:



a.
Interfere with a valid and proper law enforcement proceeding.



b.
Deprive another person of a right to a fair trial or to an impartial adjudication.



c.
Constitute an unwarranted invasion of personal privacy.



d.
Disclose the identity of a confidential source.



e.
Disclose investigative techniques and procedures.



f.
Prejudice or compromise an ongoing investigation.



g.
Endanger the life or safety of any person.


3.
The Internal Investigative files are available for review, but only to the employee who is 

the principal in an investigation and those employees who supervise that employee's 

work.


4.
Confidentiality



a.
All records, forms, files, correspondence and related material that are part of an 

administrative investigation are confidential.  Only those personnel concerned 


with the actual process of the administrative hearing and report review shall 


have access to information developed during an Internal Affairs investigation.
 


       





b.
Inquiries from the news media or other interested persons concerning routine 


Department disciplinary matters will be referred to the Chief of Police.  The 


Chief of Police may release the employee's name, the nature of the charges, 


their resolution and the recommended penalty.  Those cases likely to generate a 

high level of public interest, those involving life threatening situations, criminal 


charges, and those in which the Department is seeking demotion or dismissal 


will be referred to the Chief of Police or his designee.  

G.
Expungement of Files                    


1.
The Law Enforcement Officers' Bill of Rights provides for expungement of any record of a 
formal complaint if:



a.
the officer has been exonerated of all charges in the complaint or the charges 


are determined to be unsustained or unfounded; and 



b.
three years have passed since the findings were rendered by the law 



enforcement agency, 

           

c.    
and the officer submits a written request for expungement of the record. 


2.
The decision whether or not to expunge a formal complaint file lies with the Chief of Police.


3.
Expungement shall be by separation, not by destruction.
 
 

 

 

 

 

 

 

  


       



A.
Investigative Process

An internal investigation is considered to be completed when the complainant and witnesses have been thoroughly interviewed; the Department members have been questioned; all the physical evidence has been competently examined; all logical leads have been fully explored and the case has been comprehensively, accurately and clearly reported.


1.
Complainant - The complainant should be personally interviewed and all possible 
identifiers recorded.  



 a.
The primary goal of any interview is to arrive at the truth.  Every relevant fact 


known to the complainant should be determined.  



 b.
Those questions so often mentioned in the investigative process:  who, what, 


when, where, why and how, should be precisely addressed.  



 c.
Formal tape recorded statements of the complainant's interview should be 


taken whenever possible.  



 d.
Determine if the complainant can be satisfied at the initial stage of the 



complaint.  Frequently, the complainant does not wish an investigation, but 


merely an explanation.  When an explanation is sufficient, the Chief of Police 


will decide whether or not to continue processing the complaint; otherwise,



 e.
Leave the complainant with the knowledge that a full and fair investigation will 


be conducted, and that the complainant will be notified of the results.


2.
Witnesses



 a.  
Whenever possible, all witnesses involved in the matter under investigation 


should be personally interviewed, and depending on the type or severity of the 


complaint, tape recorded statements should be obtained.



 b.
Specific and detailed questions should be asked.



 c.
The motivation of the witness should be sought, such as his relationship with 


the complainant or Department employee.



 d.
Personal identifiers should be obtained.

    


       




3.
Gathering Reports



a.
Department Records - The examination of Department records by the investigator is 

basic to any investigative effort.  Numerous leads may be found in Department 


records:





Offense Reports


             

Arrest Reports





 Incident Reports





Department Logs - Radio, Telephone, etc.





 Patrol Schedules





 Personnel Records





 Field Observation Reports

 

b.
Non-Department Records - The investigator should examine the records and 


documents of all agencies and organizations that Reports from:  





 Other Police Departments





Hospital Records





Physicians Reports





Jail Records





Court Transcripts

   


       





c.
All original reports, Department records, and related documents relevant to 


the investigation will be gathered and preserved by the investigator in an expeditious 

manner.  Written permission or a subpoena may be required to obtain certain 


records, (e.g. physician, hospital).  Where written permission is required, the 


individual whose records are desired will be requested to complete an Authorization 

Release of Information (EPD Form 53).  A copy of all documents obtained by the 


investigator under this subsection will remain with the original case file.


4.
Physical Evidence  



The investigative effort expended on all internal investigations should at least be equal 

to the effort expended in the investigation of crimes where a suspect is known.  The 

investigators should employ all available investigative tools that can be reasonably used 

to determine the facts and secure necessary evidence during the internal investigation.



 a. 
Alcohol - Blood, Breath, Urine - Department employees may be compelled to 


submit to blood alcohol tests,  blood, breath or urine tests, for controlled 


dangerous substances.  (Annotated Code of Maryland, Public Safety Article 3-


104).



b.
Clothing - Accepted investigative techniques shall be followed; however, when 


the officer is the victim damaged uniforms or Department equipment should be 


preserved.

 

c.  
Documents and records:




1)
Motor Vehicle Administration



     
2)
Telephone Bills



     
3)
State Licenses; i.e., real estate, medical, banking, etc.




4)
Search warrants and affidavits




5)
Department Records

 
   


       





d.
Photographs:




1)
Of Complainant - ID photos at the time of the complaint (brutality), etc.




2)
Department Employees - If the employee is the victim, or is injured 




3)
For Identification - A seven photo spread for identification of 




Department employees.  Retain photo spread as evidence.  (Photos 



used should be recent ones)




4)
Of the scene, if it is considered necessary.

 
5.
Polygraph



Polygraph examinations of Department members will be conducted in accordance with 
Annotated Code of Maryland, Public Safety Article 3-104.


    
a.  
Employees may voluntarily submit to polygraph examinations. However, results 


of voluntary exams are not admissible in administrative hearings.


  
b.
Employees may be ordered to submit to polygraph examinations.  On these 


occasions, the results of the examinations cannot be used as evidence in any 


administrative hearing unless agreed to.


    
c.
The results of polygraph examinations are not admissible in criminal 



proceedings, even by stipulation.


   
d.
The law enforcement officer's representative need not be present during the 


actual administration of a polygraph examination by a certified polygraph 


examiner, if the questions to be asked are reviewed with the law enforcement 


officer or his representative prior to the administration of the examination, the 


representative is allowed to observe the administration of the polygraph examination, 

and if a copy of the final report of the examination by the certified polygraph operator 

is made available to the law enforcement officer or his representative within a 


reasonable time, not to exceed ten days after the completion of the examination.  

Annotated Code of Maryland, Public Safety Article 3-104 (m)(2).


6.
Sketches - May be appropriate to supplement photographs.

 
    


       




7.
Statements - Statements are evidence and must be preserved as such.



a.
Department Employees - Generally the interview of Department employees is 


accomplished after the complainant and all witnesses have been interviewed.  


However, this is determined by the character of the complaint and remains the 


option of the investigator.




1)
Department employees subject to interrogation will be notified in 



writing of the nature of the investigation before any interrogation.  The 



interrogation of Department members will be conducted in compliance 



with the provisions of the Law Enforcement Officers Bill of Rights, 



Annotated Code of Maryland, Public Safety Article 3-104 in its entirety.




2)
Department employees may be required to submit reports detailing the 



facts concerning their involvement in an incident.



b.
When an employee of the Department is required to submit a detailed report 


concerning an incident in which he is alleged to have been involved and the 


authority ordering the report knows or should have known, the report is likely 


to contain information that may be used as evidence against the employee in a 


disciplinary hearing, the report is considered a form of interrogation.  For this 


reason, guarantees provided by the Police Officers' Bill of Rights regarding 


interrogation are applicable.  The authority ordering the report will, at the time 


of such order, provide the employee with a completed copy of Notification of 


Complaint - Waiver of Rights (EPD Form 56) and allow sufficient time for the 


employee to consult with counsel or other responsible representative of his 


choice prior to submitting the report.  The Form 56 should clearly state that 
    

the recipient is the subject of an investigation, and clearly include the nature of 


the investigation.  Excepted are certain procedural reports required by Department 

rule or policy.  The original of Form 56 will be attached to the report of investigation.



c.
If the officer ordering the report has reason to believe that criminal charges 


could be brought against the employee, then the official shall, at the time of 


such order, also provide the employee with an Explanation of Miranda.  
The original 

of this form will be attached to the report of investigation concerning the incident. 
 
    


       



  
8.
Weapons - All evidence regarding firearms will be treated in accordance with established 
procedures.  However, if a weapon is used by an employee, the following should be 
determined:



a.
Is it an approved weapon?



  
1)  Department issue



 
2)  Primary or secondary weapon



b.
Is the ammunition Department approved?



c.
Condition of the weapon - Complete description of weapon; i.e. make, model, 


caliber, serial number, etc.

B.
Interrogation Procedures

1.
All interrogations must be conducted in accordance with the Law Enforcement Officers Bill of 
Rights.



 a. 
Prior to any interrogation, the investigator assigned the case shall be 



responsible for completing a Notification of Complaint - Waiver of Rights (EPD 


Form 56).  The original copy will be signed by the officer being interrogated and 


placed in the original case file.  A copy will be given to the accused.



 b. 
Every officer under investigation, who is to be interrogated for any incident 


which could lead to disciplinary action, will first be allowed to read or will have 


read to him a completed copy of a Notification of Complaint - Waiver of Rights 


(EPD Form 56).  The Form 56 should clearly state that the recipient is the subject 

of an investigation, and clearly include the nature of the investigation.  It shall 


be the responsibility of the investigating officer to complete the form prior to 


any interrogation of the accused.  If the employee desires to waive the rights 


afforded him by the Police Officers Bill of Rights, he shall so indicate by signing 


his name, rank, and ID number in the place provided.  Also, those rights which 


the employee chooses to retain 
shall be noted in the space provided on the 


form.  The investigating officer must be certain that the employee is given this 


opportunity to waive or retain his rights before any statement can be taken.  


The original copy of Form 56 will be signed by the accused and placed in the 


original case file.  A copy will be given to the accused.

     


       





c.
Every police employee under investigation for a violation of Department rules, 


policy or procedure may be required to submit to blood alcohol tests; blood, 


breath, or urine tests for controlled dangerous substances; polygraph 



examinations: interrogations; or submit detailed reports which specifically 


relate to the subject matter of the investigation.  (Some reports may have to be 


prefaced by a "Notification of Complaint/Waiver of Rights")  The results of such 


blood alcohol test; blood, breath, or urine test for controlled dangerous 



substances; polygraph examination; interrogation; or contents of a detailed 


report, are not admissible in any criminal proceedings against the police 


employee when he has been ordered to comply.  The results of a polygraph 


examination may not be used as evidence in any administrative hearing when 


the police employee has been ordered to submit to such an examination by the 


Department unless the Department and the police employee mutually agree to 


the admission of the results.  Such an interrogation, examination, or test must 


be prefaced by advising the accused of certain rights:




1)
Information supplied through his answers will not be used against him 



in subsequent criminal proceedings




2)
His refusal to cooperate in the investigation could ultimately lead to his 



dismissal.  The accused must be advised that failure to cooperate in the 



investigation or to submit to a blood alcohol test; a blood, breath, or 



urine test for controlled dangerous substances; a polygraph 




examination; an interrogation; or submit a detailed report which 



specifically relates to the subject matter of the investigation is itself a 



violation of the rules of conduct of the Elkton Police Department and 



constitutes grounds for disciplinary action.  


d.
A law enforcement officer's representative may be permitted to be present 


during the administration of a polygraph examination if the physical facilities 


will allow for it and if his presence will not, in the opinion of the polygraph 


examiner, disrupt the examination.  For the purposes of this subsection, 


"presence" means that the representative may be constructively present during 


the examination, viewing it from outside the examination room, e.g. through a 


one-way mirror, or physically present in the room.  

      


       






1)
All substantive questions concerning the offense which will be asked 



during the examination will be made available, on request, to the 



accused or his representative.




2)
The polygraph examination shall be tape recorded and the tape, 



including pretest and post-test phases, shall be made available on 



request to either the law enforcement officer or his representative, and 




3)
The polygraph examiner will make available to the accused or his 



representative within a reasonable time, but not more than ten days 



following the completion of the examination, a copy of all reports 



written by the examiner concerning the examination.



e.
During an internal investigation, any officer, regardless of rank, may be required 

by the investigator to submit a statement and answer all questions which 


specifically relate to the subject matter of the investigation.



f.
If the police employee under interrogation is also under arrest, or is likely to be 


placed under arrest as a result of the interrogation, he shall be completely 


informed of all his rights prior to the commencement of the interrogation.  The 


words "all his rights" include his constitutional rights, the Miranda Warnings, as 


well as any other right granted by statute, ordinance, or Department regulation.  



g.
At the request of any law enforcement officer under interrogation, the officer 


shall have the right to be represented by legal counsel or any other responsible 


representative of his choice who shall be present and available for consultation 


at all times during the interrogation, unless waived by the law enforcement 


officer.  The interrogation shall be suspended for a period of time not to exceed 


ten days until representation is obtained.  However, the investigator for good 


cause shown within that ten day period, can extend that period of time with the 

approval of the Chief of Police.
      


       





h.
The law enforcement officer under investigation shall be informed of the name, 


rank, and command of the officer in charge of the investigation, the 



interrogating officer, and all persons present during the interrogation.  All 


questions directed to the officer under interrogation shall be asked by and 


through one interrogator during any one interrogating session.

 

i.
The interrogation shall be conducted at a reasonable hour, preferably at a time 


when the accused is on duty, unless the seriousness of the investigation is such 


that an immediate interrogation is required, but these conditions may be 


waived by the accused.



j.
The interrogation shall take place either at the police department or at any 


other reasonable and appropriate place designated by the investigating officer 


unless otherwise waived by the accused.



k.
The date and time that the interrogation is begun, all interruptions, and the 


time the questioning is terminated shall be recorded.  Interrogation sessions 


shall be for reasonable periods and shall be timed to allow for any personal 


necessities and rest periods as may be reasonably necessary.  


l.
The law enforcement officer under interrogation may not be threatened or 


coerced (e.g., with transfer or dismissal) in any manner whatsoever.



m.  
A complete record, written, taped, or transcribed, shall be kept of the complete 


interrogation, including all recess periods.  After the investigation has been 


completed, and upon request of the police employee under investigation or his 


counsel, a copy of the record of his interrogation shall be made available, not less than 

ten days prior to any hearing.

 
 
 

       


       



C.
Report Format             

To assure uniformity of internal investigation reports, the following format will be used.


1.
Internal investigative reports will be prepared using the detailed report format illustrated in 
Chapter 3 of the manual.


2.
The completed investigation case file will be compiled in the following manner:



a.
Complaint Against Personnel Report (EPD Form 54)


b.
Report of Investigation



c.
Appendices:




1)
Statement of complainant, if different from that of the victim.




2)
Statement of victim, if different from that of the complainant.




3)
Statements of witnesses



4)
Notification of Complaint, Form 56, if applicable



5)
Detailed Report



6)
Explanation of "Miranda" Rights if applicable



7)
Other statements/detailed reports



8)
Additional Exhibits - Photographs, diagrams, charts, etc
D.
Report Flow           

An investigation should be completed and the initial report prepared within thirty days of assignment.  Certain classes of cases will require more prompt attention, while others may justify an extension.

 
 

        


       



A.  
General Provisions

1.
The Chief of Police, or his designee, will be responsible to administer disciplinary 

action against police employees within the Department as described below.


2.
An emergency suspension of an employee's police powers (EPD Form 97) may be 

imposed when it is deemed to be in the best interests of the public and the law 


enforcement agency (Annotated Code of Maryland, Public Safety Article 3-112.)  Such 

a suspension may be imposed against a law enforcement officer by the Chief of Police.  

This article does not prohibit emergency suspension by higher ranking law 


enforcement officers as designated by the Chief of Police.  When an employee's police 

powers have been suspended his Department issued firearm, badge, Elkton Police 

Department identification card, Maryland police officer certification card, and 


assigned vehicle will remain in the custody of the Chief of Police and the employee 

will not exercise police authority.  Access to any department computer will be revoked 

and access to Elkton Police Department property will be restricted.

3.
Actions involving the suspension of police powers are generally related to disciplinary 

matters; however such a suspension may also be imposed in the best interest of the 

employee, the Department and the public for issues related to medical and/or 


psychological considerations.  Where an employee's police powers are suspended for 

medical/ psychological reasons, not associated with the disciplinary process, an 


emergency suspension review hearing is not required.  Instead, these cases will be 

promptly reviewed by a Department appointed physician and, when necessary, 


referred to an appropriate specialist to obtain a fitness for duty evaluation.

 
4.
The Chief of Police shall arrange for the convening of an emergency suspension review 
hearing board in all cases relating to suspensions involving the disciplinary process.  The 
suspended employee will be ordered to appear for the suspension review hearing to 
determine if the suspension will be terminated or continued pending an internal investigation 
and/or disposition of the charge(s).  

 

a.
The Chief of Police shall promptly conduct an emergency suspension review 


hearing or may delegate authority to conduct the hearing to a member of the 


command staff.

 
         


       





b.
An employee whose police powers have been suspended may choose to waive 


the review hearing.  This waiver must be documented in writing, utilizing an 


Emergency Suspension/Waiver of Hearing (EPD Form 59) and submitted to the 


Chief of Police prior to the review hearing.



c.
The review board will be comprised of a Review Person and an agency designee to 

present the circumstances.



d.
The review board shall conduct the hearing in order to formulate 



recommendations to the Chief of Police regarding the emergency suspension.  


The Board shall limit the subject of its review to determining if the



continuation of the suspension of police powers is necessary to protect the 


interests of the public or the Department pending final disposition of the 


charge(s) or investigation.  No factual disputes will be addressed or resolved at this 

hearing.  The Board shall also consider whether other assignment of leave status 

alternatives should be considered.  At this review the employee may:




1)
be accompanied by counsel; however only matters dealing directly with 



the determination of the suspension will be heard



2)
 rebut the reason(s) given for the suspension



3)
 present mitigating testimony



4) 
suggest alternatives to suspension


e.
The presenter of facts will present information to the review board and will 


make recommendations concerning the employee's leave status, temporary 


assignment during the period of suspension and/or whether the suspension 


should continue with or without pay.

        


 f.
An emergency suspension of police powers without pay may only be imposed 



when the suspended employee has been charged with the commission of a 



felony.  




g.
The hearing will be tape recorded.  At the conclusion of the hearing the tape will 


be sealed in an envelope and forwarded to the Chief of Police for retention and 



inclusion in the investigative case file if any.

 
         


       



  

h.
At the conclusion of the hearing the commissioned officer conducting the 


review will advise the employee that the suspension will continue pending the 


Chief of Police's decision and that the employee will be notified of the decision 


in writing.



i.
The Chairman of the Review Board will ensure that the report containing the 


Board's recommendations will be completed and forwarded to the Chief of 


Police expeditiously.


5.
After reviewing the Board's report the Chief of Police may concur, amend or reverse the 
recommendation.  The Chief of Police shall decide whether to continue the suspension and 
whether it will be with or without pay.  When the decision has been made, the Chief of Police 
will ensure that a copy of a personnel order containing the details of his 
decision will be 
issued and promptly delivered to the employee.


6.
The original Review Board report, along with the Chief of Police's endorsement, shall be 
placed in the Internal Affairs case file for retention.  


7.
An employee whose police powers have been suspended shall not exercise police 
authority until those powers have been restored by the authority of the Chief of Police.


8.
In any case of disciplinary action arising out of supervisory responsibilities, an Internal 
Affairs case control number will be assigned before charges are placed.


9.
Charges may be preferred by the Chief of Police or a supervisor under his command.   
Notification of Charges (EPD Form 58) will be completed with only one charge on each 
sheet.  Each charge will be supported by a reference to a rule of conduct or a policy or 
procedure in the Department manuals or to some other official order or directive of the 
Department.  Each charging document will be numbered and charges referred to by their 
corresponding number in all related documents.  To the extent that specific language in 
Section I of this Chapter, "Rules of Conduct," accurately describes the offense allegedly 
committed by an employee, that language should be used in all documents used to process a 
summary action and in any subsequent Personnel Orders.  Offenses not specifically cited in 
Section I should be described in the language of the particular procedure, directive, etc., 
violated.  Charges should describe only the offense committed; portions of the rule, 
procedure, or directive containing irrelevant or extraneous language will not be cited.  
 
          


       




10.
The facts of the case will be reviewed in depth by the Chief of Police and a determination 
made by him whether to proceed with summary punishment or to defer the case to the 
hearing board.  All charges arising out of a single incident shall be disposed of in the same 
manner.


11.
A hearing arising from administrative charges must commence promptly after the date of the 
order assigning the members of the hearing board.  After the initial hearing has been set, the 
date may only be postponed by the chairman of the hearing board on presentment of good 
and substantial reason by either party.

B.
Summary Punishment

1.
Procedure



a.
In all cases when a law enforcement officer is charged with a violation of 


Department rules, policy, or procedure, an officer may elect to have such charges 

heard by the hearing board.  If the Chief of Police considers the charge placed against 

one of his subordinates to be minor, he may allow the accused to elect to have these 

charges disposed of by summary punishment.  In no instance, however, may the 

accused choose summary punishment unless the Chief of Police approves of 


such a course of action.  



b.
The authority to impose summary punishment charges the Chief of Police with 


the responsibility of exercising his authority in a fair and judicious manner.  The 


Chief of Police must ensure that the case investigator promptly provides 


sufficient information to make an appropriate disposition of the incident.  The 


investigation should reveal:




1)
 whether an offense was committed as a result of misconduct;



2)
 whether the employee was involved in the offense;
  


3)
 the disciplinary record of the employee;



4)
recommendations as to sustained or non-sustained factual findings.
 
          


       





c.
Any decision, order or action taken as a result of summary punishment shall be 


accompanied by findings of fact.  The findings shall consist of a concise 



statement of each issue in the case.



d.
If the accused is given the option of choosing the hearing authority, he must 


make his choice within three days after he receives the Notification of Charges 


(EPD Form 58 - front), and if he elects summary punishment, he shall complete 


the Waiver of Law Enforcement Officers Bill of Rights and Acceptance of 


Punishment (EPD Form #58 - reverse).  The failure of the accused to select the 


hearing authority and to submit Form #58 within three days shall be considered 


his waiver of summary punishment and the Chief of Police shall process the case 

in accordance with the procedure specified in the subsection entitled "Hearing 


Board."

   
2.
Penalty Assessment Guide



a.
In order to assure uniformity and objectivity in the assessment of penalties for 


summary punishment offenses, 
the Chief of Police has established a Penalty 


Assessment Guide.  Penalty ranges for such offenses are limited to a maximum 


of $150 fine and/or suspension or loss of leave for three days.  The guide will list 

all of the various offenses, along with the recommended penalty for each 


infraction.



b.
The Penalty Assessment Guide provides the following categories of offenses and 

corresponding penalties:

CATEGORY I - WRITTEN REPRIMAND, UP TO A $50 FINE, OR LOSS OF LEAVE/ SUSPENSION FOR ONE DAY

 INSUBORDINATION:


Failure to follow chain of command.

 CONFORMANCE TO LAWS:

Violation of Traffic Laws On-Duty. 

Violation of Traffic Laws Off-Duty.

          


       



DEPARTMENT COMMUNICATIONS:

Failure to submit required reports.

Late reports.

Use of Department telephone, cell phone, computers, or FAX machine for personal business.

 REPORTING FOR DUTY

Failure to log On/Off and In/Out.

PERSONAL APPEARANCE

Failure to maintain acceptable appearance.

NEGLECT OF DUTY:


Punctuality (assignments, court, etc.).

Inattentiveness to Duty (watching TV, reading, games).

 DEPARTMENT EQUIPMENT:


Failure to maintain.

Damage to.

Loss of Departmental Equipment.
CATEGORY II -  $50 TO $100 FINE OR LOSS OF LEAVE/SUSPENSION FOR TWO DAYS 

 UNBECOMING CONDUCT:
Conduct On-Duty.

Conduct Off-Duty.

CRITICISM:

Ridicule of EPD/Other Agencies.

 

          


       



SECONDARY EMPLOYMENT:

Unapproved Secondary Employment.

DEPARTMENT  COMMUNICATIONS:

Failure to maintain radio contact.

Inaccurate reports.

 COURTESY:

Rude/Discourteous/Argumentative.

Obscene Language/Gestures.

IDENTIFICATION:

Failure to furnish Name/I.D./Assignment.

DEPARTMENT EQUIPMENT:

Off-Duty Misuse of Vehicle.

INSUBORDINATION:

Failure to obey order.

CATEGORY III - $100 to $150 FINE, OR LOSS OF LEAVE/SUSPENSION FOR THREE DAYS 

 FICTITIOUS ILLNESS OR INJURY REPORTS:
Abuse of sick leave.

EVIDENCE FOUND AND RECOVERED PROPERTY:

Failure to secure.

SUGGESTIONS PERTAINING TO SERVICES:

Recommending product/professional service to public.

          


       



REQUESTS FOR ASSISTANCE:

Failure to assist/advise public

Intervening in a civil case.

CITIZEN COMPLAINTS:

Failure to accept complaint.

NEGLECT OF DUTY:

Sleeping On Duty.
 USE OF ALCOHOLIC BEVERAGES:

Failure to obtain permission to consume on duty.

 HEARING BOARD - REFLECTS THOSE OFFENSES RECOMMENDED FOR REVIEW BY A HEARING BOARD

ASSOCIATIONS:

Association with criminal element.

 IMMORAL CONDUCT:

Moral turpitude.

CONFORMANCE TO LAWS:

Violation of criminal laws on-duty.

Violation of criminal laws off-duty.

Perjury.

Driving while intoxicated.

PAYMENT OF DEBTS:

Refusal to pay debts.

          


       



 ABUSE OF POSITION:

Using official position for personal/ financial gain.

 SEEKING OR ACCEPTING GIFTS/GRATUITIES/ BRIBES:

Seeking or accepting Gifts/Food/Drink/Fee/Reward On-Duty.

Seeking or accepting Gifts/Food/Drink/Fee/Reward Off-Duty.

Seeking or Accepting Contributions On-Duty.

Seeking or Accepting Contributions Off-Duty.

 POLITICAL ACTIVITY:

Unauthorized political conduct On-Duty/Off-Duty. 

 LABOR ACTIVITIES:

Job Action/Strike.

DEPARTMENT COMMUNICATIONS:



Failure to report criminal activity.

False reports

Providing Department information to unauthorized parties.

INTERROGATIONS:

Failure to comply with interrogations/polygraph/urine specimens/line-ups/other tests.

 REPORTING FOR DUTY:

Unfit for duty.  

Absent without Authorized Leave.

 

          


       



INTERFERENCE WITH DUTY:

Interfering with criminal/traffic cases.

Revealing identity of plain clothes/covert investigator.

ABUSE OF PROCESS/WITHHOLDING EVIDENCE:



Withholding evidence or information.

EVIDENCE FOUND AND RECOVERED PROPERTY:

Converting to own use Tampering/destruction of.

DEMONSTRATION OF DISCRIMINATION/ HARASSMENT:

An expression, in any form, of discrimination or 
prejudice, such as, but not limited to all forms of discrimination or prejudice, such as, but not limited to all forms of illegal prejudice, expressions of racial/ethnic/religious insults and epithets, gender based derogatory comments and sexual harassment.  Retaliation against reporting is also covered.

 NEGLECT OF DUTY:

Failure to take police/administrative action.

 USE OF ALCOHOLIC BEVERAGES:



Drinking On-Duty.

Authorized alcohol consumption, but consumed to excess.

Consuming alcohol in on-call status.

Possession of alcohol on Department premises. Consuming alcohol beverages while operating Department vehicle.

 USE OF DRUGS:

Possession of C.D.S.

 

          


       



TREATMENT OF PERSONS IN CUSTODY:


Mistreatment of prisoner.

Allowing escape of prisoner.

 USE OF FORCE:

Unnecessary or excessive.

Brutality.

FIREARMS:

Discharge of Firearms Indiscriminate/Careless/ Display or Use.

 INCOMPETENCE:

Performance of duties.



c. 
Supervisors should adhere to the penalties listed for each offense.  The guide is 


structured to take into account such factors as repeat offenders and the 


frequency of offenses committed by an individual.  However, the Penalty 


Assessment Guide, just as its name implies, is a guide and not an absolute 


directory.   Although occasions to deviate from the guide should be rare, 


supervisors may, with adequate justification, choose a penalty assessment 


different from that recommended by the guide, after consulting with the Chief 


of Police.  If an employee has been charged with two violations of the same 


offense within one year, he should be subjected to the penalties of the next 


higher category.  If the violation is more than a minor violation or if the officer 


disputes the underlying facts, the case should be sent to a hearing board.

3.
Penalty Selection



a.
If the offer of summary punishment is considered appropriate, following current 

investigative and administrative procedures as outlined in Chapter 5, Section V, 


Subsection B, then the Chief of Police will determine an appropriate penalty.  

          


       





b.
Once a decision is made, the Chief of Police or designee will properly complete 


the Notification of Charges (EPD Form 58) including the specific charge and facts 

used to support that allegation.  A copy of the completed Form 58 will be 


presented to the accused.  At this time, the accused may be offered summary 


punishment or advised summary punishment is not appropriate and the case 


will be heard by a hearing board.



c.
The accused is not compelled to accept summary punishment and 



penalty 
and may demand the case be heard by a hearing board.  The 



accused employee's decision will be made according to policy contained 


in this subsection.



d.
In cases where summary punishment is not offered or where it is offered and 


refused, the case file and completed Notification of Charges (EPD Form 58) will 


be forwarded directly to the Department's Legal Advisor for processing and 


review.  

4.
Case Flow



a.
After the Chief of Police's disposition, the original case file, Notification of 


Charges/Waiver of Law Enforcement Officers Bill of Rights and Acceptance of 


Punishment (EPD Form 58) will be filed in the Internal Affairs case file.



b.
The Chief of Police shall prepare an appropriate order announcing the 



disciplinary action and designate dates of suspension or loss of leave in 



accordance with dates specified on Form 58.



c.
Records of Disciplinary Action of any case disposed of through summary 



punishment may be filed in the affected employee's personnel file without his 


consent.



d.
After final disposition, the Chief of Police shall give a completed copy of Form 58 

to the accused. 
 
 
          


       



C.
Hearing Board             


The rules and regulations in this subsection define policy for the imposition of discipline within the Department.  These rules and regulations are guides for handling disciplinary actions and generally should be followed.  In unusual situations not covered by these rules and regulations, or where strict adherence to these rules would work an injustice, deviations from the rules and regulations are permitted.  The hearing board chairman and the other 
members of the board should be flexible and should not apply these rules, regulations and rules of evidence mechanically.


1. 
Jurisdiction



a.
It shall be the function of the hearing board to hear all charges against a law 


enforcement officer not disposed of by summary punishment.  Hearings will be 


conducted pursuant to the Administrative Procedures Act as modified by the 


Law Enforcement Officers Bill of Rights.



b. 
Charges should describe only the offense committed; portions of the rule, 


procedure, or directive containing irrelevant or extraneous language shall not 


be cited.  Charges should be prepared as described in the example appearing in 


the subsection relating to summary punishment.


2.
Organization



a.
As designated by the Chief of Police a hearing board chair will be chosen from 


an allied police agency.



 
b.
The Chief of Police will appoint from another agency, with the approval of the 



chief of that other agency, a not less than three member board, one of whom 



shall be of a rank equal to the accused.  No member of the hearing board may 



have participated in the investigation or interrogation of the accused law 



enforcement officer.


   
c.
 When an employee has been offered summary punishment, but elects to have 


a hearing, the permanent chairman will convene a one member or more hearing 

board.  If a single member hearing board is convened, that member need not be 

of the same rank as the accused.  The prosecutor for a single member hearing 


board shall be appointed by the Chief of Police.

 
          


       




3.
Case Preparation



a.
If the accused elects to have the case tried before a hearing board, the case file, 


including the Notification of Charges (EPD Form 58), will be forwarded to the 


Department Legal Advisor for review, with a recommendation from the Chief of 


Police to appoint a prosecutor.  The investigating officer must not be 



recommended for prosecutor if he will be a witness at the hearing.  In every 


instance in which the recommended penalty is dismissal, the case will be 


prosecuted in conjunction with the Department Legal Advisor.



b.
After reviewing the case file, the Department Legal Advisor may indicate that 


the facts contained in the investigation are insufficient to sustain the charge 


being filed against the accused, and so state the reasons for such insufficiency.  


The case file and a copy of the Legal Advisor's endorsement will be maintained 


in the Internal Affairs file.  In any instance when the Department Legal Advisor 


decides not to proceed with a case, the accused shall be notified by the Chief of 


Police of this decision.



c.
The Department Legal Advisor may, after reviewing the case file, find that 


although sufficient merit exists for prosecution, additional information is 


needed to further prepare the case for the Hearing Board.  In this instance, the 


case file with an endorsement by the Department Legal Advisor requesting 


supplementary 
information shall be returned through channels to the Chief of 


Police with an indication that it should be resubmitted when the investigation 


has been completed.



 d.
When a case is reviewed by the Department Legal Advisor and considered 


sufficient for prosecution, the Legal Advisor will forward the case file to the 


permanent chairman of the hearing board and shall forward the Notification of 


Charges to the Chief of Police for presentation to the employee.  After the 


employee has signed the Notification of Charges, the Chief of Police will provide 


the employee with a copy of each charge and forward the original and 



remaining copies to the permanent chairman of the hearing board.  Notification 


of Charges will not be presented to the employee until after they have been 


reviewed by the Legal Advisor.

 
           


       



 

e.
Upon receipt of the case from the Department Legal Advisor and the signed 


Notification of Charges the Chief of Police shall, by special order, appoint a 


prosecutor and hearing board.  The special order accompanied by the case file 


and copy of the Notification of Charges (EPD Form 58) shall be given to the 


prosecutor.  A copy of the special order and Form 58 shall also be given to the 


accused.



 f.
Neither the chairman, nor the members of the hearing board may have access 


to, be given a copy of, nor in any other way be appraised of the contents of the 


investigative file prior to the commencement of the hearing.  Hearing board 


members shall be privileged only to information contained in the Notification of 


Charges (EPD Form 58), which will be forwarded to them by the person 



prosecuting the case.  When the permanent hearing board chairman elects not 


to participate in a hearing, he will forward his copy of the Notification of 


Charges to the appointed chairman of the hearing board.  However, the accused 

shall be furnished with a copy of the investigatory file, excluding the identity of 


confidential sources and recommendations as to charges, disposition or 



punishment, not less than ten days before any hearing if the officer and the 


officer’s representative agree:




 1)
to execute a confidentiality agreement with the law enforcement 



agency to not disclose any of the material contained in the record for 



any purpose other than to defend the officer; and




2)
 to pay any reasonable charge for the cost of reproducing the material 



involved.  




The following fee schedule has been set for the reproduction of 



materials for use by the accused:




(a)
Transcribe tape recordings - $2.50 per page;




(b)
Photocopy existing documents - $.50 per page;




(c)
Duplicate CD-R(s) - $5.00 per disc;




(d)
Duplicate CD-R recordings - $7.00 per disc.

           


       





Fees collected for the aforementioned reproductions must be forwarded to the Finance Office 
of the Town of Elkton for deposit in the general fund.  When the hearing is concluded, the 
prosecutor shall deliver the case file to the Chief of Police.

 
4.
Hearing Procedures



a. 
When the Chief of Police has approved prosecution he shall act promptly to 


select a hearing board and shall appoint one member of that board as its 


chairman.



b.
Both prosecution and defense must exchange the names of all witnesses to be 


called and a copy of all documents and any other evidence to be used at least 


ten days in advance of the hearing date.  To facilitate this exchange, the 



chairman of the hearing board will complete the Notification of Hearing (EPD 


Form 60), and attach to it a copy of Notification of Evidence and Document 


Receipt (EPD Form 61).  Oral statements or tape recorded interviews of 



witnesses to be called at the hearing will be listed on Form 61 and made 


available to the other party, upon request, at least ten days in advance of the 


hearing.



c.
The chairman of the hearing board shall forward copies of the Notification of 


Hearing (EPD Form 60) and Notification of Evidence/Document Receipt (EPD 


Form 61), to both the prosecutor and to the Chief of Police for service on the 


accused at least fifteen days prior to the hearing date.




d.
Copies of the completed Form 61 and copies of all documents and items listed 



therein will be delivered by the prosecution and defense to each other and each 


will certify delivery of the material by signing the Certification Section of the 



Form 61.  If an item of evidence cannot be duplicated, the other party shall be 



given the right to examine it at a time mutually convenient to both parties.  The 



parties, by agreement, may extend the time for exchanging exhibits.  The 



prosecution and defense shall return a completed copy of Form 61 to the 



chairman at least ten days prior to the hearing date.  Failure to exchange the 



required information, documents and other evidence or to return the required 



forms to the chairman within the specified time without good and substantial 



reason may result in evidence being excluded.

           


       





e.
It will be the responsibility of the accused to contact the chairman of the 


hearing board if he does not completely understand the information contained 


on the Notification of Hearing form, or the Notification of Evidence/Document 


Receipt Form.

 


f.
Postponements will be made by the hearing board chairman and all requests 



shall be directed to him and granted only for good cause.  A subsequent hearing date 


will be scheduled at the next earliest date available.
      


g.
Amending Charges - At any time before the verdict, the hearing board chairman 



may grant a motion to amend charges to conform to the evidence or new 



charges to be filed.  In either case, the accused, if requested, will be granted a 



continuance to prepare for the amended or new charges.

         

h.
The chairman of the hearing board shall administer an oath to witnesses who 


will testify at the hearing.  He may also issue summonses (EPD Form 65) to 


compel the attendance and testimony of witnesses, and the production 
  of 


books, paper, records and documents as may be relevant or material.  These 


summonses may be served in accordance with the Maryland Rules of Procedure 


pertaining to service of process issued by a Court, without cost.  However, 


whenever possible, Department personnel will serve such summonses according 

to Department procedures. Either party may request the chairman of the 


hearing board to issue a summons.  The acknowledgment of the summons will 


be returned to the chairman of the hearing board and be made a part of 
  

the case file.



i.
Preliminary Motions - All preliminary motions shall be filed with the chairman at 

least ten days (excluding weekends and holidays) before the hearing date.  The 


parties must respond to these motions in writing within seven days of the date 


received.  The chairman, in consultation with other members of the board, shall 


rule on the motion before or at the hearing.  Absent a showing of good and 


substantial reason, preliminary motions will not be considered on or after the 


hearing date.  The chairman in his discretion will decide on a continuance 


requested as a result of board rulings on preliminary motions.

 
           


       





j.
Plea Bargaining - The prosecutor may engage in plea bargaining at any time 


prior to or during a hearing.  If a plea bargain agreement is reached, approval 


will be obtained from the Chief of Police and the prosecutor will prepare the 


Waiver of Rights/Acceptance of Punishment portion of the Form 58 



acknowledging the waiver of rights and acceptance of punishment as described.  

The prosecutor will then notify the hearing board chairman so that further 


proceedings may be canceled and will sign and forward the Form 58 to the Chief 

of Police.  The Chief of Police will then sign and process the Form 58 following 


procedures outlined in this chapter.



k.
If the accused employee expresses a desire to plead guilty and proceed on a 


statement of facts, but desires the hearing board to decide the penalty, the 


prosecutor will notify the hearing board chairman as to that fact.  If time 


permits, the chairman of the hearing board will notify nonessential witnesses 


that they will no longer be required to testify.  The hearing board will then 


convene to hear the statement of facts, receive the guilty plea, and conduct the 


penalty phase of the proceeding.



 l.
The hearing will be conducted in accordance with the procedures set forth on 


Disciplinary Hearing Procedures Form (EPD Form 62).



m.
The chairman conducting the hearing shall administer oaths or affirmations and 


examine any individual under oath concerning the subject of any hearing 


conducted pursuant to these procedures.



 n.
Cases presented to a hearing board are administrative proceedings and as such 


are not subject to the same rules of evidence which govern the conduct of 


criminal proceedings.  Although testimony must bear only on facts concerning 


the instant case, the restrictions applicable to hearsay evidence, written 


statements, and other forms of evidence in criminal actions, do not apply to 


administrative hearings.


  

Evidence which possesses probative value, commonly accepted by reasonable 


and prudent men in the conduct of their affairs, shall be admissible and shall be 


given probative effect.  The hearing board shall give effect to the rules of 


privilege recognized by law and shall exclude incompetent, irrelevant, 



immaterial, and unduly repetitious evidence.  All records and documents which 


any party desires to use shall be offered and be made a part of the record.  


           


       






Documentary evidence may be received in the form of copies or excerpts, or by 

   
incorporation by reference.



o.
Every party has the right to cross examine witnesses who testify, and may 


submit rebuttal evidence.



p.
The hearing board may take notice of judicially cognizable facts and of general, 


technical, and scientific facts within its specialized knowledge.  Parties shall be 


notified either before or during the hearing, or by reference in preliminary 


reports or otherwise, of the material so noticed, and they shall be afforded an 


opportunity and reasonable time to contest the facts so noticed.  A hearing 


board may use its experience, technical competence, and specialized knowledge 

in evaluating the evidence presented.

         

q.
 An administrative hearing is not a judicial proceeding and requires, on appeal, 


only that the Department's findings be supported by competent, material and 


substantial evidence and that the action of the 
 board is not arbitrary, 



capricious or illegal.  A majority of the board shall decide the verdict on each 


charge and any order or action taken as a result of the hearing shall be in writing 

and shall be accompanied by findings of fact.  The findings shall consist of a 


concise statement of each issue in the case.  A finding of not guilty 
 
 

terminates the action.  If a finding of guilt is made, the hearing board shall 


reconvene the hearing, receive 
 evidence of the employee's past job 



performance, matters of extenuation and mitigation and other relevant 
 


information and recommend a penalty to the Chief of Police.  The prosecutor 


will be responsible for providing the accused's personnel files to the chairman 


for board consideration.  The findings and conclusion and the written 



recommendations for action shall be recorded on a Disciplinary Hearing 



Procedures Form (EPD Form 62) and a copy shall be delivered or mailed 



promptly to the law enforcement officer.  In the case of multiple 
 


charges, a separate Form 62 will be completed for each charge. 

           


       





r.
The chairman of the hearing board shall keep an official record of each hearing, 


which shall become a part of the original case file.  The record shall include 


testimony, exhibits, the exact times the hearing was convened and terminated and 

the exact times of the beginning and termination of each recess 
taken during the 

hearing.  The chairman of the hearing board is also responsible for recording all 


hearings.  The recordings shall become a permanent part of the record.



s.
 No firearms will be permitted in the hearing board room.

  
5.
Disposition



In any proceeding before a hearing board, the accused may be found not guilty on any 
specified charge and informed of the decision or he may be found guilty on any specified 
charge and informed of the sentence recommended.


6.
Disciplinary Recommendations



a.
After a finding of guilt, the hearing board may review the accused's personnel 


file and thereafter recommend penalties as it considers appropriate under the 


circumstances, including but not limited to demotion, dismissal, 
 transfer, loss of 

pay, reassignment, or other similar action which would be considered punitive.  


A hearing board convened because the accused refused summary punishment 


may recommend only those penalties permitted for summary punishment.

 


b.
If the decision of the hearing board is not unanimous, in either the verdict or the 


penalty, the dissenting member may, but is not required to, submit a minority 



report expressing his views.  If the dissenting member elects to submit a 



minority report, it will be submitted to the board chairman, who will forward it 



along with the hearing board report.




c.
If the Chief of Police is an eyewitness to the incident which led to the charges 



being placed, the decision of the hearing board, both as to findings of fact and 



punishment is final.  This decision may only be appealed to the Circuit Court.

 
           


       




7.
Remedial Training


  
a.
Remedial in-service training may be included as part of a hearing board 



recommendation for an employee found guilty of violating Department policies 


and procedures.  



 b.
Remedial in-service training shall be included as part of a hearing board 



recommendation for an employee found guilty of violating Department policy 


and procedures concerning discrimination or harassment incidents, except 


where termination is recommended by the board and imposed by the Chief of 


Police.


8.
Case Flow



 a.
After adjudication, and upon completion and signing by the board members of 


Department administrative hearing board reports, the reports are to be 



forwarded in the following manner:




1)
Department one-member administrative hearing board reports are to be 


promptly forwarded directly to the Chief of Police without further 



endorsement.




2)
Department three-member administrative hearing board reports are to be 


forwarded directly to the Department Legal Advisor without further 



endorsement, where they will be reviewed for legal sufficiency.  Upon 



completion of this review, the Legal Advisor shall promptly forward the 



reports directly to the Chief of Police.




3)
The Chief of Police will ensure that involved Department personnel and 



counsel of record are forwarded a copy of the administrative hearing 



board report.



b.
After the Chief of Police has reviewed the board's recommendation, he shall 


record the final disposition on Form 62.  In cases in which the disposition is "Not 

Guilty," the Chief of Police shall place the original copy of Form 62 and all 


exhibits directly to the Internal Affairs file.  In cases in which the disposition is 


"Guilty," the Chief of Police shall make the following distribution:




1)
 The original copy of Forms 58 and 62 and all exhibits to Internal Affairs 



file and an appropriate Personnel Order will be prepared.


           


       






2) 
One copy of Forms 58 and 62 will be given to the convicted employee.

   
9.
Review Procedure



a.
The board's recommendation for penalty is not binding on the Chief of Police.  


Within thirty days after receiving the hearing board's recommendation, the 


Chief of Police shall review the findings and recommendation, and indicate his 


concurrence or non-concurrence on the Form 62.  Reasons for non-



concurrence must be explained under the caption "Remarks" on the form.  The 


Chief of Police's decision is binding and may be appealed only to the courts.  


Before the Chief of Police may increase the recommended penalty of the 


hearing board, he personally shall review the entire record of the hearing board 


proceedings, shall give the law enforcement officer an opportunity to be heard, 
meet 

with the officer, and shall enter in writing on Form 62 the reasons for increasing the 

penalty.



b.
Appeal from decisions rendered in accordance with the Law Enforcement 


Officers' Bill of Rights shall be taken to the Circuit Court pursuant to the 



Maryland Rule 7-20.  Any party aggrieved by a decision of a court may 



appeal to the Court of Special Appeals.  For the purpose of appeals to the Circuit 

Court, the final action shall be the date of the Chief of Police's decision on the 


hearing board's recommendations.

 D.  
Waiver of Law Enforcement Officers' Bill of Rights                                                  



1.
Defined



When a police employee is charged with a violation of Department rules, policy, or 
procedure, and it is inappropriate to dispose of such case by summary punishment, or a 
plea 
agreement has been reached after the appointment of a hearing board, he may 
waive all 
rights afforded him by the Law Enforcement Officers' Bill of Rights.  Specifically, the employee, 
by this waiver, chooses to accept both the Department's assessment of his culpability and 
penalty without the right to appeal either.
 


           


       




2.
Procedure



a.
When the facts in the case are not disputed by the employee, and it would be to 

the mutual benefit of the employee and the Department to expeditiously 


dispose of the charges, the Chief of Police will establish an appropriate penalty. 



b.
The Chief of Police will present the employee with the Waiver of Law 



Enforcement Officers' Bill of Rights and Acceptance of Punishment (EPD Form 


58), stating the specific charge and the recommended penalty.  If the penalty 


includes suspension or loss of leave, the specific dates must be stated.  The 


Chief of Police will then advise the employee that, in this case, the process is an 


appropriate way of dealing with the charges, advise him of the penalty, and ask 


him if he chooses to accept this option.  The employee does not have to 
accept 


this option and may demand a hearing before the hearing board.


3.
Case Flow



a.
Any decision, order, or action taken as a result of a waiver of rights will be 


accompanied by a finding of fact; which will consist of a concise statement of 


each issue in the case.



b.
After the final disposition, the Chief of Police will place the original case file with 

the original copy of the Notification of Charges/Waiver of Law Enforcement 


Officers Bill of Rights and Acceptance of Punishment (EPD Form 58) in the 


Internal Affairs file.  The Chief of Police will prepare a Personnel Order 



announcing the disciplinary action.  The Personnel Order shall designate dates 


of suspension or loss of leave in accordance with the dates specified on the 


Form 58.  The Personnel Order, a copy of the Notification of Charges/Waiver of 


Law Enforcement Officers' Bill of Rights and Acceptance of Punishment Form 


will be filed in the law enforcement officer's personnel file.



c.
Records of disciplinary action of any case disposed of through a waiver of rights 


may be filed in the affected employee's personnel file without his consent.

 

           


       



E.
Disciplinary Procedures for Probationary Officers

1.
Complaint processing, investigations, and disciplinary action involving probationary 
officers resulting from allegations of brutality shall be administered in accordance with 
Section III, this Section, and the Law Enforcement Officers' Bill of Rights.  All other 
complaint processing, investigations, and disciplinary action involving probationary 
officers shall be in accordance with Section III and this subsection without regard for 

the provisions of the Law Enforcement Officers' Bill of Rights.


2.  
Procedure



a.
When a probationary officer is the subject of an internal investigation, the Chief 


of Police shall decide, based on all available evidence, (including, but not limited 

to investigative reports and endorsements, interviews and interrogations with 


the probationary officer, detailed written reports by the probationary officer, 


witness accounts, etc.) whether the probationary officer should or should not 


be disciplined for the alleged misconduct and advise the officer of his decision.



b.
The Chief of Police will then consider the penalty and may impose any penalty 


he feels appropriate under the circumstances, including, but not limited to, 


dismissal, suspension, transfer, loss of pay, loss of regular leave,
or other similar 


action.  



c.
The Chief of Police or designee will complete a Probationary Officer Record of 


Disciplinary Action (EPD Form 63) specifying the particular charge, as well as the 


facts used to substantiate the charge.  The Chief of Police will then contact the 


accused give him a copy of Form 63 and advise him of the penalty.


3.
Disposition



Any decision, order, or action taken as a result of disciplinary action involving a probationary 
officer shall be accompanied by a brief resume of the facts.  The resume shall consist of a 
concise statement of each issue in the case.


4.
Case Flow



a.
In cases where the probationary officer is not disciplined, the case file will be 


filed in the Internal Affairs File only.  In cases where the probationary officer is 


disciplined, the Chief of Police will prepare an appropriate Personnel Order and 


designate the effective dates of suspension or loss of leave.    



           


       





b.
The Chief of police will give a copy of the completed Form 63 to the accused and 

place a copy of the Personnel Order in the affected employees personnel file. 

 
5.
Confidentiality



The confidentiality guidelines set forth in Chapter 5, Section III shall be followed with 
respect to disciplinary procedures for probationary officers.

 F.
Form Titles

The following forms, reports, and memos will be used to administer Department disciplinary action.


1.
Complaint Against Personnel Report (EPD Form 54)


2.
Notification of Complaint (EPD Form 56)


3.
Investigative Report (detailed report format) and related endorsements



a.
Accused employee



b.
Investigator



c.
Lieutenant or supervisor


4.
Witnesses' statements


5.
Explanation of "Miranda" Rights (EPD Form 57)


6.
Notification of Charges (EPD Form 58)


7.
Memorandum to be disseminated by the Department Legal Advisor approving prosecution 
and designating a prosecutor. 


8.
Memorandum to be disseminated by the permanent hearing board chairman designating the 
hearing board members.


 9
Notification of Hearing (EPD Form 60)



10.
Notification of Evidence/Document Receipt Form (EPD Form 61)

 


           


       




11.
Disciplinary Hearing Procedures (EPD Form 62)


12.
Probationary Officer Record of Disciplinary Action (EPD Form 63)


13.
Witness Summons/Duces Tecum (EPD Form 65)

 TITLE 3  - PUBLIC SAFETY (Sections 101-113, Law Enforcement Officers’ Bill of Rights)
 

SECTION 101
 

(A)
In this subtitle, the following words have the meanings indicated.

 

(B)
(1)
“Chief” means the head of a law enforcement agency.

 

(2)
“Chief” includes the officer designated by the head of a law enforcement agency.

 

(C)
(1)
“Hearing” means a proceeding during an investigation conducted by a hearing board to 


take testimony or receive other evidence.


(2)
“Hearing” does not include an interrogation at which no testimony is taken under oath.

(D)
“Hearing Board” means a board that is authorized by the Chief to hold a hearing on a complaint against a law enforcement officer. 

 (E)
(1)
“Law Enforcement Officer” means an individual who:



(i)
in an official capacity is authorized by law to make arrests; and

    

(ii)
is a member of one of the following law enforcement agencies: 




1.
the Department of State Police;




2.
the Police Department of Baltimore City;




3.
the Baltimore City School Police Force;




4.
the Baltimore City Watershed Police Force;




5.
the police department, bureau, or force of a county;




6.
the police department, bureau, or force of a municipal corporation;



           


       






7.
the office of the sheriff of a county;

 


8.
the police department, bureau, or force of a bi-county agency; 



 
9.
the Maryland Transportation Authority Police; 




10.
the police forces of the Department of Transportation;




11.
the police forces of the Department of Natural Resources:




12.
the Field enforcement Division of the Comptroller’s Office;




13.
the Housing Authority of Baltimore City Police Force;




14.
the Crofton Police Department;




15.
the police force of the Department of Health and Mental Hygiene;



      

16.
the police force of the Department of General Services;

 

     



17.
the police force of the Department of Labor, Licensing, and Regulation;





18.
the police forces of the University System of Maryland;

 





19.
the police force of Morgan State University; or

 





20.
the office of State Fire Marshal.

 


(2)
“Law enforcement officer” does not include:




(i)
an individual who serves at the pleasure of the Police Commissioner of Baltimore 


City;

 




(ii)
an individual who serves at the pleasure of the appointing authority of a charter 



county; 

 


  

(iii)
the police chief of a municipal corporation; or




(iv)
an officer who is in probationary status on initial entry into the law enforcement 


agency except if an allegation of brutality in the execution of the officer’s duties 



is made.

 

           


       



SECTION 102

(A)
Except for the administrative hearing process under Title 2, Subtitle 2 of this article that relates to the 
certification enforcement power of the Police Training Commission, this subtitle 
supersedes any other 
law of the State, a county, or a municipal corporation that conflicts with 
this subtitle.

(B)
Any local law is preempted by the subject and material of this subtitle.

(C)
This subtitle does not limit the authority of the chief to regulate the competent and efficient 
operation and management of a law enforcement agency by any reasonable means including 
transfer and reassignment if:

(D)
the action is not punitive in nature; and

(E)
 the chief determines that action to be in the best interests of the internal management of the law 
enforcement agency.
SECTION 103
 


(A)
(1)
Subject to paragraph (2) of this subsection, a law enforcement officer has the same 


rights to engage in political activity as a State employee.


(2) 
This right to engage in political activity does not apply when the law enforcement officer 


is on duty or acting in an official capacity.

 

(B)
 A law enforcement agency:


(1) 
may not profit secondary employment by law enforcement officers; but

 



(2)
may adopt reasonable regulations that relate to secondary employment by law 



enforcement officers.

 
 

 

 

           


       



(C)
 A law enforcement officer may not be required or requested to disclose an item of the law 

enforcement officer’s property, income, assets, source of income, debts, or personal or domestic 
expenditures, including those of a member of the law enforcement officer’s family or household, 
unless:


(1) 
the information is necessary to investigate a possible conflict of interest with respect to 


the performance of the law enforcement officer’s official duties; or


(2)
the disclosure is required by federal or State law.

 

(D)
A law enforcement officer may not be discharged, disciplined, demoted, or denied promotion, 
transfer, or reassignment, or otherwise discriminated against in regard to the law enforcement 
officer’s employment or be threatened with that treatment because the law enforcement 
officer:


(1)
has exercised or demanded the rights granted by this subtitle; or

 


(2)
has lawfully exercised constitutional rights.

 

(E)
A statute may not abridge and a law enforcement agency may not adopt a regulation that 
prohibits the right of a law enforcement officer to bring suit that arises out of the law enforcement 
officer’s duties as a law enforcement officer.

(F)
A law enforcement officer may waive in writing any or all rights granted by this subtitle.

 
 SECTION 104

(A)
The investigation or interrogation by a law enforcement agency of a law enforcement officer for 
a 
reason that may lead to disciplinary action, demotion, or dismissal shall be conducted in 
accordance 
with this section.

(B) 
For purposes of this section, the investigation officer or interrogating officer shall be:



(1)
a sworn law enforcement officer; or

 



(2)
if requested by the Governor, the Attorney General or Attorney General’s designee.

  

           


       



 (C)
(1)
A complaint against a law enforcement officer that alleges brutality in the execution of 


the law enforcement officer’s duties may not be investigated unless the complaint is 


sworn to, before an official authorized to administer oaths, by:



(i)
the aggrieved individual;

 



(ii)
a member of the aggrieved individual’s immediate family;



(iii)
an individual with first-hand knowledge obtained because the individual was 



present at and observed the alleged incident; or

 



(iv)
the parent or guardian of the minor child, if the alleged incident involves a 



minor child.


(2)
Unless a complaint is filed within 90 days after the alleged brutality, an investigation that 


may lead to disciplinary action under this subtitle for brutality may not be initiated and an 

action may not be taken.

(D)
(1)
The law enforcement officer under investigation shall be informed of the name, rank, 


and command of:

 



(i)
the law enforcement officer in charge of the investigation;

 



(ii)
the interrogating officer; and

 



(iii) 
each individual present during an interrogation.


(2) 
Before an interrogation, the law enforcement officer under investigation shall be 


informed in writing of the nature of the investigation.

(E)
If the law enforcement officer under interrogation is under arrest, or is likely to be placed under 
arrest 
as a result of the interrogation, the law enforcement officer shall be informed completely of all of the 
law enforcement officer’s rights before the interrogation begins.

 
  

           


       



 (F) 
Unless the seriousness of the investigation is of a degree that an immediate interrogation is required, the interrogation shall be conducted at a reasonable hour, preferably when the law enforcement officer is on duty.

(G)  
(1)
The interrogation shall take place:


 (i)
at the office of the command of the investigating officer or at the office of the 


local precinct or police unit in which the incident allegedly occurred, as 



designated by the investigating officer; or

 


 
(ii)
at another reasonable and appropriate place.

 


  (2) 
The law enforcement officer under investigation may waive the right described in 
paragraph (1)(i) of this subsection.

(H)  
(1) 
All questions directed to the law enforcement officer under interrogation shall be asked 
by 
and through one interrogation officer during any one session of interrogation consistent with 
paragraph (2) of this subsection.


 (2) 
Each session of interrogation shall:



 (i)
be for a reasonable period; and

   
 
(ii)
allow for personal necessities and rest periods as reasonably necessary.

(I) 
The law enforcement officer under interrogation may not be threatened with transfer, dismissal, or disciplinary action.

(J) 
(1) 
(i)
On request, the law enforcement officer under interrogation has the right to be 


represented by counsel or another responsible representative of the law 


enforcement officer’s choice who shall be present and available for consultation 

at all times during the interrogation.



(ii)
The law enforcement officer may waive the right described in subparagraph (i) 


of this paragraph.

 

 
  

           


       




(2) 
(i)
The interrogation shall be suspended for a period not exceeding 10 days until 


representation is obtained.

 



(ii)
Within that 10-day period, the chief for good cause shown may extend the period 

for obtaining representation.


(3)  
During the interrogation, the law enforcement officer’s counsel or representative may:



(i)
request a recess at any time to consult with the law enforcement officer;

 



(ii)
object to any question posed; and

 



(iii) 
state on the record outside the presence of the law enforcement officer the 


reason for the objection.

 

(K) 
(1)
A complete record shall be kept of the entire interrogation, including all recess periods, 
of the 
law enforcement officer

(2)
The record may be written, taped, or transcribed.


(3) 
On completion of the investigation, and on request of the law enforcement officer under 
investigation or the law enforcement officer’s counsel or representative, a copy 
of the record 
of the interrogation shall be made available at least 10 days before a hearing.

(L) 
(1)
The law enforcement agency may order the law enforcement officer under investigation 
to submit to blood alcohol tests, blood, breath, or urine tests for controlled substances, 
polygraph examinations, or interrogations that specifically relate to the subject matter of the 
investigation.


(2)
If the law enforcement agency orders the law enforcement officer to submit to a test, 
examination, or interrogation described in paragraph (1) of this subsection, and the law 
enforcement officer refuses to do so, the law enforcement agency may commence an 
action that may lead to a punitive measure as a result of the refusal.


(3)
If the law enforcement agency orders the law enforcement officer to submit to a test, 
examination or interrogation described in paragraph (1) of this subsection, the results of 
the test, examination, or interrogation are not admissible or discoverable in a criminal 
proceeding against the law enforcement officer.

 
   

           


       



(M)
(1)
If the law enforcement agency orders the law enforcement officer to submit to a 


polygraph examination, the results of the polygraph examination may not be used as 


evidence in an administrative hearing unless the law enforcement officer agrees to the 


admission of the results.



(2)
The law enforcement officer’s counsel or representative need not be present during the 


actual administration of a polygraph examination by a certified polygraph examiner if:




(i)
the questions to be asked are reviewed with the law enforcement officer or the 



counsel or representative before the administration of the examination;



(ii)
the counsel or representative is allowed to observe the administration of the 



examination; and



(iii) 
a copy of the final report of the examination by the certified polygraph 




examiner is made available to the law enforcement officer or the counsel or 



representative within a reasonable time, not exceeding 10 days, after 




completion of the examination.

(N) 
(1) 
On completion of an investigation and at least 10 days before a hearing, the law 



enforcement officer under investigation shall be:



(i)
notified of the name of each witness and of each charge and specification 



against the law enforcement officer; and

 




(ii)
provided with a copy of the investigatory file and any exculpatory information, if 


the law enforcement officer and the law enforcement officer’s representative 



agree to:

 





1.
execute a confidentiality agreement with the law enforcement agency not 


to disclose any material contained in the investigatory file and 




exculpatory information for any purpose other than to defend the law 



enforcement officer; and 

 





2.
Pay a reasonable charge for the cost of reproducing the material.

 
 
 
    

           


       




(2)
The law enforcement agency may exclude from the exculpatory information provided to 
a law enforcement officer under this subsection:




(i)
the identity of confidential sources;

 



(ii)
non-exculpatory information; and




(iii)
recommendations as to charges, disposition, or punishment.

 

(O)
 (1)
The law enforcement agency may not insert adverse material into a file of the law 
enforcement officer, except the file of the internal investigation or the intelligence 
division, unless the law enforcement officer as an opportunity to review, sign, receive a copy 
of, and comment in writing on the adverse material.


(2) 
The law enforcement officer may waive the right described in paragraph (1) of this 
subsection.

  

SECTION 105


(A) 
A law enforcement officer who is denied a right granted by this subtitle may apply to the circuit court 
of the county where the law enforcement officer is regularly employed for an order that directs the 
law enforcement agency to show cause why the right should not be granted.

(B) 
The law enforcement officer may apply for the show cause order:


(1)
either individually or through the law enforcement officer’s certified or recognized 


employee organization; 
and



(2)
at any time prior to the beginning of a hearing by the hearing board.

 

 SECTION 106

 

(A) 
Subject to subsection (B) of this section, a law enforcement agency may not bring administrative 
charges against a law enforcement officer unless the agency files the charges within 1 year after 
the 
act that gives rise to the charges comes to the attention of the appropriate law enforcement agency 
official.

 

     

           


       



(B)
The 1-year limitation of subsection (A) of this section does not apply to charges that relate to 
criminal activity or excessive force.

 
SECTION 107

 

(A)
(1)
Except as provided in paragraph (2) of this subsection and Section 3-111 of this subtitle, 
if the 
investigation or interrogation of a law enforcement officer is a recommendation of demotion, 
dismissal, transfer, loss of pay, reassignment, or similar action that is considered punitive, the 
law enforcement officer is entitled to a hearing on the issues by a hearing board before the 
law enforcement agency takes that action.

 


(2) 
A law enforcement officer who has been convicted of a felony is not entitled to a 
hearing under this section.

 

(B)
(1)
The law enforcement agency shall give notice to the law enforcement officer of the right 
to a hearing by a hearing board under this section.


(2)
The notice required under this subsection shall state the time and place of a hearing and the 
issues involved.

(C)
(1)
Except as provided in paragraph (4) of this subsection and in Section 3-111 of this 
subtitle, the hearing board authorized under this section shall consist of at least three 
members who:



(i)
are appointed by the chief and chosen from law enforcement officers within that 


law enforcement agency, or from law enforcement officers of another law 


enforcement agency with the approval of the4 chief of the other agency; and

 



(ii)
have had no part in the investigation or interrogation of the law enforcement 


officer.

  


(2) 
At least one member of the hearing board shall be of the same rank and the law 


enforcement officer against whom the complaint is filed.

 
      

           


       




(3)
(i)
If the chief is the law enforcement officer under investigation, the chief of 


another law enforcement agency in the 
State shall function as the law 



enforcement officer of the same rank on the hearing board.




(ii)
If the chief of a State law enforcement agency is under investigation, the 



Governor shall appoint the chief of another law enforcement agency to function 


as the law enforcement officer of the same rank on the hearing board.




(iii)
If the chief of a law enforcement agency of a county or municipal corporation is 



under investigation, the official authorized to appoint the chief’s successor shall 



appoint the chief of another law enforcement agency to function as the law 



enforcement officer of the same rank on the hearing board.




(iv)
 If the chief of a State law enforcement agency or the chief of al law 




enforcement agency of a county or municipal corporation is under investigation, 


the official authorized to appoint the chief’s successor, or that official’s 




designee, shall function as the chief for purposes of this subtitle.

 
(4)
 (i)
A law enforcement agency or the agency’s superior governmental authority that 

has recognized and certified an exclusive collective bargaining representative 


may negotiate with the representative an alternative method of forming a 


hearing board.



(ii)
A law enforcement officer may elect the alternative method of forming a 


hearing board if:




1.
The law enforcement officer works in a law enforcement agency 




described in subparagraph (i) of this paragraph; and

 




2.
The law enforcement officer is included in the collective bargaining unit.

 



(iii)
The law enforcement agency shall notify the law enforcement officer in writing 


before a hearing board is formed that the law enforcement officer may elect an 


alternative method of forming a hearing board if one has been negotiated under 


this paragraph.

 



(iv)
If the law enforcement officer elects the alternative method, that method shall 


be used to form the hearing board.

 

(v)
An agency or exclusive collective bargaining representative may not require a 


law enforcement officer to elect an alternative method of forming a hearing 


board.

 
      

           


       





(vi)
If the law enforcement officer has been offered summary punishment, an 



alternative method of forming a 
hearing board may not be used.



(vii) 
This paragraph is not subject to binding arbitration.

(D)
(1)
In connection with a disciplinary hearing, the chief or hearing board may issue subpoenas to 
compel the attendance and testimony of witnesses and the production of books, papers, 
records, and documents as relevant or necessary.

(2)
The subpoenas may be served without cost in accordance with the Maryland Rules that relate 
to service of process issued by a court.

 


(3)
Each party may request the chief or hearing board to issue a subpoena or order under this 
subtitle.

 


(4)
In case of disobedience or refusal to obey a subpoena served under this subsection, the chief or 
hearing board may apply without cost to the circuit court of a county where the subpoenaed 
party resides or conducts business, for an order to compel the attendance and testimony of the 
witness or the production of the books, papers, records, and documents.


(5)
On a finding that the attendance and testimony of the witness or the production of the 
books, papers, records, and documents is relevant or necessary:



(i)
the court may issue without cost an order that requires the attendance and 


testimony of witnesses or the production of books, papers, records, and 



documents; and 

 


(ii)
failure to obey the order may be published by the court as contempt.

(E)
(1)
The hearing shall be conducted by a hearing board.


(2) 
The hearing board shall give the law enforcement agency and law enforcement officer 
ample opportunity to present evidence and argument about the issues involved.

(3)
The law enforcement agency and law enforcement officer may be represented by 


counsel.


(4)
Each party has the right to cross-examine witnesses who testify and each party may 


submit rebuttal evidence.

 
 

      

           


       



(F)
(1)
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.


(2) 
The hearing board shall give effect to the rules of privilege recognized by law and shall 
exclude incompetent, irrelevant, immaterial, and unduly repetitious evidence.


(3) 
Each record or document that a party desires to use shall be offered and made a part of 
the 
record.


(4) 
Documentary evidence may be received in the form of copies or excerpts, or by 
incorporation 
by reference.

(G)
(1)
The hearing board may take notice of:



(i)
judicially cognizable facts; and



(ii)
general, technical, or scientific facts within its specialized knowledge.

 


(2) 
The hearing board shall: 


(i)
notify each party of the facts so noticed either before or during the hearing, or by 


reference in preliminary reports 
or otherwise; and 



(ii)
give each party an opportunity and reasonable time to contest the facts so 


noticed.

 


(3) 
The hearing board may utilize its experience, technical competence, and specialized 
knowledge in the evaluation of the evidence presented.

(H)
(1) 
With respect to the subject of a hearing conducted under this subtitle, the chief shall 
administer oaths or affirmations and examine individuals under oath.


(2)
In connection with a disciplinary hearing, the chief or a hearing board may administer 
oaths.

(i) 
(1)
Witness fees and mileage, if claimed shall be allowed the same as for testimony in a 
circuit court.


(2) 
Witness fees, mileage, and the actual expenses necessarily incurred in securing the 
attendance of witnesses and their testimony shall be itemized and paid by the law 
enforcement agency.

(J)    
An official record, including testimony and exhibits, shall be kept of the hearing.

       

           


       



SECTION 108
(A) 
(1)
A decision, order, or action taken as a result of a hearing under Section 3-107 of this 
subtitle shall be in writing and accomplished by findings of fact.


(2) 
The findings of fact shall consist of a concise statement on each issue in the case.


(3)
A finding of not guilty terminates the action.

 


(4)
If the hearing board makes a finding of guilt, the hearing board shall:

 



(i)
reconvene the hearing;

 



(ii)
receive evidence; and

 



(iii)
consider the law enforcement officer’s past job performance and other relevant 


information as factors before making recommendations to the chief.
 
(5) 
A copy of the decision or order, findings of fact, conclusions, and written recommendations 

for action shall be delivered or mailed promptly to:




(i) 
the law enforcement officer or the law enforcement officer’s counsel or 




representative of record; and




(ii)
the chief.

 

(B) 
(1)
After a disciplinary hearing and a finding of guilt, the hearing board may recommend the 
penalty it considers appropriate under the circumstances, including demotion, dismissal, 
transfer, loss of pay, reassignment, or other similar action that is considered punitive.


(2) 
The recommendation of a penalty shall be in writing.

(C)
(1)
Notwithstanding any other provision of this subtitle, the decision of the hearing board as to 
findings of fact and any penalty is final if:



(i)
a chief is an eyewitness to the incident under investigation; or

 



(ii)
a law enforcement agency or the agency’s superior governmental authority has 


agreed with an exclusive collective bargaining representative recognized or 


certified under applicable law that the decision is final.



(2) 
The decision of the hearing board then may be appealed in accordance with Section 

109 
of this subtitle.


       

           


       




(3) 
Paragraph (1)(ii) of this subsection is not subject to binding arbitration.

(D) 
(1)
Within 30 days after receipt of the recommendations of the hearing board, the chief shall:



(i)
review the findings, conclusions, add recommendations of the hearing board; and

 



(ii)
 issue a final order.

 


(2)
The final order and decision of the chief is binding and then may be appealed in 
accordance 
with Section 3-109 of this subtitle.


(3)
The recommendation of a penalty by the hearing board is not binding on the chief.


(4) 
The Chief shall consider the law enforcement officer’s past job performance as a factor 
before imposing a penalty.


(5) 
The chief may increase the recommended penalty of the hearing board only if the chief 
personally:

 



(i)
reviews the entire record of the proceedings of the hearing board;

 



(ii)
meets with the law enforcement officer and allows the law enforcement officer to 

be heard on the record;

 



(iii)
discloses and provides in writing to the law enforcement officer, at least 10 days 


before the meeting, any 
oral or written communication not included in the record 

of the hearing board on which the decision to consider increasing the penalty is 


wholly or partly based; and



(iv)
states on the record the substantial evidence relied on to support the increase of 


the recommended penalty.

 

 SECTION 109

 (A) 
An appeal from a decision made under Section 3-108 of this subtitle shall be taken to the circuit court for the county in accordance with Maryland Rule 7-202.

 

(B)
 A party aggrieved by a decision of a court under this subtitle may appeal to the Court of Special 
Appeals.

 

 
       

           


       



SECTION 110


On written request, a law enforcement officer may have expunged from any file the record of a formal complaint made against the law enforcement officer if:

 


(1) 
(i)
 the law enforcement agency that investigated the complaint:

 




1.
Exonerated the law enforcement officer of all charges in the complaint; or
 




2.
Determined that the charges were unsustained or unfounded; or

 



(ii)
a hearing board acquitted the law enforcement officer, dismissed the action, or 


made a finding of not guilty; and

 


(2) 
at least 3 years have passed since the final disposition by the law enforcement agency or 
hearing board.

 

SECTION 111

(A) 
This subtitle does not prohibit summary punishment by higher ranking law enforcement officers as designated by the chief.

 

(B)
(1)
Summary punishment may be imposed for minor violations of law enforcement agency 
rules 
and regulations if:

 




(i)
the facts that constitute the minor violation are not in dispute;

 




(ii)
the law enforcement officer waives the hearing provided under this 



subtitle; and

 




(iii)
the law enforcement officer accepts the punishment imposed by the 



highest ranking law enforcement officer, or individual acting in that 



capacity, of the unit to which the law enforcement officer is attached.

 


(2)
Summary punishment imposed under this subsection may not exceed suspension of 3 days 
without pay or a fine of $150.

 (C)
(1)
If a law enforcement officer is offered summary punishment in accordance with 
subsection 
(B) of this section and refuses:

 

 
 
       

           


       





(i)
the chief may convene a hearing board of one or more members; and



(ii)
the hearing board has only the authority to recommend the sanctions provided in 


this section for summary punishment.


(2) 
If a single member hearing board is convened:



(i)
the member need not be of the same rank as the enforcement officer; but



(ii)
all other provisions of this subtitle apply.

 

SECTION 112

 

(A) 
This subtitle does not prohibit emergency suspension by higher ranking law enforcement officers as designated by the chief.
 

(B)
(1)
The chief may impose emergency suspension with pay if it appears that the action is in the 
best interest of the public and the law enforcement agency.

(2)
If the law enforcement officer is suspended with pay, the chief may suspend the police 
powers of the law enforcement officer and reassign the law enforcement officer to 
restricted duties pending:


(i)
a determination by a court with respect to a criminal violation; or

 



(ii)
a final determination by a hearing board with respect to a law enforcement 


agency violation.

 


(3)
A law enforcement officer who is suspended under this subsection is entitled to a 
prompt hearing.

 
 
       

           


       



 (C) 
(1)
If a law enforcement officer is charged with a felony, the chief may impose an emergency 
suspension of police powers without pay.


(2) 
A law enforcement officer who is suspended under paragraph (1) of this subsection is 
entitled to a prompt hearing.

SECTION 113
(A) 
A person may not knowingly make a false statement, report, or complaint during an investigation or proceeding conducted under this subtitle.

(B) 
A person who violates this section is subject to the penalties of Section 9-501 of the Criminal Law Article.

 
 
 
 
 

 

 
 
 

  
       

           


       



A.
Policy

1.
It is the policy of the Town of Elkton to treat all employees equitably and fairly in 
matters affecting their employment.  Each employee of the Town will be provided 
ample opportunity to understand and resolve matters affecting his employment which the 
employee believes are unjust.  


2.
Grievance procedure forms and instructions shall be made available to each employee and the 
presentation of any grievance shall be considered the right of each employee without fear of 
reprisal.

B.
Definition of a Grievance

1.
A grievance is a complaint regarding:



a.
alleged poor working conditions.

 



b.
The unjust application of discipline.*

 



c.
The unfair application, interpretation, or violation of the rules and regulations of 


the Police Department.

 

*Sworn Officers of the Elkton Police Department are governed by the Bill of Rights for grievances pertaining to discipline.  All other grievances by sworn members covered by the Collective Bargaining Agreement (CBA) with FOP Lodge 124 will be in accordance with the Grievance and Arbitration Procedure found in the CBA.


2.
Any employee having a problem regarding his employment shall first discuss the 
problem with his immediate supervisor.  If the problem is not settled to the employee's 
satisfaction, the employee, if the problem is a grievance, has the right to present the 
grievance in accordance with established procedure.  In the event the grievance is with the 
immediate supervisor, the grievance will be forwarded to the next ranking officer.


3.
The chief of Police will be responsible for overseeing all employee grievances to insure they 
are processed in accordance with the procedures stated in this section. 

  
       

           


       



C.
Procedure

Any grievance of a civilian employee shall be handled in accordance with the following procedural steps:


Step 1 - The employee shall, within 10 working days of the date of the grievance, or within 10 working days of the date he could reasonably be expected to have knowledge of the grievance, present the grievance in writing to the Chief of Police. The Chief of Police shall, within three working days, meet and discuss the grievance with the employee and then reply in writing within three working days.


 Step 2 - In the event the Chief of Police's decision is not satisfactory to the employee, the employee may, within five working days, present his grievance in writing to the Personnel Officer.  Within 10 working days, the Personnel Officer will meet and discuss the grievance with the employee and then reply in writing within 10 working days.  The decision of the Personnel Officer shall be final and binding.

D.
Representation

1.
Each employee shall be afforded an opportunity to be represented at each step of the 
grievance procedure.  The employee may be accompanied by a representative of his 
choice.


2.
Employees shall contact and discuss their problems with the representatives only during 
break period, lunch hour, before or after work or any other time when they are not on duty.  
Grievance hearings will be held during work hours.

E.
Violation of Grievance Procedure

Any employee who takes his employment problems outside of the Police Department without first attempting to resolve problems in accordance with the grievance procedure outlined above, shall be subject to disciplinary action.  However, nothing in this chapter shall be deemed to abrogate any legal means of redress to the courts.

 
 
 

 

   
       

           


       



A.
Definition          

Increasingly, private litigation involves the Elkton Police Department.  Private litigation, for purposes of this Section, refers to litigation between private parties where neither the Department nor any of its employees are principals.  Litigation between two parties involved in a traffic collision which the Elkton Police Department had investigated is an example of private litigation in which the Elkton Police Department could become involved.

B.
Policy      


1.
It is the policy of this Department that while employees of the Department may 
privately be 
in agreement with one side or the other in such litigation, an atmosphere of objectivity and 
impartiality in dealing with the parties must be maintained.  Employees 
will not, for example, 
actively assist or provide information to one litigant and not extend the same assistance to the 
other.


2.
In instances when employees have been contacted by private litigants concerning matters in 
which the employee may have been officially involved, the employee is under no obligation to 
agree to an interview or to provide information.  There is no prohibition, however, with 
granting interviews or providing information, but again, it must 
be done impartially and 
objectively.


3.
Care should be taken to clearly distinguish the personal opinions of an employee from the 
official position or opinions of the Department.  An employee should neither directly or 
indirectly give the impression that his personal opinions represent those of the Department.

 
 

 

 

 

 

 

 

    
       

           


       



A.
Authority         


Sexual harassment in the work place is prohibited by Title VII of the Civil Rights Act of 1964 (42 U.S.C. 2000e); Maryland Human Relations and Discrimination Laws (Article 49B; Article 64A, Section 12A-E, Annotated Code of Maryland) and Town policy adopted by the Mayor and Commissioners of the Town of Elkton on June 7, 1995.

B.
Policy


It shall be the policy of the Town of Elkton to promote a productive, efficient and safe work environment and not to tolerate verbal or physical conduct by any employee which harasses, disrupts, or interferes with another's work performance or which creates an intimidating, offensive, or hostile work environment.

C.
Guidelines

1.   
Employees of the Town of Elkton are expected to act in a positive and professional 
manner and contribute to a productive, efficient and safe work environment that is free 
from 
harassing or disruptive behavior and activity.  No form of harassment will be tolerated, and 
special attention is called to the prohibition of sexual harassment.  Sexual harassment includes 
unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct 
of a sexual nature.


2.
No supervisor or other employee is to threaten or insinuate, either explicitly or implicitly, that 
an employee's refusal or willingness to submit to sexual advances will affect the employee's 
terms or condition of employment.  Similarly, no employee or supervisor shall promise, imply, 
or grant any preferential treatment in connection with another employee or applicant 
engaging in sexual conduct.


3.
Other sexually harassing or offensive conduct in the work place, whether committed by 
supervisory, non-supervisory employees, or non-employees, is also prohibited.  Such 
conduct includes, but is not necessarily limited to, the following:

 


a.
Sexual Flirtations, touching, advances or propositions;




b.
Verbal abuse of a sexual nature;



c.
Graphic or suggestive comments about an individual's dress or body;




d.
Sexually degrading words to describe an individual: and/or




e.
The display in the work place of sexually suggestive objects or pictures, including 


nude photographs, drawings or other related depictions.

     
       

           


       



D.
Procedure


1.
Any employee who believes that a supervisor's, another employee's, or a non-



employee's actions or words constitute unwelcomed harassment has a responsibility to 


report or complain about the situation as soon as possible.  Such a report or complaint 


should be made to the employee's department head or to the Personnel Officer if the 


complaint involves the department head.



2.
Complaints of harassment are to be handled and investigated under the Town of 


Elkton's grievance policy, unless special procedures are deemed appropriate.  



Regardless, all complaints of harassment are to be investigated promptly and in as 


impartial and confidential a manner as possible.  Employees are requested to cooperate 


in any investigation.  A timely resolution of each complaint is to be reached and 



communicated to the parties involved.  Retaliation against any employee for filing a 


complaint or participating in an investigation is strictly prohibited.



3. 
Any employee found to have engaged in harassment of another employee will be 


subject to appropriate disciplinary action, depending upon the circumstances, up to and 


including termination.  The disciplinary action process for police employees will be in 


accordance with the guidelines specified under the Law Enforcement Officer’s Bill of 


Rights.
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A.
Appearance

1.
The appearance of a police facility reflects the operating efficiency of the department.  
By 
creating pleasant surroundings and working conditions, we should be able to dispel the public 
feeling that only criminals have business at a police station.  The public must be encouraged to 
visit the Police Department.


2.
All Police Department offices will be maintained to appear neat, clean, and attractive.  
Supervisors will encourage all personnel to practice energy conservation measures to 
ensure efficient use and management of utilities.  The overall responsibility for maintaining 
the cleanliness of all facilities rests with the on-duty patrol supervisor.

B.
Administrative Searches

1.
Employees may be assigned Department owned vehicles, desks, lockers, cabinets, cases, 
etc. for the mutual convenience of the department and Department personnel.  All 
personnel are admonished that the retention of personal items in such containers or 
facilities is at the risk of the employee and the department will not be responsible for any 
losses.


2.
Such Department owned equipment is subject to entry and inspection without notice, even if 
the employee has placed a personally owned lock on the Department property.


3.
A clear distinction is made between work related, administrative inspections or searches 
permitted by this subsection, and searches of a criminal investigation nature which may 
require a search warrant.

 C. 
Security

1.
The responsibility for security of the Elkton Police Department rests with the Chief of 


Police or his designee, and in their absence, the On-Duty Patrol Supervisor.  Adequate 


security must be provided to ensure property and personnel protection.  Adherence to 


these measures is vital and shall be maintained at all times.



In an effort to improve and maintain consistent security of the facility and personnel, 


the agency will utilize a Visitor Log in conjunction with Numbered Visitor Passes and 


Photo Identification Cards for civilian employees.

 
     
       

           


       




2.  
Any person entering the Elkton Police Department, unless otherwise prescribed, must be 
entered into the Visitor Log and issued a Visitor Pass.  Those individuals brought into the 
Elkton Police Department in a manner other than the front entrance in an effort to protect 
their identity is to be logged in the Visitor Log by the escorting officer who will also provide 
them with a Visitor Pass.



Those individuals not known to officers or members of the Elkton Police Department shall be 
required to provide the officer with some form of identification, preferably with 
a picture 
before being issued a Visitor Pass.



a.
The Visitor Log (EPD Form 108) will be maintained either by binder or clip 


board and will be located inside the main entrance of the department near the 


Records Division.  The Administrative Lieutenant will establish a file and 


monitor the log for compliance and proper completion.  Logs should be retained 


for a period of ninety (90) days, and then destroyed.

 


All persons desiring access to the Police Department will be required to wait in the 

atrium area until they can be accompanied by an employee of the Elkton Police Department 
into the facility.  The accompanying officer or employee will then be required to complete the 
visitor log recording the following information:

 


1)
Date: The date that the persons enter the police department.

 




2) 
Name: The name of the individual entering the police department.

 




3)
Officer/Reason for Visit: The name of the officer that the person is to 



see, or the reason for the visit, i.e., finger printing, building maintenance.

 




4)
Time In: The time that the person enters the police department.

 




5)
Time Out: The time that the person leaves the police department.

 




6)
ID Number: The number of the Visitor Pass issued to the visitor.

 



b.
Numbered Visitor Passes will be retained in the Records Division near the Visitor 

Log and will be issued to all visitors that enter the Elkton Police Department.  


These passes are to be worn in a visible location, preferably around the neck of 


the visitor with the provided chain.  It will be the responsibility of the issuing 


officer to ensure that the Visitor Pass is returned when the visitor leaves the 


facility.

 
 
      
       

           


       




3. 
Employee Identification Cards




a.
All civilian employees of the Elkton Police Department will be issued picture 


type identification cards.  These cards are to be visibly displayed by the employee at all 

times during business hours, preferably around the neck with the 
provided chain.

 




b.
In the event that an employee fails to present their issued photo identification 


card they will be required to sign the visitor log and will wear a Visitor Pass for 


the specified business work day.

 

4.
Exceptions to this policy will be limited to:




a.
Sworn uniformed personnel of the Elkton Police Department.  Personnel 



assigned to covert or plain clothes operations should make every effort to visibly 


display their badge of office while in the building.

 




b.
Uniformed law enforcement personnel from allied agencies.  Officers from allied 

agencies not in uniform will be required to sign the Visitor Log and will be 


issued a Visitor Pass.

 




c.
Employees of the Town of Elkton while acting in an official capacity and 


displaying their issued Town of Elkton Employee Identification Card.

 




d.
Uniformed Elkton Police Department Parking Enforcement Officers.  If assigned 


to a plain clothes detail, they will be required to conform to the policy as it 


pertains to civilian employees.

 


5.
Offices used by Department personnel will be secured when not occupied and authorized 
employees will be issued keys.  Data Communications terminals as well as files and messages, 
shall be located in a prescribed area not frequented by the public.  Only authorized persons 
shall be permitted in the Data Communications Room.

 

6.
Duplicate keys for the Department are maintained in the Office of the Chief of Police.  

All keys shall be properly tagged and stored. 



a.
Duplicate keys for each Department vehicle will be properly identified and 


maintained in the patrol supervisor’s office and the Patrol Lieutenant’s Office.



b. 
Miscellaneous keys, such as generator, repeater cabinet, elevator, etc., will be 


maintained in the Records Office.
 

      
       

           


       




7.
Gasoline Pumps and Storage Facilities



a.
Security




1)
Proper security measures shall be maintained at all times, not only to 



prevent the unauthorized procurement of gasoline, but also to prevent 



its contamination or destruction. 




2)
When using the Public Works yard during non-business hours, officers 



will ensure the gates are closed and locked upon leaving the facility.



b.
Dispensing Gasoline and Oil




1)
Gasoline is available at the Public Works Garage.  Oil, anti-freeze and 



windshield washer fluid are available at the police station in the car 



port.




2)
A gasoline pump for all Elkton Police department vehicles is located at 



the Public Works Facility and can be accessed 24 hours a day.  Vehicle 



key ring has a key to unlock the gate to access the pump.  Follow 



instructions on dispensing fuel.




3)
Officers will not use other offices identification numbers when obtaining 


fuel.  Once fueling is completed the pump will be secured and the 



fueling area will be locked.  

D.
Detention Area


1.
The purpose of the detention area is to ensure the safety of the arresting officer, as well 
as the safety of the arrestees and provide security during the booking procedure.  At no 
time 
will a suspect be detained in the temporary detention area longer than absolutely necessary 
before being taken before a District Court Commissioner or released to another law 
enforcement entity.   At no time will the processing area be used to detain a person for any 
reason other than the above mentioned procedures. 


2.
Access to the Detention Area is limited to authorized police personnel only.  Authorized 
police 
personnel is defined as the arresting officer (s) who are processing or assisting in the 
investigation of the matter at hand, and patrol supervisors.  Civilian personnel and/or 
members of the public are prohibited from entering the detention area.
 
 
      
       

           


       




3.
For the safety of officers and detainees the detention area is continually monitored by a 


video surveillance system.  Cameras are situated to view the booking area and the interior 

of each 
holding cell.  Cameras located in the holding cells are stationary and mounted in 


conformance with laws requiring privacy to the detainee.  (Bathroom and sink area are 


not in the cameras line of sight at any time).

 




a.
The Support Services Bureau Commander will be responsible for ensuring that 




the video recording equipment is maintained in working order at all times.  The 




Commander may assign personnel to provide assistance in this area.  Records 




Division Personnel are trained to replace recording media when needed.  The 




recording device will give an audible signal when the media is full and needs to 




be replaced.  Each media recording device is numbered (1 thru 13) and records 




for approximately 90 days.  

 




b.
Recorded media are kept in the records division office in a locked filing cabinet.  




The recorded media will be placed in the last position, behind all other unused 




media and will not be reused until all preceding media have been used.



E.
Department Property Control

Department owned property shall be stored in a location which is secured and not accessible to 

the public.  Articles such as rakes, shovels, rock salt, etc., shall be properly stored so as not to cause 
destruction or injury to personnel or other persons.  Any such property will be stored in the utility 
shed located at the west end of the police department parking lot.
 F.
Fire Prevention

Fire extinguishers shall be located in the building so as to be readily accessible.  They shall be inspected twice a year, according to instructions of the manufacturer.  The date of inspection shall be recorded on a tag firmly attached to each extinguisher.  Every employee shall be familiar with their location and use and all nozzles shall be free of obstruction.

G.
Emergency Generator

1.
The Department of Public Works, through private contractors, will be responsible for 

testing and maintaining the emergency generator. 


2.
Public Works will be notified of all malfunctions in the emergency generator.  They will 

attempt to diagnose the problem and make every effort to restore power or contact the 
appropriate personnel to arrange for repairs.

      
       

           


       




3.
Public Works will assume responsibility for the mechanical malfunctions of the emergency 
generator.  They are also responsible for preventive maintenance, i.e., oil and filter changes, 
tune-ups, etc..


4.
Any repairs, maintenance, weekly tests or work on the generators will be maintained by 
The 
Department of Public Works.

H.
Smoking Regulations

Medical evidence clearly shows that smoking is harmful to the health of smokers.  Additionally, smoke from cigarettes, cigars and pipes is an irritant to many nonsmokers and can worsen allergic conditions.  In sufficient concentrations, secondhand smoke may be harmful to those with chronic heart or lung disease.  New research indicates that long term exposure to secondhand smoke may seriously threaten the health of nonsmokers.  These regulations and guidelines were developed in an effort to consider the needs and concerns of smokers and nonsmokers alike and in an effort to provide a more healthful working environment for all employees of the Elkton Police Department.


1.
Smoking Prohibited Areas ‑ Smoking or carrying any lighted tobacco product is prohibited in 
the following areas:



a.
All buildings and facilities owned, leased, or rented by the Town of Elkton;



b.
In any town vehicle.

.
2.
Enforcement ‑ All employees share responsibility for following and enforcing this policy 
and 
are responsible for bringing it to the attention of all visitors.  Any alleged non-compliance with 
this policy will be reported to the on-duty patrol supervisor or the Chief of Police.  An 
employee found to be in non-compliance with the smoking policy shall be subject to the 
following:



a.
For a first offense, receive counseling from the appropriate supervisor;



b.
For a second offense, receive a written reprimand; and

 



c.
for a third or subsequent offense, disciplined in accordance with progressive 


discipline procedures.

 
 

      
       

           


       



A.
Control

The Chief of Police, in conjunction with the Quartermaster and Administrative Assistant, will ensure that:


1.
Supplies are maintained in a secure manner.


2.
A sufficient quantity of supplies is always available for Department use.


3.
The distribution of supplies to employees is controlled so that only official needs are 
served.

B.
General Procedures

Requests for uniforms, weapons, or other Department supplies will be submitted to the officer’s immediate supervisor for review.   Upon approval, the request will be forwarded to the Quartermaster/Armorer who will review the request, and if approved, will submit a “Requisition Form” describing the items to the Chief of Police.  If the Chief of Police concurs with the request, the requisition will be submitted to the Finance Department for final approval and assignment of a “Purchase Order”.  The Chief of Police, or designee, is the only Department member authorized to approve purchases and obtain purchase order numbers from the Finance Office.  All purchases made by Department employees must be approved by the Chief of Police, or designee, and accompanied by a corresponding purchase order / number. 
 
 

 

 

 

 

 

       
       

           


       



 Public Image

1.
The public image of any organization stands or falls on the impression it creates through 
day-to-day contacts with the people it serves.  Public support, understanding and 
confidence, and to a certain extent, the effectiveness of a law enforcement agency, are 
influenced by the climate of police‑public affairs.


2.
In striving to provide superior service, the Elkton Police Department generally enjoys good 
relations with the public.  However, segments of an uninformed public are sometimes apt to 
base their judgment on rumor or opinions not rooted in fact.  This tendency can only be 
corrected through steps to educate the public concerning the various aspects of law 
enforcement and police activities.


3.
Every outside contact made by an employee of the Department can be measured in terms of 
public affairs.  The individual who performs his prescribed duties promptly and efficiently 
makes a valuable contribution to the public affairs program, because its 
effectiveness is 
directly related to good job performance.  In addition, the employee should be proud of the 
Department, and openly express this pride during daily work and in community life.  The 
Department's image is further enhanced when officers conduct 
themselves in a professional 
manner and keep their public and private life beyond reproach.

 
 

 

 

 

 

 

 

 

 

 

 
 

 

        
       

           


       



A.
Jurisdiction

1.
Elkton Police Department officers are required to know the geographical boundaries of the 
Department's jurisdiction, including changes due to annexation, etc.  A current official map, 
which includes the detailed boundaries of the Town, is always maintained in the Records 
Office.  Similar maps are available from the Town Administrative Offices.


2.
Corporate Limits:  The corporate limits of Elkton are designated by Town Code and the 


annexation authority designated to the Mayor and Town Commissioners.

B.
Concurrent Jurisdiction

1.
The Maryland State Police pursuant to §2-301 and 2-302, Public Safety 2-412 and the Cecil 

County Sheriff’s Office may exercise the authority of a police officer within Elkton under the 

following conditions:




a.
Police personnel will not undertake routine patrol duties in the Town of Elkton 


except to enforce motor vehicle laws.




b.
Police personnel may exercise law enforcement authority whenever they 


witness a crime, or in any emergency situation where they are available to take 


immediate action.




c.
Police personnel will promptly notify the Department whenever they take 


action in Elkton, and an officer from the Elkton Police Department will respond, 


if necessary, to the scene.



d.
The Maryland State Police or the Cecil County Sheriff’s Office will not routinely 


respond to calls within Elkton, unless requested by the Department.  With the 


exception of Narcotics Investigations, the Maryland State Police or the Cecil 


County Sheriff’s Office will not routinely conduct investigations in Elkton, unless  

requested by the Chief of Police, the Mayor, or as part of the Cecil County 


Narcotics Task Force.

 
2.
Elkton Police Department Responsibility



The Elkton Police Department has the primary responsibility for the following duties or 
events associated with criminal and civil acts within the Town:



a.
Enforcement of criminal laws;



b.
Investigation, processing and transport of prisoners;



c.
Obtaining, processing and preserving evidence and property;



        
       

           


       





d.
Court appearances arising out of such activities;



e.
Responding to calls for service;



f.
Handling disturbances and crowd control;



g.
Hostage/barricade situations;



h.
Enforcement of traffic laws or local code violations;



i.
Accident Investigation; and



j.   
Towing and impoundment of vehicles.

C.
Police Mutual Aid Agreements

1.
Police Mutual Aid Agreements ‑ Powers to enter into Agreements:



a.
The authority to enter into Police Mutual Aid Agreements is contained in 


Criminal Procedure 2-105 of the Annotated Code of Maryland.  The statute 


authorizes officers acting under authority of such agreements to enforce the 


laws of the State of Maryland to the same extent as if they were duly authorized 

in the requesting jurisdiction. Criminal Procedure 2-105, states that such 


agreements:




1)
Have the same immunities from liability that the county or municipal 



corporation has when acting through its police officers or other officers, 


agents, or employees for a public or governmental purpose within its 



boundaries.



2)
Have the same immunity from liability described in § 5-612 of the Courts 


Article and exemptions from laws, ordinances, and regulations, and the same 


pension, relief, disability, worker’s compensation, and other benefits as those 


persons have while performing their duties within the boundaries of the 


county or municipal corporation.



b.
Authority to enter into reciprocal agreements for emergencies.  


        
       

           


       






1)
The governing body of a county or municipal corporation or the Maryland 


National Capital Park and Planning Commission may make a reciprocal 



agreement for the period that it considers advisable with the District of 



Columbia or a county, municipal; corporation, or the Maryland-National 



Capital Park and Planning Commission, within or outside the State, and 



establish and carry out a plan to provide mutual aid by providing its police 


officers and other officers, employees, and agents, together with all necessary 


equipment as provided in subsection (b) of 2-105.  




2)
A county, municipal corporation, or the Maryland-National Capital Park and 


Planning Commission may not make a reciprocal agreement unless the 



agreement provides that each party shall waive any and all claims that are 


against the other parties to the agreement.



c.
In addition to the legal authority to enter into such agreements, and the 


authority to act, mutual aid agreements should contain the following details:
 


1)
A procedure for requesting mutual aid;




2)
The identity of those persons authorized to request mutual aid;




3)
The identity of persons to whom outside personnel are to report;




4)
Procedures for maintaining radio communications with outside 




personnel;




5)
Expenditures, if any, which should be borne by the receiver agency to 



compensate for the use of the provider's resources; and




6)
Procedures for review and revision if prescribed in the agreement.

D.
Extent of Mutual Aid

Mutual Aid may be requested from or provided to another law enforcement agency by the Elkton Police Department at the discretion of the patrol supervisor.  However, it must be remembered that the department still has the primary responsibility of providing police service to citizens who live within its jurisdiction.  Normally outside agency personnel will only be used to assist in a show of force, traffic control, mass processing of prisoners, prisoner transport and operating temporary detention facilities.  There are generally three levels of mutual aid assistance as follows:

  
 

        
       

           


       




1.
Short duration, approximately 30 minutes or less, where an additional show of force or traffic 
control, or assistance with prisoner transport is required.  The patrol supervisor may call for 
such assistance or provide such assistance to adjoining jurisdictions or the Maryland State 
Police.


2.
Medium duration, one to four hours, where additional officers will be required to deal with 
incidents in Elkton.  


3.
Long duration, more than four hours, full scale assistance required.  The patrol supervisors 
should immediately notify the Chief of Police, or designee, who will assist in coordinating 
additional aid as required.

 E.
Initiation of Mutual Aid Activities


The Police Mutual Aid Agreement can be initiated at the discretion of the Chief of Police or his designee, and the patrol supervisor.  The officer initiating mutual aid will immediately establish procedures for maintaining radio communications with personnel from other agencies.
 

  
 

        
       

           


       



A.
Establishment of Towing Services

Effective January 1, 1996, the Town of Elkton entered into a contractual agreement with Crouse Auto Body, Inc., 378 West Main Street, Elkton, Maryland and Purnell Body Shop, Blue Ball Avenue, Elkton, Maryland, to provide towing and/or the storage of motor vehicles for the Elkton Police Department.  The Town has determined that vehicle towing and storage services associated with governmental activities in town shall be contracted on a "call rotation" basis.  The Town also established the following tow rate and daily/weekly storage rates for vehicles towed or impounded under the agreement:  


1.
Towing and storage rates will be established as set forth in contract with the Town of 
Elkton and the towing company.

2.
To equally distribute calls for service between the contractual towers, a Towing Log (EPD Form 
21) has been established.  The form will be maintained in the Records Office and will be 
completed by the Office Associate each time a contractual tow service is requested.  The form 
is self-explanatory and includes the following captions:



a. 
Tow Company 



b. 
Date



c.   
Complaint Control Number 



d.   
Response 




1)
Yes/No 




2)   
Unavailable



e.
Type of Tow Request 




1)
Private




2)
Storage 



f.
Officer ID#



g.
Remarks


 
 

        
       

           


       




3.
The Date and report # will be entered next to the name of the next Tow Company on the list.  
If the contractor tows the vehicle, the “YES” box will be checked in the Response column.  If 
the contractor is unable or unavailable to respond, the “UNAVAIL" box will be checked, and 
the reason will be indicated in the Remarks section.  The Office Associate will then contact the 
next towing service on the list.


4.
The Towing Log (EPD Form 21) will be used whenever a tow service is requested by an 
officer or a citizen.  If a citizen requests the service, the "PRIVATE" box will be checked in 
the Type of Tow column.  If the vehicle is impounded at the request of an officer, the 
"STORAGE" box will be checked.   In addition to the Towing Log (EPD Form 21), the Office 
Associate will enter all appropriate information for vehicles impounded by the Department in 
the Motor Vehicle Inventory Log (EPD Form 20).


5.
The following guidelines are provided to further clarify the "call rotation" basis.  If an 
officer responds to a traffic accident and the owner/operators of three vehicles request 
the 
services of the contractual tower, the next company on the list will be contacted to tow all 
vehicles.  This of course depends on whether the owner/operators of the vehicles specifically 
request the services of the contractual tower.   


6.
It is not mandatory that the contractual tower be used for vehicles involved in accidents 
or 
that are disabled.  The owner/operator of a these vehicle can request a tow service of their 
choice, provided the requested service can respond within a reasonable period of time and 
prompt removal of the damaged vehicle is not necessary.  The term "call rotation" basically 
applies to any vehicles that are towed during one particular incident, whether it is an accident, 
disabled vehicle or police storage.  The next contractual tower on the list will always be called 
to tow vehicles that are impounded at the direction of the police department.

B.
Complaints Against Contractual Tow Services

1.
Complaint investigations may be initiated as a result of a complaint or allegation by a 
citizen, police officer, or member of any private or public organization.


2.
All information received by Department personnel pertaining to an alleged violation of 
requirements, statutes, or ordinances will be recorded on an EPD Form 17.


3.
Department personnel receiving information of any alleged violations of requirements, 
statutes, or ordinances will promptly forward such information to the Chief of Police.


 
 

        
       

           


       




4.
Department police personnel will initiate appropriate enforcement action when statutes 
or ordinances have been violated and will report such information on EPD Form 17, with the 
following attachments:



a.
Bills and receipts



b.
Citations, S.E.R.O.'s, Warnings



c.
O.R.'s (relating to criminal acts by tow service employees, owners, managers, etc.).


5.
Following a complaint investigation which results in a conclusion that the complaint is valid, 
the Chief of Police will notify the towing service if:



a.
A complaint/deficiency was received



b.
A specific requirement, statute, or ordinance has been violated



c.
The deficiency must be corrected



d.
If the deficiency relates to equipment or personnel qualifications, such 



equipment or personnel may not be used for Elkton Police Department towing 


requests until the deficiency has been corrected and such correction verified by 


the Chief of Police or his designee



e.
A follow-up investigation will be conducted to ensure corrections have been 


made.


6.
Following a complaint investigation, which results in a conclusion that the complaint is valid, 
the Chief of Police may take whatever action he deems appropriate within the scope of his 
authority consistent with this section.

 

 
 

 

 
 
 

        
       

           


       



A.
Definitions

1.
Alarm Signal or Signals - means the activation of an alarm system that requests a 
response by a law enforcement agency.


2.
Alarm System - means a burglary alarm system or a robbery alarm system and includes 
telephone alarm hookups.


3.
Alarm System Contractor - means a person or firm that provides the services of a person 
engaged in installing, maintaining, monitoring, altering, or servicing alarm systems.


4.
Alarm User - means a person in control of an alarm system within, on, or around any 
building structure, facility, or site, and includes the owner or lessee of an alarm system.


5.
“False Alarm” - the activation of an alarm device which results in the response by police 
personnel to any alarm user’s premises within the town where no police emergency 
services are required, as determined by such police personnel or the Chief of Police after 
investigation. 



False alarm includes:



a.
negligently or accidentally activated signals;



b.
signals that are the result of faulty, malfunctioning, or improperly installed or 


maintained equipment;



c.
signals that are purposely activated to summon the law enforcement agencies 


in non‑emergency situations.


6.
False Alarm does not include:



a.
signals activated by unusually severe weather conditions;



b.
signals activated by causes beyond the control of the alarm user or alarm 


system contractor (e.g., neighbor's child broke window with baseball);



c.
any major disruption of electric, telephone or other public utility failure or 


transient interruption.


7.
Independent Monitoring Service - means a person or company that provides continuous 
alarm monitoring service.


 
 
 

        
       

           


       



8.
Notice to the Elkton Police Department of an alarm error by an alarm user or by a 
private or government operated central alarm station prior to police arrival on the alarm 
user’s premises shall not be a false alarm under this definition.

 B.
Alarm Response Reporting

1.
The responding officer will report the apparent cause of the alarm signal to the 
communications office.


2.
Causes for alarm signals include:



a.
negligence or accident (e.g., user error)



b.
equipment faulty, malfunction, improperly installed or maintained (e.g., building 

found all secure; no apparent external cause)



c.
intentionally activated for non‑emergency situation



d.
unusually severe weather conditions



e.
beyond user control (e.g., tree branch broke window).

  
3.
Any person who intentionally activates an alarm signal for a non‑emergency situation may be 
subject to the issuance of a civil citation for the violation.


4.
The Chief of Police or his designee shall determine whether a false alarm has occurred and the 
frequency of such false alarms.  The alarm user shall be notified by the Elkton Police 
Department each time that a false alarm occurs at the alarm user’s premises.


5.
An Incident Report does not have to be completed for all responses to false alarms.  
However, an Alarm Response Citation will be completed as outlined in this policy.

C.
Alarm Response: False Alarm Notices

 


In response to alarms of any type when criminal activity (i.e. B&E, MDOP) has not occurred, whether it is a bank, residential or business, etc., the following procedures will be adhered to by the officer assigned to respond to the complaint.


 
 
 

        
       

           


       



Once the premise has been determined to be secure, and no criminal or attempted criminal activity has occurred, the officer will:


1.
Complete an Alarm Response Notice.  All the information as requested on the form must 
be 
completed in full.  If the officer does not know the information, they should contact 
Dispatch who will refer to the burglary and fire alarm information in the computer.

 


2.
If a representative of the property is present at the location the ivory copy of the notice 


will be given to the representative.

 


3.
In instances where a representative is not on the premises and is not expected to respond, 


the ivory copy of the notice will be left in a conspicuous place within the premises if 


possible.

 


4.
As with other documents, all notices issued will be submitted by the officer to the 


supervisor at the completion of the tour of duty.

 


5.
Supervisors will ensure proper completion and will forward completed notices to the 


Administrative office.
 


6.
The Administrative Assistant will enter data from the notice and prepare a monthly list 


of violations.

 


7.
The list will be forwarded to the Chief and then the Office of Finance.

 


8.
The Office of Finance will then assess and collect the appropriate fines.

 

 
 

 

 

 
 
 
 

        
       

           


       


A.
Introduction

The release of public records is governed by the Maryland Public Information Act, Annotated Code of Maryland, State Government Article, Title 10, Subtitle 6.  This Act is analogous to the Federal Freedom of Information Act, which governs the disclosure of federal public records.  Generally, a custodian shall permit the inspection of any public record at any reasonable time.  However, there are several categories of exceptions to the general rule of disclosure, some of which are mandatory exceptions and some of which are permissible.  Specific questions regarding the application of mandatory and permissible denials of access to public records will be addressed by the Town Legal Counsel.


1.
Requests for access to public records that go beyond the scope of routine information and 
which may involve sensitive or controversial issues will be reported immediately to the Chief 
of Police.  Requests include both oral and written requests from citizens, the media and other 
governmental units.


2.
The Chief of Police and/or Town Legal Counsel will be made aware of public information 
requests in an effort to determine the Department's obligations under the Public 
Information Act.  The Chief of Police will then advise the Office Associate under what 
circumstances access to the public record will be allowed.


3.
The Office Associate will be responsible for coordinating the time and place of access with the 
requesting party, or of advising the requesting party of a denial of access to the records.


4.
Under no circumstances should Department personnel attempt to address a public 
information request such as described below except upon direction of the Chief of Police.

B.
Definitions

1.
Applicant ‑ Any person requesting disclosure of public records.


2.
Person‑In‑Interest ‑ One who is the subject of a report, e.g., a victim or accused, or any 
representative designated by the person‑in‑interest (except one who may be under legal 
disability), parent or duly appointed legal representative.


3.
Custodians ‑ Chief of Police, Lieutenant, Office Associate or their designees who can, by the 
very nature of their daily exposure to the types of records requested, make an appropriate 
determination as to which records, if any, may be released.

 
  
 
 
 

        
       

           


       



4.
Public Record ‑ The original or any copy of any documentary material that is made or received 
by any unit of state government in connection with the transaction of public business.  A 
public record may be in any form, including:  a card; a computerized record; correspondence; 
a drawing; a file or microfilm; a form; a map; a photograph; a recording; or a tape.


5.
Administrative Records ‑ Correspondence and reports which relate to the internal 
management and general administration of the Department, e.g., special orders, 
memoranda, status reports, etc.


6.
Investigative Records ‑ Correspondence and reports of criminal and non‑criminal 
investigations, laboratory records, and records of impounded properties, and all pre-
employment investigation records.


7.
Intelligence Records ‑ Correspondence and reports which relate to the internal management 
and general administration of the Criminal Investigations Division.

 
8.
Work Days ‑ Monday through Friday.

 C.
Records Not Subject to Disclosure                      


1.
Disclosure of certain classes of records is limited by statute.  They are:



a.
Private detective investigations


b.
Juvenile records


c.
Personnel files, except for those files of the employee of interest 



or appropriate administrative personnel.  Certain portions of 




pre-employment information contained in any employee's personnel file may 


be kept confidential. 



d.
Physical and mental health records, exclusive of autopsy reports


e.
All correspondence relating to matters in litigation by the Department


f.
Criminal records as defined in State of Maryland Criminal Procedures 10-216-10-228


g.
Home address or telephone number of any employee of the Department or any 


Town employee, except with the permission of the employee.  However, if the Chief 

of Police determines that disclosure of the address or number is necessary 


to protect the public interest, disclosure will be allowed.

  
 
 
 

        
       

           


       




h.
On motor vehicle accident reports, where a juvenile is charged with a violation 


of the Transportation Article or State of Maryland Criminal Law, which upon 


conviction may involve incarceration as all or part of the penalty, all reference 


to charges shall be purged prior to the release of the report.


2.
Administrative records, including invoices, bid proposals, and budgetary information are 
generally available for public inspection.  However, some administrative records otherwise 
available for public inspection should not be made available.  If there is any doubt as to 
whether information should be released, the assistance of the Town Legal Counsel will be 
sought. 


3.
Incident Reports of an investigatory nature will be reviewed by the Criminal Investigations 
Supervisor prior to public release. 

D.
Procedures

1.
Requests for the reproduction or inspection of public records shall be made in writing.


2.
Custodians shall consider all applications consistent with directives in this section.  If the 
custodian is unable to determine the propriety of releasing the records which are requested, 
they shall seek legal counsel advice.


3.
If the records requested are available and the request approved, the record will be 
forwarded to the applicant, after payment of the required fee(s).


4.
If the records requested are not in the custody of the Department, the custodian shall notify 
the applicant, in writing, within ten working days of such request.  If the records 
are in active 
use or are in storage and not immediately available, the applicant shall be notified by the 
custodian, within ten working days of such request.  Notification shall indicate when the 
record may be available.

E.
Grounds to Deny Access

1.
Requests to access Department records may be handled differently depending on 
whether applicants are persons-in-interest or others.

  
 
 
 

        
       

           


       



2.
Persons-in-interest may be denied access to those law enforcement records that are 
investigative in character.  If a reason for denial exists, a determination must be made as 
to how much of the document need be denied.  The reasons for denying access are that 
inspection would:



a.
Interfere with valid and proper law enforcement proceedings.

 



b.
Deprive a person of a right to a fair trial or an impartial adjudication.

 



c.
Constitute an unwarranted invasion of personal privacy.



d.
Disclose the identity of a confidential source.



e.
Disclose an investigative technique or procedure.



f.
Prejudice an investigation.



g.
Endanger the life or physical safety of any person.


3.
The Department may deny access to investigatory records if disclosure is contrary to 
public interest.  In order to restrict the disclosure of non-investigative law enforcement 
records, however, the Department would need to obtain a determination from the 
circuit court of the county where the records are located.


4.
If the reviewer denies the request, the reason, citing the law or regulation, will be 
documented on an EPD Form 17, which must then be forwarded to the Town Legal 
Counsel.


5.
The Town Legal Counsel will review the denial reason to assure that it complies with 
statutory requirements and that the notice of denial going to the applicant contains the 
proper information.  After completion of the review, the request will be forwarded to the 
Chief of Police for disposition.

 F.
Flow and Filing of Applications                               


When final disposition has been reached (e.g., fee for approved request has been received and the copies have been sent or there is no litigation on a denied request), the request will be filed within the Records Division.

 
  
 
 
 

        
       

           


       


G.
Procedures for Review of a Criminal History Record

1.
All requests for copies of Criminal History Records will be referred to the Maryland State 
Police, CJIS‑Central Repository (CJIS‑CR), at MSP Headquarters, between the hours of 9 a.m. 
and 3 p.m., Monday through Friday, except State holidays.  


2.
A fee of $18, payable to the CJIS - Central Repository, will be charged an individual for each 
request to review his record, unless the individual files a verified certificate of indigence.


3.
An offender held in custody at a law enforcement agency, detention center, or correctional 
institution as the result of a court action may file a request and subsequently be permitted to 
review his criminal history record at the location of his confinement.


4.
Any attorney may review his client's criminal history record if he satisfactorily establishes his 
identity and presents a written authorization from his client.


5.
Maryland State Police CJIS‑CR will verify the identity of the applicant.

 
 

 

 

 

 

 

 

 

 

 

   
 
 
 

        
       

           


       


A.
Purpose  


1.
The Elkton Police Department is the recipient of funds which are applied towards 
accomplishing grant projects that are related to criminal law enforcement, police traffic 
services and highway safety.


2.
Funds received from the federal government for traffic programs are generally administered 
through the Maryland Department of Transportation and distributed to police agencies on a 
priority program basis.


3.
Funds may also be received by the Elkton Police from other Federal, State and private sources. 

B.
Responsibility

The Chief of Police, or designee, will be responsible for administration of grants through MDOT:                       


1.
Submit all expressions of interest on behalf of the Department


2.
Negotiate, construct and submit all project agreements 


3.
Submit status reports as required


4.
Coordinate fiscal administration with the Finance Office


5.
Procure equipment and manage property inventory


6.
Maintain grant files


7.
Act as liaison with Federal and State agencies

 
 

 

 

 

 

 

    
 
 
 

        
       

           


       


Responsibilities

1.
Capital equipment are items valued at $100 or more and items valued between $50 and $100 
that are considered sensitive, i.e. small enough to conceal in a briefcase, or items that may be 
moved frequently such as a folding portable table.


2.
When new capital equipment is received, the Quartermaster will ensure that the property 
type, make, model, and serial number (if any) are entered into the Department computer 
inventory program.  The location or assigned persons identification number will also appear in 
the inventory format. This will also include capital equipment donated or forfeited to the 
Department. 


3.
When a capital equipment item is delivered to the Department the receiving person will  
forward the invoice and packing slip to the Chief of Police, or his designee, who will 
forward the receipts to the Town Administrative Office. 


4.
The Administrative Office is the central authority for capital equipment inventory.  The 
Administrative Office will maintain all records associated with the inventory of capital 
equipment and will administer the annual inventory of all capital equipment.
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A.
Purpose - The purpose of records management is to prescribe procedures for:


1.
The development and implementation of a continuing records management 


program for the Elkton Police Department.


2.
The organization and maintenance of current records.


3.
The disposition of all record and non‑record materials.

B.
Authority         



1.
This records management chapter has been prepared pursuant to the authority granted 
the 
Chief of Police in the Code of the Town of Elkton, and establishes standardization of files and 
records throughout the department.


2.
This chapter and all additions, amendments, instructions, directives, and other records 
management materials are issued under the authority of the Chief of Police. 


3.
Additional files, records, or procedures will not be established without the prior approval of 
the Chief of Police.

C.
Scope     


Unless otherwise ordered, the provisions of this chapter shall apply to all divisions of the Elkton Police Department.  Application of the provisions established herein is mandatory, and all material and instructions previously issued which are inconsistent with this chapter are hereby superseded.

D.
Responsibility              

1.
The Chief of Police or his designee has the overall responsibility for monitoring the 
creation, maintenance, and disposition of the department's records.  This responsibility 
includes, but is not limited to, analyzing, developing, coordinating, and installing records 
management procedures, including filing procedures to meet the needs of the Department. 


2.
The objective in managing official records is to make them serve the purpose for which they 
were created as economically and efficiently as possible.  This objective can be reached by 
constant adherence to the procedures established herein.

 
     
 
 
 

        
       

           


       


E.
Guidelines for Filing

1.
Do not file useless paper.  The filing of records should be restricted to those records listed in 
the Department's filing schedule.  Filing less has four primary advantages:



a.
Faster finding



b.
Faster filing



c.
Easier disposal



d.
Saves space, equipment, and supplies.


2.
Limit the number of copies of each document prepared to those which are specifically 
required or requested or which serve a valid purpose.  Do not file the extra copies of:


a.
General Orders, Memorandums, Special Orders, Personnel Orders, and other 


internal directives 



b.
Reproduced documents used in the suspense or tickler file as a reminder to 


complete an action.  Ledgers should be utilized for accountability.
 

c.
Incoming correspondence commonly known as the "courtesy copy".


3.
Required records are the "official files" of the Department, which should be completely 
separated from the "unofficial files".  The "official files" are those files which actually 
document the functions and responsibilities of the Department.  These include the 
Fiscal, Administration, Law Enforcement Operations, Legal, Personnel Administration, and 
other related files as itemized in the filing system.


4.
"Unofficial files" consist of copies of printed or reproduced pamphlets, magazines, 
technical reports and related publications maintained by choice, as a source of useful 
information and generally include "The FBI Digest," supply catalogs, and similar informative 
publications.  These publications are not listed in the Filing System because they often involve 
numerous subjects and cannot be categorized under any specific topic.  They may, in fact, be 
disposed of at the pleasure of the Chief of Police.

     
 
 
 

        
       

           


       



5.
Most duplicate files are maintained merely for convenience; seldom are they essential to the 
operation of the Department.  Duplicate files kept at various locations within an 
office may 
seem efficient, but they are costly to maintain and can be misleading because they do not 
always contain a complete case history or sufficient background data necessary to make 
sound decisions.  Furthermore, duplicate files can often 
undermine the main files.


6.
Eliminate Extra Copies.  Creation of extra copies should be limited to those which will be 
of significant value to the Department and only when the responsibility for their 
maintenance 
can be firmly established.  


7.
Review carefully the publications the Department is receiving.  Request deletion from the 
mailing list of those not pertinent to the functions of the Department.

 F.
Filing Systems and Arrangements

1.
Case Files are the simplest and easiest of all to maintain and constitute the largest single 
type of file maintained by the Elkton Police Department.  They consist of groups of file 
folders arranged in numerical, alphabetical, chronological or geographical sequence, each 
group generally containing the same types of papers which tend to document an 
action from its beginning to its end.  


2.
Since the primary functions and responsibilities of the Elkton Police Department are 
enforcing the law and the apprehension and arrest of criminals who violate the law, it is 
understandable why over 90% of Department records are case records.  It is for these 
apparent reasons that particular attention should be given to planning, designing, and 
maintaining case filed records.


3.
Technical reference files consist of printed reports, publications, manuals, law enforcement 
magazines, sales literature, specification manuals, supply catalogs, digests, and similar 
reproduced or printed materials kept in the office or library only as a source of useful 
information.  Since technical reference materials need to be organized and arranged along 
library lines, rather than in folders and cabinets, they have not been included in the filing 
outline.  This does not mean that they should be maintained without any control.  After 
carefully selecting those publications pertinent to your office, adequate measures should be 
taken to organize and maintain them in a manner best suited to the needs of your office.

     
 
 
 

        
       

           


       


 G.
Files Maintenance

1.
The simplest and most convenient method of carrying out records disposition is to 
"cutoff" or "break" each file regularly and start a new file.  A files cutoff system prevents the 
accumulation of files beyond actual current needs, prevents the growth of files into 
cumbersome, unmanageable collections, simplifies the retirement and destruction of records 
in blocks, facilitates reference to current files, and restricts the requirements for additional 
space and equipment.


2.
Case files may be cutoff at the termination of a transaction.  For example, when an 
investigation has been completed and the case finally adjudicated, the folder(s) can be 
marked with the date of termination and placed apart from open cases.  This applies to files 
which are designated with open and closed provisions only.

 
3.
Chronological sequence files, such as accounting and fiscal, are easy to cutoff since they 
are 
initially filed by fiscal or calendar year.  At the time of cutoff, simply move the files to an 
inactive files area until they can be transferred or destroyed in accordance with the 
records retention schedule, and prepare new folders for the current year.


4.
A charge-out record will be made and substituted for all documents removed from the file 
for reference purposes.  Information entered on the charge-out record is used for 
locating the document when it is removed from the drawer.  When the documents are 
returned to the drawer, the entries are lined out and the record is available for re‑use.


5.
While guide cards are the principal file signposts, drawer labels and folder labels also help to 
find or file faster in the right folders.  Drawer labels narrow the search to one drawer, guide 
labels to several folders, and folder labels to the contents of one folder.   Labels should be in 
large type and colored if possible, to help identify separate files.   Captions should be accurate 
and complete to identify the contents.

     
 
 
 

        
       

           


       




Usually the first label read is the drawer label.  It should normally show the file title, years covered and the segment of the file included in that drawer.  Where possible, and sometimes as a necessity, a distinction between active and inactive files and the kind of 
file arrangement may also be shown as indicated below:



DRAWER LABELS

 



ADMINISTRATION ‑ (ADM)

 



ADM l  (General Orders)



to



ADM 5 (Civil Defense/ Disaster Plan)

 



LAW ENFORCEMENT OPERATIONS - (OPS)

 



OPS 3 (Warrants)



to



OPS 6 (Criminal Complaint Control Ledger)

      
 
 
 

        
       

           


       



6.
The second label usually needed is the guide label which should clearly show the 
contents of the folders which follow.  In many instances this label will be identical to the 
label on the first folder behind the guide.  For numbered case files, guide labels should 
reflect numeric breakdowns of the file at regular intervals, perhaps at every group of 10 
numbers.  For alphabetical files, guide labels are not needed for each letter of the 
alphabet, but they should be placed at intervals to identify the largest and most used 
collection of folders, and show the file code, as well as the topic.


7.
The entire files system is designed and planned to direct the user speedily to one folder.  
If the label on the folder does not completely and exactly identify the contents, even the 
best files system falters.  A good folder label should reflect in no more than three 
typewritten lines; the specific name, letter, geographic location, topic, number, code or 
symbol identifying exactly the contents of that folder.  If folders are broken down in 
chronological order, indicate the segment kept in each particular folder.  

H.
Filing and Retention Schedule


1.
The basic filing and retention schedule outlined in Section II of this Chapter defines a 
system for identifying and arranging records to facilitate quick and easy reference and 
disposition.  All correspondence, reports and records created or received by the 
Department 
are included in this outline and have been brought together under nine 
subject primaries 
according to the functions to which they relate.  



As an example, all correspondence and records which relate to the acquisition, expenditure, 
and audit of funds have been brought together under the primary:  FISCAL.   All 
correspondence which documents the status of personnel has been brought together under 
the primary:  PERSONNEL ADMINISTRATION.  Records which document 
the operational 
functions of the Agency have been brought together under the primary:  LAW ENFORCEMENT 
OPERATIONS, which is broad enough to cover the full range of activities concerned with 
preventing crimes and enforcing the laws and ordinances of the State and the Town of Elkton.


2.
Secondary subjects, which relate to the primary subjects, are arranged alphabetically 


following the primary subjects.  For example:  Budget Requests and Capital Equipment 


and Improvements are secondary to FISCAL.    Warrants, Criminal Summons, and 


Incident Reports are secondary to LAW ENFORCEMENT OPERATIONS

       
 
 
 

        
       

           


       



3.
Some secondary subjects are further subdivided into related tertiary subjects to allow for a 
more definitive grouping of papers.  For example:  following FISCAL, all papers concerned with 
Budget Requests are further subdivided between Capital Equipment, Motor Vehicle 
Equipment, and Ordinance Equipment.  This system is basically a subject file system where the 
subjects are further subdivided to permit a more refined classification of papers and folders.

     
4.
File codes avoid the need to write out lengthy subject titles of papers and to make 
finding and filing easier and faster.  A group of letters and consecutive numbers are 
assigned to each subject. This converts the system from a straight subject to a modified 
subject numeric system, permitting arrangement of primary subjects in alphabetic sequence 
while retaining a simple numeric order for subdivisions of the primaries.  Thus, the modified 
subject numeric system has the additional advantages of being easy to memorize and of 
allowing maximum flexibility in adding new symbols without breaking the continuity of the 
pattern, or changing symbols assigned to other subjects.

I.
Destruction and Storage of Records  

      
The Chief of Police will be responsible for establishing a retention and destruction policy for records and files maintained by the Department.  Discretion and good judgment will be used in determining the method of destruction.  As a general rule, records and files considered sensitive or confidential in nature, such as applicant and investigation files, should be shredded or burned.  

J.  
Report Reproduction Costs

 
A minimum fee of five dollars will be charged for copies of reports up to and including eight pages.  An additional fee of fifty cents per page will be charged, over and above the initial five dollar fee, for any report containing over eight pages.  Any costs associated with the production of photographs or other incidental expenses will be paid by the requesting party.  Governmental and allied police agencies are exempt from the conditions of this paragraph.

 
 

 

 

       
 
 
 

        
       

           


       


A.
Administrative



These files consist of all correspondence, records, and reports which relate to the internal management and general administration of the Department.


ADM

1
General Orders






Contains a copy of all General Orders issued by the Chief of Police to announce policies affecting the entire department.  Receipt or Appraisal of Orders, Memoranda, and Manual Revisions will be attached to the applicable General Order.   Retain until superseded, rescinded, or canceled then remove to the inactive file.


1-1 
General Orders - Inactive



Contains a copy of each General Order issued by the Chief which has been superseded, rescinded, or canceled.  Retain three years from the date of issue and then destroy.


1-2 
General Order Issuance Record





Contains General Order Issuance Record (EPD Form 33) of issuing authority.  This record is permanently retained.


2
Special Orders - Active

Contains a copy of all Special Orders which were issued for specific activities and are of a temporary or self-canceling nature.  Retain until superseded, rescinded, or canceled then remove to the inactive file.


2-1 
Special Orders - Inactive

Contains a copy of each Special Order issued which has been superseded, rescinded, or canceled.  Retain one year after order has been superseded, rescinded, or canceled; then destroy.


2-2 
Special Order Issuance Record



Contains Special Order Issuance Record (EPD Form 33) of issuing authority.  This record is permanently retained.

 
       
 
 
 

        
       

           


       



3
Memoranda - Active
Contains a copy of all Memoranda issued by departmental personnel to disseminate information which does not warrant a formal order.  Retain until superseded, rescinded, or canceled; then remove to the inactive file.


3-1 
Memoranda - Inactive
Contains a copy of all memoranda issued which has been superseded, rescinded, or canceled.  Retain one year after Memorandum has been superseded, rescinded, or canceled; then destroy.


3-2 
Memoranda Issuance Record
Contains Memoranda Issuance Record (EPD Form 33) of issuing authority.  This record is permanently retained.


3.1
Personnel Orders



Contains a copy of each Personnel Order issued to announce changes in duty status for specific personnel in the department. Retain until superseded, rescinded, or canceled, then remove to inactive file.

3.1.1
Personnel Orders - Inactive

Contains a copy of each Personnel Order issued which has been superseded, rescinded or canceled.  Retain one year from the date of issue and then destroy.


3.1.2
Personnel Order Issuance Record

Contains Personnel Order Issuance Record (EPD Form 33) of issuing authority.  This record is permanently retained.


5-2
CCSO Emergency Security Plan


5-3


5-4
Dept of Emergency Svcs - Local Emergency Planning Committee


5-5
Homeland Security

       
 
 
 

        
       

           


       



6
Statistical Surveys and Reports

Contains printouts from uniform crime reports, Maryland Automated Accident Reporting System, Speed Surveys, and related summaries.  Create files as needed.  Retain five years then destroy.


6-1 
Uniform Crime Reporting Information -  kept in records dept.

6-2 


6-3 
Speed Surveys

7
Daily Patrol Schedule 



Daily Patrol Schedule (EPD Form 4):  Contains a record of the Daily Patrol Schedule.


Cut off annually.  Retain three years; then destroy.


8
General Department Correspondence



These files include general correspondence initiated or received by the department.  This also includes any correspondence with local, state, or federal agencies.  Retain three years and until no longer needed; then destroy.


8-1
Department Correspondence (Internal/External)


8-1.1
Supervisor’s Meeting Minutes

8-2
Town Administrator

8-3
Mayor and Town Commissioners


8-3-1
Monthly Report to Commissioners


8-4 
Public Works Department

8-5
Human Resources 


8-6
Building and Planning


8-7
Finance Division

8-8
Parks and Recreation
        
 
 
 

        
       

           


       



8-14 
Overtime Events


8-15
 EPD K-9 

9
Property Room – maintain indefinitely

10
FCC/RADIO Correspondence


11
CODY Computer


17
MAGLOCLEN


33
Union Hospital


35
Forensic DNA Assessment

36
Document Security 

37
Chaplain Program

40
Pole Cam

41
Computers

43
Scanner for Currency

44 
Mobile Vision In-Car Video System (Camera)


46
Language Link


47
Vehicle Pursuit Report – 5 years

48
Response to Resistance – 5 years

49
Taser Use Report – 5 years

50
Commander’s Info Report—6 mos

51
OC Usage Report – 5 years

51-1
Distribution Report

52
Petty Offense List

      
 
 
 

        
       

           


       

53
Ballistic Vest Inspections




54
SHA Special Permits


55
Capwin


56
CovertTrack GPS
B.

LIAISON
These files include miscellaneous correspondence with other government agencies which does not relate to any other category in this filing system.


LIA

1
Federal Agencies  - Create correspondence files as needed.  Retain three years and until 

no longer needed; then destroy.


1-1 
US Department of Justice


2
State Agencies (Excluding Courts)  -  Create files as needed.  Retain three years and 

until no longer needed; then destroy.


2-1 
Maryland State Police


2-1-1
MSP State Aid for Police Protection


2-2 
State Fire Marshall

2-3 
State Highway Administration

2-3.1 
MD Transportation Authority

2-4 
Cecil County State's Atty Office


2-5 
Motor Vehicle Administration

2-6 
Criminal Justice Information System


2-6.1 
CJIS User Agreement


2-6.2
Miles/NCIC General Correspondence


2-6.3
Audit Reports and Validations


2-6.4
Fingerprint Card Audit  

        
 
 
 

        
       

           


       

2-6.5
Training Correspondence (Miles/NCIC)


2-7
Maryland Police Training Commission

2-8
Juvenile Justice Semi Annual Survey


2-9
Bureau of Alcohol, Tobacco & Firearms


2-10 
National Center for Missing/Exploited Children

2-11 
St of MD Dept of Health & Mental Hygiene Designated Psychiatric Emergency Facilities


2-12
MD Coalition Against Sexual Assault


2-13
MML Police Executive Association


2-14
Animal Control

2-15
University of Maryland Public Safety Training Tech Assistance Program (Gang Activity) 

2-16
AAA Mid Atlantic  


2-17
MD Army National Guard  

2-18
GOCCP  


3
State Courts  - Self-explanatory.  Retain three years and until no longer needed, then 


destroy.
 
3-1 
District Court

3-2 
Circuit Court

4
Municipal Governments   - Contains informative data concerning local police 



departments, health agencies, and related organizations.  Retain three years and until 


no longer needed, then destroy.


4-1
North East Police Department

4-2 
Rising Sun Police Department

4-3 
Elkton Housing Authority


4-4
Elkton Alliance


4-5 
Perryville PD


4-6
Bel Air PD


4-7
Havre de Grace PD


        
 
 
 

        
       

           


       

4-8
Aberdeen PD


5
County Governments  - Contains informative data concerning county police 



departments, health agencies, and related organizations.  Retain three years and until 


no longer needed, then destroy.


       


5-1 
Cecil County Commissioner's

5-2 
Cecil County Sheriff's Office

5-3 
Cecil County Drug Task Force


5-4 
County Schools

5-4-1 
Safe Schools Steering Committee


5-4-2 
Cecil County Public Schools Emergency Guide

5-5
 Cecil County Health Department

5-5a 
Tobacco Task Force

5-6
Cecil County Dept of Aging


5-7
Cecil County Dept of Social Services 

6
Harford County Sheriff’s Office


7
Upper Bay Counseling Support Services, Inc.


8
Elkton Little League



9
Board of Education Resource Manual


9-1
Elkton High School Crisis Plan


9-2
Elkton Middle School Crisis Plan


10
Cecil County Public Safety Communications Steering Committee Meeting


11
Homeland Emergency Response Committee



14
Cecil Partnership for Children, Youth, and Families


15
Cecil County Child Advocacy Center  

15-1
Project Crossroad  

        
 
 
 

        
       

           


       

17
Alternate Emergency Opns Center (AEOC)


18
HIDTA


19
Cecil College


20
Citizens Police Academy


        
 
 
 

        
       

           


       

C.  
LEGAL 


These files contain copies of Federal, State, County, City, and local laws and amendments which have a 
direct impact on department operations.


LEG

1
U. S. Laws  - Self-explanatory.  Retain until repealed, then destroy.


2
State Laws  - Self-explanatory.  Retain until repealed, then destroy.


2-1
Emergency Commitments


2-2
Legislative Bills


2-3
Loitering Law


3
County Ordinances  - Self-explanatory.  Retain until repealed, then destroy.


4
Town Ordinances  - Self-explanatory.  Retain until repealed, then destroy.


5
Local District Regulations  - Self-explanatory.  Retain until repealed, then destroy.


6
Attorney General's Opinion  - Self-explanatory.  Retain as a perpetual file by updating as 


necessary.


7
Fair Labor Standards Act

8
Legislative Updates


9
Elk Landing Firearms Permit


11
Police Mutual Aid Agreement


12
Federal Firearms License Renewal

13
FCC Licensing  

14
Funk & Bolton, Attorneys   

        
 
 
 

        
       

           


       
 D.
PERSONNEL ADMINISTRATION

These files include correspondence which concern personnel classification, assignment, performance rating, leave, duty schedule, and other related topics which document the status of uniformed and civilian employees.


PER

1
Officer and Squad Monthly Activity Reports  - Contains the record copy of Officer 


Monthly Activity Reports (EPD Form 5) and Squad Monthly Activity Reports (EPD Form 


6).  Retain record copy for one year, then destroy.


1-1 
Activity Summary  - Contains the monthly summary report obtained from the Officer and 
Squad Activity Reports.  Retain record copy one year, then destroy.


2
Employee Work and Leave Reports  - Contains reports documenting hours worked and leave 
taken on the bi-weekly Employee Work and Leave Report.  Record copy forwarded to the 
town Finance Office.  Retain non-record copies for one year, then destroy.
 
3
Yearly Duty Schedule  - Contains Monthly Duty Schedule (EPD Form 7) for Patrol and 
Records personnel.  Retain record copy for one year, then destroy.

 
3-1 
Personnel Roster  - Contains a copy of the department’s personnel roster.  Retain until 
superseded, then destroy.


4
Overtime Record - Contains Overtime Authorization Records (EPD Form 52) for authorization 
of overtime during a specific pay period.  Retain record copy three years, then destroy.

4-1
Leave Requests  - Contains copies of Leave Requests for Vacation, Personal or Comp Time.  
Retain record copy for one year, then destroy.


5
Personnel Files for Police Employees
Contains alphabetically arranged personnel 
folders which are maintained for each police employee assigned to the department.  Will be 
maintained in the office of the Chief of Police under lock and key.

5-1
Pre-employment Information and Background Investigation.



Will be maintained as long as the person is employed by the Department.  When employee 
separates file is moved to separated employees file, but maintained within the department.

5-2 
Job Assessment and Appraisal Rating  - Record copy forwarded the Town Personnel  Office at 
time of merit increase. Maintain forever in personnel file.

5-3 
Letters of Appreciation/Commendations

5-4 
Departmental Accidents, excluding Records Involving Disciplinary Action.

5-5 
Training Requested and Received.  
        
  
 

        
       

           


       


5-6 
Personnel Information Form  - Retain current forms.  Destroy others.


5-7 
Request for Secondary Employment

5-8 
Medical Information

5-9 
Record of Issued Equipment

5-10 
Personnel Counseling Forms  - Retain for three years, then destroy.


5-11
 Miscellaneous Material     

        
       

           


       


6
Personnel Files for Civilian Employees  - Contains alphabetically arranged personnel 
folders which are maintained for each civilian employee assigned to the department.  Will 
be maintained in the office of the Chief under lock and key.

6-1 
Personnel Information Form

6-2 
Letters of Appreciation and Commendations

6-3 
Medical Information

6-4 
Job Assessment and Appraisal Rating

6-5 
Founded Complaints and Records Involving Disciplinary Action

6-6 
Request for Secondary Employment

6-7 
Miscellaneous Material

7
Internal Affairs Files for Police Employees  - Contains alphabetically arranged Internal 
Affairs folders, which are maintained for each police employee assigned to the department.  
Will be maintained in the office of the Chief under lock and key.

8
Recruitment  - Contains application packets for officers.


8-1 
Applications for Position of Officer - Contains current application for the position of police 
officer.


8-2 
Application for Position of Police Office Associate  - Contains current application for the 
position of Police Office Associate.

8-3 
Applications for Position of Parking Enforcement Monitor  - Contains current applications 
for the position of Parking Enforcement Monitor.  


9
Employee Injury Reports


10
Employee Grievances


11
Ride Along Waivers  - Contains record copy of Waiver of Claim and Release From 
Liability (EPD Form 15).  Retain record copy one year, then destroy.  
        
 
 
 

        
       

           


       

12
Employee Assistance Program  

13 
License Verification Form 

14
NARCAN Certification 
 E.

PUBLIC RELATIONS 

These files contain all correspondence and reports which relate to activities which promote or publicize the mission or function of the department.


PR

1
Organizations  - Contains all correspondence from organization concerning ceremonies, 
escorts, parades, and other requests for department participation.  Retain three years after 
the assignment is completed, then destroy.


2
Press Releases  - Contains those authorized notices released for public dissemination.  
Retain one year, then destroy.


3
Public Inquiries and Requests (Not Related to Any Specific Category)



Miscellaneous file which  encompasses all non-specific requests and correspondence with the 
public.  Retain three years after completed, then destroy.


4
Community Letters

F.
TRAINING 

These files contain all correspondence for mandated or other training required by department personnel.


TNG

1
Maryland Police Training Commission
- Contains all correspondence from the 
Maryland 
Police Training Commission regarding the certification of department personnel.  


2
Weapons Qualifications
 - Held within Employee records

3
In-Service Training - Held within Employee records



4
Training Course Plans and Descriptions  - Contains approved course plans for in-service 
training and firearms qualifications.  Retain until superseded or changed, then destroy.


5
Memo of Agreement for Customized Education Department of Professional & Non 
Credit Programs  
        
 
 
 

        
       

           


       
 G.
FISCAL

These files consist of correspondence, records, and reports which pertain to the acquisition, expenditure, and audit of funds required for departmental operations.


FIS

1
Purchase Order Requests  - Contains copies of Purchase Order Requests for the 
acquisition of 
operating equipment. Original sent to Finance Office for Purchase Order number assignment.  
Retain non-record copy one year, then destroy.

    
2
Purchase Orders - Approved for Purchase  - Copy of Purchase Order and corresponding 
number which have been approved for the purchase of specific items.  Receipts 
obtained 
from vendors will be attached to the appropriate purchase order.  Record copy 
of the receipt 
will be forwarded to the Finance Office.  Retain non-record copy one year then destroy.


2-1
Blanket Purchase Orders



3
Yearly Fiscal Budget  - Contains copy of fiscal year budget expenditures for the department.  
Retain three years, then destroy.


6
Contracts  - Contains copies of service contracts, such as car washes and janitorial 
services.  Create files as needed.  Retain until contract is rescinded, then destroy.


6-6
Parking Meter


6-7
Cody Computer System


6-9
Taxi Cab Licenses


6-10
License Plate Reader

6-11 
DOE Tech Value Plus 1-Yr Maint Agreement


6-13
Fidelity Engineering, Emergency Generator-Inspection and Preventive Maintenance 
Agreement 

6-14
Xerox – held in Admin Assistant’s desk

7
Motor Vehicle History
- Contains history of the motor vehicle maintenance and 
inspection for department vehicles.


7-1
Motor Vehicle Operation Summary  - Contains record copy of monthly Motor Vehicle 
Operation Summary (EPD Form 37) for vehicles assigned to the Department.  Retain for 

three years, then destroy.  

7-2
Department Bicycles  - Contains information regarding patrol bicycles.




7-3
Vehicle Damage Reports  - Contains information on any damage to a department vehicle 
regardless of how the damage occurred.  Retain for three years, then destroy.
   
8
Department Supplies

8-1 
Uniforms

 8-2 
Office Supplies


8-2-1
Computer Disks

8-3
Equipment


8-3-1
Sirchie  

8-3-2
KeyScan


8-4
Verizon Wireless


9
State Grants 

9-1
Safe Streets

9-3
Aggressive Driving Grant


9-4
Foreign Vehicle Registration Enforcement Grant

10
Federal Grants

10-5
Drug Control and Systems Improvement Grant


10-7 
Traffic Safety Program Activity Grant


10-8 
Bullet Proof Vest Program

10-9
Tobacco Prevention & Cessation Program


10-10
School Bus Safety Enforcement Grant


11
Cecil County Narcotics Task Force


13
Federal Equitable Sharing Agreement


14
Drug Money Accounts  

15
Hot Spots Materials


17
EZ-Pass    

18
Solar Speed Sign 
        
 
 
 

        
       

           


       
H.
Law Enforcement Operations

OPS

1
Warrants - Open (Rcds Ofc)



Contains all open warrants and related documents authorizing personnel to take into 
custody individuals named therein.  Retain in open file until warrant is served or 
returned, then move to a closed file.


   
1-2 
Warrants - Closed (File Rm) - Contains all closed warrants and related documents.  

Retain one years, then destroy.

2
Criminal Summons - Open (Rcds Ofc) - Contains summonses issued by competent 
authority mandating appearance before the authority.  Retain summons in open file until 
served or returned.


2-1 
Criminal Summons - Closed (File Rm) - Retain a copy of summons which have been 
served.  Retain one year, then destroy.


4
Town Permits  - Contains copy of permits issued by town authority.  Retain one year then 
destroy.

4-1 
Yard Sale Permits


4-2 
Peddler Permits
  - In book in Rcds Ofc until expired, then destroyed


4-3
Parade Permits

 5
Arrest Reports (Old) - Contains copy of Adult Arrest Reports (EPD Form 30) and related 
material for persons detained by the department.  Files will be maintained alphabetically and 
will contain all record documents of the arrest.


5-1
Juvenile Arrest Reports (Old) - Contains copy of Juvenile Arrest Reports (EPD Form 30)and 
related material for person detained by the Department.  Files will be maintained 
alphabetically and will contain all record documents of the arrest.


5-2 
Adult Detention Log  - Contains copies of the Adult Detention Log (EPD Form 31).  Retain 
three years, then destroy.

5-3 
Juvenile Detention Log  - Contains copies of the Juvenile Detention Log (EPD From 32).  
Retain three years, then destroy.


5-4
Prisoner Property Inventory  
        
 
 
 

        
       

           


       

6
Booking Inventory Log  - Contains all pages of the Booking Inventory Log (EPD Form 122).  
Retain three years, then destroy.


7
Incident Reports  - Contains all Incident Reports (EPD Form 38) with applicable 
supplementary reports attached.  Retain open cases until suspended or closed.  Retain 
closed reports for three years, then destroy.


8
Animal Bite Reports  - Record copy of all animal bite reports forwarded to the Health  
Department.  Retain one year, then destroy.


9
Department Case Files  - Contains all Offense Reports (EPD Form 39) with applicable 
supplementary reports and other pertinent documents.  Files will be maintained 
numerically by case number.  Retain open reports until suspended or closed.  Retain 
suspended or closed reports 10 years then destroy.


10
Confidential Intelligence Information Report


11
 Missing Person Report - Open (Rcds Ofc) - Contains all open Missing Person Reports (MSP 
Form 79) with applicable supplementary reports attached.  Move to OPS 11-1 when closed.


11-1 
Missing Person Report - Closed (File Rm) - Contains all closed Missing Person Reports (MSP 
Form 79) with applicable supplementary reports attached.  Retain three years from closed 
date, then destroy.


12
Consent to Search & Seize (No Contraband Seized)


This file contains copies of Consent to Search and Seize Reports (EPD Form 44).  These 
reports contain only the information that a citizen granted permission to a member of the 
Department to conduct a warrantless search and no items were seized.  Retain record copy 
for one year then destroy.  

 
13
Vehicle Impound & Inventory Record - Open (Rcds Ofc)



Contains all open Vehicle Impound and Inventory Records with applicable 
supplementary reports attached.  Retain until closed then move to OPS 13-1.

13-1
 Vehicle Impound and Inventory Record-Closed (File Rm)



Contains all closed Vehicle Impound and Inventory Records with applicable 
supplementary reports attached.  Retain three years from open date, then destroy.  

13-2 
Motor Vehicle Inventory Log - Closed



The Motor Vehicle Inventory Log (EPD Form 20) contains numerical listing of motor 
vehicles which have been stored under the authority of EPD personnel.  Retain completed log 
three years, then destroy.

14
Stolen Articles – Open  
   
        
 
 
 

        
       

           


       

15
Stolen Weapons - Open
(When removed from NCIC, place information into the 
respective 
case file)


16
Stolen Vehicle - Open


19
Patrol/Property Checks - Open
- Contains all open patrol or property checks.  Move to OPS 
19-1 when closed.


19-1 
Patrol/Property Checks - Closed
 - Contains all closed patrol or property checks.  Retain one `
year, then destroy.

20
Accident Reports   (Current Year in Rcds Ofc, Previous years in File Rm)



Contains all reports and related documents concerning vehicle collisions recorded 
through the Maryland Automated Accident Reporting System.  Retain non-record copy three 
years, then destroy.


20-1 
Accident Reconstruction  - Contains all reports relating to the reconstruction of a vehicle 
collision.


21
Citation Book Issuance Control Ledger
- Contains record copy of Motor Vehicle Citation 
Book Issuance Control Ledger (EPD Form 47) used to record citation books issued to 
officers.  Retain completed forms three years, then destroy.

 
21-1 
Traffic Citation Transmittal Forms  - Contains record of those citation copies which are 
forwarded to District Court on a daily basis.  Retain three months, then destroy.


21-2 
Traffic Citation Ledger  - Contains record copy of Traffic Citation Issuance Ledger (EPD Form 
73) used to record traffic citations issued by members of the Department.  The file will contain 
an individual folder for each officer.  Folders will be arranged in alphabetical order according 
to the last name of department personnel.  Retain completed logs for three years, then 
destroy.


22
Parking Citation Information  - Contains correspondence or related reports pertaining to 
the issuance of parking citations.  Record copy of Parking Citations are forwarded to Town 
Finance Office for processing.  Retain three years, then destroy.


23
Warnings  - Record copies maintained by the patrol supervisor for 60 days then 
destroyed.
 
24
Field Interview Reports  - Contains all Field Interview Reports in alphabetical format.


25
Defect Notices  - Contains all Defect Notice Reports (EPD Form 49) received concerning 
defects observed in the Town limits.  Retain record copy one year, then destroy.
26

Waiver Form - Emergency Assistance - Vehicle 
Access


Contains copy of Emergency Assistance Waiver (EPD Form 14) signed by vehicle 
operator or 
owner to allow emergency access to vehicle.  Retain three years then destroy.  
   
        
 
 
 

        
       

           


       
27
Court Notification Log  - Contains record copy of Court Notification Log (EPD Form 18) by 
officer number.  The file will contain an individual folder for each officer.  Folders will be 
arranged in alphabetical order according to the last name of department personnel.  
Retain completed logs and file copy of the summons for one year, then destroy.

 
30
Driving While Intoxicated Cases – Open  - Contains all open DWI cases  and related 
documents.  Move to OPS 30-1 when closed.  

30-1
 Driving While Intoxicated Cases – Closed  - Contains all closed DWI cases and related 
documents.  Retain one year after final adjudication, then destroy.

30-2 
DR-15A Issuance Control Ledger
  - Contains record copy of DR-15A Issuance Control 
Ledger (EPD Form 48) for books issued to officers.  Coded by form number and issued in 
sequential order.  Retain completed forms for three years, then destroy.


Contains all correspondence and reports received pertaining to Preliminary Breath 
Testing Equipment.  Retain as long as the PBT is in use and for one year after the 
equipment is disposed of, then destroy.

30-5 
Preliminary Breath Test Log  - Contains log of all preliminary breath tests (EPD Form 74) 
offered.  Retain three years, then destroy.

30-6
 Alcohol Influence Summary  - Contains copy of monthly summary of individual PBT tests 
administered by Department personnel on MSP Form 34A (Alcohol Influence Summary).  
Record copy forwarded to MSP Chemical Test and Alcohol Unit.  Retain non-record copy for 
one year, then destroy.

 31
Monthly UCR Reports  - Contains non-record copy of monthly department UCR report.  
Retain one year, then destroy.


32
Property Records – Open  - Contains open Property Records (EPD Form 27) filed by 
property record number, with related documents attached.  Retain until closed, then move to 
OPS 32-1.


32-1 
Property Records – Closed   - Contains closed Property Records (EPD Form 27) filed by 

property record number, with related documents attached.  Retain three years, then 

destroy.


32-2 
Property Record Issuance Log  - Contains a listing of property record numbers in 


sequence, along with other pertinent information concerning property records issued to 
personnel on the Property Record Issuance Log EPD Form 28).  Retain ledger until 
completed and five years, then destroy.


32-3
 Property Log  - Contains data itemizing all material being held by the Department and 
disposition of same.  Record copy retained in Property Log (EPD Form 29) until closed, then 
placed in OPS 32-3.  Retain log until completed and five years, then destroy.



32-4
Yearly Property Record Inventory  - Contains most current Yearly Property Record 
Inventory.  Previous inventory will be destroyed.

   
     
 
 
 

        
       

           


       

34
Radar Calibration Reports  - Contains record copy of Radar Unit and tuning fork calibration for 
each device used by the Department.  Retain as long as the device is in use and one year 
after the equipment is disposed of, then destroy.


Pro 1000DS



Golden Eagle II



Stalker Hand Held



LIDAR Hand Held



Kustom Speed Trailer


34-1
 Radar Operational Manual  - Contains Radar Operational Manuals and all correspondence 
pertaining to Radar operations.  Retain as needed.

34-2 
Radar Data Concerning Repairs & Correspondence


Contains all correspondence and reports received pertaining to Radar equipment and 
maintenance.  Retain as long as the Radar unit is operable and in use and for one year after 
the equipment is disposed of, then destroy.


35
Radio License Information


36
Taser Use Reports


37
Use of Force Reports
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FORMS CONTROL

 

I.
POLICY AND PROCEDURES
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A.
General       


1.
Forms are used for the collection, transmittal and preservation of information.  They serve as 
a compact, concise record and, when standardized, promote efficient operation 
within the 
Department.  In addition, many of the policies, procedures and functions of the Department 
are documented through the use of forms.


2.
Since the use of forms is frequently necessary in order to accomplish specific tasks or 
duties, it is vital that a forms control program be administered in a manner which will 
ensure that only essential records are created.  The objectives of the program are to 
establish control over the creation of new forms, to revise or consolidate existing forms, 
and to eliminate the non‑essential or duplicate forms.

B.
Authority         


1.
The program is established and administered by a Department Forms Control Officer 
(DFCO) in accordance with guidelines and standards established by the Chief of Police.


2.
The DFCO is designated by the Chief of Police to perform functions necessary to 
administer 
the program.

C.
Department Forms Control Officer

The DFCO will administer the program and have the following responsibilities:


1.
Establish and maintain a Forms Control Register


2.
Approve form design and use


3.
Issue form numbers and effective dates


4.
Authorize printing


5.
Maintain a master forms file


6.
Maintain an historical file of forms revised, combined or eliminated


7.
In concert with users, create, revise, combine or eliminate forms when practical.

    
     
 
 
 

        
       

           


       
D.
Forms     

1.
Every form originating within the Department will be assigned a form number and 
effective date.  The DFCO will maintain a Forms Control Register containing numbers, 
effective dates, form titles, descriptions and revision dates of all forms in current use.


2.
Forms created internally and used department wide will be designated as such by an EPD 
number and recorded in the Forms Control Register.  The form number and implementation 
date will appear in the lower left corner of each form.  Example:  EPD 14 (12-95).

E.
Printing of Forms                 


Requests for initial printing or reprinting of a form will be made on a Town Requisition Form and forwarded to the Chief of Police for approval.  After approval, the DFCO will arrange to have the form printed at a local print contractor.

F.
Creating, Revising, Combining or Eliminating Forms                                                  

1.
When a form ceases to serve its designed purpose, it becomes a liability to the user and 
the 
Department.  When this occurs, the form should be revised, combined with an existing form, 
or eliminated.


2.
If an employee of the Department feels a form should be created, revised, combined with 
another or eliminated, the employee shall submit this request in writing to the Department 
Forms Control Officer for review and implementation if approved.

 

 
 

 

 

 

 

 

     
     
 
 
 

        
       

           


       


Form Number


Title of Form







1

METERS and TTY Message Record


2

Accident Information Handout


3

Daily Radio Log


4

Daily Patrol Schedule


5

Officer Monthly Activity Report


6

Squad Monthly Activity Report


7

Applicant Integrity Form

8

Personnel Information Form


9

Alcohol Influence Report


10

DUI Arrest Packet


11

Applicant Questionnaire Booklet

12

Receipt or Appraisal of Orders, Memoranda and Manual Revisions


13

Personnel Check-off Sheet


14

Emergency Assistance Waiver


15

Alarm Response Notification

16

Request for Security Check


17

Inter-office Memorandum

18

Court Notification Log



19

Vehicle Report


20

Motor Vehicle Inventory Log


21


Towing Log

     
     
 
 
 

        
       

           


       


22
Stored Vehicle Release Authorization Certificate


23
Missing Persons Report Form

24
Firearms Qualification Score Sheet

25
Booking Inventory Log

26
Extradition Authority

27
MSP 67 - Request for Laboratory Examination / Chain of Custody 

27A
MSP 67A - Request for Laboratory CDS Examination Chain of Custody Log / 
Laboratory Report  


28
FTO Daily Observation Report

29
FTO Booklet

30
Adult/Juvenile Arrest Record


31
Adult Detention Log


32
Juvenile Detention Log


33
General Order/Special Order/ Memorandum Issuance Record


34
Report of Narcotic & Vice Law Violations

35
Tow Service Complaint Form


36
Equipment Loss/Damage Report


37
MSP 241 - Latent Print Casework Submittal Form

38
Out of Town Summons Letter

39
Report Request Log


40
Patrol Daily Pass-on Information Sheet

41
Past Performance Appraisal

       


42
Statement Form


43
Driver/Witness Statement


44
Consent to Search and Seize


45
Property Tag


46
Evidence Envelope


47
Motor Vehicle Citation Book Issuance Control Ledger


48
DR-15A Book Issuance Control Ledger


49
Defect Notice

50
O.C. Spray Administrative Warning


51
Leave/Overtime Request Form 


52
Promotional Board Rating Form

53
Authorization for Release of Personal Information


54
Complaint Against Personnel Report


55
Gag Order
 


56
Notification of Complaint


57
Advice of Miranda Rights


58
Notification of Charges


 
59
Emergency Suspension - Waiver of Rights


60
Notification of Hearing


61
Notification of Evidence/Document Receipt Form/Confidential 
Agreement


62
Hearing Board Procedure


       


63
Probationary Officer - Disciplinary Action


64
Waiver of Hearing (Pursuant to Art. 27, Sec. 734D)


65
Witness Summons/Duces Tecum


66
Personnel Complaint and Disciplinary Action Summary


67
Internal Affairs Case Assignment Ledger


68
Job Observation Report


69
Personnel Counseling Record


70
Property Disposition Notification

71
Business Information Form


72
Request to Engage in Secondary Employment


73
Probationary Officer - Notice of Investigation

74
Preliminary Breath Test Log


75
Warrant/DCS Action Request


76
Summons Void/Nolle Pros. Request


77
Equipment/Clothing Disposition Form


78
Death Investigation Report


79
Job Observation Record


80
Investigator Case Load Ledger


81
Oral Interview Board Rating Form


82
Search warrant Inventory Report and Return


82A
Evidence Inventory Form


83
Arrest Processing Photograph Form

 


       


84
Prisoner Property Inventory


85
Confidentiality Agreement

86
Documentation of out-of-state Motor Vehicle Registration Violations

87
Request/approval to Carry Weapon


88
Preliminary Breath Test Advise of Rights


89
Internal Investigation Check-List


90
Vehicle Maintenance Report


91
Radar Sign-Out Sheet


92
PBT Logs


93
Request for Criminal History

94
Press Release Form


95
Domestic Violence Report


96
Notice of Intention to Dispose of Abandoned Vehicle - Court

96A
Notice of Intention to Dispose of Abandoned Vehicle - Owner

97
Order of Emergency Suspension of Police Powers

98
Field Interview/MV Warning


99
Confidential Informant History


100
CI Contact Report


101
Conduct of Informant


102
Order to Submit to Interrogation/Interview

103
Operations Plan


104
Consensual Monitoring Form


       


105
Order to Appear for an Administrative Hearing Board

106
Vehicle Pursuit


107
Police Response to Resistance

108
Visitor Log Form


109
Order to Submit to Polygraph Examination/Interrogation

110
Traffic Stop Data Information Sheet


111
Order to Contact During Administrative Suspension

112
Notice of Right to Prompt Presentment


113
Use of Taser Report


114
Commander’s Information Report (CIR)


115
In Car Camera Video Issuance Log

116
Complaint Against Police Practices

117
Body Armor Inspection Report


118
Patrol Rifle Issuance Form

119
Ride Along Application and Waiver


120
Ride Along Follow-Up Form


121
Motor Vehicle fleet Safety Report of Investigation


122
Take Home Car Agreement


123
Identity Fraud / Theft Report


124
Specialized Enforcement Activity Folder 

125
Internal Affairs Casebook Process Page


126
Letter to Resident with Unlicensed Abandoned Vehicles
 
 

 
       

A.
Criminal Justice Information System


Form Number
Title of Form

CJIS 005
Fingerprint Card (Rev 8/92)


CJIS 006
Palm print Card (8/92)


CJIS 011
Application for Criminal Records Check


CJIS 021
Juvenile Fingerprint Card (Rev 1/09)
B.
District Court of Maryland



Form Number
Title of Form

DC 9
Warrants Recommended for Invalidation and Destruction (Rev 8/89)


DC 28
Uniform Civil Citation (Rev 10/01)


DC 31
Uniform Juvenile Civil Citation for Alcohol and Tobacco 
Offenses (Rev 4/02)


AJ 039
Request for Re-examination of Driver (Rev 1/11)

DC/CR 1
Application for Statement of Charges (Rev 10/02)

DC/CR 1A
Application for Statement of Charges - Continuation (Rev 1/02)

DC/CR 2
Statement of Charges (Rev 10/00)


DC/CR 2A
Statement of Charges- Continued (Rev 5/02)


DC/CR 4
Statement of Probable Cause (Rev 10/00)


DC/CR 4A
Statement of Probable Cause - Continued (Rev 4/02)


DC/CR 45
Uniform Criminal Citation (Rev 5/02)


DC/CR 92
Request for Witness Summons to the District Court (Rev 9/06)


DC/CR 95
Daily Transmittals of Citations to the District Court of Maryland 
(Rev 3/04) – online


DC/CR 95A

Daily Transmittals of Uniform Criminal/Civil Citations to the 


District Court of Maryland (Rev 4/03) - online

       

 C.
Maryland State Police

Form Number

Title of Form



MSP 1
Motor Vehicle Accident Report (Rev 8/01)


MSP 20-7
Applicant Polygraph Screening Booklet (Rev 1/95)


MSP 34
Chemical Test for Alcohol



MSP 59
Fingerprint Card ‑ Child I.D.  (Rev 6/83)
 
MSP 97
Stop and Frisk Report 


MSP 102
PBT Advice of Rights


MSP 157
Maryland Safety Equipment Repair Order/Warning (Rev 4/01)

D.
Motor Vehicle Administration

Form Number

Title of Form



CS 78
Certificate of Authority to Dispose of Abandoned Motor Vehicle 
(Rev 11/94)


CS 88
Notice of Intention to Dispose of Abandoned Vehicle (Rev 6/87)


DR-15
Advice of Rights (Rev 10/08)


DR-15A
Officer's Certification and Order of Suspension (Rev 1/07)


DR 49
Maryland Uniform Complaint and Citation (Rev 5/11)


DR 102
Certification of Police Officer Alcohol Test Result of 0.04 to 0.09 
Commercial Motor Vehicle (Rev 12/92)


DR 103
Certification of Police Officer Violation of Alcohol Restriction           
(Rev 1/07)

 

       

E.
Town of Elkton

Title of Form

Application for Employment (Initial application completed by all Town employees)


Bicycle Registration


Check Request


Directive for Traffic Control Device


Employee Bi-Weekly Time Record


L.G.I.T. Vehicle Accident Report


Parade Registration Form


Parking Citation


Personnel Training and Education


Refusal to Take Blood Test for Drugs (DR 23)


Request for Reimbursement


Requisition Form


Workers Compensation Employers First Report of Injury or Illness

 F.
Other Sources



Form Number

Title of Form

FD 249
FBI Fingerprint Card - ORI #MD 0080400 (Rev 5/11/99)

FD 258
Applicant Fingerprint Card - ORI #MD 0080400 (Rev 12/29/82)


MNADV
Maryland Domestic Violence Supplemental (1994)


Authorization for Release of Medical Records and Reports (State's Attorney's Office)


Subpoena Request Information (State's Attorney's Office)


MPCTC 28
Notice of Probationary Appointment or Reappointment


MPCTC 29
Firearms Instructor Certification Application

ADMINISTRATIVE MANUAL
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A.
Hours of Work - Police and Civilian Employees


1.
Duty hours shall be uniform throughout the Department.  All regular shifts will 


be of eight or twelve hour duration.  The Chief of Police may authorize hours 


consistent with specialized unit missions.  


2.
Commencement and termination of tours of duty should reflect the needs of 


the Department.  The Chief of Police is accountable for the proper management 


of resources and shall be permitted to structure the hours of patrol to insure 


the most effective deployment of manpower.



a.
Consistent with available manpower and the need to maintain police 



services, police employees may be permitted to a maximum of thirty 



(30) minutes during each work shift to take meals.



b.
Time allowed for meals taken during special assignments, e.g. training 



and emergencies will be governed by the circumstances of the assignment.  



c.
While taking meals, police employees will remain available for 




immediate recall.


3.
Exceptions to the eight to twelve hour duty tour may arise from emergency 


conditions caused by disasters, riots, publicized trials, strikes, etc., and will 


generally create a need for increased manpower.  Supervisors may be 



compelled to lengthen the duty period to contend with these situations, but 


should resume normal operations as soon as the emergency is terminated.


4.
The administration of overtime shall be as provided in accordance to other 


sections in the Chapter. 

B.
Pay Period and Leave


Except as noted, the information in this subsection shall be applicable to all Department employees.

1.
Pay Period



a.
The Town of Elkton has determined there will be 26 fourteen day pay periods 


during the calendar year.  Each pay period will commence on Sunday and end 


on Saturday.  Employees shall receive their bi-weekly pay checks on Friday, 


excluding holidays.



 
       

  

b.
Regular leave and annual leave will be scheduled so that sufficient personnel 


are available for adequate patrol coverage.


c.
Generally, all off-duty personnel are considered “inactive-subject to call.”  


Employees generally are permitted unrestricted movement and activity, but 


may, in some circumstances, be required to leave word at their home or with 


their supervisor.  


2.
Holiday Leave


a.
Employees are entitled to leave in observance of the following legal holidays:




New Year’s Day / Martin Luther King Day / President’s Day / Good Friday 




Memorial Day / Independence Day / Labor Day / Thanksgiving Day 




Day after Thanksgiving / Christmas Eve Day / Christmas Day



b.
Employees shall be at work the last scheduled work day before the holiday and 


the first scheduled work day after the holiday in order to receive holiday pay.



c.
Employees who are scheduled off on a recognized holiday will be paid eight (8) 


hours of holiday pay.  



d.
Sworn employees who are scheduled to work or called in to work on a 



recognized holiday will be paid in accordance to the FOP Collective Bargaining 


Agreement.



e.
Administrative personnel will take town recognized holidays.


3.
Personal Leave



All employees shall be entitled to twenty-four (24) hours of personal leave during each fiscal 
year.  Personal leave may be taken in one hour increments and may not be accumulated.  Any 
unused leave at the end of the fiscal year (July 1 – June 30) must be forfeit.  Permission to take 
personal leave may be granted by the Chief of Police or designee.  Upon termination of 
Employment any unused personal leave shall be forfeit.


 
       

 
4.
Military Leave


Any employee who is a member of any National Guard or military reserve component of 
the armed forces shall be entitled to a leave of absence from his duties for military 
training, for not more than fifteen working days annually without loss of pay or charge 
against his leave credits.  (For further details regarding policy on military leave, refer to 
Chapter 4).  

5.
Annual Leave



a.
All employees shall earn annual leave as follows:



  
1)
For the first two years of service an employee will accrue annual leave 



at a rate of six (6) hours per month.  From the first through the sixth 



month of service the employee earns annual leave; however, 




leave is not credited until the completion of six months service and 



cannot be used until the completion of six months service.  Upon 



completion of the sixth month of service, an employee shall be credited 



with annual leave for the first six months on the basis of six (6) hours 



per month.



   
 2)
From the completion of the second year, through the completion of the 



eighth year, employees shall be credited with annual leave at the rate of 


eight (8) hours per month.   


    

3)
From the completion of the eighth year of service through the 




completion of the fifteenth year, employees shall be credited with 



annual leave at the rate of twelve (12) hours per month. 



   
4)
Employees who have completed fifteen years of service and over shall 



be credited with annual leave at the rate of sixteen (16) hours per 



month.




b.
Generally, annual leave may be granted only to the extent earned.  However, an 

employee shall only be permitted to utilize two weeks of accrued leave at one 


given time, except at the discretion of the Chief of Police.



c.
Employees may not carry over more than 96 vacation hours on an annual basis.



 
       


6.
Leave of Absence Without Pay



When an employee applies for Leave of Absence Without Pay, the Chief of Police can 
authorize up to five (5) work days.  

7.
Funeral Leave



All Police Department personnel who lose time from scheduled work because of a death 
occurring in the employee’s family will be paid as noted below, at his/her straight-time rate 
for scheduled days actually lost from work (holidays are excluded) from the date of the death.




a.
Up to seven (7) calendar days or five (5) days of lost paid time (a maximum for 


forty (40) hours of pay) for the death of a mother, father, husband, wife, son, 


step-son, daughter, step-daughter, brother or sister.

 




b.
Eight (8) hours of lost paid time for the death of a grandmother, grandfather, 


grandchild, mother-in-law, father-in-law, aunt or uncle, for the day of the funeral 


only.  

 




c.
Leave for other than those listed above may be approved by the Chief of Police.

 




d.
If additional time off is required, the Chief of Police may approve vacation or 


personal days.

 




e.
Notice of such days must be given to the Human Resources Department as soon 


as reasonably possible.  No funeral leave allowance will be granted in the case 


where, because of other causes (i.e., distance), the employee does not actually 


attend the funeral of the deceased.  

 


8.
Employee Pregnancy Policy



a.
An employee will notify the Chief of Police of any condition medically defined as 

a pregnancy and provide a written notice from their physician as to any and all 


restrictions that must be afforded the employee during the course of the 


pregnancy, with special consideration regarding the employee’s job description 


and responsibilities.

 



 
       



b.
The employee is responsible to provide updated medical recommendations 


from the employee’s physician at the end of each trimester, for the first two 


trimesters, and at the end of each month beginning with the third trimester.



c.
The employee will actively perform all functions within their job description or 


scope of responsibility not inconsistent with those recommendations of the 


employee’s physician. When the employee’s responsibilities exceed the 


recommendations of their physician, the Chief of Police will modify their work 


assignments in accordance with the physicians’ recommendations.



d.
Maternity leave will be consistent with the provisions of the FMLA (Family 


Medical Leave Act).


9.
Family and Medical Leave Act (FMLA) 



Town employees are eligible to apply for FMLA leave if they have worked for the Town of 
Elkton for at least one (1) year and for 1,250 hours over the 12 months preceding the 
requested leave.  Except as otherwise provided under law, employees will be returned to the 
same or an equivalent position upon their return from leave.  



Family and Medical Leave under the provisions of the FMLA will be unpaid leave, except 
as 
otherwise provided.  If leave is requested for an employee’s own serious health 
condition or 
that of another, the employee must use all of their accrued paid sick leave, vacation leave and 
personal leave.  The remainder of the leave period will then consist of unpaid leave.



a.
Reasons for Leave




All employees who meet the applicable time-of-service requirements may be 


granted a total of twelve (12) weeks of unpaid family leave.  The Town has 


chosen to use the rolling 12-month period ending with the date of any FMLA 


leave taken by the employee as the method of computation.  FMLA leave may 


be used for the following reasons:


       

1)
For incapacity due to pregnancy, prenatal medical care or child birth;


       

2)
To care for the employee’s child after birth, or placement for adoption 



or foster care;


      

3)
To care for the employee’s spouse, son or daughter (under age 18, or 



age 18, or older and “incapable of self-care because of a mental or 



physical disability” at the time that FMLA leave is to commence), or 



parent, who has a serious health condition; or

 



 
       

      


4)
For a serious health condition that makes the employee unable to 



perform their job.




b.
Military Family Leave Entitlements
 


      

1)
Eligible employees with a spouse, son, daughter, or parent on active 



duty or called to active duty status in the National Guard or Reserves in 



support of a contingency operation may use their 12-week leave 



entitlement to address certain qualifying exigencies.  Qualifying 




exigencies may include attending certain military events, arranging for 



alternative childcare, addressing certain financial and legal 




arrangements, attending certain counseling sessions, and attending 



post-deployment reintegration 
briefings.  


       

2)
FMLA also includes a special leave entitlement that permits eligible 



employees to take up to 26 weeks of leave to care for a covered service 



member during a single 12-month period.  A covered service member is 



a current member of the Armed Forces, including a member of the 



National Guard or Reserves, who has a serious injury or illness incurred 



in the line of duty on active duty that may render the service member 



medically unfit to perform his or her duties for which the service 



member is undergoing medical treatment, recuperation, or therapy; or 



is in outpatient status; or is on the temporary disability retired list.

C.
Sick Leave 

1.
Accrual



a.
Employees shall accrue sick leave at the rate of 6.66 hours per month 




(approximately 80 hours of sick leave per year).  



b.
Probationary employees will start to earn sick leave immediately; however, they 


will not be eligible to use sick leave until they have completed six (6) months of 



employment.



c.
Accrued unused sick leave will be forfeit upon termination of employment.



d.
Full-time, non-exempt employees may “sell” accrued sick leave in excess of 



eighty (80) hours back to the Town at 50% of its value at the employee’s current 


rate of pay.  Employees must request payment under this plan within two (2) 



weeks of their anniversary date.  The annual maximum sick leave that may be 



sold back under this program is eighty (80) hours.




 
       


2.
Use of Sick Leave


After successful completion of the six-month probationary period employees may take 
accrued sick leave in hourly increments.  Sick leave may be used for the following 
reasons:



a.
Personal illness or injury or for a medical, dental or optical appointment.



b.
If the illness or injury is a result of a compensable claim under Worker’s Comp, 


the employee may use sick time for the first two (2) days following the injury. 


(Not charged as an occurrence)




c.
In compliance with the Family and Medical Leave Act of 1993.



d.
In compliance with the Drug and Alcohol Policy adopted by the Town of Elkton 


on February 1, 2005.



e.
Sick leave will be taken on an hourly basis and may only be taken to the extent 


earned.



f.
Employees without accumulated sick leave will be required to use other 



compensable leave time accrued.  Leave without pay may only be approved by 


the Chief of Police.

 
3.
Certification of Illness  




a.
A Statement from a licensed health care provider will be required for any 




absence longer than two (2) days.  This statement must indicate that the 




employee could not work for medical reasons and state when the employee is 




able to return to work and perform normal duties.
b.
A medical statement may be requested at any time by the Town of Elkton.  If 


employees do not have sufficient sick leave to cover the absence, they will be 


subject to corrective action up to, and including, termination for attendance 


regardless of whether a medical statement is furnished.

c.
When a sick leave request is denied under this section by the Chief of Police, 


time absent from work is charged to the employee’s annual leave balance.  If 


the annual leave balance is insufficient to cover the absence, the deficiency shall 

be charged as Leave Without Pay (LWOP).






 
       

D.
Injuries and Disabilities

1.
Extended Sickness or Off-duty Injury


a.
When an employee incurs an off-duty illness, injury or medical condition that 


prevents him from doing his duties, he shall notify his supervisor as soon as 


possible after diagnosis.  The supervisor shall notify the Chief of Police as soon 


as practical.



b.
When the leave for any incapacitating illness, injury or medical condition 



extends beyond one (1) calendar week, or may require possible reassignment 


from normal duties, the employee shall obtain a physician’s certification. 




The Physician Certification or note shall contain:

· Date of medical exam.

· Date of expected return to work or date of next scheduled re-

   examination or re-evaluation.

· Due date in case of pregnancy. (Approximate)
· Physician’s signature, address and date.

· Duty status recommendation including clearly defined limitations.

 


c.
The employee shall submit the completed form to his supervisor upon notice of 


impairment, but in no case later than 10 days following the beginning of his 


absence from work.  The employee shall submit additional or supplemental 


medical documentation after each physician’s visit but not to exceed 30 days.  


Documentation will be forwarded to the Chief of Police.



d.
If an employee is incapacitated and unable to obtain and submit appropriate 


documentation, his immediate supervisor shall do so.

 
2.
Examination by Town Physician




Whenever the Chief of Police has reason to believe an employee’s health impedes 
satisfactory 
performance of his duties and responsibilities, he may require the employee 
to be examined 
by a physician retained by the Town and obtain a physician’s written 
certification that he is 
able to perform his/her duties.

 
       


3.
 Light Duty



a.
An employee may be placed on light duty when he incurs a duty related illness, 


injury, disability or medical condition preventing him from performing the 



duties of his position.




b.
Police powers in these cases will be suspended during any period of light duty.



c.
Light duty will not be authorized until employees are examined by a physician. 


The physician provides the basis for establishing light duty eligibility.


 4.
Supervisor’s Role



a.
Notification of absence due to sickness or injury shall be given as soon as 



possible to the on duty Supervisor via telephone or in person.


b.
The employee’s immediate supervisor will check on the condition of the 



employee on the first day of absence via telephone.  The supervisor will find out 

the expected length of absence so that the proper shift coverage is maintained.  

5.
Sick Leave Abuse



a.
Each absence (not each day) due to sickness will be an occurrence.



b.
Request for sick leave when an employee is scheduled to work hours on special 


assignment, (Special Assignment includes, but not limited to, saturation patrol, 


traffic enforcement, parades, and town events) will be an occurrence.




c.
Supervisors will verbally counsel employees with absence problems; second 


occurrence within a one year period (rolling 12 month period).



d.
After the verbal counseling session and upon a third absence, a written warning 


will be given, and a report from the employee’s physician will be required for 


any additional sick leave taken in the future.  The requirement for a sick slip can 


only be cancelled by the Chief of Police.


e.
A final written warning will be given on the 4th occurrence within a rolling 12 month period.



f.
A 5th occurrence within a rolling 12 month period may result in termination
 

 

 
       

A.  
Compensation            



1.
Salaries and Wages




a.
Every employee of the Department shall receive such salary as may be provided 


for in the budget and negotiated by the Fraternal Order of Police, dependent on 

the rank or classification held by such employee.



b.
Except as permitted by the Workmen's Compensation Law, or rule, no employee 

of the Department shall receive any money or other thing of value for any 


services performed by him as an employee of the Department or otherwise 


resulting from such employment. 


2.
Overtime Compensation ‑ Police Employees




a.
Policy




It shall be the policy of the Elkton Police Department to utilize overtime where 


the failure to do so would compromise the mission of the Department.  For 


example, overtime compensation shall be justified in cases of emergency, in 


instances where denial would result in a phase of an operation being seriously 


impaired, in situations where necessary services could not otherwise be 



immediately provided, and to operate programs which address themselves to 


traffic or criminal problems significantly affecting the community.



b.
Administration




1)
Overtime will be controlled through careful advanced planning 




of the activities of every employee.  Assignments should be 




scheduled, whenever possible, to conclude within a normal, 




eight or twelve hour workday.  Supervisors should be cognizant 




of the nature of each of their subordinates' assignments and 




should be prepared to provide necessary relief if such 
assignments will 



exceed the normal scheduled shift.

 





  
       




2)
Consideration will be given to assigned court dates when 




scheduling employees.  Court appearances may result in 




legitimate overtime when they cannot be anticipated or for 




some reason, handled through scheduling.  Supervisors should 




be alert to detect situations contributing to excessive court time 




or patterns of untimely court appearances.




3)
Employees assigned to duty at times other than their regularly 




scheduled shift, may be granted overtime.  They shall revert to 




their regular duty status when the overtime assignment has 




been completed or at the time their regularly scheduled shift 




commences, whichever comes earliest.  Employees not 




scheduled for duty, shall revert to an off-duty status. 




4)
Unless exception is noted, duty hours shall commence when 




employees have arrived at their assigned area of responsibility.




5)
In emergency situations, careful planning can assure the 




timely relief of personnel.  Very often, once a situation has been 



brought under control, the need for manpower may be 




minimized or the operation may be temporarily suspended 




without sacrificing security.




6)
A law enforcement employee called out on a day which is not a 




regularly scheduled work day, or during a regularly scheduled 




work day after going off duty, will be compensated at one and 




one-half times the employee's regular hourly rate.

 


7)
Law enforcement employees who are scheduled to appear in court on 



official duty during an off-duty day or during an on-duty day before the 



start of a scheduled shift, or after having gone off-duty, shall be 




compensated at one and one-half times their regular hourly rate.
   
       



c.
Holiday Compensation



1)
Holiday Compensation will be paid to employees working on the 



following holidays:





New Year’s Day / Martin Luther King Day / President’s Day





Good Friday / Memorial Day / Independence Day / Labor Day 





Thanksgiving Day / the day after Thanksgiving





Christmas Eve Day / Christmas Day




2)
Employees who are scheduled to be off-duty on these days, but who are 


required to work due to being called out, or are required to work on the 


holiday duty to an extension of shift, will receive overtime 




compensation.



d.
Authorization




1)
All overtime shall be authorized and approved by the Chief of Police.  



When necessary, a supervisor may authorize employees to work 



necessary overtime.




2)
Emergency overtime results from an unforeseen situation requiring 



immediate action and shall be authorized at the supervisory level.




3)
Overtime shall not be worked at the option of the employee.  Corporals 



and below must have approval from their supervisor or from an 




individual the rank of Sergeant or above that is familiar with the reason 



for the request.  Sergeants must have approval from their Lieutenant or 



from an individual the rank of Lieutenant or above that is familiar with 



the reason for the request.  




4)
Lieutenants will assure that there is adequate justification for all 



overtime which has been granted to members of their unit, and will 



further verify the proper use of overtime by personally reviewing and 



signing the Overtime Authorization Record (EPD Form 51).



e.
Records




1)
An Overtime Authorization Record (EPD Form 51) will be used to 



capture all overtime hours worked by Department personnel.  The 



authorization form will be completed by the employee and forwarded 



to the appropriate shift supervisor for approval.  

    
       





In addition, the employee will ensure that the overtime is included on 



the Employee Bi-Weekly Time Record.  Each overtime entry on the bi-



weekly record must be justified by the submission and approval of an 



Overtime Authorization Record (EPD Form 51).



2)
The EPD Form 51 will be used to record all overtime worked.  




Employees working specially funded overtime projects, e.g. DWI, Speed 



Enforcement, etc., will have the hours approved by the on-duty patrol 



supervisor at the conclusion of the assignment.  The EPD Form 51 will 



serve as a readily available verification document for the Chief of Police 



when preparing bi-weekly payroll summaries.  The following overtime 



category codes will be used to identify the type of overtime worked:





a)
Minimum Manpower Requirements – include all hours 





authorized to staff unit or project at established minimum 




strength levels both before and after scheduled shift.  




b)
Extension of Shift – include all hours when an individual is held 




over beyond the end of a normal shift to complete a specific 




assignment.





c)
Court – include all hours where an individual is called in 





specifically for a court appearance, include those occurrences 




when an individual is scheduled to appear in court prior to a 




regular shift or is scheduled for court after a shift.




d)
Specific Call-Out – include all occurrences of call-outs for 




investigation, reconstruction, disasters and other emergencies 




(snowstorm, riot, etc.) within Elkton.





e)
Special Events – include all hours authorized for scheduled 




events which could not be accommodated through scheduling, 




such as parade and high school security details.





f)
Other – include all hours worked on other than the above 




categories (Describe in the “Remarks” section).




3)
As each instance of overtime is authorized, the authorizing supervisor 



will categorize the use as outlined in the overtime category codes (A 



thru F) on the Overtime Authorization Record (EPD Form 51).  

    
       

B.
Allowance


1.
Clothing – The Elkton Police Department issued all uniforms, badges, leather gear, hats, 
weapons and other necessary uniform equipment to all sworn employees and the Parking 
Enforcement Officer.  Worn or damaged (non-negligent) equipment is replaced by the 
Quartermaster at no cost to the employee.


2.
Laundry and Cleaning – All uniforms are cleaned by a contractual laundry and dry 
cleaning service at no cost to the employee. 


3.
Meal Allowance – The Town of Elkton will provide limited reimbursement to employees 
for 
the cost of business-related meals and for meal allowances under certain circumstances, 
according to the guidelines established herein:



a.
Employees authorized and/or required to attend approved business related 



activities away from the Town of Elkton for periods of one day or longer shall be 


reimbursed for the cost of meals during this attendance.  This pertains to 



professional meetings and seminars and/or other approved business-related 


programs.  



b.
Employees shall be reimbursed for the cost of meals not to exceed $36 per day.  The 

following should be used as a guide:



1)
Breakfast -
$  8.00



2)
Lunch -

$ 10.00




3)
Dinner - 
$ 18.00




Employees are required to submit a completed reimbursement request, along 


with all receipts and supporting documentation pertaining to the costs of 


claimed meal expenses.



c.
Non-exempt employees who are called to work unscheduled overtime for 


emergency and/or other authorized purposes by the Chief of Police shall be 


provided a meal allowance on the completion of twelve (12) consecutive hours 


of work, and a further allowance after each additional five (5) hours of work. 


The Chief of Police is responsible for arranging the method and location of meal 


allowances for personnel under their supervision.  This allowance is in addition 


to any meal breaks provided during the course of the work period.



d.
The Chief of Police may arrange for an on-site meals provision in lieu of a meal 


allowance for non-exempt employees on unscheduled overtime.  

    
       

C.
Expenses

The Chief of Police may approve the payment of expenses incurred by employees of the Department in the discharge of their official duties, including expenses for lodging and sustenance while such employee is away from the immediate area.  Such requests will be approved in advance.

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

     
       

Employee Bi-Weekly Time Record                              

1.
All Town employees will utilize the Employee Bi-Weekly Time Record to record all hours 
of 
work and leave.  The form will serve as the only payroll reporting document used by the 
employee.


2.
The Employee Bi-Weekly Time Record shall be prepared by all employees, and turned in 
by 
0900 hours on the Monday following the end of each bi‑weekly pay period.  Reports shall 
cover a two-week period commencing on Sunday and terminating fourteen days later on 
Saturday. This report, printed plainly in ink or typewritten, shall be signed and forwarded 
through the Chief of Police to the Finance Office. 


3.
The Employee Bi-Weekly Time Record will contain the employees name and payroll 
number, pay period (record the calendar dates covering the bi‑weekly pay period, e.g., (May 
28 - June 10, 2006), Department (Police), an entry day of the pay period coded as to the status 
of the employee that day, the signature/date of the employee certifying the record, and the 
Chief of Police’s signature.



a.
Daily entries on the Record shall be recorded for the hours scheduled for the 


employee. (Example: An employee is scheduled to work 0800 to 1600 hours.  


The entry for each day of the pay period when the employee works would 


indicate these hours, unless overtime has been authorized, or other hours are 


indicated.).



b.
Explanation Codes shall be used to indicate the following leave or duty status:

                  
1)
 V - Vacation




2)
 H - Holiday




3)
 S - Sick




4)
 SWP - Suspension with Pay




5)
 SWOP - Suspension without Pay




6) 
 W - Leave without Pay




7)
 M - Military Leave




8)
 P - Personal Leave

     
       




9)
SO - Scheduled Off




10) 
WC - Workman’s Comp.




11) 
 F - Funeral Leave




12)  
T - Training 




13)  
C- Civil Leave





14)  
OT- Overtime 1.5x



c.
No Explanation Code is placed in the last entry column for the form if regularly 


scheduled hours are being worked.

 

d.
Employees who are required to attend and/or staff regularly or specially 


scheduled meetings by committees and/or commissions organized under the 


authority of the Code of the Town of Elkton and/or May and Commissioners 


shall indicate the hours involved in attending and/or staffing meetings under 


“other hours” and the code under “other Hrs-Code” using the following codes:



1)
Mayor and Commissioners Public Meeting – MC




2)
Planning Commission Meeting  - PC




3)
Board of Zoning Appeals Meeting – BZ




4)
Parks and Recreation Meeting – PR




5)
Re-Vitalization Committee – RV




6)
Public Hearing – PH




7)
Housing Board of Appeals – HB




8)
Other Special Committee – OS



e.
Refusal to certify hours worked or falsification of information on the Employee 


Bi-Weekly Time record may result in disciplinary action, including dismissal.  
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A.
General

1.
The Elkton Police Department recognized the need for established procedures and 
guidelines in the use of department owned vehicles that are assigned to agency specific 
personnel.  The policy also covers repairs, maintenance and the installation of equipment.


2.
The Town of Elkton and the Elkton Police Department recognize that the assignment of cars to 
personnel is not considered a benefit but rather a privilege.  The primary objective of this 
program is to provide a more efficient service to the community and to enhance police 
visibility within the Town of Elkton.


3.
“Assigned Personal Patrol Vehicles” will be assigned under authorization and approval of The 
Chief of Police to members of the agency in good standing and living within the established 
geographical boundaries set forth by the Chief of Police.

4.
Any officer who changes his or her address must comply with the department’s 
regulations 
regarding the notification of administrative staff within the three-day period.  Personnel who 
move outside Cecil County, beyond the boundaries established by the Chief of Police, will 
lose their Assigned Personal Patrol Vehicle privilege.

5.
The Elkton Police Department bases the Assigned Personal Patrol Vehicle program on 

the availability of vehicles for distribution and assignment.  
B.
Definitions


For the purpose of this policy the following definitions are applied to these words:


Assigned Personal Patrol Vehicle – A vehicle assigned by the administration of the Elkton Police Department for sole use by an assigned employee.


Administrative Staff – Those personnel of the Elkton Police Department holding the rank of Lieutenant or greater.


Supervisory Staff – Those personnel with the rank of Corporal or above.


“On-Call” – Those personnel that, because of their assignment, expertise or training, are subject to an immediate call out.

  

       
       

C.
Usage

The Elkton Police Department acknowledges the need for limited off duty usage by certain members of the department.  Therefore, personnel who are assigned as participants in the Assigned Personal Patrol Vehicle Program will utilize their vehicles in the following manner:


1.
The Town of Elkton recognizes that individuals designated as Administrative Staff or “On-Call” 
personnel under certain circumstances, are empowered with monitoring activities of the 
department on a regular basis or may be expected to respond immediately when requested to 
a serious and or critical incident within the community.  


2.
Personnel assigned a vehicle under the Assigned Personal Patrol Vehicle Program and not 
designated as Administrative Staff or “On-Call” will be strictly limited to the following usage:



a.
Travel to and from tours of duty



b.
Travel to and from scheduled court appearances



c.
Travel to and from scheduled training assignments



d.
Other than commuting, personal use of the vehicle, outside the limit of the 


police officer’s arrest powers, is prohibited by the Town of Elkton.  

D.
Vehicle Operation


1.
An employee will operate an assigned vehicle in a prudent and careful manner at all times 
while setting an example for others to follow.  Assigned personnel will adhere to the 
following:  



a.
When Elkton Police Department vehicles are left unattended, keys will be 


removed and all doors will be locked.  Unattended is defined as when the 


vehicle is not in the immediate vicinity of the assigned officer and he or she 


does not have the vehicle in their clear observation.  The only exception to this 


will be the K-9 unit when the dog is in the car.  


b.
No unauthorized persons are to be permitted to operate an Assigned Personal 


Patrol Vehicle.
       
       



c.
When an Assigned Personal Patrol Vehicle is out of service or down for repairs, 


officers will not use a fleet vehicle for the purposes of a take home unit unless 


the Chief of Police or his designee has granted prior approval.


d.
For patrol purposes, program personnel may utilize another fleet vehicle.  


Generally, participants in the program will not utilize another’s Assigned 


Personal Patrol Vehicle except in emergency incidents or when the Chief of 


Police or his designee grants prior approval.  



e.
The assigned officer will notify the communications center that he or she is in 


service (10-41) and the unit number in use at the beginning of their tour of duty 


and out of service (10-42), when concluding their tour of duty.



f.
When operating Assigned Personal Patrol Vehicles in an off duty capacity, 


officers will notify the communication center that they are in service off duty 


(10-8 OD) and upon arriving at their destination out of service (10-7 OD).


2.
Participating officers operation Assigned Personal Patrol Vehicles are considered ready for 
duty or “call-out” at all times and must be:


a.
Suitably armed with their department issued weapon or an approved off duty 


weapon according to the policies and procedures of the Elkton Police 



Department.  



b.
Equipped with their official badge and department credentials.



c.
In possession of some type of professional attire that will make them readily 


recognizable as a police officer.



d.
Equipped with at least one pair of handcuffs.



e.
Dressed in proper attire that will promote the department in a positive and 


professional manner when operating their vehicle in an off duty capacity.  


3.
Generally, officers participating in the Assigned Personal Patrol Vehicle Program will not 
transport individuals other than sworn members of the Elkton Police Department in an off 
duty capacity unless prior approval from the Chief of Police or his designee has been 
granted.  

       
       


4.
Any officer transporting a passenger other than another police officer will consider the 
safety of the occupants first and foremost before deciding to respond to a scene or affect a 
traffic stop.  Consideration of the liabilities to the officer, as well as the town, will be the 
determining factor.


5.
Officers transporting passengers other than those members of the Elkton Police 
Department 
will not engage in vehicle pursuits.  


6.
Officers assigned an Assigned Personal Patrol Vehicle will not operate their vehicle after 
consuming any alcoholic beverages, ingesting any type of drug, medication or other 
substance that would impair or affect their ability to operate a motor vehicle.  

E.
Vehicle Maintenance


1.
Each officer assigned a department vehicle will be held accountable for the proper care, 
cleanliness and use of their vehicle.  Members should take into consideration that when 
vehicles are placed in service with existing unreported damage, that damage is construed to 
have been caused by the member currently in possession of the vehicle at the time when the 
damage is discovered.  Therefore, it is imperative that each participating member inspect their 
vehicle on a daily basis for the following:


a.
Tire wear for excessive wear and proper inflation to include the spare tire



b.
Exterior damage



c.
Windshield, clean from film and foreign debris



d.
Cleanliness



e.
All fluid levels to include gasoline, oil, coolant and brake fluid



f.
All exterior lighting devices to include headlights, marker lamps, turn signals, 


brake lights and emergency equipment


g.
Department installed equipment to include radios, scanner and flashlight



h.
Safety equipment items to include flares, fire extinguishers, slim-jims and first 


aid kits

       
       



In addition to the aforementioned daily inspections, members assigned to the Personal 
Assigned Patrol Vehicle Program shall, on a weekly basis, conduct one inspection in the 
presence of their immediate supervisor.  The officer will document this inspection on an 
EPD 
Form 90.  The supervisor will record the inspection as part of their Monthly Personnel 
Inspection (EPD Form 06).  Completed forms will then be submitted through the proper 
channels.  For Sergeants and above, the inspection will be made in the presence of a member 
of the Command Staff.


2.
Any defect discovered by a member, and not previously reported, should be reported to 
the officer’s supervisor immediately.



Damage or worn parts that are found and which may affect the safe operation of the unit shall 
result in the officer’s vehicle being placed out of service and the officer’s supervisor 
determining what further action should be taken as listed below:


a.
Notification of a tow company



b.
Notification of town mechanic



c.
Notification of vehicle maintenance supervisor



d.
Offense Report/Incident Report/Accident Report



e.
Loss Damage Equipment Report



f.
Town of Elkton Damage Report


3.
Routine preventative maintenance will be coordinated with the Vehicle Maintenance 
Supervisor and will be completed as required.  Occasionally, maintenance may not be able to 
be scheduled during the officer’s duty period.  In the event of these circumstances it will be 
the assigned officer’s responsibility to coordinate the delivery of his or her vehicle to the town 
mechanic.  


4.
Officers assigned a Personal Patrol Vehicle will not install or modify any equipment 
without first conferring with the Town of Elkton mechanic and then submitting, in 
writing, a request to the Chief of Police.  

       
       



The written request submitted on an EPD Form 17 should include:


a.
The officer’s assigned vehicle



b.
Description of the equipment desired to be installed



c.
Written authorization from the town mechanic



d.
Justification or need for desired equipment to be installed



e.
Cost of installation  



All equipment considered electrical in nature is to be installed by the Town Mechanic.


5.
All Assigned Personal Patrol Vehicles are subject to on-site inspections by supervisor or 
command personnel at any time.
F.
Relinquishment of Vehicle


1.
Any participating officer who is on leave and not going to be at their residence for more 
than 
three (3) days will leave their vehicle at the Elkton Police Department and place
their keys on 
the Vehicle Status Board.  Failure to comply with this may result in the loss of an Assigned 
Personal Patrol Vehicle.


2.
If at all possible, the vehicle will not be used for general fleet use; however, if it 
becomes 
necessary to utilize the vehicle, the first priority will be to an officer currently enrolled in the 
program and who is without a vehicle for unforeseen reasons.  Any officer utilizing another’s 
Assigned Personal Patrol Vehicle will be held responsible for the unit.


3.
In the event that a shortage of patrol vehicles occurs, officers assigned a Personal Patrol 
Vehicle may be notified to bring their vehicle to the police department for patrol usage.  
Failure to respond without good cause will subject the officer to administrative sanctions and 
loss of the Assigned Personal Patrol Vehicle.


4.
The Town of Elkton and the Elkton Police Department reserve the right to revoke the 
privilege of an Assigned Personal Patrol Vehicle at any time.

G.
Lease Vehicles


In certain circumstances where it is necessary for the Town of Elkton to rent or lease a vehicle, the policies established in Chapter 11 of this manual shall apply.
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A.
Purpose

The purpose of the Elkton Police Department K-9 Policy is to establish guidelines for the management and deployment of canines for a variety of operational purposes.

B.
Policy


A well trained law enforcement canine is considered a valuable supplement to police manpower due to their superior senses of smell, hearing and physical capabilities.  Utilization of canines requires strict adherence to procedures that properly control their use-of-force potential and that channel their specialized capabilities into legally acceptable crime prevention and patrol activities.

C.
Definitions


Canine Team:  An officer/handler and his or her assigned police canine.

D.
Canine Team Utilization for Location / Apprehension of Suspects


1.
The deployment of a police canine for the location and apprehension of a suspect is a use of 
force that must be consistent with the Elkton Police Department’s policies regarding the 
escalation and de-escalation of force.  


2.
Decisions to deploy a canine shall be based upon the following:



a.
The severity of the crime;



b.
Whether the suspect poses an immediate threat to the safety of the officers or 


others; and 



c.
Whether the suspect is actively resisting arrest or attempting to evade arrest at 


the time.


3.
Canine Teams are available on a 24-hour, on-call basis.  Their use includes but may not be 
limited to:  



a.
Conducting building searches for what are believed to be serious felony or 


armed misdemeanor suspects in hiding;



b.
Assisting in the arrest of or prevention of the escape of a serious or violent 


offender;

       
       



c.
Protecting officers or others from death or serious injury; and


d.
Engaging in assignments not listed here with the approval of the Canine Team 


supervisor.


4.
A Canine Team may be used to respond to minor complaint situations, but the canine 
should not be deployed. 


5.
Canine Team assistance may be requested from any officer through an immediate 
supervisor to the Dispatch Center.  Dispatch Center personnel shall forward requisite 
information concerning the incident to the canine handler.


6.
Canine teams should not be used to apprehend anyone suspected to be under the 
influence of drugs or alcohol if no other crime is involved, nor the mentally disabled if no 
other crime is involved.


7.
Where a tactical deployment is justified by agency policy, the tactical measures used shall be 
at the discretion of the canine handler and must be objectively reasonable.


8.
Police canines shall not normally be handled or given commands by anyone other than the 
assigned handler.  Only under emergency conditions shall another handler command the 
canine.

9.
When not engaged in K-9 activity, the K-9 Officer shall direct their patrol efforts to high crime 
areas to deter, identify and apprehend persons responsible for burglaries, thefts, 
armed robberies, narcotics, alcohol violations, etc.

E.
Team Qualifications and Training


1.
Applicants for police canine teams must have:



a.
at least three years of uniform patrol experience with satisfactory work 



performance, disciplinary and medical leave records;



b.
a willingness to remain with the unit for an extended period of time as 



prescribed by the agency; 

       
       



c.
a willingness (together with other family members) to care for and house the 


canine at the officer’s residence with a secure outdoor area for the canine that 


conforms with departmental requirements;



d.
a strong desire to work with canines and a willingness to care for and train the 


animal; and



e.
the ability to pass designated physical fitness and agility tests, to be determined 


by the training agency, related to the tasks of canine handling.


2.
The Chief of Police or his designee shall be responsible for selection of canine handlers in 
accordance with established departmental procedures.


3.
The Special Operations Lieutenant shall maintain records that document the use and the 
proficiency of individual canines in drug selection.  This documentation shall be readily 
available to canine officers and others who may need it when seeking warrants.


4.
All departmental canines must meet established department certification requirements.  
Untrained canines may not be used for canine duty.


5.
New canine handlers must complete the prescribed canine training course and successfully 
meet all course requirements.

6.
It is the duty of the Special Operations Lieutenant to ensure that basic and in-service 
training and certification is conducted on a regular basis.


7.
Canine handlers are required to demonstrate acquired abilities for evaluation purposes on an 
annual basis.


8.
Failure to participate in or qualify under established training standards will result in de-
certification of the team.  The team may not be deployed until re-certified.  

F.
Canine Bites and Injuries


Use of specially trained police canines for law enforcement responsibilities constitutes a real or implied use of force.  In this, as in other cases, officers may only use that degree of force that reasonably appears necessary to apprehend or secure a suspect as governed by the department’s use-of-force policy.

       
       


1.
Whenever a canine has bitten or scratched an individual or has alleged to have done so, 
whether or not in the line of duty; the handler shall perform the following:



a.
If no arrest is made, an offer will be made to the individual to provide medical 


care and treatment by a qualified medical professional.


b.
If an arrest is made, the individual will be provided with medical attention in 


accordance with agency policy on transporting and booking prisoners.



c.
The officer shall take color photographs of the affected area if possible prior to 


and following medical treatment.  


2.
Whenever a canine is deployed or a person is injured, a written report shall be made.  The 
written report shall contain details surrounding the incident, the identity of the individual 
involved and any witnesses, whether the canine located the suspect, the extent of any injuries 
if known, and any associated measures taken in response to the incident. 


       
       


       

       



       
       



       
       

K.
Reporting Police Canine Injuries


1.
In the event that a Police Service Dog is injured, the injury will be immediately reported 
to the 
on-duty supervisor.  If the severity of the injury requires emergency treatment, other than 
first responder, the Chief of Police shall be notified through the proper chain of command.


2.
Depending on the severity of the injury, the Police Service Dog shall either be treated by 
the designated veterinarian or transported to a designated emergency medical facility for 
treatment.  If the handler and dog are out of the area, the handler may use the nearest 
available veterinarian.


3.
The injury will be documented on a Police Service Dog Use report form.

L.
Request for Assistance from other Agencies


The Chief of Police or his designee must approve all requests for canine assistance from outside agencies subject to the following provisions:


1.
The Canine Team shall not be used outside of the town limits of Elkton to perform any 
assignment which is not consistent with this policy.


2.
Upon arrival at the scene it shall be the ultimate decision of the handler in determining 
whether or not the canine is to be used for a specific assignment.  


3.
Canine teams shall not be called out while off duty or used outside the town limits of 
Elkton unless authorized by the Chief of Police or his designee. 

M.
Request for Public Demonstrations


1.
All public requests for a Canine Team shall be approved by the Chief of Police prior to 
making any commitment.


2.
Handlers shall not demonstrate any “apprehension” work to the public unless authorized to 
do so by the Chief of Police. 



       
       

N.
Handler Compensation

1.
The Elkton Police Department recognized the need for continual care and maintenance of the 
canine.  The handler will be compensated for time spent in the care, feeding, grooming and 
other needs of the dog as provided in the Fair Labor Standards Act.


2.
Active K-9 Handlers of the Elkton Police Department will receive compensation for the care 
and maintenance of their assigned dog in the following manner:



a.
On work days a handler’s shift will include the time needed for care of the dog.  


That time will be the end of the shift unless circumstances dictate otherwise.  


The K-9 handler’s work shift will be shortened by one hour and included as 


hours worked.  



b.
If the handler’s shift goes beyond regular scheduled hours, standard overtime 


regulations will apply.



c.
For regular scheduled days off, the handler will receive one hour of 



compensable time for care and maintenance of the dog.



d.
On holidays when the handler does not work and holiday compensation is 


received, care and maintenance of the dog is to be factored into the 



compensation received.  

O.
Training


Before assignment in the field, each Canine Team shall be training and certified by a recognized K-9 Training Center authorized by the Chief of Police.

P.
Continued Training


Upon initial certification, each Canine Team shall thereafter be re-certified to the standards of the designated K-9 Training Facility on an annual basis.  Additional training considerations are as follows:


1.
Canine teams shall receive training on a minimum of sixteen (16) hours a month.

2.
Canine teams are encouraged to engage in additional training with approval of the Chief 
of Police or his designee.



       
       


3.
In order to ensure that all training is consistent, no handler, trainer, or outside vendor is 
authorized to train to a standard that is contrary to the policies of the designated K-9 
training facility authorized by the Chief of Police.

4.
All Canine training shall be conducted while on-duty unless prior approval by the Chief of 
Police or his designee has been granted.  

Q.
Failure to Successfully Complete Training


Canine team(s) failing the authorized K-9 training facilities certification will not be deployed in the field until proper certification is achieved.  When practical, pending successful certification, the Canine handler shall be temporarily reassigned to regular patrol duties.

R.
Training Records


All training records pertaining to the canine team shall be maintained in the Canine Hander’s training file.  Those records and certifications pertaining directly with the dog will be maintained in the canine’s personnel file.

S.
Canine Use and Care


1.
Police canines shall not be used for breeding, participation in shows, field trials, 
exhibitions or 
other demonstrations, or on-or off-duty employment unless authorized 
by the Chief of Police.  


2.
Officers shall maintain their canine both on and off duty in a saf3e and controlled 
manner.  Police canines shall never be allowed to run loose unless engaged in agency-
authorized training or exercise.


3.
The Elkton Police Department will provide designated handlers:



a.
proper housing and pen confinement for assigned dogs;



b.
conduct periodic inspections to ensure that housing and confinement is 



properly maintained;



c.
food expenses necessary to maintain a prescribed diet according to the 



authorized veterinarian;  



d.
medical expenses as required.



       
       


4.
Canine handlers will be personally responsible for the daily care and feeding of their 
animal to include:



a.
maintenance and cleaning of the kennel and yard area where the canine is 


housed; 



b.
provision of food, water and general diet maintenance as prescribed by the 


department’s authorized veterinarian;


c.
grooming on a daily basis or more often as required by weather, working 


conditions or other factors;



d.
daily exercise; and



e.
general medical attention and maintenance of health care records.  


5.
Where the handler is unable to perform these and related duties due to illness, injury or 
leave:



a.
another canine handler may be assigned to temporarily care for the dog; or



b.
the canine may be housed in a departmentally approved kennel.


6.
Teasing, agitating or roughhousing with a police canine is strictly prohibited unless 
performed as part of a training exercise.



7.
Handlers shall not permit anyone to pet or hug their canine without their prior permission and 
immediate supervision.  Should a civilian express a desire to do so, he or she should be 
informed that police canines are serious working dogs and that they can be dangerous if 
improperly approached.

8. 
A canine handler may apply to take possession of his dog where




a.
the dog is retired from duty or relieved due to injury; or


     

b.
the handler is transferred or promoted or retires and a decision is made not to 


retrain the dog for another handler.



       
       

T.
Reporting


1.
 Anytime that a canine of the Elkton Police Department is deployed for any activity other 
than that of training, a canine report shall be completed by the handler in addition to any 
other required paperwork and submitted as required for review.


2.
Reports shall be formatted to cover the reason for the deployment, location and all 
pertinent information pertaining to the incident.
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A.
Impartial Policing

It is the policy of the Elkton Police Department (EPD) that all investigative and enforcement traffic 
stops, field contacts, searches and asset seizures and forfeitures will be based upon articulable and 
constitutionally valid suspicions.

B.
Purpose


This chapter clarifies the circumstances in which race, ethnic background, gender, sexual 
orientation, religion, economic status, age, cultural group or other identifiable groups or other 
potentially improper criteria can legitimately be used as factors establishing reasonable 
suspicion or 
probably cause.  It reinforces procedures that serve to assure the public that EPD is providing services 
and enforcing laws fairly, equitably and impartially.

C.
Definitions


1.
Investigative Stop – A stop based on reasonable articulable suspicion or knowledge of 


criminal activity.  Information may originate with another officer or by independent 


investigation.


2.
Enforcement Stop – A stop initiated as a result of an observed violation of the criminal 


or traffic code.

3.
Reasonable and articulable suspicion – Actions taken by the officer must be reasonable 


under the existing circumstances and based on the officer’s knowledge at the time.  


Officers must be able to point to and describe the specific factors that raised suspicions 


and led him or her to take action in connection with the traffic stop.


4.
Whren or “pretext” stop – The US Supreme Court has determined that a law 



enforcement officer who observes a traffic violation may stop the violator, even though 


the true reason for the stop is the officer’s interest in investigation whether the 



motorist is involved in other criminal activity.  The constitutional reasonableness of a 


traffic stop does not depend on the actual motive of the individual officer.  These types 


of traffic stops are known as Whren or “pretext” stops.  

5.
Seizure – In the context of traffic stops a seizure takes place when an officer makes an 


investigative or enforcement stop.  Seizures during all traffic stops are subject to 


Constitutional constraints.  

 

       
       


6.
Subsequent seizure – This form of seizure occurs when the original reason for the stop 


has been satisfied and the officer continues to detain the motorist and passenger(s).  


Once the underlying basis for the initial stop has concluded, a police-driver or police-


passenger encounter which implicates the Fourth Amendment is constitutionally 


permissible only if (1) the driver and passenger(s) consent to the continuing intrusion, or 

(2) the officer has, at a minimum, a reasonable and articulable suspicion that criminal 


activity is afoot.  
D.
Guiding Principles


1.
Law enforcement officers have a duty and authority to investigate suspicious activities 


that may be associated with the violation of criminal and motor vehicle laws.  This duty 


does not include pursuing hunches or stereotyping, but is limited to reasonable 



articulable factors which would likely lead any knowledgeable, reasonable officer to the 


same conclusion, i.e. that a violation is occurring or has occurred.


2.
All enforcement actions, such as investigative detentions, traffic stops, arrests, searches 


and seizures, etc., will be based on reasonable suspicion or probable cause as required 


by statutes and the 4th Amendment of the US Constitution.


3.
Officers must be able to articulate specific facts, circumstances and conclusions that 


support probable cause or reasonable suspicion for all enforcement actions.


4.
Officers may take into account the reported race, ethnicity, gender or other potentially 


improper criteria of suspects based on credible, reliable, locally-relevant information 


that links persons of specific description criteria to particular criminal incidents or links 


specific crimes in specific areas to groups of individuals of specific description criteria.


5.
Nothing in this or other provisions alters the officers’ authority to conduct enforcement 


actions or otherwise fulfill their enforcement obligations.

E.
Prohibition of Profiling


1.
While Paragraph D permits an officer to take into account the reported race, ethnicity, 


gender or other potentially improper criteria of suspects, it does so only when credible, 


reliable, locally-relevant information that links persons to specific description criteria to 


particular criminal incidents, or links specific crimes in specific areas to groups of 


individuals of specific description criteria.
 

       
       


2.
When those specific conditions do not exist:



a.
Officers will not consider race, ethnic background, gender, sexual orientation, 


religion, economic status, age, cultural group or other identifiable groups or 


other potentially improper criteria in establishing either reasonable suspicion or 


probably cause.



b.
Persons will not be singled out or otherwise treated differently because of their 


race, ethnic background, gender, sexual orientation, religion, economic status, 


age, cultural group or other identifiable groups or other potentially improper 


criteria.  

F.
Training


Officers will receive annual training in subjects that promote and encourage impartial policing.  Applicable training subjects may include, but are not limited to officer safety, cultural diversity, search and seizure, asset seizure and forfeiture, interview techniques, interpersonal communication skills and constitutional and case law.

G.
Police-Citizen Encounters

1.
Police-Citizen encounters, when done properly and professionally, have the potential to 
be 
positive community relation tools and can be a means of confronting adverse anecdotal 
information.


2.
Officers will, as necessary and professionally appropriate, use techniques and strategies 
to 
advance the reality of impartial policing.  These techniques and strategies include, but are not 
limited to:



a.
Being courteous, polite and professional.



b.
Providing officers’ names and EPD information and explaining reasons for stops 


as soon as practical, unless doing so compromises the safety of officers or 


others.



c.
Ensuring the lengths of traffic stops, investigative detentions, field contacts, etc. 

are not longer than necessary to take appropriate action.  



d.
Answering questions citizens may have, including any options for dispositions of 


related enforcement actions.

 

       
       



e.
Explaining the credible, reliable, or locally relevant information that lead to 


stops or contacts when no enforcement actions were taken.



f.
Requesting the presence of supervisory personnel to allow citizens to voice their 

contact or enforcement related concerns.



g.
Explaining the EPD complaint process.

H.
Violations of Policy


Violations of this policy, or portions thereof, shall result in counseling, remedial training and/or disciplinary action as set forth in Chapter 5 of this manual.

I.
Annual Review


The Captain will ensure yearly administrative reviews are conducted to examine the EPD’s commitment to impartial policing.  Dynamics that are to be included in the reviews include, but are not limited to, related General Orders, practices and citizen concerns.

J.
Traffic Stop Data Sheet


1.
EPD’s policy on impartial policing is found in Chapter 13 of this manual:  It is the policy of EPD 
that all investigative and enforcement traffic stops, field contacts, searches and asset seizures 
and forfeitures will be based upon articulable and constitutionally valid 
suspicions.  

2.
The Transportation Article of the Maryland Code, ’25-113, Race-Based Traffic Stops, 
required Maryland police agencies to gather specific items of information on certain kinds of 
traffic stops.  This section described the completion of the EPD Traffic Stop Data 
Sheet, The 
Department’s means of complying with the statute.

K.
Definition of “Traffic Stop”


1.
The Transportation Article section cited above defines, very specifically, the kind of traffic stop 
for which Traffic Stop Data must be completed.


2.
Traffic Stop, as defined by the law, means any instance when a law enforcement officer stops 
the driver of a motor vehicle and detains the driver for any period of time for a violation of the 
Maryland Vehicle Law.  It does not include:


 

       
       



a.
A checkpoint or roadblock stop



b.
A stop of multiple vehicles due to a traffic accident or emergency situation 


requiring the stopping of vehicles for public safety purposes



c.
A stop based on the use of radar, laser or vascar technology



d.
A stop for any reason other than a violation of Maryland Vehicle Law (e.g.,


suspected criminal activity or vehicle “lookout”)

L.
Completion of the Form


A traffic Stop Data Sheet will be completed for every traffic stop which meets the definition above, regardless of the outcome of the stop.  While most of the form is self-explanatory, some items may require additional information:


1.
Approximate length of stop in minutes:
The traffic stop begins with the actual stopping 
of the 
vehicle and lasts until the driver is informed by the Officer that he or she is free to leave the 
scene, or the driver is arrested.  The “Approximate length of stop” will include any time 
devoted to a search of the driver, the driver’s property, the vehicle, or any other related 
activity up to the point at which the driver is either free to leave or placed under arrest.  If the 
Officer informs a driver that he or she is free to leave and subsequently requests and conducts 
a search, the “length of stop” continues and the search information must be completed.  If the 
driver is arrested, prisoner process or any subsequent investigation will not be included in the 
“Approximate length of stop.”


2.
Primary “Initial” Reason for Stop:  Fill in the complete Transportation Article Title and 
Subsection, or the 2-digit SERO code number, which is the Officer’s initial reason for 
deciding to stop the vehicle.

3.
Location of Stop – Sector.

4.
Search Conducted.  This applies to the driver, the vehicle, or any of the driver’s 
property.


5.
Reason for Search.  If the reason is not show mark “other.”


6.
Type of Search

7.
Disposition of Search

 

       
       


8.
Citation Issued.  If a citation is issued, indicate whether the initial reason for the stop is 
among the violations charged.  Include all other violations charged, by Transportation 
Article Title, Section and Subsection.


9.
SERO issued.  If a SERO is issued, indicate whether the initial reason for the stop is 
among the violations charged.  Include all other violations charged, by 2-digit SERO code 
number.


10.
Written Warning

11.
Basis for Warning.  If a written warning is given, indicate whether the initial reason for the 
stop is among the basis for the warning.  List all other violations for which the driver is 
warned, by Transportation Article Title, Section and Subsection or by 2-digit SERO code 
number.  


12.
Driver Arrested.  Indicate the basis for the arrest.  List primary charge by code and section


13.
Driver DOB.  Use information from the driver’s license, in the format described for 1 above.


14.
Driver Gender

15.
Driver Race.  The Officer will determine the driver’s race based on personal observation 
of the 
driver at the time of the stop.  The Officer may use information obtained from other 
recognized sources (e.g., MVA records or EPD records) to verify the personal observation, but 
will not ask the driver about his or her ethnicity of race.  The Officer need not specify “other.”  

16.
Maryland County of Residence  

M.
Disposition of Form


1.
The sticker will be attached to the back of the #2 copy (Law Enforcement Copy) of the 
Citation, back of the warning, or the back of the white copy (#2) of the SERO, and submitted to 
the Officer’s supervisor for review by the end of the tour of duty in which the stop is made.  


2.
Supervisors will submit the form with the citation, SERO, or warning to the Patrol 
Commander (Lieutenant).


3.
The Patrol Commander will forward all documents to the data entry person for processing.


4.
The Patrol Lieutenant is responsible for assembling the data and reporting the results to 
the 
MPCTC.   
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A.
Responsibility/Authority

The Elkton Police Department is charged with safeguarding the lives of all persons within the Town of Elkton, protecting property, and assisting in securing to all persons equal protection of the law.  The policies, procedures and regulations enumerated within the Manual system are for Department use only and do not apply in any criminal or civil proceeding.  Elkton Police Department policy, procedures and regulations should not be construed as a creation of higher legal standards of safety and care in an evidentiary sense with respect to third party claims.  Violations of these policies, procedures and regulations will only form the basis for Department administrative sanctions, a higher level of training, and/or new policy guidelines.  Violations of law will form the basis for civil and criminal sanctions in a recognized judicial setting.


1.
To meet these responsibilities, the Department is committed to preserving the public 
peace, deterring and preventing the commission of crimes, enforcing the laws and 
ordinances of the State and its local subdivisions, arresting lawbreakers, preserving order at 
public places, maintaining the safe and orderly flow of traffic on public ways, cooperating with 
and assisting other law enforcement agencies in carrying out their duties and fulfilling its own 
duties in a dignified manner so as to inspire the confidence of the public.  The successful 
accomplishment of these duties, which is sometimes referred to as the mission of the 
Department, is the function of the patrol force.


2.
To enable them to perform their sworn duties, officers have been given and will exercise 
full police authority within the territorial limits of Elkton.


 3.
This Department will enforce the vehicle laws throughout Elkton except:



On private community owned roadways with access restricted exclusively to community 
members unless specifically requested to enforce the provisions of the Transportation 
Article pertaining to accidents, the duty to give information and render aid, and the 
furnishing of required accident reports.  Also, upon request, proper enforcement will be 
taken 
for violations dealing with reckless and negligent driving endangering the safety of persons or 
property, driving while intoxicated or while driving ability is impaired by 
consumption of 
alcohol or under the influence of drugs, and fleeing or attempting to elude a police officer.

 
  
 

       
       


4.
The duties and powers of this Department, with respect to the enforcement of the law, 
are 
concurrent with similar duties and powers conferred by law upon other law enforcement 
agencies in their respective jurisdictions within the town.  Effective law enforcement demands 
cooperation between all law enforcement agencies in order to provide efficient utilization of 
equipment and personnel.  It also requires the exchange of information and a system allowing 
such information to be promptly collected, analyzed and disseminated among these agencies.  
The duties imposed upon this Department should be applied to promote effective cooperation 
with all other law enforcement agencies.


5.
The Patrol Manual is intended to provide the officer with information necessary to 
effectively accomplish the patrol function.  Content will deal specifically with approved 
procedures for the utilization and care of Department equipment and will promulgate 
guidelines for the efficient handling of typical and atypical patrol activities. 

B.
Limited Extra-Jurisdictional Authority for Police Officers


1.
Grant of Authority:  Pursuant to Criminal Procedure 2-202 and 2-203 and Title 2 of the Public 
Safety Article, police officers of this department are granted authority to make warrantless 
arrests and conduct investigations, without regard to jurisdictional boundaries, under the 
following circumstances, subject to the limitations set forth below:



a.
A person commits or attempts to commit a felony or misdemeanor in the 


presence of or within the view of such officer;



b.
An officer has probable cause to believe that a felony or misdemeanor is being 


committed in the officer's presence or within the officer's view, may arrest 


without a warrant any person whom the officer may reasonably believe to have 


committed such offense;



c.
An officer may arrest a person without a warrant if the officer has probable 


cause to believe that a felony has been committed or attempted, and that such 


person has committed or attempted to commit a felony whether or not in the 


officer's presence or view;

   
 

       
       



d.
Certain other offenses have been committed, and unless the person is 



immediately arrested:




1)
The person may not be apprehended;




2)
The person may cause injury to the person or damage to the property of 


one or more persons; or




3)
The person may tamper with, dispose of, or destroy evidence.


2.
Limitations:  A Police Officer of the Department may exercise this Extra-Jurisdictional 
authority and make a warrantless arrest outside Elkton when:



a.
Participating in a joint investigation with officials from other State, federal, or 


local law enforcement agency;



b.
Rendering assistance to a police officer;



c.
Acting at the request of a local or state police officer;



d.
An emergency exist; and



e.
The officer is acting according to the following sections.


3.
Emergency Defined:  "A sudden or unexpected happening or an unforeseen combination of 
circumstances that calls for immediate action to protect health, safety, welfare or property of 
an individual from actual or threatened harm or from an unlawful act."  The procedure limits 
this authority to the following:



a.
Felony in progress;



b.
Violent misdemeanor in progress;



c.
Destruction of property which could result in injury or death;



d.
Probable cause to believe a felony has been committed or attempted; or,



e.
Destruction of evidence.



   
 

       
       

 
4.
Notification Required:  When exercising this authority, notifications must be given to the 
head of the law enforcement Department with primary jurisdiction where the action takes 
place.  Specifically, the statue designates the following notifications:



a.
When in an incorporated municipality, to the Chief of Police or designee;



b.
When in a county that has a county police department, to the Chief of Police or 


designee;



c.
When in a county without a police department, to the Sheriff or designee;



d.
When in Baltimore City, to the Police Commissioner or designee;



e.
When on property owned, leased, operated by, or under the control of the 


Department of Natural Resources, to the Secretary of Natural Resources or 


designee; or



f.
When the property is owned, leased,  operated  by, or under the control of the  


Maryland Department of Transportation or  the Maryland Port of Authority or 


the Maryland Port Administration, to the respective Chief of Police or designee; 


and



g.
To the Maryland State Police barrack commander or designee, unless there is an 

agreement otherwise with the Maryland State Police.


5.
Prohibitions:




a.
Officers acting pursuant to this grant may not enforce the provisions of the 


Maryland Motor Vehicle Law beyond the boundaries of the Town of Elkton 


unless agreed upon under an agreement with either the Maryland State Police 


or the Sheriff of Cecil County.



b.
Officers will not serve arrest warrants outside Elkton, unless in conjunction with 


the lawful exercise of jurisdiction under this authority or under an agreement 


with either the Maryland State Police or the Sheriff of Cecil County..




c.
Officers will not use the authority granted by this procedure to facilitate or 


solicit secondary employment activities that would require or place the officer 


in a position to make arrests for a prospective employer.

 
   
 

       
       


6.
Requirements When Exercising Extra-Jurisdictional Arrest Authority



a.
Officers acting pursuant to this procedure must act in conformance with law.



b.
Officers must act in a professional manner so as not to reflect discredit upon 


themselves or the Department.



c.
Officers must abide by the rules and regulations of the Department.


7.
Procedure When Exercising Authority



a.
General Guidelines:  Officers acting under this authority:




1)
May not enforce the provisions of the Maryland Motor Vehicle Law 



beyond Elkton;




2)
Must be serving in a full duty capacity, without restrictions or 




limitations.  For example, officers assigned to light duty, disability leave, 



or with suspended police powers, are prohibited from exercising police 



powers under this procedure, except in the gravest of circumstances; 




3)
Must act in accordance to this Department's rules and regulations;




4)
Are, at all times and for all purposes, employees of this Department.  As 



such, there is a duty placed upon this Department to receive and 



investigate allegations of misconduct on the part of any officer acting 



pursuant to this procedure;




5)
May not serve arrest warrants, unless in conjunction with the lawful 



exercise of jurisdiction under this procedure;




6)
Must be properly equipped.  Officers will carry their badge, 




identification card, handcuffs and department authorized weapon 



whenever exercising the authority granted by this procedure.  




Consideration should be given to the  equipment available and the 



possibility of injury to the officer, the suspect, or a third party in the 



event action is taken without the presence of essential equipment 



and/or availability of back‑up assistance, to facilitate a lawful arrest;

 

   
 

       
       




7)
May not use their personal vehicles or unauthorized equipment;




8)
May not use this authority while working within the scope of a security 



type secondary employment (outside Elkton) position, except if acting 



at the request of or rendering assistance to another officer.




9)
May not use the authority granted to facilitate or solicit secondary 



employment activities that would require or place the officer in a 



position to make arrests for a prospective employer; and,




10)
Are at all times responsible for the performance of their assigned duties.

 

b.
When an officer exercises the authority granted by this procedure, the following 

is required:




1)
First, consideration must be given to notifying on duty police officers to 



have them take the necessary enforcement action;




2)
You must assess the consequences of your actions to include the 



possibility of injury to yourself, the suspect or a third party, and must 



consider whether adequate information is available to arrest the 



suspect at a later time;




3)
If practical, identify yourself to the suspect as a police officer by 




displaying your badge and identification card, and announcing your 



intention to arrest.  You must be prepared to identify yourself to citizens 


in the vicinity, and to responding police officers.




4)
Arrest the individual in a lawful manner by securing the suspect in a 



safe, efficient way that assures the arrestee's safety and security, 



without unnecessarily endangering the suspect, yourself or third 



parties;




5)
Seize and protect any evidence;




6)
Notify, or cause the notification to be made to the local law 




enforcement department having primary jurisdiction where the arrest is 


made, and request assistance in securing and transporting the arrestee;

   
 

       
       




7)
Except in extreme circumstances, do not attempt to transport the 



arrestee.  Wait for assistance from the local jurisdiction, if possible.   If it 


is necessary to transport without local jurisdiction support, transport 



only so far as necessary;




8)
Identify yourself to officers responding to the scene by displaying your 



badge and identification card. Follow the orders of the officers arriving 



on the scene.  Remember, the responding officers probably do not 



know you are a police officer.  Think of your safety;




9)
Be guided by direction from on-scene local police officials exercising 



supervisory control over the incident;




10)
Cooperate and participate in the handling of the arrestee and handling 



of evidence;




11)
As soon as possible, notify or cause notification to be made to this 



department, the local jurisdiction official designated for notification, 



and, except in Baltimore City, the Maryland State Police Barracks having 



concurrent jurisdiction;




12)
Prepare court documents insuring the placement of any charges against 



the arrestee and cooperate with the court officer, as directed;




13)
Cooperate with the local jurisdiction in preparing the necessary reports, 



including administrative reports, and the submission of evidence.  



Normally, the local jurisdiction will have responsibility for completing 



offense reports on the incident; and,




14)
Obtain copies of the local jurisdiction's field and investigative reports, 



and any other pertinent documentation, and submit copies to this 



department, attached to a report, titled "Extra-Jurisdictional Arrest."  If 



applicable, officers will complete any other reports, forms or documents 


required by this department under  these circumstances, such as 



overtime slips, Response to Resistance reports, first report of injury, etc.

 
 

   
 

       
       


8.
Notification Requirements:  All notification required by law will be made when acting under 
the authority granted by this procedure. In addition, the arresting officer will, as 
soon as 
possible, notify this department's on duty shift supervisor.  The officer will also then complete 
a detailed Administrative Report covering the incident.  This report will be forwarded to the 
appropriate Lieutenant as soon as possible so that it may be reviewed and submitted to the 
Chief of Police through the Chain of Command by the close of the next business day.


9.
Joint Investigations:



a.
The statue requires that when joint investigations are initiated in another  


jurisdiction, the designated person in that jurisdiction will be notified in a 


"reasonable time in advance."  What constitutes a reasonable time in advance 


may depend on the nature and object of the investigation. 



b.
Where notice in advance would endanger the life and safety of investigators or 


seriously compromise the effectiveness of the investigation, a "reasonable time 


in advance" may be abbreviated.  In such cases, the delay in notification must be 

approved by the Chief of Police.  Notice should then be made at the first reasonable 

opportunity, as determined by the Chief of Police.



c.
Notice must be given to each jurisdiction in which it is probable that an 



investigation will occur.  In the event that an investigation occurs unexpectedly 


in a jurisdiction for which no advance notice has been given, notice must be 


given at the first reasonable opportunity.



d.
Before participating in any joint investigation with another state, local, or 


federal law enforcement department, officers must obtain permission from the 


Chief of Police.



e.
The investigative team shall include, as one of its members, an officer with  


jurisdiction in the focus of the investigation, assigned by the Chief Executive 


Officer of that jurisdiction.



f.
Officers assigned to joint investigations must observe the regulations of this 


Department in the course of the investigation.

   
 

       
       



g.
If practicable, the officer having jurisdiction where the investigation takes place 


will take any enforcement actions required (e.g. make arrests, serve warrants,  


effect search).



h.
The officer shall notify his supervisor immediately when the investigation  


terminates and submit a final report.



i.
Should an officer be summoned to testify concerning a joint investigation, 


he/she shall follow the procedures of this Department.

10.
Rendering Assistance/Acting at Request/Emergency:



a.
Limit action to that which will stabilize the situation.  Officers should consider 


three questions before acting under this authority:




1)
Will I be in danger if I act?




2)
Will civilians be in danger if I act?




3)
Will the suspect escape?



b.
Notify or have notified the primary responsible police department that has 


jurisdiction, if not already on the scene.



c.
Remain at the scene until the arrival of the primary police department and 


render assistance if requested.



d.
Report the incident and extent of involvement to supervisors immediately upon 


being relieved from the scene and, upon return to duty, furnish a written report 


of the incident.


11.
Responsibilities of Responding Officers:



Handling arrests:  Generally, an officer who takes action outside his/her sworn jurisdiction 
pursuant to this statue, has the same responsibilities as if they were in their own jurisdiction.  
If the officer from a foreign jurisdiction makes an arrest, you as the responding officer should 
follow usual arrest procedures, including:



a.
Upon notification of an arrest, you shall respond promptly to the scene and 


assume control of the situation, including giving direction to the arresting 


officer.

   
 

       
       



b.
Render assistance to injured parties.



c.
Secure the scene.



d.
Act to preserve evidence.



e.
Take physical custody of the prisoner from the arresting officer.



f.
Arrange for transport, medical attention, if necessary, and processing of the 


prisoner.



g.
Have the arresting officer accompany you to the station.  Obtain all information 


necessary to complete field reports.



h.
Instruct the arresting officer to complete a written statement, which is attached 


to your Offense Report.  



i. 
Provide the arresting officer with copies of the entire report, and all 



supplements, when completed.

NOTE:  This section does not apply to on-duty officers of the Maryland State Police or the Cecil County Sheriff Office.  When officers from these jurisdictions make arrests within the Town, they will transport and process the prisoner as they would do in any arrest made within their jurisdiction.  When this type of arrest is made within the Town, Elkton officers should attempt to get all the information relative to the crime and suspect(s), and prepare a police information report.


12.
Booking Procedures:



a.
Accept custody of the prisoner from the arresting officer.



b.
Process the prisoner according to established procedure, and make 



arrangement for transport before a Court Commissioner.



c.
Assume responsibility for the welfare of the prisoner.

 
 

 

 

   
 

       
       


13.
Accepting Notification:   



a.
The Chief of Police will accept notifications of joint investigations within Elkton.



b.
The on-duty supervisor is designated to accept notification of enforcement 


actions taken within this jurisdiction pursuant to statute.



c.
The on-duty supervisor accepting notification will send a copy of the 



crime/arrest report to the Chief of Police, via Chain of Command, within 72 


hours of the arrest.


14.
Miscellaneous:



a.
Injuries:  A police officer who is injured while taking enforcement action 


pursuant to this procedure and this statute is entitled to workman's 



compensation, disability, death benefits, life insurance and all other benefits to 


the same extent as if the injury had been sustained in Elkton.



b.
Property Damage:  Damage to, or loss of equipment, shall be handled in 


accordance with existing procedures.  

 
 

 

 
 
 
   
 

       
       

A.
Scope



These objectives, for the purpose of patrol, apply to the Patrol Division; however, they should be considered objectives of all members of the Department.  They cover a wide scope and the operative methods or procedures applied by officers in their achievement are marked by an even greater variety and range.

B.
Crime Prevention/Reduction

1.
The object of patrol is to assign officers to patrol areas in such a way as to increase the 
likelihood that a criminal will be apprehended during the commission of a crime or 
immediately thereafter.  The act of apprehension will have a strong deterrent effect on 
potential criminals; however, apprehension is only a portion of the overall value of crime 
prevention.


2.
For many years, law enforcement authorities have viewed crime from a reactive or 
after‑the‑fact approach rather than the proactive or before‑the-fact approach of crime 
prevention.  The best means available to the police for the prevention of crime is to 
recognize that public education, security consciousness, public awareness and involvement, 
and other crime prevention techniques are extremely important in controlling criminal 
activity.  These techniques combined with more traditional methods of law enforcement will 
ensure the safe use of the highways and a high level of personal 
protection for themselves 
and their property.


3.
A well trained officer, in a conspicuously marked car, represents a deterrent force that helps 
prevent crime before it starts.  An officer observes conditions which are conducive to crime, 
such as unattended property, and observes suspicious persons.  He follows up with inquiry, 
which further contributes to crime prevention.

 C.
Enforcement of Laws                   


The primary purpose of enforcing the law is to enable citizens to be free from criminal attack, to enjoy freedom of movement and conduct themselves within the framework of existing laws.  Enforcement of the law will necessarily restrict the liberties and freedom of movement of those persons who, by engaging in criminal activity, interfere with the rights of others.  To arrest such a person is not a denial of the criminal's rights since no individual or group has the right to violate the law.

 
   
 

       
       


1.
Every officer is accountable for crime potential situations and safety hazards that exist in 
his area of patrol and he has a responsibility for eliminating those hazards that can lead to 
crimes and accidents.  He also has the function of conducting preliminary investigations of 
crimes, to affect immediate arrests when possible, and to obtain all available information that 
might assist in the detection and apprehension of the offender.  After a crime has occurred, it 
is of no value to concentrate officers at the scene except for the purpose of seeking witnesses, 
attempting to identify and apprehend the criminal, and collecting physical evidence for 
investigative purposes.


2.
As the frequency of crime increases, the number of arrests and prosecutions for criminal 
conduct should also increase.  In the same pattern, the number of arrests and prosecutions for 
traffic law violations should keep pace with the number of accidents. 


3.
Officers must necessarily exercise discretion in the enforcement of the laws because of:



a.
The limited resources available to them;



b.
 The inherent ambiguity of some laws;



c.
The possibility that an alternative to police action can accomplish the purpose of 

the law.

 
4.
Enforcement must be selective to be most effective in decreasing the number of crimes.  
It must be selective as to time and place, i.e., it must be directed at the locations of 
greatest frequency during the hours of the day, day of the week, and season of the year 
when 
crimes are occurring.  It must also be selective as to the relative importance of violations.  
Enforcement must be directed at those categories of offenses that are most susceptible to 
prevention by patrol. 

 D.
Investigation of Crime                      


When patrol fails to prevent a crime or apprehend a criminal, the police must resort to investigation.  Some investigations are carried out by officers on patrol, but the principal responsibility for serious and/or extended investigations will rest with the Criminal Investigations Division


1.
An officer must know his duties and responsibilities, and also know the law.  He is frequently 
called on to make on‑the‑spot investigations and take appropriate enforcement action. 

   
 

       
       


2.
The objective of investigation is the identification of offenders through:



a.
Questioning victims, suspects, witnesses and others; 



b.
Confronting arrested suspects with victims or witnesses; 



c.
Collecting and examining items of physical evidence.

 E.
Photographs at Crime Scenes and Traffic Accidents                                               


Photographs of a crime scene or traffic accident will provide the investigating officer with a permanent record of the scene as it appeared on his arrival.  Evidence which may be lost, altered or destroyed by weather, haste or the carelessness of others is thus preserved and may be quite useful to the officer at some later stage of his investigation.


1.
Photographs should be used as a supplemental investigative tool; they should not take the 
place of original notes, sketches or diagrams.  Frequently, they bring to light facts overlooked 
or forgotten by the officer.


2.
Photographs should only be taken to preserve evidence, to prove or disprove a point, or 
to 
further aid the investigator.  They must serve a purpose.


3.
The type of photographs that should be taken will vary with the nature of the investigation 
being conducted.  They should be taken to show:



a.
What happened (death, injury, damage, etc.)



b.
Where it occurred (exterior and interior locations)



c.
When it occurred (night, day, time of year)



d.
Why it occurred (intentional, accidental, etc.)



e.
How it occurred (weapons, vehicle defects, safety hazards,  etc.)



f.
Who was responsible


 4.
Photographs will be downloaded and attached to the case file.

 
   
 

       
       


5.
Insurance company representatives and other interested parties may obtain traffic 
accident photographs from department Records. 


6.
Photographs taken by outside department Evidence Collection Unit technicians will not be 
processed by this Department, unless requested.


7.
If photographs are used in court, the detailed photographic record may be used as part of the 
investigator's original notes when testifying.


8.   
The evidentiary value and integrity concerns of digital photographs should be considered in all 
cases where photographs are essential to the prosecution of the case.  In most instances, it is 
best to supplement digital photographs with other photographs, such as 35mm. 

F.
Protection of Life and Property                       


Citizens depend upon the patrol officer to protect them and their property from crimes and disasters by ridding the area of criminals and requiring safe practices, especially relating to traffic.

G.
Preservation of Peace                     


A portion of the officer's time is spent in handling disorderly persons, crimes of violence, trespassing, and related offenses.

H.
Apprehension of Criminals                         


Since an officer makes many arrests on the spot and without warning, he must know the techniques and mechanics of arrest for his own protection and for that of the public.

 I.
Patrol and Observation                      


1.  
Patrol diminishes the potential offender's belief in the existence of an opportunity to 
violate the law successfully.  The officer must be constantly alert, while moving about his 
patrol sector, for conditions which may facilitate or promote the commission of crimes and 
other incidents that require police service.

 
     
 

       
       


2.
Observation is the function that most completely describes the officer's job since most other 
duties depend on what he observes.  The extent and accuracy of his observations influence his 
ability to discover unsecure premises, dangerous conditions, questionable characters, and 
police hazards.  His power to observe also enables him to report offenses, detect offenders, 
know the habits of people living in his patrol area, be familiar with the residential and 
commercial areas that are the most frequent scenes of crime, and to size up the social 
environment and influences which must be controlled if crime is to be prevented.  His power 
of observation assists him to perform effectively his first and most important task; to prevent 
violations of the law.  It also makes him invaluable to the Chief of Police and his staff and to 
members assigned to the specialized units.  The officer thus serves as the eyes and ears of the 
Department.  His function of observation not only makes him the focal point of police 
operations and administration, but also permits him to aid other State and local agencies. 

J.
Patrol/Premise Checks                     

Deterrence of criminal activity through aggressive police surveillance of residential and business premises while on routine patrol is an important Department policy.  Other demands for service require that certain restrictions be placed on the acceptance of requests for residential and commercial premise checks.


1.
Residential Premises ‑ When a specific request is made for a house check, a Patrol/Premise 
Check Form will be completed.


2.
Guidelines



a.
Premise checks will be conducted for a specific time period only and should 


generally not exceed thirty days.  Those requests accepted beyond a thirty day 


period will only be checked semi‑monthly.  The requestor will be advised of this 


and will be encouraged to participate in a neighborhood watch program as a 


primary safeguard.



b.
Unoccupied residences which are under the control of real estate agencies will 


not be accepted for house checks.

 
   
 

       
       



c.
Residential premises will be checked at least every other day, preferably during 


daylight hours.  Checks at other times in the course of routine patrol are 


encouraged, circumstances permitting.  When checking a private residence, 


utmost caution should be used, not only for criminal activities, but also for the 


possible unannounced return of owners or the presence of an authorized custodian.



d.
Open residential premise check forms will be maintained in a computer data 


base accessible by patrol supervisors and officers.



e. 
When patrol checks are completed the responsible officer will initiate a complaint 

card to document this activity.


3.
Commercial Premises ‑
Generally, a commercial premise will be subordinate to any 
concurrent residential premise request.  Commercial premises should qualify for specific 
patrol checks only if an emergency situation exists of an anticipated limited duration.  A 
temporary disablement of an alarm system, the imminent possibility of criminal activity, 
or 
other similar temporary conditions are examples. 



a.
Commercial premises will be checked at intervals and times determined 



appropriate by the patrol supervisor and will be made at other times in the 


course of routine patrol activities are also encouraged.



b.
Open commercial premise check forms will be maintained in a computer data 


base accessible by patrol supervisors and officers.  All patrol supervisors will 


periodically review these open forms, and determine whether it is appropriate 


to close them. 


4.
Patrol Checks ‑ These provisions apply to situations where the patrol check(s) will be for 
an 
extended period of time to ensure that the situation is not inadvertently overlooked; 
otherwise the appropriate procedural report will record the patrol check(s).  If a specific 
request is made to check an area regarding a traffic or minor complaint (loitering, 
alcohol consumption, disorderly subjects, etc.), a Patrol Check form will be completed.



a.
Specific areas of patrol will be checked at times and intervals deemed 



appropriate by the patrol supervisor.  This does not preclude making checks at 


other times in the course of routine patrol activities.

 

    
 

       
       



b.
Open patrol check forms will be maintained in a computer data base accessible 


by patrol supervisors and officers.  The patrol supervisor will periodically review 


these open forms and determine whether it is appropriate to close them.   

K.
Medical Transports                  


1.
Emergency medical transports will be accepted only in bona fide emergency medical 
situations.  An emergency is one in which time factors may critically affect the use of the 
item to be transported or the life of the patient for whom it is intended.  The transportation of 
blood, etc. for replacement in a blood bank is not considered an emergency.


2.
When the Patrol Supervisor receives a request for an emergency medical transport, and 
it 
appears that a bona fide emergency exists, he will arrange for the expeditious transport of the 
item.


3.
The officer transporting the item will operate Code 2 unless otherwise directed by the Patrol 
Supervisor.

L.
Removal of Debris From Roadway  

 
1.
Hazardous debris on roadways is potentially a contributing factor in many traffic accidents.


2.
It is incumbent upon police employees of the Elkton Police Department to act to 
eliminate any hazardous conditions existing on the roadways within Elkton; to include 
debris on the roadway.  

 3.
If traffic conditions permit, the employee will remove the debris from the traveled 
portion to the side of the highway and alert the proper government department for 
further removal.  If traffic volume and patterns are such that the officer cannot safely 
remove the debris or if the debris is of a type that cannot be removed by him, he should 
take necessary steps to minimize the hazards.  Action such as diverting traffic, setting 
warning flares, etc. may be necessary in addition to ensuring that the appropriate 
government department is notified.


4.
In all cases, when the Department is notified of debris in the roadway an incident 
number will be initiated.

 
    
 

       
       

M.
Community Oriented Policing

Community Policing is a method of policing based on officers' problem identification and solution.  It allows the Department to de-emphasize call-driven, short-term police responses while encouraging and rewarding staff efforts to identify and solve long-term police/community problems.  Such efforts by staff (civilian and sworn), will naturally increase the flow of communication between residents/citizens and the police, and increase mutual levels of trust, as well as yield valuable information for enforcing the law and improving the quality of life in the Town.


1.
Identifying the Problem.  This is the first step in community-oriented policing.  



Note that:



a.
A problem must involve a group of incidents, and be of direct concern to both 


the community and the police department.  Single incidents are hard to analyze, 

and may not occur again.  A problem might also be a group of incidents which 


will probably occur in the future (although none have yet occurred).



b.
The events that comprise a problem should be similar in some way.  There 


should be a means of grouping the incidents so that a common solution can be 


developed.



c.
Sources of information for identifying problems can include the following:




1)
Citizens can provide officers with valuable information on existing or 



potential problems.  




2)
Officers should identify "citizen partners" in their beat and maintain 



monthly contact with these citizens. 




3)
Other possible sources of information for identifying problems are:





a)
Crime analysis - Time trends and patterns (time of day, day of 




week, monthly, seasonal, cyclical events), and patterns of 




similar events (offender descriptions, victim characteristics, 




locations, physical settings, etc.).

 





b)
Patrol - Recurring calls, crime problem areas, active offenders, 




victim types, complaints from citizens.

 
    
 

       
       





c)
Investigations - Recurring crimes, active offenders, victim 





difficulties, complaints from citizens.





d)
Crime prevention - Physical conditions in a beat that may contribute to 




crime problems, potential victimization, complaints from citizens, drug-




dealing, gambling, prostitution, and/or organized crime, among other 




things.





e)
Communications - Call types, repeat calls from same location, peaks in 




calls for service at certain times.





f)
Chief's office - Letters/calls from citizens, concerns expressed by 




elected officials, and concerns expressed by the Town Administrator's 




office.





g)
Other law enforcement agencies - Multi-jurisdictional concerns.




h)
Local government agencies - Plans which could influence/ impact 




Elkton crimes, common difficulties, complaints from citizens received 




by the Housing Authority or the Public Works Department.





i)
Schools - Juvenile concerns, vandalism, employee and student safety.





j)
Elected officials and community leaders - Problems and complaints of 




constituents.





k)
Business groups - Problems of commerce and development.





l)
Neighborhood Watch - Local problems regarding disorder, crime and 




other complaints.





m)
 Newspapers and other media - Indications of problems not detected 




by other sources; problems in other jurisdictions which could occur in 




Elkton.





n)
Community surveys - Problems of citizens.





o)
Social service organizations - State, County and local organizations 




addressing specific community/ group problems (e.g., Juvenile 





Services).
 
    
 

       
       


2.
Analyzing a Problem:  During the analysis phase of community-oriented policing, officers will 
gather all available information about the problem in order to understand it and devise the 
best solution.  Officers should seek a workable long-term rather than short-term solution.  


3.
Responding to a Problem:  During this phase, officers will select a solution to a problem, 
and implement it.  There is no set solution to any problem.  Responses need not be the 
traditional patrol officer/investigator responses, but may involve non-police agencies, and 
officers are encouraged to combine their resources and expertise with the resources and 
expertise of other organizations.  Solutions may be designed to:



a.
Totally eliminate a problem;



b.
Substantially reduce a problem;



c.
Reduce the harm created by a problem;



d.
Deal with problems better (treat people better, reduce costs, or increase 


effectiveness), or



e.
Remove the problem from police consideration.


4.
Assessing the Response:  This is the final stage of C.O.P., which is used to review the 
effectiveness of the police response.  This will enable officers to change a response, 
improve their analysis, or even redefine the nature of a problem.  The assessment of 
effectiveness is the responsibility of the Patrol Supervisor of the officer handling the 
problem.


5.
Patrol Officer Responsibilities:



a.
An integral part of C.O.P. is the personal contact between the beat officer and 


the community--casual contact, not the result of a call for service.  For this 


reason, beat officers will use foot patrol during non-busy patrol periods, getting 


acquainted, providing information on current crime problems in the 



neighborhood, and encouraging citizen involvement.    



b.
Patrol officers should work with the residents and businesses in identifying and 


solving community problems.  The community must be part of the problem 


solving process.  Community members should be encouraged to get involved 


with the police and their neighbors.

     
 

       
       


6.
Supervisory Responsibilities:  Patrol Supervisors will provide any needed support 
services for a community projects, and will allow beat officers ample time to adequately 
address the concerns of community members and perform follow-up, but will also 
ensure projects are managed in accordance with accepted time management principles.  
Supervisors will measure the effectiveness of the response to a problem, and will 
evaluate the officer's ability to identify, analyze, respond and evaluate the response to a 
problem.  


7.
C.O.P. Officer Responsibilities:  



a.
Conduct crime analysis to identify possible problems for referral to appropriate 


beat officers and specialized units.  This analysis will be forwarded to all units 


and appropriate staff for review.



b.
Provide feedback to beat officers, supervisors, and citizens based on crime 


analysis and other factors as appropriate.



c.
Attend community group meetings and assist in identifying crime patterns to be 


discussed at the meetings as well as current Department responses to the 


crimes and neighborhood disorder.  All citizen concerns will be reported back to 


the Chief of Police through the chain of command.



d.
Identify and maintain a resource guide for officers and citizens.

 N.
Bicycle Patrol


1. 
General Policy




a.
The Bicycle Patrol Unit has been established to supplement standard methods 


of patrol coverage within the Town of Elkton. The unit is part of the Special 


Operations Bureau.  Additionally assigned personnel will support, promote and 


enhance the Mission and Vision Statements of the Elkton Police Department.  


The unit will be utilized to facilitate community relations through extensive 


specialized patrol efforts, making officers more accessible to the public.



b.
The Bicycle Patrol Unit will be deployed in either residential or commercial areas 


of the town based on specific problems or needs.  This is to include, but is not 



limited to, high crime trends, special events or specialized enforcement requests.

 
     
 

       
       



c.
The use and operation of police bicycles will be restricted to those personnel 



who have successfully completed a required training course approved by the 



department.



d.
Those officers assigned to the bicycle patrol unit will maintain the issued bicycle 


uniform in addition to having a standard patrol uniform available at all times.  


Officers assigned to the bicycle unit will not wear the bicycle uniform to 



scheduled court appearances. 


2.
Definitions


a.
Secured Bicycle - A bicycle that is locked to a rack or other immovable object 


with an approved locking device.



b.
Standard Uniform - The uniform issued and worn by sworn personnel of the 


Elkton Police Department.



c.
Bicycle Uniform - The uniform and related accessories issued to officers 



assigned to the Elkton Police Department Bicycle Patrol Unit.



d.
Inclement Weather - Heavy rain, thunderstorms, lightning, high winds, severe 


temperatures indicating extreme heat or cold conditions, snow, fog, or any 


condition that may jeopardize the safety of officers while operating a bicycle 


directly related to weather related conditions.

 

e.
Patrol Bicycle - An official bicycle provided and maintained by the Elkton Police 


Department as a patrol vehicle for the Bicycle Patrol Unit.


3.
Equipment



a.
Officers assigned to the Bicycle Patrol Unit will use only that equipment which 


has been either issued by the department or has been approved by the Chief of 


Police.



b.
Personnel assigned to the unit will operate only those bicycles that are 



department issued and equipped with the following items:




1)
Forward mounted lighting system (visible from 500 ft.).




2)
Rear mounted lighting system (visible from 500 ft.).

      
 

       
       




3)
An Auditory Device.




4)
Locking Device, (cable or chain type combination).




5)
Bicycle Tool Kit.




6)
Aerosol Canister Kit.



c.
The following equipment is to be worn by all personnel while operating an 


agency bicycle:



   

1)
The issued Elkton Police Department Bicycle Patrol Unit Uniform.

 




2)
ANSI or Snell certified bicycle helmet.




3)
Shatterproof eye protection.



d.
Optional equipment that should be carried or made readily available to the 


officer:



1)
Flashlight.




2)
First Aid Kit.




3) 
Reflective Safety Vest.




4)
Bicycle Gloves.


4.
Qualifications and Training



Personnel assigned to the Elkton Police Department Bicycle Patrol Unit must have met the 
following mandate:



a.
Successfully completed Field Training.



b.
Successfully completed/or complete a certified Police Cyclist Course.



c.
Possess good physical conditioning.

 
 

       
 

       
       


5.
Operation of Department Bicycles


a.
Bicycle patrol officers will work under the supervision of the Street Crimes Unit 


Sergeant when assigned to a specified patrol assignment.  In the event of a 


special detail, the officers will work under the direct supervision of the 



designated detail supervisor.



b.
The position of Special Operations Commander will be responsible for 



establishing the schedule and patrol itinerary of the Bicycle Patrol Unit.



c.
Only those officers who are certified and assigned to the unit shall operate a 


bicycle.



d.
Bicycle patrol officers will adhere to the rules and laws governing the operation 


of bicycles in accordance with the Transportation Article, including, but not 


limited to Title 21, Subtitle 12.  Assigned officers should take into consideration 


that, although equipped with emergency type equipment, bicycles are not 


considered an emergency vehicle.



e.
Officers assigned to the Bicycle Patrol Unit will patrol in pairs at all times unless 


specifically directed otherwise by the Patrol Lieutenant.



f.
Unattended bicycles will be secured to a fixed object at all times.  When not in 


use, bicycles will be stored indoors or as otherwise directed.



g.
Officers will exercise extreme caution when operating radios while the bicycle is 


in motion.  Whenever possible the bicycle should be stopped before the officer 


engages in radio communications.



h.
Generally, officers will not discharge firearms from a moving bicycle, except as a 

measure of self-defense.



i.
Bicycle Patrol officers will not carry passengers or allow unauthorized persons to 

operate their vehicle.

       
 

       
       


6.
Maintenance and Responsibility


a.
Bicycle Patrol Officers are responsible for the appearance and condition of their 


bicycles, equipment and uniforms.  Each officer will conduct a daily inspection of 

their bicycle prior to beginning their tour of duty.  Officers will be permitted to 


conduct only those repairs or adjustments that are considered minor in nature 


(i.e., chain lubrication, flat tire repair, seat adjustment, battery replacement).

 



b.
If it is determined that the bicycle is unsafe to operate, the officer will notify his 


supervisor immediately and then prepare a written report on a Form 17 which 


will be forwarded to the Bureau Commander.

 



c.
Any repair that is considered crucial to the operation of the bicycle will be 


completed by an authorized service dealership with prior approval from the 


Chief of Police.  


7.
Supervisor Responsibilities



a.
Supervisors will ensure that only those officers that have completed a certified 


Police Bicyclist Course are assigned to bicycle patrol duties.



b.
Supervisors will prohibit bicycle patrols in severe weather conditions.



c.
Supervisors will be required to conduct an investigation into any accident or 


incident of damage to a department bicycle.  The results of the investigation will 

be forwarded along with the proper paperwork through the chain of command 


to the Chief of Police.  All required paperwork will be submitted prior to the end 

of the officers’ tour of duty.  (Note) Tire damage does not constitute the need 


for an investigation.



d.
Supervisors will ensure that transportation assistance is rendered to bicycle 


units who initiate a criminal arrest.

 
 

        
 

       
       


8.
Bicycle Patrol Duties and Responsibilities


a.
The primary role of the Bicycle Patrol Unit is to enhance community relations 


while promoting the Mission and Vision statement of the Elkton Police 



Department.  This is to be accomplished through specified patrol areas while 


allowing officers to be more visible and accessible by community members.



b.
Bicycle Patrols will operate according to the itinerary set by their supervisor or 


commander.  Generally bicycle patrols will not be conducted between the hours 

of 10 p.m. and 6 a.m., unless specifically assigned by their supervisor or 



commander.



c.
When transporting department bicycles to their assigned patrol areas, officers 


will use a patrol unit equipped with a bicycle rack.  When not in use, the rack 


will be secured in the trunk of the unit.



d.
Upon arrival to the designated patrol area, the patrol car will be stationed in a 


centralized location that enables the officers’ easy return access in emergency 


situations.  Officers will also notify dispatch that they are in a specific area and 


request an incident card be initiated to cover the bicycle patrol assignment.  


During this time officers will not receive calls for service that are out of their 


patrol area unless an emergency dictates such action.



e.
Generally, officers will not attempt to enforce moving violations of the 



Maryland Transportation Article while actively engaged in bicycle patrol.



f.
Officers assigned to the Bicycle Patrol Unit will answer calls for service in their 


designated area of assignment; however, they should consider the 



circumstances surrounding the call when responding and determine the need 


for assistance from a patrol car.
                                  



g.
Officers on bicycle patrol will be responsible for the following types of activities 


but will not be limited to:




1)
 Enforcement of criminal laws.





2)
Enforcement of parking regulations.




3)
Crime Prevention Activities.

         
 

       
       




4)
Special Details.




5)
Business checks/bank checks.




6)
Answering calls for service.




7)
Enforcement of bicycle violations.




8)
Initiating community contacts/attending community meetings.



h.
Officers who initiate a criminal arrest while in the performance of their bicycle 


patrol will request the assistance from a police vehicle for transport purposes.  


However, the arresting officer will ultimately be responsible for completing the 


required paperwork associated with the arrest unless the case is assigned to 


another officer by the supervisor.

O.
Communications, Coordination, and Cooperation with Other Departmental Functions.

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


1.  
Attendance by investigators at squad roll call sessions (normally daytime) to share 
information about current activities, areas of needed assistance, intelligence information, etc.; 


2.
Attendance of all supervisory personnel at monthly staff meetings, where matters of 
departmental and squad or division matters are discussed and ideas exchanged;


3.   
Daily review of offense/incident reports by all patrol and investigative personnel.  
Miscellaneous information may be made available by utilization of information boards.  This 
review should trigger the sharing of information and assistance; and 


4.
Review of and input from all personnel in the development of new policies and/or 
procedures.

 P.
Patrol Coverage

The Elkton Police Department is a full service agency, which operates on a 24 hours a day basis.  This allows for the citizens of Elkton to have a complete and continual police service at their disposal whenever required or requested. 

          
 

       
       

Q.
Shift Change for Continuous Patrol Coverage 


1.
The Elkton Police Department operates on a twelve (12) hour day shift rotation with patrol 
squads rotating between day and night shift every two weeks.

 
2.
Generally, calls for service received after quarter till the hour prior to shift change are held for 
the oncoming shift.  This allows for the proper exchange of information between shifts and 
any briefing necessary.


3.
Those calls that require an immediate response for service will be dispatched to the 
current on duty shift.


4.
It will be the responsibility of the on duty supervisor to either hold over or direct an 
officer coming on duty to handle a pending call if necessary.

R.
Response to Calls ‑ Number of Officers 

 
1.
Response to some calls may require several officers to deal effectively and safely with the 
problem.  The types of situations requiring the response of at least two officers include but are 
not limited to:                    



a.
Potential or actual assault on an officer; 

            

b.
Possibility of or actual on-scene arrest for a felony or violent misdemeanor; 

             

c.
Potential or actual resistance to arrest;



d.
Possibility of or actual Response to Resistance;



e.
Crime in progress;                    



f.
Fleeing suspect;                    



g.
Domestic or spousal assault; and 

       

h.
Cases involving suspected or actual child abuse.               

 
 

           
 

       
       


2.
Supervisors will ensure that two officers are dispatched to calls listed above.  When 
officers are faced with circumstances where additional assistance is needed, they will 
request additional units to be dispatched.  Supervisors will monitor all calls for service and will 
ensure that sufficient manpower is dispatched so that the complaint can be handled in the 
most efficient manner with officer safety the most important concern.  
Supervisors will 
ensure that calls for service requiring additional units are responded to in a safe and prudent 
manner that reflects a simultaneous or tactical arrival of all units whenever possible.

S.
Foot Patrol               

Foot Patrol is an efficient and highly effective tool used for deterring and detecting criminal activity.  It is a very effective resource for solving crime in certain areas and when utilized as a resource, aids us in achieving our goals by allowing us to interact with the community and strengthening our relationships in a favorable aspect.  This is accomplished by making the officer accessible to the public.  The Elkton Police Department has no permanent foot patrol assignments, but the agency strongly encourages officers to utilize foot patrols during their tour of duty.  The criteria for foot patrol assignments are, but are not limited to:


1.
Outbreaks of crimes in isolated areas such as distinct residential communities or a 
particular commercial sector.


2.
Building community relations, i.e., bank checks, downtown business area checks and 
commercial shopping mall.


3.
Community or Civil events such as Junior League Soccer, Little League Baseball and 
Football Events, holiday festivals and celebrations.

T.
Police Hazards/Potential Hazards     


A wide variety of hazardous situations in the Town such as bad road and/or weather conditions, unsafe structures, potentially dangerous calls for service, etc., will normally be identified by the patrol officers on the street and called in to communications.   When appropriate, the existence of a hazard or potential hazard will be given to the local media.  Information as to any of these hazardous or potentially hazardous situations will be reported, disseminated among officers and allied agencies that need to know.  

           
 

       
       


Squad Supervisors will ensure corrective action is taken and notification made to the oncoming squad through verbal contact or by information memorandum.  Information concerning hazardous/potentially hazardous situations that are received by the on‑coming squad supervisor should be passed on to all personnel during roll call in order to prepare and plan for the situation.

 U.
Procedures for Notifying Next-of-Kin of Deceased, Seriously Injured or Ill Individuals

 
1.
Subject to the availability of personnel, emergency messages of any legitimate type, as 
defined by the employee receiving the message, may be delivered.  Any message 
pertaining to a death, serious injury, or serious illness will be delivered.               


2.
Notifying next‑of‑kin in a case where there is a death, serious injury, and/or serious 
illness, can place the officer in a delicate and uncomfortable situation.  The following 
procedures should be utilized whenever possible and practical:                    



a.
Notification should be made as promptly as possible;                    



b.
The presence of a minister, relative or close friend should be obtained 



whenever possible prior to notification;                    



c.
If notification has to be made alone, the officer should offer assistance to the 


next‑of‑kin in contacting a relative, close friend, and/or minister.                    



d.
The person receiving notification should be advised of the means used in transmitting the 

notification to the department, i.e., teletype or call from another law enforcement agency, 

unverified telephone call to the department, etc.


3.
When requested by another agency to make notification of next‑of‑kin, the officer 
should obtain all available pertinent information in order to assist the relative to whom the 
message is to be relayed.

 

 
           
 

       
       

V.
Notification of Medical Examiner, Street/ Highway/Public Utility Personnel, and News Media.



1. 
The Forensic Investigator will be notified in all situations when an officer arrives at a scene 
where a death has occurred (fatal car crashes, unattended deaths, suicides, homicides).  
Notification will normally be made by the dispatch center at the request of the on scene 
officer or supervisor.  The name of the victim, location, telephone number and any preliminary 
facts shall be given to the Forensic Investigator pertaining to the incident.  The Forensic 
Investigator will normally contact the on-scene officer by telephone or may respond in person 
prior to giving further instructions.


2.
The States Attorney or their designee will be notified in accordance with their policy in all 
incidents where death has occurred (fatal car crashes, suicides, homicides).


3.
Notification of Street/Highway/Public Utility Personnel Street/Highway/Public Utility 
Personnel



At any time when a situation exists that creates a hazard or potential hazard, the officer 
identifying the situation will complete a Defect Notice (EPD Form 49) and request the Office 
Associate make proper notification in order that the situation may be corrected in as short a 
time as possible.  The officer will indicate on the Defect Notice (EPD Form 49) what action was 
taken to correct the problem.  Typical situations and timing of notification are as follows:                    



a.
Immediate notification:




1)
Essential traffic light in need of repair;  




2)
Large holes in road;                         




3)
Electrical power lines down;                




4)
Large debris, etc., in road;




5)
Breaks in water, gas, or other utility mains;                         




6)
Snow/ice, etc., on bridges and roads;       




7)
Fire hazards needing immediate attention;                    

 
           
 

       
       



b.
Notification at beginning of next business day:                         




1)
 Nonessential traffic lights in need of repair;                       




2)
 Small (non‑hazardous) holes in road;    




3)
Street lights in need of repair; 




4)
Telephone/video cables down but not creating hazard;

                  

 5)
  Dead animals in road; 

                  

 6)
  Potential fire hazards not requiring immediate attention; and

                  

7)
Excessive growth of weeds, grass, etc.               


4.
Some hazardous situations may demand immediate notification to local radio stations in 
order to request immediate public service announcements.  Normally, squad supervisors will 
advise dispatchers to notify the stations when such a hazard exists.

 

 
 

 

 

 

 

 

 
           
 

       
       

A.
Analysis of Police Functions                            


The Chief of Police and Lieutenants are responsible for analyzing the tasks performed by those under their command before they make judgments about practices, assignments, personnel needs, and the organizational structure of the command.


1.
Police tasks may be classified as line, auxiliary, and administrative.  The uniform and 
investigative forces are primarily concerned with line functions.


2.
 Much of the important work that police departments are called upon to perform is of an 
emergency nature.  Some elements of these emergencies however, are conditions that can be 
observed and recorded and sometimes eliminated or altered by routine 
police operations.  
These day-to-day duties of lessening the likelihood of incidents that require police attention, 
and of dealing with those that arise, fall upon the field force.


3.
The patrol force is the backbone of a police department.  It is the largest unit within the 
Department, and it is in continual contact with the citizens of Elkton.  Plans and tactics 
devised by supervisors for the solution of police problems depend heavily on the 
information gathered and reported by the patrol force.


4.
The work of the patrol force includes all police functions.  Therefore, the more effective 
the 
patrol force, the less need there is for the other, more specialized, operating units.  
Because it is impossible for the patrol force to be 100% effective in all police functions, the 
other operating units are necessary only to the extent that the patrol force falls short of this 
ideal.  Therefore, any effort made to improve or strengthen the other units at the expense of 
the patrol force will result in a vicious cycle, for the weakening of patrol only increases the 
burden on the special units.


 5.
Because of their proximity to the place of occurrence, and because of the speedy 
response of patrol cars, one or more members of the patrol force usually arrive first at the 
scene of a crime or disaster.  The measures adopted to apprehend violators, preserve 
evidence, or give relief are most telling when promptly instituted.  Hence, the work of the 
officer is of far-reaching importance and the quality of service rendered by the entire 
Department is largely dependent upon their competence.

 
           
 

       
       


6.
Seen on all occasions and in all places on the streets and highways of the Town, the officers on 
patrol are the public symbols of the Department.  Their conduct and the nature of their services can 
impress citizens with the degree of worth of their police guardians.  The officer who performs in a 
slovenly or ineffective manner may impair the standing of the whole force in the eyes of the public.  
A few instances of gross misconduct can easily bring the entire force into disrepute.  Much time and 
earnest work are required to build an enviable reputation, but a few brief moments of error may 
destroy it.


7.
The basic purpose of patrol is to create a public impression of police omnipresence so that 
potential offenders will believe there is no opportunity for successful misconduct.  This may be 
accomplished by using conspicuous and unpredictable patrol patterns.


8.
The principal duties of the patrol force are:  to prevent violations of laws; to suppress 
disturbances; to arrest offenders; and to give aid, relief, and information to all citizens as 
circumstances require.  These responsibilities are accomplished by active patrol on the streets and 
highways in all areas and particularly those areas where crimes frequently occur.  An active patrol 
force is the Town's open guarantee of orderly government carried out, if possible, by persuasion; if 
necessary, by force.

B.
Supervisory Responsibility

The very nature of the Elkton Police patrol operation sometimes interferes with the desired level of supervisory control.  Supervisors must spend most of their time in the field providing personnel supervision, leadership, training and incentives, and checking on conditions throughout the Town to insure that proper and immediate police action is taken.  Supervisors should motivate officers to apply their selves and should also be notified of and dispatched to all major incidents or to incidents that might result in criticism to the Department or an individual officer.  The manner in which the patrol supervisor directs and disciplines officers has a direct bearing on the effectiveness of the patrol force and the extent to which its prestige is affected.  Consequently, the joint capabilities of both the supervisors and the patrol force will have significant impact on the efforts of the Chief of Police to achieve his plan of action.


1.
Supervisors must be acutely aware of their responsibility to transmit top-level policies 
through the hierarchy to the working level and, in turn, to report deficiencies and other 
communications upward through the chain of command.  They must also be knowledgeable in 
patrol methods and techniques.

           
 

       
       


2.
The highest level of patrol supervision is provided by the Lieutenant.  He is responsible for the 
overall supervision of the patrol function and his primary responsibilities consist 
of:



a.
Serving as the official representative of the Department when dealing with the 


public.



b.
Evaluating the priorities of calls for service and assigning the proper manpower 


needs.



c.
Assuming and maintaining overall operational responsibility for the patrol 


function.

 
3.
First line supervision of the patrol force is the responsibility of the sergeant.  As the 
immediate supervisor, he will spend the majority of his time supervising police activity in the 
field and, when it becomes necessary, will also handle calls for service.  When functioning as a 
patrol supervisor, the sergeant will be responsible for patrol coverage of his entire assigned 
area of responsibility.  In the absence of the sergeant, the corporal assumes responsibility for 
this first-line supervision.

C.
Evaluation of Subordinates

Since the sergeants and corporals are closely associated with the patrol function, they are best able to evaluate the efficiency of their subordinates and, where obvious operational deficiencies exist, provide immediate remedial action.  Among the criteria used to measure efficiency, the following are acknowledged to be particularly relevant.


1.
Studying the Record:



a.
Quality of written reports



b.
Number of reports made concerning hazards and insecure premises



c.
Punctuality record



d.
Promptness in responding to and disposing of calls for police service



e.
Comparison of performance, attitude, etc., with other patrol officers

 
           
 

       
       


2.
Personal Inspection and Observation of:



a.
General appearance



b.
Conduct



c.
Attitude toward fellow officers and the public



d.
Conformance to rules and regulations


3.
Inspecting Areas of Patrol Assignment for:

 



a.
Unreported hazards, defective street lights, insecure premises, etc.



b.
Evidence of undetected criminal or delinquent activity


4.
Observing Practices



a.
At crime, accident, and disaster scenes



b.
While rendering other services



c.
During interview and interrogation



d.
While searching premises



e.
At vehicle and pedestrian stops



f.
In determining criminal methods of operations, personal descriptions, and 


property descriptions 



g.
While searching for evidence, contraband, or other property


5.
Personal Contacts with the Officers and Others to Determine the Officer's Success in 
Obtaining Information about:



a.
Criminals



b.
Juvenile Delinquents

 
 
            
 

       
       


6.
Appraisal of the Officer's Effort in Maintaining Liaison and/or Constructive Relations with 



a.
Business owners



b.
Residents



c.
School Authorities



d.
Other Law Enforcement Agents



e.
Other State Agencies


7.
Study of Personal Traits and Qualities such as:



a.
Dependability



b.
Integrity



c.
Interest in Work



d.
Enthusiasm



e.
Leadership Qualities



f.
Patience



g.
Perseverance



h.
Tolerance of views and beliefs of others



i.
Moral and physical courage



j.
physical fitness

 
8.
Observations in Court



a.
Care exercised in preparing case



b.
Objectivity



c.
Manner of testifying and personal appearance



d.
Ability to produce reliable witnesses

             
 

       
       

D.
Assignment of Officers to Patrol Areas         

The assignment of officers to particular areas will be the responsibility of each Squad Supervisor based on the following criteria:


1.
Number of calls for service;                    


2.
Number of offenses/incidents;                   



3.
Number of businesses;                    


4.
Available manpower; and


5.
Other specific needs.

E.
Span of Control for a First‑Line Patrol Supervisor               

1.
Each Squad Supervisor has a maximum supervisory span‑of‑control of six officers; 

 
2.
The Squad Supervisor may utilize police officers who distinguish themselves in their 
performance or assist with supervisory and/or specialized functions in order to provide for 
control and operational efficiency.  

F.
Roll Call

1.
The Squad Supervisor will conduct roll call prior to each tour of duty.  Roll call is paid duty time and 
is mandatory, except for those officers assigned as early or overlapping units.


2.
Roll call will accomplish, at a minimum, the following five basic tasks:                    



a.
Brief officers regarding daily patrol activity, with particular attention given to 


unusual situations, directed patrol activity, and changes in the status of wanted 


persons, the stolen property list, and major investigations;                    



b. 
Notify officers of schedule and assignment changes;                   



c.
Inform officers of new directives or changes in directives;                    



d.
Evaluate officer readiness to assume patrol; and                    



e.
Providing personnel with selective roll call training. 

 
             
 

       
       

G.
Incidents Requiring Presence of a Patrol Supervisor 

Squad Supervisors will be notified, proceed to, and assume command of the following types of incidents: 


1.
 Injury to a police officer;


2.
 Accident involving a police vehicle especially if an officer is injured, other persons are 
injured, or major damage is involved;               


3.
 Major crimes to include murder, bank robbery, jail break, heinous crime, and assault 
where death may occur;               


4.
Barricade/hostage situation;               


5. 
Disasters, catastrophes, or severe weather producing emergency conditions;  


6.
Serious complaint or incident involving a police officer;


7.
 Serious accident, injury, or incident involving town personnel or property; and  


8.
 Any other incident where the Squad Supervisor is requested.
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A.
Introduction

The Elkton Police Department will provide uniforms and equipment necessary for the performance of the duties of all employees to the extent permitted by the budget.  All uniforms and equipment will be purchased by the Department in accordance with the regulations of the Town of Elkton, and will remain the property of the Department.


1.
No police employee of the Department will allow another employee or any other person 
to use his badge or personal police identification card.


2.
Uniformed personnel while on-duty will appear in the prescribed uniform at all times.


3.
Any sworn employee of the Department or civilian parking enforcement officer under 
indefinite suspension pending a hearing for dismissal must turn in all Department 
property issued to them. Whenever a police employee is under suspension for a period of 
thirty days or less as a result of disciplinary action, he will be required to surrender his 
issued weapon, badge(s) and all cards which identify him as being an employee of the 
Department, to the Chief of Police for the period of suspension.


4.
Uniformed employees of the Department will be held responsible for uniform, motor 
vehicle or other equipment, issued or assigned to them, and where it is established that 
this 
equipment is lost or damaged through negligence, the employee concerned may be 
obligated to replace the same at his own expense.  Every Department employee will 
assume a personal responsibility for all Department property issued to them or placed in 
service for their use or convenience.


5.
No decoration or insignia will be worn by any Department employee on the Elkton Police 
Department uniform unless authorized by the Chief of Police, who will designate 
where, when, and in what manner the insignia or decoration shall be worn.


6.
Department issued leather equipment will not be treated with special appearance 
enhancement products, e.g., "Leather Lustre", "Leather Bright", etc.  The original finish will be 
maintained according to the specifications of the manufacturer.

 
 

               
 

       
       


7.
Generally, the regulations concerning the wearing of uniforms and equipment as 
described in this section are applicable only to police employees of the Department.  
However, the wearing of any portion of the uniform or the improper or unauthorized use of 
Department equipment by civilian employees is a violation of rules and regulations unless 
covered by orders specifically applicable to the individual or group.  Employees of the 
Department are forbidden to wear uniform items or use equipment that fails to meet 
established specifications.  All uniform clothing and equipment will be approved by the Chief 
of Police.


8.
Parking Enforcement Officers who wear a uniform issued by the Department shall abide 
by 
the standards of dress and neatness prescribed for police employees.  It shall be the policy of 
the Department that the attire of on‑duty non-uniformed civilian and police employees will be 
such that it will reflect an appropriate and professional appearance.


9.
The uniform must command respect, for it identifies the employee as a representative of the 
Department.  The uniform must be worn with pride and in a way to bring credit to the 
Department.


10.
Department employees are not permitted to wear the uniform while attending court as 
a 
defendant in a criminal trial, a plaintiff or defendant in a civil trial, or while serving as a juror.

B.
Issue Equipment

This subsection contains a description of equipment that may be issued to police employees. 


Badge, Breast


Badge, Shooting


Badge, Hat


Baton, PR24/ASP


Baton, Holder


Belt, Keepers


Belt, Sam Browne


Belt, Waist


               
 

       
       


Blouse


Buckle, Waist Belt


Card, ID Laminated


Case, Handcuff






Collar Ornaments


Cover, Rain hat


Handcuffs W/Key


Hat


Holster, Duty (.45 Cal)


Holster, Plainclothes (.45 Cal)


Insignia, Rank (Collar/Jacket) 


Jacket, Winter


Magazines


Magazine Pouch (DBL .45 Cal)


Manual, Administrative/Patrol


Name Plate 


Necktie


Necktie Bar, Female


Necktie Bar, Male


Pepper Spray

 
 

                
 

       
       


Pepper Spray, Holder


Radio, Charger


Radio, Holder


Radio, Portable


Raincoat


Shirt, Uniform Summer (SS)


Shirt, Uniform Winter (LS)


Sweater 


Trousers, All Season


Vest, Protective (Male/Female)


Weapon, Duty (Sig Sauer, Model P220, .45 caliber, semi-automatic handgun)

 C.
Uniform Regulations

The following regulations govern the wearing of the Elkton Police Department uniform.  Deviation from the policy by substituting personal equipment, from that issued or approved for use, will constitute grounds for disciplinary action.  Personal items of clothing may be worn with the uniform during adverse weather conditions, with the authorization of the Chief of Police.


1.
Blouse ‑ Regulation issue will be worn.  Pencils or pens will not protrude from breast 
pockets.


2.
Breast Badge ‑ When worn on the blouse, shirt, or the patrol jacket, it will be worn in the 
holder provided.



Mourning Shroud for Breast Badge ‑ Every police employee of the Department will wear 
a 
black mourning band over his breast badge until the interment of an Elkton Police 
officer who has been killed in the line of duty.  The mourning band will be worn by all police 
personnel attending such funeral services.

               
 

       
       


3.
OC Spray ‑ Will be issued to noncommissioned personnel and will be kept in a readily 
accessible location, but does not have to be carried on the gun belt.


4.
Chevrons ‑ Will be sewn on both sleeves, centered 5 inches below the shoulder seam of 
the 
blouse, patrol jacket, and shirts. The Department will issue new blouses with the 
chevrons already attached.  


5.
Department Citation Ribbons



a.
Medal of Honor (Department's Highest Award) - The recipient receives a 


uniform medal, citation bar, and a framed certificate.  The Medal of Honor may 


be awarded to any member of the Department who performs an act considered 


to be above and beyond the call of duty.  It must be an outstanding act in the 


line of duty, at imminent personal hazard of life, with full knowledge of the risk 


involved.  This award should be reserved for the most outstanding, heroic and 


gallant acts recorded by the Department.



b.
Medal of Valor - The recipient receives a citation bar.  The Medal of Valor may 


be awarded to any member who performs an act of heroism at imminent 


personal hazard of life while under fire from an armed adversary.

 

c.
Meritorious Service Medal - The recipient receives a citation bar.  The 



Meritorious Service Medal may be awarded to any member of the Department 


for a highly unusual accomplishment performed in the line of duty.  This 


accomplishment should have occurred under adverse conditions, with some 


degree of hazard to life and limb to the member, or where death or injury to a 


third party is prevented.



d.
Life Saving Medal - The recipient receives a citation bar.  The Life Saving Medal 


may be awarded to any member of the Department for an act performed in the 


line of duty which, through disregard of personal safety or prompt and alert 


action, results in saving a life.



e.
Honorable Service Medal - The recipient receives a citation bar.  The Honorable 


Service Medal may be awarded for an intelligent and creditable act in the line of 

duty, unusual in nature showing initiative and accomplishment.

               
 

       
       



f.
Educational Achievement Award - The Educational Achievement Award shall be 


awarded to any member of the Department upon satisfactory proof that the 


requirements leading to the granting of an Associate Arts, Bachelors, or 



Master’s Degree in Police Science, Political Science, Sociology, Psychology or 


related 
professions. Satisfactory proof shall be a copy of a grade transcript.

 

g.
Civilian Service Award - The recipient receives a framed certificate.  The Civilian 


Service award shall be awarded when a civilian assists the Department in the 


apprehension of a criminal or in an emergency.  This award may also be 



presented when a civilian provides services which may be deemed beneficial to 


the Department or Town.



h.
Appurtenance - Devices such as stars, acorns, oak leafs and numerals worn in 


the citation bar indicate additional awards or years of service.  The device shall 


mean the following:



1)  
Silver Star ‑ 2nd subsequent award.




2)  
Oak Leaf ‑ 3rd subsequent award.

 




3)  
Gold Star ‑ 4th subsequent award.




4)  
Acorn ‑ 5th subsequent award.


6.
Gun Belt ‑ The Sam Browne belt, minus the shoulder strap, will be worn directly over the 
waist belt.  The shoulder strap will be used only by personnel when the dress blouse is worn.


7.
Handcuffs ‑ Generally, this item will be carried by all personnel.  When carried by 
uniformed personnel, handcuffs will be placed in a case and worn on the uniform gun belt or 
waist belt, in a position that is accessible to the individual.  The actual use and the method of 
carrying handcuffs by non‑uniform personnel will be determined by the 
nature of the 
individual's assignment.


8.
Handguns ‑ The issuance to, and use of handguns by police employees will be in 
conformance 
with specifications and procedures in Section II of this Chapter.

               
 

       
       


9.
Hat, Campaign  - the regulation issued Campaign hat will be worn by uniformed police employees 
anytime an employee is in public while engaged in law enforcement related activities.



a.
Exceptions - the issued hat does not need to be worn in the police department, 



while performing routine vehicle maintenance, or when inside a building or 



vehicle.


b.
Maintenance - the hat requires very little maintenance.  However, officers will be 


responsible for its general appearance of cleanliness by ensuring that the brim remains 


free of debris and marks and that the fabric portion is not subjected to substances that 


would lead to soiling or staining.  When the hat is not in use it should be kept in a 


manner that promotes proper care.  Hats will not be altered in any way from their 


original shape or construction. The use of any foreign article as well as adding additional 

holes to the cross strap in an effort to alter the original appearance is strictly prohibited. 



c.
Hat Badges are to be positioned in the manufacturers’ holes and shall present a 


clean and freshly polished appearance at all times.


10.
Holsters ‑ Refer to Chapter 22, Section II (Equipment Standards).


11.
Insignia of Rank ‑ Will be worn on each shoulder of the blouse and the overcoat, 
centered at the cross point of the seams.  


12.
Jacket, Patrol ‑ Will be issued to all uniform personnel.  The patrol jacket will be worn with the 
front zipper closed at least halfway up from the bottom.  The Sam Browne belt, less shoulder 
strap, will be worn directly over the waist belt when wearing the patrol 
jacket.  Only the 
breast badge, name plate, and shoulder patch will be displayed on the patrol jacket.


13.
Elkton Police Department Shoulder Patch ‑ This emblem is to be placed on both the left and 
the right shoulder of the shirt, blouse, patrol jacket, and sweater.  All shoulder patches will be 
placed so that the top is 1/2 inch below the shoulder seam and centered on the seam.


14.
Name Plate ‑ Regulation issue will be worn over the right breast pocket, centered, and with 
the bottom edge of the name plate touching the top edge of the flap of the right breast 
pocket on the blouse. 


15.
Necktie and Tie Tack ‑ Black, regulation issue tie will be worn at all times when the long 
sleeve regulation shirt is worn.  The tie will be secured to the shirt by a regulation issue tie 
tack, attached to the tie between the third and fourth buttons from the top of the shirt.  No 
tie will be worn with the regulation short sleeve shirt.  Non‑regulation tie tacks or accessories 
will not be worn.

                
 

       
       


16.
Pistol Qualification Medal ‑ When authorized, this medal will be worn as follows: On the 
blouse, the medal will be placed with the pin following the line of the right pocket flap and 
centered over the button of the flap.  When worn on the uniform shirt, the Pistol 
Qualification Medal will be placed under the name plate.


17.
Raincoat ‑ Regulation issue will be worn unless otherwise authorized.


18.
Shirt ‑ Regulation issue will be worn.  When the short sleeve shirt is worn, the undershirt 
worn will be a clean navy blue crew neck and will not be visible at the biceps, nor will any 
medallions, chokers, or necklaces be visible at the neck.  When shirts are the uniform of 
the 
day, pencils or pens will not protrude from the pockets.


19.
Shoulder Strap ‑ Will be worn by personnel whenever a blouse is worn.  It will be worn over 
the shoulder, opposite the holster, attached to the gun belt.


20.
Soft Body Armor ‑ Soft body armor (protective vest) has been issued to all Department police 
personnel to provide a measure of protection against assault.  It is designed to defeat the 
probability of a fatal wound and decrease the extent of injury; however, it is not a guarantee 
against injury or death.  Personnel are required to wear the vest. Under 
no circumstances will 
an employee make or attempt to make any alterations to the vest.  If it becomes 
unserviceable, it will be returned to the Quartermaster for replacement.


21.
Uniform Pants/Slacks ‑ Uniform slacks will be worn by all personnel unless otherwise 
authorized.  


22.
Uniform Shoes/Footwear ‑ Police personnel, when in uniform, shall wear a traditional 
"military" style black dress shoe or boot.  Uniform shoes/footwear will have a plain toe. 
Shoes 
will be constructed of black smooth leather or simulated leather capable of being 
polished to a high shine.  They shall be fastened by a single strap or laces and shall have 
no 
ornamentation.  The design of the shoes will not permit the uniform trousers to ride up on the 
heel opening.  All sworn personnel will have available a pair of high gloss military style uniform 
dress shoes that will be worn with Class A uniform.


23.
Portable Radio Holster ‑ Will be placed on the gun belt wherever it is most convenient, 
accessible, and comfortable for the individual.  The Microphone Holder, when used with 
a portable radio, will be worn in the manner recommended by the manufacturer.

                
 

       
       

D.
Classes of Uniforms

Seasonal variations in temperature and climate conditions require flexibility in the type of uniform to be worn.  To eliminate confusion concerning the proper combination of uniform apparel to be worn, the following classifications have been established:


1.
Class A - (Dress Uniform) Blouse, slacks, long sleeve shirt with tie, Campaign hat and Sam 
Browne belt with shoulder strap.


2.
Class B - Patrol jacket, long sleeve shirt with tie, slacks, Campaign hat, and gun belt.


3.
Class C - Slacks, long sleeve shirt with tie, Campaign hat, and gun belt.  Lightweight jacket may 
be worn at the employee's option.


4.
Class D - Slacks, short sleeve shirt, Campaign hat, and gun belt.  Lightweight jacket may be 
worn at the employee's option.
 E.
Uniform of the Day 


When designating the uniform of the day, supervisors shall be governed by the following guidelines:


1.
At a squad level, supervisors will maintain consistency within their squad regarding the class of 
uniform to be worn.  Under no circumstances will different classes of uniform be worn at an 
official function in which the Department participates.  An official function shall be described 
as any on‑duty assignment other than routine duties, i.e. special guard details, official funerals 
(including any viewing) and scheduled meetings with individuals or groups when acting as the 
representative of the Department, and any other event so designated by the Chief of Police or 
designee.  When a class of uniform has been designated as the uniform of the day, it shall be 
worn as described in the patrol manual and shall not be altered or modified in any manner.


2.
The Class “A” Uniform shall be designated as the dress uniform for the Elkton Police 
Department and is reserved as the uniform of the day for those functions or assignments that 
are designated as official in nature to include but not limited to, 
funerals, promotional boards, 
court appearances or any meeting where the officer acts as an official representative of the 
department.  For those functions when the Class “A” Uniform is designated as the uniform of 
the day, it will be worn as follows:

                
 

       
       




a.
A freshly pressed long sleeve shirt will be worn with a black tie underneath the 


blouse and no collar brass is to be displayed on the shirt.  Pants shall be freshly 


pressed and shoes shall be shined and free from debris.

 



b.
Neatly polished leather gear will be worn outside the blouse while displaying 


only the duty weapon and holster, a single handcuff case with handcuffs and a 


magazine pouch with magazines.

 

c.
The Sam Browne Cross Strap shall be worn on the opposite shoulder of the 


officer’s duty weapon.

 




d.
The agency’s badge shall be worn on the left breast area affixed by the proper 


tabs.

 




e.
The officer’s shooter medal and nameplate shall be worn on the right breast 


area of 
the blouse and shall be consistent with the wearing of a regular uniform 

shirt.

 




f.
Department commendations or medals of recognition are to be worn directly 


above the officer’s nameplate.

 




g.
Collar brass ornamentation is to be worn on the upper most portion of the 


blouses collar.

 




h.
For administrative staff members, rank insignias are to be worn on the epaulets 


of the blouse.

 




i.
For staff members below the rank of Lieutenant, rank insignias will be sewn on 


the sleeves of the blouse, consistent with the placement and wearing of the 


duty shirt.

 


3.
The Class B uniform (patrol jacket) is designated as a work uniform and may be worn for 
routine duties or assignments by Department personnel. 


4.
Command officers will wear the Class A uniform at official functions or public appearances.  
Command officers who wear the patrol jacket will have immediate access to a Class A uniform. 

                
 

       
       


5.
The Class C and D uniforms shall generally, be worn in the spring, summer and early fall.  
These uniforms may be worn to official functions with authorization from the Chief of 
Police.  
The dates of change from winter to summer uniforms will be the prerogative of 
the 
Chief of Police.  Generally, the Class D uniform will not be worn before May 1st or after 
October 1st.  The decision to change to a different class uniform must be tempered with good 
judgment and common sense, allowing for unseasonable weather, night or late shifts, and 
other circumstances which would dictate the wearing or removing of an article of clothing.  In 
considering these circumstances, however, every effort shall be 
made to maintain the 
consistency of uniforms within the Department.

 
6.
All police employees, regardless of their assignment, will have available for use at least one 
complete Class "A", "C", and "D" uniform.

F.
Soft Body Armor ‑ Mandatory Use and Reporting

1.
All Uniformed Personnel assigned to either the Patrol Division or Special Operations 
Division will wear a department issued ballistic vest while on duty.  Ballistic vests are 
supplied by the Town of Elkton and meet National Institute of Justice (NIJ) ballistic 
standards.    The wearing of the ballistic vest as part of the uniform is not an option.



a.
Personnel assigned to the Criminal Investigation Unit or serving in a covert 


capacity such as a Drug Taskforce are exempt from the mandatory wear 



requirement except in the following circumstances:  drug raids, high risk 


warrant services and any situation that the unit supervisor believes the vest 


should be worn.



b.
Command Staff personnel are exempt from the mandatory wear policy unless 


they are going to be involved in any assignment that is typically assigned to 


personnel in the Patrol or Special Operations Division. It is highly recommended 


that the vest be donned whenever the uniform of the day is worn.


c.
Exemptions to the mandatory use policy are as follows: when a physician 


determines that an officer has a medical condition that would preclude wearing 


body armor, officers’ assignment as described in A and B above and when the 


department determines that the circumstances make it inappropriate to 


mandate wearing body armor.      

 
                
 

       
       


2.
An employee struck by gunfire or some other object in an area protected by the body 
armor, will report the incident immediately to his supervisor and will then be taken to a 
hospital as soon as possible.  Compliance with this procedure is mandatory for all 
personnel regardless of whether the assaulted officer feels any ill effects or has an 
obvious external injury.  In every instance, an initial Accident and Sickness report will be 
submitted.


A detailed report explaining the circumstances of the incident will be submitted through 
the chain of command to the Chief of Police.  The report will include the circumstances of the 
incident, all pertinent details and close-up photographs of the impact area.  The 
employee will 
requisition another vest from the Quartermaster.


3.
The effectiveness of the Kevlar material to deter injury is substantially reduced when it 
becomes wet.  The Kevlar panels should only be cleaned when necessary for hygienic 
purposes and then only in accordance with the following instructions.



a.
Do not machine wash, or scrub with brush.



b.
Do not send to commercial laundry, or dry clean.



c.
Wipe with damp cloth and towel dry.  If badly soiled, inserts may be soaked in 


warm water, no soap or bleach.  Machine dry in home dryer, cotton setting 


(approximately 140 F) for 70‑75 minutes.  Do not dry in sunlight.



d.
Inserts must be thoroughly dry before wearing.



e.
If the Kevlar panels become so soiled they do not respond to the above 



instructions, replacement panels should be obtained.



f.
The "carrier" portion of the vest may be cared for according to instructions on 


the manufacturer's label.

 
4.
When an employee wears the vest, it is recommended that a tee-shirt be worn to act as 
a 
barrier against chafing and perspiration.


5.
The body armor should not be left lying unprotected inside of an automobile or exposed 
to sunlight for extended periods of time, because ultraviolet rays have a deteriorating effect 
on Kevlar material.

 
                
 

       
       


6.
Inspection - Supervisors shall inspect the issued Body Armor of all subordinates each 
January and July.  Additionally, an EPD Form 117 (Body Armor Inspection Report) shall be 
completed on each member.  Any irregular or faulty findings are to be documented on the 
form and attached to a Form 17.  Completed forms will then be submitted to the 
Lieutenant for review.  Forms will then be submitted to the Administrative Assistant and 
retained in the Personnel Record Jacket of each officer for a period of one year from the 
date of inspection.

G.
Traffic Safety Vests 


1.
General Policy Statement



Research demonstrates highly visible garments have significant impact on the safety of 
individuals working on roadways. Recognizing the inherent danger posed by vehicular traffic 
and the unavoidable exposure of EPD personnel to such a variable during the performance of 
their duties, this policy establishes guidelines to ensure officer safety and compliance with 
State and Federal regulations regarding the wearing and use of High Visibility Safety Apparel 
by law enforcement personnel.  


2. 
Definitions  



a.
High Visibility- The ability for personnel to be distinguished and identifiable to 


motorists so they may recognize and respond to an officer’s presence.   

 

b.
High Visibility Safety Vests- The outermost garment worn by a member of the 


agency intended to provide conspicuity during both daytime and nighttime 


operations, meeting class 2 or 3 requirements set forth by ANSI/
SEA 107-2004 


and ANSI/ISEA 207-2006 regulations.



c.
ANSI/ISEA- American National Standards Institute / International Safety 



Equipment Association; these entities provide all interested National and 


International parties with a neutral venue to work congruently towards 



common agreements relating to public safety. The Code of Federal Regulations 


(CFR) has mandated compliance with these regulations established for those 


working on or near Federal, State-aided highways. 




For the purpose of this policy ANSI/ISEA 107-2004 and ANSI/ISEA 207-2006 


mandates are referenced; determining the amount of squared inches of reflective 


material and tactical capabilities required of vests/clothing for first responders 


and law enforcement personnel. 

                     
 

       
       


3.
Usage Policy

 




a.
Vests shall be worn as the outer most garment, personnel will refrain from 


tucking in any portion of the vest; this may impede the breakaway safety 


capabilities of the reflective vest. 

 




b.
Sworn personnel of the Elkton Police Department will wear High Visibility Safety 

Vests under the following conditions:

 





1)
Anytime an officer is directing or assisting in traffic direction or control 



resulting in lane closures due to construction, disaster, obstruction or 



special event.

 





2)
While conducting or assisting with an accident investigation on any 



roadway other than within the confines of a residential community or 



parking lot.

 





3)
Any incident where unfavorable conditions exist or a supervisor deems 



necessary. This may include but is not limited to, unfavorable lighting 



and weather conditions; time of day or overall nature of the incident.   


4.
Exceptions


 




Exceptions to the wearing of High Visibility Safety Vests will include but not limited to the 
following:



a.
When officer safety risks from an adversary attack are greater than those risks 


of being struck by a passing vehicle.



b.
During traffic stops or searches of vehicles.

  

c.
When an EPD issued raincoat is worn with the reflective/high visibility side 


displayed. 

 
                      
 

       
       


5.
Supervisory Responsibilities  

 



a.  
Supervisors will inspect High Visibility Safety Vests on a regular basis in 



conjunction with other agency issued equipment.  Vests displaying excessive 


wear or damage should be reported through the Chain of Command for 



replacement.  

 



b.
Supervisors will ensure personnel assigned under their command utilize the 


High Visibility Safety Vest as prescribed.  

 
 
 

 
 

 

                       
 

       
       

A.
Introduction

The value of human life is immeasurable in our society.  Police officers have been delegated the responsibility to protect life and property and apprehend criminal offenders.  The apprehension of criminal offenders and protection of property must, at all times, be subservient to the protection of life.

B.
Policy

1.
General Policy Statements



a.
Employees of the Department sworn as police officers are considered to be 


available for duty at all times.  Therefore, all police employees of the 



Department, when on-duty, shall be armed with the Department-issued firearm 


and carry their badge and police identification card unless otherwise authorized 


for covert operations.  When off-duty, all police employees shall carry their 


badge and police identification card and, at the option of the police employee, 


an issued or approved firearm.



b.
While attending any court as a defendant in a criminal trial, a plaintiff or 


defendant in a civil trial, or while serving as a juror, employees shall not carry a 


Department-issued or approved firearm.  When an employee is the subject of 


an investigation he/she will not wear a firearm during questioning/interrogation 

or a trial board.


c.
It is the policy of the Department to employ the minimum amount of force 


necessary to affect an arrest and overcome any resistance offered.  The use of 


unnecessary force serves only to erode public confidence and support essential 


to the delivery of police services.  The use of excessive force, regardless of the 


provocation or action of the offender, shall result in certain and severe 



disciplinary action and may result in criminal prosecution.
 
d.
A chokehold intended to cause asphyxiation is not a method of force that is authorized for use by Elkton Police officers.  However, in dire situations when the life of the officer or other persons is in peril, officers may resort to any tactics that are reasonably necessary to control a dangerous suspect and to preserve innocent lives.
                       
 

       
       



e.
This policy is for Department use only and does not apply in any criminal or civil 


proceeding.  The Department policy should not be construed as a creation of a 


higher legal standard of safety or care in an evidentiary sense with respect to 


third party claims.  Violations of this policy will only form the basis for 



Department administrative sanctions.  Violations of law will form the basis for 


civil and criminal sanctions in a recognized judicial setting.


2.
Response to Resistance



a.
The degree of force used in making arrests will be consistent with Department 


policy outlined in Chapter 28, Section III, and shall not be unnecessary or 


excessive.



b.
Deadly force, as used in this policy, is defined as that force which is intended to 


cause death or grave injury or which creates some specified degree of risk that a 

reasonable and prudent person would consider likely to cause death or grave 


injury.



c.
Deadly force may consist of the use of items, articles, instruments, or 



equipment other than firearms, which are designed, intended and routinely 


used for other legitimate police purposes, such as vehicles, batons, flashlights, 


etc.  Deliberate use of any such item, article, instrument or equipment for any 


purpose other than that for which it is designed and intended is prohibited, 


except in cases where the use of deadly force is specifically authorized by policy.


3.
Deadly Force ‑‑ Permitted



The degree of force used in a confrontation must be consistent with both the severity of 
the incident and the urgency of its disposition.  A police employee of the Department may 
employ deadly force in the performance of his official duties only under the following 
circumstances:



a.
In self-defense, or to defend another person, who is being unlawfully attacked, 


from death or grave injury.



b.
Deadly force must never be used on mere suspicion that a crime, no matter how 

serious, was committed or that the person being pursued committed the crime.  

A police employee should either have witnessed the crime or should have 




                  
 

       
       




sufficient probable cause to believe that the suspect had committed, is 



committing, or is about to commit an offense for which the use of deadly force 


is permissible.  The authority of a police employee of the Department to use a 


firearm during fresh pursuit outside of Maryland is identical to the authority to 


use a firearm within Maryland.  The use of deadly force during fresh pursuit 


outside of Maryland must be justified to authorities within the foreign 



jurisdiction.  Justification will be based upon the employee's strict adherence to 


Elkton Police Department policy.


4.
Firearms Use (Other than Deadly Force) ‑‑ Permitted



a.
A police employee of the Department may discharge a firearm:




1)
To kill a wild/domestic animal that is an immediate threat to the safety 



of the public or the police employee.




2)
To kill an injured animal, either wild or domestic, if the police employee 



has the consent of the owner or has been requested to do so by a 



veterinarian.  In any case where a reasonable attempt to locate the 



owner has failed or a veterinarian is not readily available, the employee 



may use discretion in deciding whether or not to kill the animal to 



relieve its suffering.




3)
When used in practice on a firing range.



b.
The authority of a police employee of the Department to carry or use a firearm 


while on official duty outside of Maryland is governed by the laws of the state 


where the employee is on assignment.  Employees intending to carry weapons 


outside of Maryland on assigned extradition or other official duty are 



responsible for determining beforehand the pertinent laws of the states in 


which they expect to travel.


5.
Firearm Use ‑‑ Prohibited



a.
A police employee of the Department shall not discharge a firearm:




1)
as a warning




2)
in any felony case which does not meet the conditions set forth in this 



chapter

 
                   
 

       
       




3)
at or from a moving vehicle except:





a)
as a measure of self-defense or defense of another when the 




suspect is using potentially deadly force other than the vehicle;





b)
when a vehicle is driven in a manner deliberately intended to 





kill or severely injure a police employee or citizen who is on foot.




4)
in any attempt to apprehend a misdemeanant





a)
Under no circumstances will employees of the Elkton Police 




Department display a weapon in a flagrant manner or in any 




manner which is unsafe or would invite unfavorable comment 




from the public.





b)
Police employees of the Elkton Police Department will not wear 




an agency issued or approved firearm at any off-duty activity 




where the employee will be consuming alcoholic beverages.





c)
A police employee must reasonably anticipate a situation and 




justify the use of a weapon before removing it from its holster 




or otherwise displaying it.  The use or display of weapons in 




circumstances other than those described in this section is 




contrary to Department policy.

6.
Reporting Procedure



a.
Whenever a police employee is involved in an incident that involves the 




Response to Resistance resulting in injury or the use of deadly force, the patrol 



supervisor, patrol Lieutenant, Assistant Chief of Police and the Chief of Police 



will be notified as soon as possible.  The EPD Criminal Investigation Unit, or 



other persons designated by the Chief of Police, will investigate the 




circumstances of the incident that prompted the use of deadly force, and report 


their findings directly to the Chief of Police.  If a police employee uses deadly 



force outside of the jurisdiction of the Elkton Police Department, the incident 



will be investigated by the law enforcement agency having jurisdiction in that area.

                    
 

       
       



b.  
Police personnel involved in shooting incidents or any other response to 


resistance or deadly force, should refrain from discussing the incident with 


anyone other than their supervisor, the investigators assigned to conduct the 


criminal or administrative investigation, and selected legal counsel.


c.  
Police personnel involved in shooting incidents or any response to resistance or deadly force incidents must be afforded all rights as provided by law.  Particular attention must be paid to ensure that involved personnel are allowed to obtain legal representation should they so desire.  




d.  
Every discharge of a firearm by police employees in the performance of their 


duty is subject to administrative review.  The review will determine whether 


such action was in conformance with Department policy and procedure.  Except 


when practicing on the range, police employees shall, without delay, notify the 


on duty supervisor who will make the appropriate notifications to 



administrative personnel, when they have discharged a firearm in the 



performance of their duty. 

  

e.  
Except as indicated elsewhere in this subsection, the patrol supervisor will, 


when notified of the discharge of a firearm or use of deadly force, immediately 


confer with Chief of Police to determine who will conduct the administrative 


investigation. 



f.  
If it is determined that an employee's firearm needs to be examined and/or 


tested by the MSP Crime Laboratory, a crime scene technician will transport the 


firearm and provide a photocopy of MSP Form 67 (Request for Laboratory 


Examination) to the EPD Criminal Investigation Division.  The Department 


Quartermaster will issue a spare weapon to the officer, pending the laboratory 


examination.  After the MSP Crime Laboratory examines the firearm, it will be 


examined by the Department Armorer who will determine if the weapon is 


operational.  If the Department Armorer determines the weapon is serviceable, 


the Department Armorer will reissue the weapon to the officer.



g.  
Whenever a police employee discharges a firearm in the performance of his 


duty or injury/death has occurred as a result of the use of deadly force, the 


employee will submit a written explanation in detailed report format to their 


immediate supervisor.  The detailed report shall contain all specific facts and 



                    
 

       
       




circumstances relating to the incident and should be submitted before the close 


of the tour of duty during which the incident occurred.  If the officer is injured, 


incapacitated or otherwise unable to prepare a detailed report, the specific facts 

and circumstances surrounding the incident will be summarized by the 



supervisor from facts obtained verbally from the police employee and/or 


witness.  The involved police employee will, when capable, submit the required 


detailed report or sign a transcript of verbal information.



h.
Unless otherwise directed by their supervisor, police employees who discharge 


a firearm on a range will not be required to report such activity.



i.
A police employee who discharges his firearm to kill a dangerous or wounded 


animal need only submit an incident report.  This report will be sent to the Chief 

of Police through the proper chain of command.



j.
Anytime that any degree of force is used by an officer during the course of 


his/her duty, they are to complete an EPD Form 107 “Response to Resistance.”  


This form is to be submitted, without exception, to the duty officer before the 


end of the officer’s tour of duty.

7.
Administrative Review



a.
Within ten days after the completion of an IAU investigation of the discharge of 


a firearm, response to resistance incident or use of deadly force incident by a 


Department employee, the Lieutenant of the Support Services Division will send 


the investigative report directly to the Operations Lieutenant or Assistant Chief 


of Police.



b.
The Operations Lieutenant/Assistant Chief of Police will prepare an 



endorsement to the investigative report, which will include a summary of the 


facts that contributed to the officer's decision to discharge his weapon and use 


deadly force.  The endorsement submitted will also include a recommendation 


if the officer’s actions were “justifiable” or "non-justifiable."



c.
If it is determined that the employee conformed to Department policy and 


procedure, the report will be forwarded to the Chief of Police.  The employee 


will be advised of the findings as soon as the Chief of Police has reviewed the 


report.  
                    
 

       
       



d.
If it is determined that the employee has not conformed to Department policy 


and procedure, the Lieutenant shall recommend disciplinary action as 



prescribed in the Administrative Manual, Chapter 5 (Rules of Conduct).
C.
Firearms Qualification                      


1.
The Department Firearms Instructors will design for the Chief of Police's approval:



a.  
a firearms qualification test for all weapons issued or approved by the 



Department and,



b.  
a uniform firearms training program for all weapons issued or approved by the 


Department.


2.
The Firearms Instructors will prepare a Special Order, approved by the Chief of Police, which 
establishes qualification and training requirements for all personnel.

 
3.
Frequency of Qualifications 



a.  
Annual firearms training and qualification tests with primary weapons will be 


mandatory for all police personnel.  Requalification is not required if the 


employee is issued a weapon of identical make and model because the weapon 


with which he qualified is being repaired, replaced, or required for an internal 


investigation.



b.  
Personnel will qualify annually with all approved secondary and off-duty 


weapons, even if the make and model are identical to the primary weapon.


4.
A firearms instructor will supervise all training and qualification tests.



a.
The ammunition used for personally owned primary and secondary weapons 


must be supplied by the employee for the initial proficiency demonstration and 


annual qualification tests.  The ammunition used for these tests must meet 


Department standards.



b.
The following ammunition is approved for use in off-duty/secondary weapons:




1)
380 (9mm Kurtz), 85 to 90 grain, Jacketed Hollow Point





2)
9mm (Luger/Parabellum), 115, 124, and 125 grain, Jacketed Hollow Point



                    
 

       
       




3)
40 Cal S&W, 180 and 155 grain, Jacketed Hollow Point (JHP)




4)
45 ACP, 185 grain, Jacketed Hollow Point or Silvertip Hollow Point




5)
.45 Caliber 235 grain Federal brand “hydra-shock” duty load.



c.  
The ammunition make will be restricted to that manufactured by Winchester, 


Remington, Federal Cartridge Co., and Pro-Load.


5.



6.
All police employees will fire the approved training program and pass an approved 
qualification test.  Police employees will participate annually in a uniform training 
program designed for their primary weapon, in both daylight and low-light situations.  Each 
police employee must pass the approved qualification test for that weapon


7.
The employee attaining the highest individual pistol score at annual qualification will be 
awarded the Chief’s Pistol Award.  The award will be in the form of a pistol badge and the year 
in which the member received the award will be engraved on the reverse side of the badge.  
The award will be presented by the Chief of Police at an appropriate time subsequent to the 
competition.  The medal will be permanently assigned to the recipient and may be worn in 
lieu of the regulation pistol qualification medal at any time during the employee’s service with 
the Department.

8.
If an employee fails to pass the qualification test with the primary weapon, the firearms 
instructor shall report such fact to the Chief of Police.  The employee will be scheduled for 
remedial firearms training and retesting, to be conducted within five (5) working days of the 
employee's last testing date.


9.
If an employee demonstrates poor performance with his primary weapon during a training session, 
the firearms instructor shall report such fact to the Chief of Police.  The employee will be scheduled 
for remedial firearms training to be completed within fifteen (15) days of the employee's last 
training session.  At the conclusion of the remedial training, the employee will be given the 
approved qualification test.


10.
If, following remedial training, the employee passes the Department‑approved firearms 
qualification test, no further training will be required for that period.

                     
 

       
       


11.
Upon notification of an employee's failure to pass the qualification test following any 
remedial training as specified in this section, the Chief of Police may:



a. 
immediately reassign the employee to non‑enforcement duty in civilian dress.



b.
immediately schedule the employee for additional remedial firearms training.



c.
immediately prohibit the employee's use of Departmental vehicles.



d.
immediately prohibit the employee from wearing or utilizing the weapon for 


which he failed to qualify.



e. 
maintain the employee in this status until notification by the firearms instructor 


of a qualifying score.



The employee will be permitted to use the weapon for training purposes while under the 
supervision of the firearms instructor.


12.
An employee's failure to qualify and/or poor performance will be documented by the 
firearms instructor on a form designed by the Lieutenant.  One copy will be immediately 
forwarded to the employee's supervisor.  The original will be maintained by the firearms 
instructor.  Once the employee successfully completes the remedial training, the 
firearms instructor will indicate same on the original form and immediately forward it to 
the employee's supervisor.  The supervisor will take the appropriate action concerning the 
employee and forward the original report to the Chief of Police to be placed in the 
employee's personnel file.


13.
Supervisors shall consider an employee's proficiency with firearms when preparing 
performance evaluations.  Continued inability to qualify will be regarded as the failure to meet 
necessary requirements and may lead to dismissal.

                     
 

       
       

D.
Auxiliary Weapons


1.
Police Baton or Flashlight



A baton, flashlight, or other similar instrument may only be used in situations where the 
degree of resistance exhibited by a law violator is of such magnitude that his arrest cannot 
otherwise be affected.  Unless the situation is a life-threatening one which requires the use of 
deadly force, a baton, flashlight, or similar instrument, will not be used to strike the head, 
groin, spine, neck, or collarbone of the individual.  All use of such instruments as defensive 
weapons must be consistent with tactics stated in basic 
and in-service training provided by 
the Department.


2.
Oleoresin Capsicum (OC) Spray Agent



Oleoresin Capsicum (OC) is not a chemical agent, but an inflammatory agent found 
naturally in cayenne peppers.  When sprayed into the face of a violent or uncooperative 
subject, the results are the immediate swelling and closing of the eyes, uncontrollable 
coughing, gagging and gasping of breath.  The physiological effects produce such 
discomfort that the individual loses coordination and upper body motor control, thereby 
reducing any further aggressive behavior.



a.
Use of O.C. Spray Agent




1)
The O.C. spray agent is considered a low level control and restraint 



technique that, when applied to the Department's Response to 




Resistance continuum, can be utilized whenever an officer is confronted 


with resistance.




2)
The O.C. spray agent may be used at an officer's discretion for incidents 



as follows:





a)
To defend himself or others




b)
To affect an arrest




c)
To prevent the commission of a crime




d)
When lower levels of force are deemed ineffective
 
                     
 

       
       



b.
After each use the O.C. spray canister will be replaced with a full canister by the 


Department Quartermaster.  The Quartermaster will retain an ample supply of 


O.C. canisters for replacement and all used canisters will be returned directly to 


the Quartermaster.



c.
After using the O.C. spray agent officers will adhere to the decontamination 


procedures directed by the Department.



d.
Any time an officer discharges Oleoresin Capsicum (OC) Spray they will 



document the use on EPD Form 50.


3.
Expandable Baton



a.
All police personnel who are trained to use the expandable baton will be issued 



one by the Department.  The baton will be used consistent with training that has been 


provided to the officer.  Use of the baton will be covered in appropriate reports.



 b.
Expandable batons approved for Department use are Armament Systems and 


Procedures (A.S.P.) and Counter Assault Systems (CAS) manufactured by CASCO 


International, Inc.


4.
M/X26 Taser

 



Definition:  An electro-muscular disruption (EMD) weapon that utilizes compressed 
nitrogen to shoot two small probes.  These probes are connected to the weapon by high 
voltage insulated wire.  When the probes make contact with the subject, they transmit an 
electrical pulse along the wires and into the body.  The probes do not have to penetrate the 
flesh or cause bodily harm to be effective.  The M/X26 Taser may also be discharged as a 
contact device.




a.
When Officers may utilize the M/X26 Taser:  Consistent with the department=s 


philosophy of using reasonable force to control a subject, the use of the departmentally 

owned and issued M/X26 Taser is approved for officers with proper training, 


appropriate equipment, and situational considerations.  The purpose of the M/X26 

Taser is to provide a less-lethal 
alternative response to resistance.  The M/X26 Taser is 

not intended to replace the use of firearms when deadly force is necessary.  Officers 

will comply with all of the policies and procedures specified in this chapter.

                     
 

       
       



The M/X26 Taser may be used to control a dangerous or violent subject and attempts 
to control the subject by other tactics have been ineffective or there is a reasonable 
expectation that it is unsafe for 
officers to approach within contact range of the 
subject.  The M/X26 Taser may be used to subdue individuals who pose an immediate 
risk to themselves or others or to safely affect an arrest.  The M/X26 Taser will be 
issued to each patrol squad and carried by a certified officer who has completed the 
required training.



b.
Use of the M/X26 Taser (Discharge Considerations).

 




1)
When practical, use verbal commands and point laser sight at subject 



prior to discharging the M/X26 Taser.
 





2)
Have a backup officer available to assist with the arrest or the use of 



lethal force.

 





3)
Have a second cartridge or M/X26 Taser ready to discharge in case 



probes miss the subject or the M/X26 Taser malfunctions.

 





4)
The M/X26 Taser shall not be aimed at the head or face of the subject.

 





5)
The use of the M/X26 Taser near flammable liquids and fumes is strictly 



prohibited; use of the M/X26 Taser in conjunction with alcohol based OC 


Spray is also prohibited.

 





6)
Prior to the deployment of the M/X26 Taser, the certified officer must 



consider the reasonableness of its use to include the subject=s position 



where a secondary injury could result, children, women who are known 



to be pregnant, and subjects with known heart problems.




7)
The number of exposures will be limited to three (3) cycles or fifteen (15) 


seconds.  Only in cases of exigency is it permissible to go beyond these 



guidelines.
 




c.
Discharging Officers Responsibility.

 





1)
Ensure the batteries of the M/X26 Taser are properly charged.  When 



checking the batteries, the cartridges must be removed.

 




                      
 

       
       





2)
When practical, the officer shall announce AM/X26" to the other officers 



on the scene prior to discharging the M/X26 Taser.



3)
Officers will report the discharging, including accidental discharges, of 



the M/X26 Taser to their supervisor as soon as possible.

 




4)
The discharging officer will visually inspect the contact site.  Probes 



penetrating the skin will be removed by the discharging officer. 

 




5)
Ensure that photographs are taken of the probe penetration sites and any 



secondary injuries caused by falling to the ground, etc.

 




6)
Once the probes have been removed they will be treated as bio-hazard sharps.

 




7)
The discharging officer will enter the photographs, expended cartridges 



with probes, and a limited number of microdots into evidence.

 




8)
Officers will complete or provide information for the completion of an 



Offense Report, Taser Use Report (EPD Form 113), and a Response to 



Resistance Report (EPD Form 107).

 



d.
Supervisor=s Responsibility.

 




1)
Ensure that all Response to Resistance reporting requirements have been 



fulfilled prior to the end of shift. 




2)
Ensure that only certified officers carry the department issued M/X26 Taser.

 



e.
Taser Trainer/Instructor=s Responsibility.

 




1)
Will maintain records for the M/X26 Taser. 




2)
Ensure data downloads are conducted on a quarterly basis.
 



f.
Training/Certification Requirements.




The authorization to carry and/or use the M/X26 Taser is granted by the department to 


officers based upon completion of specified training courses and demonstrated 



competency under hands-on testing that has been monitored by a certified M/X26 


Taser instructor.  The certification of the M/X26 Taser will be conducted annually.
                      
 

       
       

E.
Equipment Standards

1.
Primary Handguns



a.
This weapon will be used by all department personnel regardless of their duty 


assignment or rank when conducting department business.



b.
All personnel carrying a secondary weapon or off-duty weapon must purchase it 

at their own expense.  All ammunition carried in and used for qualification with 


personal weapons must be purchased at the employee’s expense and approved 


by the Department Armorer.  They must also maintain the Department-issued 


primary weapon and fire an annual qualifying score with that weapon as 


well as with the approved secondary/off-duty weapon.



c.
Department employees shall not make any repairs or modifications to 



Department-issued firearms.  It shall be the responsibility of the Department 


Armorer to repair or to have repaired all Department-issued ordnance.


2.
Off‑Duty/Secondary Handguns   



a.
Off‑duty/secondary handguns must conform to the following specifications:




Only semi‑automatic pistols conforming to the following standards may be 


approved for use by Department employees:



b.


                      
 

       
       



c.
When an employee is off‑duty and is either the operator or a passenger in a 


Department owned vehicle, he shall carry either his Department-issued 



handgun or a Department approved personally owned secondary or off‑duty 


handgun.



d.
All off‑duty/secondary handguns and personally owned Department approved 


primary weapons must be inspected by the Department Armorer for safety, 


reliability, accuracy, and compliance with Department standards prior to 


approval for use.  The employee requesting approval shall demonstrate 



proficiency in use, carrying and cleaning of the weapon prior to approval by the 


Armorer.  An adjustment or modification to an approved weapon requires prior 


approval and a re-inspection by the Department Armorer prior to use, after all 


repairs, adjustments or modifications are made to a prior approved weapon. 



e.
Approval of off‑duty/secondary weapons will be limited to two such weapons 


per employee at any one time.  An employee will not carry more than two 


handguns at one time.


f.
Approved off‑duty handguns will not be equipped with a trigger shoe.

                       
 

       
       


3.
Approval and Registration Required



All requests to use a personally owned handgun as a primary, secondary, or off‑duty 
weapon, shall be requested in a detailed report to the Chief of Police.  The detailed 
report will be entitled “Request and Approval to Carry Non-Departmental Weapon.”  
Consistent with established procedures, the weapon will be inspected by the Department 
Armorer before approval.


4.
Ammunition



a.
Only ammunition issued by the Department or approved by the Department 


Armorer will be carried in a police employee's primary, secondary, or off‑duty 


weapon.

 



b.


5.
Holsters



Only holsters, magazine pouches, and gun belts issued or approved by the Chief of Police and 
the Department Armorer as an item of uniform equipment, may be used by a police employee 
while on‑duty.  Employees normally in uniform who are temporarily required to work in 
civilian attire may use an approved off‑duty holster.


6.
Safety and Security



a.
Only police employees and those civilian employees specifically authorized by 


the nature of their assignment to do so may use, clean or otherwise handle 


Department‑issued firearms.



b.
Family members, friends, or fellow officers should not be permitted to examine 


an employee's weapon.  An officer will relinquish his weapon for inspection only 

to a superior officer or a firearms instructor, and only after the weapon has 


been unloaded.



                        
 

       
       



c.
Firearms shall be cleaned promptly after they have been used; however, it is 


imperative that this cleaning be done only in a safe location free from 



distraction.  Prior to cleaning, all weapons will be checked to assure that they 


are unloaded and safe.



d.
All weapons should be unloaded in a safe manner and made safe before storage 

in an employee's home or in an unlocked storage area.



e.
When available, personnel will properly secure firearms in a locked storage 


facility whenever they are not worn.  


f.
Firearms shall be kept out of the reach of the public and shall not be left 


unsecured or unattended while an officer is in the police station or other law 


enforcement facility.  



g.
In the home, firearms should be kept out of sight.  Children are particularly 


curious about guns, especially those children who may be visiting a police 


employee's home.  Specifically, an employee will not store or leave a loaded 


firearm in any location where, except in the case of unlawful entry, an 



unsupervised minor would gain access to the firearm.  Weapons should be kept 


in a locked container or drawer as far out of reach of youngsters as possible.  


There is grave danger in keeping firearms near a bed or under a pillow.  There is 


the possibility that children may discover them and that the owner in handling 


the firearm may not be fully awake and cognizant of his actions.  

 7.
Repairs and Maintenance



a.
Department police personnel will regularly inspect and maintain their firearms, 


extra magazines, ammunition and leather to prevent accumulation of dirt, the 


formation of rust or corrosion, and excessive wear.



b.
Department employees shall not make any repairs or modifications to 



Department-issued firearms.  It shall be the responsibility of the Department 


Armorer to repair, or to have repaired, all Department‑issued ordinance. 

 


                        
 

       
       


8.
Issuance of Department Firearms



Whenever a firearm is issued or transferred to another police employee, the 
Quartermaster will ensure that the make, model and serial number of the weapon is 
recorded on a Uniform Issuance Record (EPD Form 77) and placed in the officer’s 
personnel file.  The weapon will remain the responsibility of the individual it was 
originally issued to until the Armorer is notified of the change and it is documented.

F.
Shotguns

1.
Only qualified officers are authorized to use/carry an EPD issued shotgun.


2.
A member is prohibited from carrying or using a shotgun unless he/she has qualified 
annually with the weapon


3.
Members are prohibited from using an agency issued shotgun and/or ammunition for 
personal use.


4.
The shotgun shall not be repaired or altered in any way unless such work is completed by or 
authorized by the Elkton Police Department Armorer.


5.



                        
 

       
       

G.
Patrol Rifles


1.
Purpose


The Elkton Police Department recognizes the need and necessity for utilization of Patrol 
Rifles 
in certain circumstances. The purpose of this policy is to provide written procedures governing 
deployment and use of agency and personally owned Patrol Rifles.

 
2.
Definitions



a.



                        
 

       
       

 

b.
Personal Patrol Rifle




1)
 Defined as a Patrol Rifle established under the Patrol Rifle definition 



and owned by a sworn member of the Elkton Police Department. 




2)

 

                        
 

       
       



c.
Authorization




1)
Officers wanting to utilize personally owned rifles must first submit a 



letter of intent on an EPD Form 17 through the chain of command to the 


Chief of Police; this letter should be entitled “Request and Approval to 



Carry Non-Departmental Weapon.”   This report must include the 



following information:





 Make of weapon





 Model of weapon





 Caliber of weapon





 Barrel length





 Round capacity




2)
Additionally, an EPD Form 87 must also be completed and submitted 



upon qualification. This form will be maintained in the employees 



personnel file.    



3)
The decision on the suitability of the weapon for use as a Patrol Rifle 




rests with agency Firearms Instructors and Armorer. In instances where 




a conflict of authorization exists, weapons will not be approved for usage. 





4)
Approval to carry a Personal Patrol Rifle will be limited to one such weapon 



per sworn personnel at any one time.



d.
Training/Qualification



1)
Successful completion of adopted mandated training is required by 



agency personnel before consideration is given for authorization to 



carry a Patrol Rifle.  Training will establish the parameters for the 



intended use of Patrol Rifles.   




2)
Qualifications for personnel authorized to carry a Patrol Rifle will be 



conducted Bi-Annually. Qualifications will conform to Maryland Police 



and Corrections Training Commission guidelines and objectives.

 

                        
 

       
       




3)
Officers must maintain a minimum 90% proficiency qualification. 




4)
Officers not meeting minimum training requirements will not be 



permitted to carry a Patrol Rifle until such time they are able to display 



the ability to maintain a 90% proficiency rating over three consecutive 



courses of fire.    


e.
Issuance of Weapons




1)
It will be the responsibility of the Duty Officer to issue Patrol Rifles and 



cases to assigned personnel at the beginning of each tour of duty during 


or after Roll Call.




2)
Only personnel who have successfully completed the mandated Patrol 



Rifle Training and who have met the minimum proficiency requirements 


of 90% shall be issued a weapon.




3)




4)
The Duty officer will record issuance of weapons in the EPD Patrol Rifle 



issuance ledger (EPD Form 118), capturing date, time, officer, serial 



number of weapon and number of magazines issued.

 

f.


 

                        
 

       
       



g.


 
 

                        
 

       
       



h.


 

                        
 

       
       



i.
Ammunition




Only ammunition issued by the Elkton Police Department or ammunition 


approved by the Armorer will be used and carried in any authorized Patrol Rifle.



j.
Repairs and Maintenance




1)
Only authorized and qualified personnel shall complete any repairs, 



modifications or installation of accessories to departmental or 




personally used Patrol Rifles.




2)
Quarterly inspections of agency owned Patrol Rifles will be completed 



and documented by the department armorer.




3)
Inspection of personally owned Patrol Rifles will conform to established 



policies regarding usage of secondary weapons and documented on EPD 


Form 87.


 

 

 

 

 

 

                        
 

       
       

A.
Definitions           


1.
Marked Vehicles ‑ A vehicle used by the Elkton Police Department which is plainly and 
predominately marked with lettering designating it as an Elkton police vehicle.

 
2.
Unmarked Vehicle ‑ All vehicles used by the Elkton Police Department not defined as 
marked vehicles shall be considered unmarked vehicles.

B.
Identification              

Every vehicle of the Elkton Police Department will be assigned an identification number. This number will be displayed either on the rear of the light bar or any other approved location by the Chief of Police.  This location will be clearly visible to the public.  Marked patrol units will display MVA issued POLICE registration plates.  Unmarked vehicles will display the regulation Maryland registration plates issued for that particular vehicle.  

C.  
Vehicle Operation                 

1.
Unattended Vehicles ‑ When Department vehicles are left unattended, keys will be 
removed and all doors will be locked.  Unattended means the officer is not in the 
immediate vicinity of the vehicle or that he does not have the vehicle in his clear 
observation.


2. 
Passengers ‑ Except as necessary in the performance of police duties and in emergencies, 
members of the police employee's family or persons not connected with the Department, 
other than full‑time officers of another enforcement department, shall 
not be transported in 
patrol cars without the approval of the on-duty patrol supervisor.


3.
While on-duty or off-duty, Department employees operating or riding in vehicles owned 
by 
the Elkton Police Department or not owned by the Elkton Police Department, but being used 
in an approved official capacity, will utilize safety restraint devices (lap belt and shoulder 
harness) provided by the manufacturer.  When transporting individuals other than 
Department employees in Department vehicles, it will be the operator's 
responsibility to 
insure that occupants use the required safety equipment.  The use of safety restraint 
equipment by children transported in Department vehicles will remain consistent with current 
Maryland Motor Vehicle Law.

 
 

                        
 

       
       



If an approved safety seat is not available for use as specified and emergency transport 
is 
appropriate, the child will be transported using any available, suitable seat.  If no seat is 
available, the child will be restrained using the safety equipment provided by the 
manufacturer for the occupant seated in the center of the rear seat.  If the child is so small 
that the manufacturer's safety equipment would not be suitable, the transport, in 
emergency situations, will be made keeping the safety of the child in mind.


4.
Qualified Operators ‑ Supervisors shall not allow any employee to operate a Department 
vehicle unless the employee possesses a valid driver's license for the class of vehicle being 
operated.


5.
 Only those persons specifically authorized by supervisors to operate Department 

vehicles may do so.  Exceptions may be made for those instances when Department 
vehicles are being road tested in connection with bonafide repair services.


6.
On‑duty travel outside the Elkton area must be approved by the patrol supervisor.  
Extended intrastate or out-of-state travel by personnel will be approved by the Chief of 
Police. 


7.
All personnel shall, whenever possible, employ energy saving concepts when operating 
Department vehicles.  Individuals shall be conscious of their routine driving techniques and 
make necessary adjustments to reduce fuel consumption, while making safe and 
efficient use of Department vehicles.


8.
Department personnel operating special vehicles not equipped with emergency lights and a 
siren shall not routinely use those vehicles to enforce the Transportation Article of the State.  
Neither shall police personnel assigned to covert investigative operations risk identification by 
becoming involved in routine traffic enforcement.  Clearly, however, it is every officer's 
responsibility to react appropriately to the commission of a serious crime; particularly when 
an incident involves a clear potential for the injury to or death of another officer or citizen or 
the destruction or loss of property.

 
 

  

                        
 

       
       

D.
Emergency Driving Policy                        


1.
Employees of the Elkton Police Department will, in the performance of their duties, 
operate Department motor vehicles in a manner consistent with safety and in accordance 
with the provisions of the law.



a.
Definition of Life and Death Emergencies:  Those instances in which the 



presence of an officer will actually save a life and where seconds would make a 


difference.  It shall also include those instances 
where another officer has 


placed a call for assistance, and those instances 
where a life threatening crime 


is in progress or has just occurred.



b.  
Operating speeds during life and death emergencies:  Posted speed limits may 


be exceeded, consistent with safety and statutory exemptions granted to an 


authorized emergency vehicle, when the vehicle is making use of audible and 


visual signals.  The audible and visual signals will be supplemented by lighted 


head lamps.


2.

  

                        
 

       
       

 
3.
Classifying Calls For Service



a.
The purpose of classifying calls for service is to provide the most prompt response 

for service, consistent with the safety of the responding officer and the public.  It is 

the responsibility of the on-duty patrol supervisor to determine the proper code 

according to information which has been made available to them, although it is not 

the intent of this policy to require that a response code be assigned to each and 


every call that is dispatched.



b.
If the officer assigned to handle a call has additional information about the incident 

which indicates that the code assignment is inappropriate, he should immediately 

advise the on-duty supervisor and request a change in coding.  Consistent with this 

subsection, officers may use discretion in responding to incidents brought to their 

personal attention, although communications should be advised of a Code 1 


response as soon as possible.



c.
In the absence of a Code 1 directive, or extenuating circumstances as outlined in 

subsection b, all other calls will be governed by Code 2 procedures.

  

                        
 

       
       

 
  

                        
 

       
       

 





 

  

                        
 

       
       

  

                        
 

       
       

  

                        
 

       
       

  

                        
 

       
       

   

                        
 

       
       

 
   

                        
 

       
       

F.
Roadblock Policy


1.
Roadblocks present an extreme hazard in high traffic urban areas.  Their use, in some cases, 
may be considered deadly force, dependent upon the conditions under which they are used.  
Therefore, a roadblock is only justified to prevent life threatening dangers created by the 
fleeing person.  The use of a roadblock requires the approval of an official of the Elkton Police 
Department with the rank of Sergeant or above.  Roadblocks should only be used to:       




a.
Apprehend fleeing felons who have committed crimes of a very serious nature; and/or

 

b.
Who is operating and, if facts indicate, would continue to operate his vehicle in a 

life-threatening manner even if the pursuit were abandoned.


 2.  
The following procedures will be followed for all roadblocks:



a.
Only agency vehicles will be used for roadblocks;

 



b.
Vehicles used in a roadblock will not be occupied at any time after they are placed in 

the roadblock positions;

 



c.
When a roadblock is in place, it will be prominently marked by the emergency lights 

of at least one marked unit and, if time permits, by emergency road flares or other 

markings.

 



d.
The roadblock will be visible to allow approaching vehicles to see it and stop before 

colliding with it at high speeds;

 



e.
An escape route for other traffic on the roadway must be provided;

 



f.
Officers manning the roadblock will position themselves in a safe location away 


from the vehicles or objects which form the roadblock;

 



g.
The location of the roadblock will be such that there is little danger of injury to 


anyone;

 



h.
Communications and all vehicles in the pursuit will be made aware of the location of 

the roadblock; and

 



i.
All officers in the pursuit will slow and prepare to stop at a point well in advance of 

reaching the roadblock.
   

                        
 

       
       


3.
Forced Stopping



a.
There are some rare occasions when the nature of the offense of the fleeing 


person(s), or the level of danger posed by the fleeing vehicle, would justify a forced 

stop of the fleeing vehicle.  This event is to be considered deadly force and shall only 

be considered in those circumstances when deadly force is justified.



b.
Officers should be aware of the dynamics of vehicle movement after various 


impacts.  They must also be aware of the results of deployment of the air bags in 

their vehicle should the vehicle be so equipped.  The uncertainty of some of these 

factors makes this maneuver a poor choice in most cases.


4.
Rolling Roadblocks



a.
A rolling roadblock is another technique that may be used for stopping a fleeing 


vehicle.  This technique 
 requires the use and coordination of two to four Agency 

vehicles.  The pursuing vehicles maneuver to surround and “box in” the fleeing 


vehicle in order to gradually slow it and bring it to a stop.  This type of roadblock 

should only be used on divided highways with light traffic.

 

 b.
This maneuver can be very dangerous due to the unpredictable behavior of those 

being pursued.  Therefore, the use of a rolling roadblock requires the approval of an 

official of the Elkton Police Department, the rank of Sergeant or above, using the 

same criteria as for stationary roadblocks.


5.
Pursuit Conclusion



 Safety is critical after a fleeing vehicle is stopped.  Therefore, officers at the scene of the 
stop shall handle the situation in the same manner as high-risk felony stops. 


6.
After-Action Critique and Reports



a.
The initiating officer shall complete an offense report after every pursuit.  The 


offense report shall consist of a detailed narrative that will, at a minimum, outline 

the following:





The unit(s) involved in the pursuit;





Any injuries sustained, nature and severity of same;





Medical treatment and facilities, include EMS numbers;

   

                        
 

       
       





Any accidents and appropriate information;




5)
Notifications—EMS, property owners of damaged property, etc.; and





6)
All other pertinent information



The supervisor will ensure that this report is completed prior to the end of shift and 
forwarded to the Patrol Lieutenant.



b.
All pursuits will be recorded on a Vehicle Pursuit Report and submitted with the 


offense/incident report and any other related reports, such as MAARS report, 


damage report, etc.



c.
All pursuits will be reviewed and/or critiqued.  Where training needs or policy 


questions are identified, there will be an after-action report generated.   The report 

will describe the pursuit and discuss tactics, procedures and policies that worked 

well, and those that need improvement.  This report will be the responsibility of the 

patrol supervisor who is on duty at the time the pursuit begins.  The patrol 


supervisor will also arrange for and moderate the after-action critique.  The report 

will be submitted via the chain of command to the Chief of Police.

 G.
Vehicle Equipment

1.
The objective of the following procedures is to provide uniformity and understanding within 
the Department and to assign fixed responsibilities pertaining to the use of vehicle 
equipment.  Supervisors at all levels will be responsible for the periodic inspection of vehicles and 
equipment to assure that the provisions of these procedures are complied with.


2.
Issued Equipment - Unless otherwise indicated the following equipment will be carried in 
Department vehicles:



a.
Warranty Card - Kept in vehicle glove box



b.
Blanket



c.
Spare Tire

 



d.
Fire Extinguisher (Charged)



e.
Box of Flares

   

                        
 

       
       



f.
Fingerprint kit



g.
Registration Card - Kept in glove box of vehicle



h.
Portable Revolving Light - A portable emergency lighting device will be carried in 

unmarked agency vehicles



i.
Camera and Battery



j.
Cahill Resusivalve



k.
First Aid Kit



l.
Crime Scene Barrier Tape - One roll

H.
Motor Vehicle Inspection
 
1.
At the beginning of each tour of duty, to include special details or temporary assignments, in 
the presence of the shift supervisor officers shall inspect their assigned vehicle.  In addition 
to the inspection, officers shall complete an EPD Form 90 (Vehicle Inspection Sheet) each 
time they utilize a department vehicle.  These forms will be forwarded to the shift 
supervisor who will review them prior to submission with daily paperwork.  Supervisors will 
also insure that any deficiencies noted do not jeopardize the overall safety of the unit.


2.
Each EPD Form 90 submitted is to include inspections of the following, but will not be solely 
limited to:



a.
Inspection of the exterior for body damage and tire conditions/wear



b.
Verification of essential engine fluid levels



c.
Inspection of the interior for cleanliness and property left by others.  Identifiable 

property should be returned to the property=s owner.  Unidentifiable property or 

recovered property/evidence will be documented and logged in accordance with 

department policy.  The supervisor will monitor these submissions and if applicable 

will not6ify the supervisor of the last officer to use the vehicle.



d.
Operational condition of all lighting to include standard and emergency



e.
Essential job related equipment (i.e., First Aid Kit, Blanket, Flares, Fire Extinguisher 

and Finger Print Kit)
   

                        
 

       
       


3.
Upon completion of the shift, officers will ensure that the vehicle is returned to the lot with 
minimal of 2 tank of fuel.
 I.
Maintenance/Repairs


1.
The timely maintenance/repair of Department vehicles is an absolute necessity. Unless 
specific permission to the contrary is given by the Chief of Police, all routine 
maintenance/repairs will be performed at the Department of Public Works garage by an 
Automotive Service Specialist.  In emergency situations, however, the patrol supervisor may 
give permission to have the maintenance/repairs performed elsewhere. 


2.
Responsibility for requesting maintenance/repairs is that of the employees permanently or 
temporarily assigned the vehicle at the time maintenance/repairs are required.  When a 
scheduled appointment is necessary for motor vehicle maintenance/repair, the responsible 
employee will contact the Department of Public Works to schedule the maintenance/repair.  
If, for good reason, the appointment cannot be kept by the employee, he will see that the 
Automotive Service Specialist is notified.


3.
If the employee feels the vehicle is unsafe to drive, he should notify his immediate 
supervisor and the Automotive Service Specialist.  The vehicle should not be driven in this 
case, until the Automotive Service Specialist certifies its safety.


4.
Along with other required maintenance/repair, Department vehicles will be kept clean, i.e., 
windows free from dirt or film, the passenger compartment and truck clean and 
uncluttered, 
and the exterior free of dirt and debris.


5.
Officers assigned a Personal Patrol Vehicle will not install or modify any equipment without 
first conferring with the Town of Elkton Mechanic and then submitting, in writing, a request 
to the Chief of Police.  The written request submitted on an EPD Form 17 should include:



a.
The Officer=s assigned vehicle



b.
Description of the equipment desired to be installed



c.
Written authorization from the town mechanic



d.
Justification or need for desired equipment to be installed



e.
Cost of installation

   

                        
 

       
       



All equipment considered electrical in nature is to be installed by the Town Mechanic.

J.
Maryland EZ Pass Program
















The Elkton Police Department participates in the Maryland EZ Pass Program so that department employees traveling outside of Elkton to conduct official police business do not have to pay highway and bridge tolls.  An EZ Pass Transponder is assigned to every police vehicle and is affixed to the vehicle’s front windshield.  Transponders are assigned specifically to police vehicles and are not interchangeable with any other vehicle or transponder.  An Elkton Police Department owned EZ Pass Transponder will not be used for personal use by any member of the department.  Whenever a vehicle is placed out of service the EZ pass transponder will be removed from the vehicle and maintained by the personnel assigned to the vehicle.  Whenever a Alot car@ is placed out of service the EZ pass transponder will be removed by the fleet manager or designee and turned over to the Patrol Lieutenant.
 
 

 
 

 

 

 

 

 

 

 

 

 

    

                        
 

       
       

A.
Purpose
B.
Definitions
C.
Scope


The procedures and reports required hereunder will apply in all cases involving the loss/damage of Department equipment, except in the case of damage to a Department vehicle as a result of a motor vehicle accident, which falls within the scope of Chapter 26, Section II, and deals with Department vehicle accidents.

D.
Initial Notification


In the event of any loss/damage of Department equipment, which falls within the scope of this Section, the employee assigned such equipment or the first employee having knowledge of such loss/damage will report same without delay to his immediate supervisor.

E.
Required Reports

1.
In all cases of loss/damage of Department equipment as covered in this Section, a total of 
three copies, including the original of the Equipment Loss/Damage Report (EPD Form 36) 
will be prepared by the employee making initial notification of the event or by another 
employee designated by the supervisor involved.  


2.
An Equipment Loss/Damage Report (EPD Form 36) is required for damage to vehicle glass in 
the following cases:



a.
If the damage is not caused by a departmental collision
    

                        
 

       
       



b.
If the damage is reported on an Offense Report 



c.
If the Department is seeking third party reimbursement  



The Department of Public Works will be contacted for any other damage to vehicle glass.  
The Department of Public Works will arrange to have vehicle glass damage repaired without 
any Equipment Loss/Damage Report (EPD Form 36)being required.


3.
If the incident involves the loss of capital equipment, non-capital equipment that can be 
identified by number, or any other equipment of significance, an EPD Form 36 will be 
completed and appropriate reporting procedures will be initiated.  Equipment that can be 
identified by number will be entered into METERS.

F.
Supervisory Review

Upon receipt of an Equipment Loss/Damage Report (EPD Form 36), the employee's immediate supervisor, or another supervisor designated by command staff, will initiate an appropriate investigation into the incident.  The supervisor will report the facts and his recommendations concerning the incident in the Supervisory Review section of the Equipment Loss/Damage Report.
G.
Administrative Review and Distribution of Reports

1.
Upon completion of the supervisory review, the original and all copies of the Equipment 
Loss/Damage Report (EPD Form 36) will be submitted to the Lieutenant for initial 
administrative review.


2.
If it is determined that disciplinary action will be instituted as a result of the involved 
employee's actions in connection with the loss/damage of Department equipment, the 
original of the Equipment Loss/Damage Report (EPD Form 36) will be retained and treated 
as a document relating to such disciplinary action and will be processed as prescribed in 
Chapter 5 (Disciplinary Procedures).  Copies of the Equipment Loss/Damage Report will be 
distributed as follows:



a.
One copy will be retained for appropriate local filing.




1)
A report involving any type of damage to a motor vehicle will be filed in the 


appropriate motor vehicle history file.




2)
A report involving loss/damage to capital equipment will be filed in the 



appropriate capital equipment file.

    

                        
 

       
       




3)
A report involving loss/damage to other issued equipment will be filed 




under the appropriate category pertaining to that particular type of 




equipment (e.g. EPD radio antenna or camera - filed in motor vehicle history 



file).



b.
If the report involves loss/damage to capital equipment, copies will be forwarded to 

the Quartermaster and the Town Finance Office.


3.
If it is determined that no disciplinary action will be involved, the original and two copies will 
be forwarded without delay to the appropriate supervisor.  The Lieutenant, upon review 
and approval, will provide for the distribution of copies as follows:



a.
If there is no disciplinary action involved, but negligence is indicated on the EPD 


Form 36, and the Chief of Police concurs, he will return all copies of the report to 

the employee's supervisor for processing in conformance with the Patrol Manual, 

Chapter 5 (Adverse Material).  In those cases absent negligence, the original of EPD 

Form 36 will be filled as follows:




1)
A report involving any type of damage to a motor vehicle will be filed in the 


appropriate motor vehicle history file.




2)
A report involving loss/damage to capital equipment will be filed in the 



appropriate capital equipment file.




3)
A report involving loss/damage to other issued equipment will be filed 



under the appropriate category pertaining to that particular type of 



equipment (e.g. EPD radio antenna or camera - filed in motor vehicle history 


file).



b.
If the report involves loss/damage to personal issue equipment, one copy will be 

forwarded to the Quartermaster.

H.
Restitution to Elkton Police Department


If the report involves the theft, loss or damage of Department property with motor vehicle or criminal charges having been placed against a third party, the Quartermaster will be responsible for monitoring the case.  If the judge orders restitution to be made to the Elkton Police Department, the Quartermaster will be responsible for obtaining a certified copy of the court docket and forwarding it to the Chief of Police for processing.

      

                        
 

       
       

A.
Purpose

The Elkton Police Department recognizes the need on occasion for officers to utilize certain knives or tools in the performance of their official duties.  The purpose of these tools is to aid the officer in the performance of their duties.

B.
Definition
C.
Selection  
      

                        
 

       
       

D.
Carry and Retention
E.
Usage  
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A.
Introduction            


All employees of the Department are required to be neat, clean, and well-groomed at all times, except where authorized to dress otherwise in a covert investigative assignment.  Uniform and civilian clothes shall be kept clean and pressed at all times.  Footwear, leather equipment, and brass, shall be regularly polished and side arms shall be clean and serviceable at all times.


To ensure compliance with the standards prescribed in this Section, each Officer, Officer First Class and Corporal will be inspected on a weekly basis by the Sergeant.  The Patrol Lieutenant may inspect the Sergeant and the entire squad on a monthly basis.  These inspections will be documented on the back of EPD Form 6 (Squad Monthly Activity Report).


Members assigned to the Support Services Division are to be inspected on a weekly basis by the unit supervisor.  These inspections will be documented.


Reports indicating outstanding or substandard conditions should be documented on the Inspection Sheet and followed up with completion of an EPD Form 68 (Job Observation Report) and shall be maintained by the immediate supervisor on an EPD Form 69 (Personnel Counseling Record) for a one year period and then destroyed.


Completed monthly sheets will be submitted for review by the Patrol Lieutenant by the seventh of each preceding month.

   
Supervisors completing the Inspection Form will adhere to the following benchmarks:


S = Superior

Always keeps self well groomed.  Always keeps uniform or suit clean and pressed.  Always keeps equipment clean.  Always keeps vehicle clean.


H = Highly Effective
Frequently keeps self well groomed.  Frequently keeps uniform or suit clean and pressed.  Frequently keeps vehicle clean.  Frequently ensures that special equipment is kept in serviceable condition through proper testing and maintenance.  Frequently ensures that special equipment is available when needed.


A = Acceptable

Keeps self well groomed a sufficient amount of the time.  Keeps uniform or suit neat, clean and pressed a sufficient amount of the time.  Keeps equipment and vehicle clean a sufficient amount of the time.  Ensures a sufficient amount of the time that special equipment is kept in serviceable condition through proper testing and maintenance.  Ensures sufficient amount of time that special equipment is available when needed.

       

                        
 

       
       


U = Unacceptable
Does not keep self well groomed.  Does not keep uniform or suit neat, clean and pressed a sufficient amount of the time.  Does not maintain equipment or vehicle a sufficient amount of the time.  Does not ensure a sufficient amount of the time that special equipment is kept in serviceable condition through proper testing and maintenance.  Does not ensure a sufficient amount of the time that special equipment is available when needed.


1.
Clothing -  Clothing will be clean and give a pressed appearance before each tour of duty.


2.
Footwear -The chosen shoe for patrol personnel shall be a military type “Hi-Gloss” Oxford or 
black leather boot.  Personnel assigned to plain clothes assignments shall wear conservative 
footwear.  All footwear shall be kept free from dirt and shined at all times.


3.
Fingernails - Employees will keep their fingernails trimmed and free of dirt.  Females while in 
uniform may wear only conservative polish or coating on their fingernails.


4.
The wearing of earrings by male employees while wearing the official uniform of the Elkton 
Police Department or conducting official business will be prohibited unless the duty 
assignment dictates such.  

B.
Hair Regulations

Every police employee of the Department while on duty will be required to keep his hair in a neat and well groomed manner.  These regulations are not meant to be all inclusive, and final judgment rests with the individual supervisor.


1.
Male Employees



a.
Hair on the crown and sides of the head shall be neatly groomed.  The length and 

bulk of the hair shall not interfere with the proper wearing of any authorized 


uniform headgear.  Hair in front will not be groomed so that it falls below the band 

of properly worn headgear.



b.
Hair shall be worn in a tapered look, and when combed shall not touch either the 

ear or the collar.



c.
Hair on the back of the head shall be tapered down to the neck.

       

                        
 

       
       



d.
Sideburns, if an individual chooses to wear them, shall be neatly trimmed and 


tapered in the same manner as prescribed for hair.  Sideburns shall not extend 


below the earlobe, shall be of even width (NOT FLARED), and shall end with a clean 

shaven horizontal line.



e.
Mustaches will be kept clean, neatly trimmed, and will not be worn to allow the hair 

to hang over the upper line of the upper lip.  No portion of the mustache shall 


extend below the corners of the mouth or one-half inch beyond the corners of the 

mouth, 
and no extreme styles may be worn, such as the handlebar mustache.



f.
Other facial hair, such as beards or goatees of any type, will not be worn.



g.
Wigs or hairpieces shall not be worn on duty except to cover natural baldness or 

disfiguration.  If worn under these circumstances, the wig or hairpiece will conform 

to all Department hair regulations.


2.
Female Police Employees



a.
The length, bulk, or appearance of natural hair will not be excessive, ragged, or 


unkempt.  Hair will be neatly groomed and will not hang over the collar.  Hair in 


front will be groomed so that it does not fall below the band of properly worn 


uniform headgear.  The hair may be worn slightly over the ears, but in no case will 

the bulk or length of the hair interfere with the proper wearing of any authorized 

headgear.  Ponytails or completely plaited hair is unacceptable.



b.
Hairpieces or wigs worn on duty must conform to the same standards as stipulated 

for natural hair.



c.
Hair coloring, if used, must appear natural.



d.
No ribbons or ornaments shall be worn in the hair except for neat inconspicuous 

bobby pins or conservative barrettes.

 

e.
When worn, cosmetics will be in good taste and natural looking.  Eye shadow, false 

eyelashes, excessive lipstick, and earrings are prohibited.



f.
Buns and French braids will be permitted on top of the head or back of the head, in 

a neat and attractive manner, provided they do not interfere with the wearing of 

uniform headgear and do not hang over the collar.

         

                        
 

       
       


3.
Police Undercover Assignments




a.
Police employees assigned to undercover operations will be exempt from grooming 

standards specified for other police employees.

 




b.
Flip-Flops or sandals will not be worn.

 


4.
 Non-uniformed Police and Civilian Employees



a.
Non-uniformed civilian employees will conform to dress and grooming standards 

which reflect a professional appearance.



b.
Police employees who are not, because of their assignment, required to wear the 

uniform, will dress in a manner which reflects a professional appearance.  Grooming 

standards for these employees will be the same as those for uniformed police 


employees. 

C.
Jewelry       


1.
Supervisors may prohibit the wearing of bracelets (excluding medical alert identification) 
and other jewelry should it detract from the professional appearance of the employee or 
constitute a safety hazard. Only one bracelet/wristband may be worn.


2.
Uniformed female employees, subject to A-4 of this section may wear one matching set of 
3mm gold or silver stud 
earrings.  Earrings must be centered on the ear lobe and have safety 
backings.  Male 
uniformed employees may not wear any earrings while on-duty unless 
assigned in a covert capacity.


3.
Except for female sworn employees wearing earrings, no sworn employees will have a body 
piercing that is visible while on-duty.

D.
Body Modifications


1.
For this policy “body modifications” includes the following definitions:



a.
Tattoo means the act or practice of marking the skin with indelible designs, forms, 

figures, art, etc., by making punctures in the skin and inserting pigment.



b.
Scarification means the act of intentional cutting of the skin for the purpose of 


creating a design, form, figure, or art.       


         

                        
 

       
       



c.
Branding means the act of intentional burning of the skin for the purpose of 


creating a design, form, figure, 
or art.




d.
Gauging means gradually increasing the radius of a surgically induced circular 


opening of the flesh in areas such as the ear lobes.



e.
Body modifications, excluding when medically necessitated by deformity or injury, 

means, but is not limited to:




1)
tongue splitting or bifurcation




2)
abnormal shaping of ears, eyes, or nose




3)
abnormal filing of the teeth




4)
branding or scarification




5)
trans-dermal implantation of any object other than hair replacement




6)
gauging


2.
The following lists are intended to serve as examples of prohibited body modifications and 
are not 
intended to include every such modification that may be determined to be 

prohibited:



a.
Depictions of nudity or violence;



b.
Sexually explicit or vulgar art, works, phrases or profane language;



c.
Symbols likely to incite a strong reaction in the workplace, i.e., swastikas, or similar 

symbols;



d.
Initials, acronyms, or numbers that represent criminal or historically oppressive 


organizations, i.e. AB, KKK, SS, MM, BGF, HA, 666 or any street gang names, 


numbers and/or symbols;



e.
Modifications on the face, ears, and neck;



f.
Teeth, whether natural, capped or veneer, will not be ornamented with designs, 

jewels, initials, etc.


         

                        
 

       
       


3.
Sworn employees with tattoos visible in a Department uniform prior to the issuance of this 
policy will not 
be required to remove or cover the tattoos or markings but will not add to 
the tattoos or markings or receive additional tattoos or markings that would be visible while 
in any Department uniform.


4.
On and after the effective date of this policy Elkton Police Department sworn members who 
do not have a tattoo or markings will not receive a tattoo or marking that would be visible 
while in any Department uniform.


5.
Applicants:



a.
sworn and recruit positions, will be screened for compliance with this policy as part 

of the application process;



b.
with markings that are not prohibited would not be disqualified from employment; 

and



c.
will be informed that, if hired, they will be required to comply with this policy.


6.
When possible, for sworn and recruit applicants who are denied employment based on 
prohibited markings, a picture of such markings will be taken and placed in the applicants 
file.


7.
EXCEPTION: Members serving in an undercover capacity will be exempt from this policy to 
the extent that they will be able to be in compliance when no longer undercover.


8.
Violation of this policy is a category B violation.
 

 

 

 




         

                        
 

       
       

General

Military courtesy deals mainly with affording correct courtesy and respect to subordinates, fellow workers, and supervisors.


1.
 Hand Salute - Police employees of this Department, when encountering police officers the 
rank of Lieutenant and above, wearing the uniform, the Governor, Lieutenant Governor, or 
Commissioned Officers of the U.S. Armed Forces shall render the proper hand salute.



a.
When inside the police station an exchange of salutes will be given upon the first 

encounter of the day.  Further saluting throughout the day is not necessary, but may 

be practiced at the discretion of those involved.



b.
The exchange of salutes while on patrol between fellow officers of other agencies is 

a fine gesture and the practice should be followed.



c. 
No salute or other acknowledgment will be made when encountering another 


member who is known to be assigned to investigative or other types of covert 


operations, unless such member makes an acknowledgment first.


2.
The Elkton Police Department is a semi‑military organization.  In keeping with basic military 
courtesy, the use of the word "sir" or a rank description in general conversation is expected.


3.
 In general, the chain of command will be followed in dealing with those matters of a 
Department nature.

 
 

 

 

 

 
 

 


         

                        
 

       
       

Guidelines

Few areas generate such a number of complaints as discourtesy.  While courtesy may seem minor compared to issues of honesty, use of force and other serious matters, the time and ill-will generated by complaints of discourtesy cannot be overestimated.


Practicing courtesy is a way the Department earns respect and support of others. Without the support of Elkton residents and officials, it is impossible to attain police goals. Courtesy encourages cooperation and wins respect; discourtesy breeds obstruction and contempt.


Nothing which follows means that employees must sacrifice safety or become the passive recipients of endless abuse.  It is recognized that employees must occasionally speak sternly to citizens in order to discharge their duties.  It is also recognized that some persons may become unruly or complain no matter how much consideration or restraint is shown them.


In the final analysis, remember that it is easier and more effective for employees to explain their actions to a member of the public, than it is for a supervisor to try to explain them in the employee's behalf.  Probably the easiest way to avoid trouble is to speak to the public and co-workers in the same manner as you would like them to speak to you.


1.
The Value of Explanation 



a.
Most people are unfamiliar with laws, police work and procedures within the 


Criminal Justice System. The most frequently overlooked courtesy is the simple act 

of explaining what you are doing.  When people are ignorant of the reason for 


police actions, they may assume police employees are acting out of ignorance, 


arrogance, or whim.  Such assumptions almost always provoke suspicion, anger, or 

reduced willingness to cooperate.



b.
Occasionally an employee may not be free to explain his actions because to do so 

might violate a confidence or interfere with a crisis situation.  These situations 


should be rare. If a citizen asks why the police are in the neighborhood, nothing in 

this procedure prevents the officer from providing a reason.  However, the name of 

victims or complainants should not be provided.  If there is an emergency situation 

that prevents the officer from giving a reason, tell the citizen that you will get back 

to them later, when the situation is concluded.  


EXAMPLE:  Officers respond to a man with a gun call.  A citizen approaches an officer on the perimeter asking "What's going on."  The officer responds, "get out of here," waiving the citizen away.  The citizen may keep asking, and may even come closer to danger.  When all the officer needed to do is say, “I have a man with a gun call, please leave the area for your safety.”  Most citizens would immediately clear out of the danger area.  



c.
A traffic violator should not be lectured.  The officer can explain the violation if the 

person is at all receptive.



d.
If an officer is asked to act contrary to law or policy he should not only refuse but 

also attempt to explain the law or policy. 



e.
Any person who is subjected to a delay, a field interrogation, or a warrant check, 

should be given an explanation whenever possible.


2.
Listening




a.
Active listening is work.  It calls for patience, avoidance of interruption, and for 


putting other concerns aside so as to concentrate on what is being expressed by 

another.  An employee may do "pretend" listening, while his mind is occupied 


elsewhere, but few persons will be fooled.  "Pretend" listening has an element of 

contempt, because it shows that one person does not value another enough to 


listen to him.  Allowing unnecessary interruptions also implies contempt, for the 

same reason.



b.
The complaint most frequently received by any police department is that an 


employee did not pay someone the courtesy of listening.  Such complaints will 


describe an employee's behavior as "cold," "hard," "mean," "arrogant," "uncaring," 

"obnoxious," and so on.  A complainant will say an employee "treated me like a 


criminal," "refused to listen to me," or "cut me off when I tried to explain."  Such 

complaints come from victims and violators alike.   What they all have in common is 

that the complainant was not actively listened to.



c.
It is true that some persons may confuse an explanation with an argument.  But it is 

also true that in many cases, the employee simply did not take the time to listen, or 

felt that listening would be interpreted as weakness.  While circumstances may not 

always allow police employees to listen at great length, it is important to remember 

that time spent listening is usually more productive than time spent talking.  

       

                        
 

       
       




Whenever possible, police employees both in the station and outside will:




1)
Actively listen to another's view, without interruption if possible, and,




2)
Acknowledge that the person has been heard.  The best way to show that 


another has been heard, is to re-state the other's point, as in "So you feel 


you got this ticket because the meter isn't working." It is always possible to 


listen to, and acknowledge, what is being said, without approving its 



content or exercising the behavior being discussed.


3.
Procedure



a.
Introductions:  Whenever possible, employees are expected to identify themselves 

by title and name at the start of any public contact.  Greetings such as "good 


morning" or "good afternoon" should be included whenever appropriate.  


Remember that greetings are the first and best opportunity to set the tone  of any 

encounter.  The more cordial (or at least neutral) an encounter is kept, the more the 

participants can concentrate on the business at hand.



b.
Tone of Voice:
Too often, tone of voice is left to chance.  Employees should be 


aware of voice tone and use it to their advantage, by not betraying sarcasm, 


contempt, anger or other emotions, which are likely to provoke opposition.



c.
Voice Volume:
There are situations, of course, when the voice must be raised.  


However, often the best response to the loud voice of another is a very quiet reply.  

It preserves a clear difference between the behavior of the police employee and the 

behavior of the person with whom he is dealing.



d.
Forms of Address:  Employees should not address citizen by first names unless it is 

clearly appropriate.  Nicknames or diminutives such as "Skippy," "Pops," "Junior," 

etc. are never appropriate.  Employees are encouraged to use "Mister" and "Ms." 

whenever a person is addressed by the last name.  If the last name is not known, 

employees will use "Sir,"  "Ma'am," etc.



e.
Body Language:  While employees must often assume stances for safety during 


encounters with the public, care must be taken to avoid needlessly provoking 


negative reactions, as in gesturing with a baton or flashlight. The display of a 


friendly or at least neutral facial expression is encouraged as an effective way to 


gain cooperation.

        

                        
 

       
       



f.
Crowding:  Most persons are threatened or offended by intrusion into their 


personal space unless they have consented.  Employees must restrict this practice 

to, physical arrest, separating opponents, weapons frisk, seizing evidence, or 


controlling a potential disturbance.  Crowding may only be done for a specific, 


legitimate reason, not unconsciously or for merely personal reasons. 



g.
Demeaning Remarks:  A remark or form of address that ridicules a citizen or fellow 

employee, expresses contempt or is calculated to anger is never appropriate.


4.
Provocation by Others




a.
Persons often direct their anger and frustration against police employees, especially 

victims of crimes, and to reply is a constant temptation.  However, there is nothing 

to gain from replying to insults and much to lose.  It is important to preserve a clear 

distinction between the proper behavior of employees and the offensive behavior of 

others.



b.
The best way to handle an insult is to either ignore it or point out that you are not 

insulting them.  Focus on completing the business at hand. Police are not required 

to correct merely obnoxious behavior, and it is futile to try.



c.
When insulting behavior by a citizen may incite public disturbance or become a 


challenge to an officer's authority, calm and careful warnings are then appropriate 

so the citizen has an opportunity to moderate the behavior and avoid arrest.  This is 

an important test of an officer's ability to control a situation while controlling 


himself.  The officer must not allow emotions to aggravate the situation or become 

an issue in later court or other proceedings.  Whether handling a call for service, 

making and arrest, investigating a crime, or collecting evidence, officer must not 

allow themselves to be diverted from duty by obnoxious behavior.  This does not 

mean the employee must always accept every abuse short of an offense that calls 

for an arrest.  If a delay is possible, the employee may elect to break the contact 

with the offending citizen if he refuses  to  moderate behavior.  Such actions must 

be clearly explained to the citizen, as should the means to remedy it.   Also, this 


does not preclude an officer from arresting a citizen when the obnoxious behavior is 

not corrected and becomes a breach of the peace. 
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A.
Introduction      


1.
Departments that provide public safety services are authorized by the Federal 
Communications Commission to transmit communications relating to public safety and the 
protection of life and property, and communications essential to official public safety 
activities.


2.
It is the responsibility of the state, county, or municipal departments holding radio licenses 
to assure that the system is operated in accordance with FCC Rules and Regulations.  While 
an operator's license is not required for most dispatching duties, the FCC nevertheless 
requires that any person operating a radio transmitter be familiar with its rules.  A copy of 
these rules shall be on file in the Records Office.


3.
Prohibited transmissions include false calls, fraudulent distress signals, superfluous and 
unidentified communications, obscene, indecent, profane language and the transmission of 
unassigned call signals.  These transmissions are strictly prohibited by FCC Rules and 
Regulations, Section 303, D, Communication Act of 1934.


4.
The secrecy of radio communications is of utmost importance.  The contents of a radio 
communication shall not be divulged to any person or party other than to whom it is 
addressed, except as specifically provided in Section 605 of the Federal Communications 
Act.


5.
Commercial radios, stereos, televisions, or any other unauthorized communications 
equipment is prohibited from being used in the Records Office and areas accessible to 
and/or in the view of the public.  


6.
Definitions



Mobile Unit Operator identifies police personnel operating a radio transmitter from a 
Department vehicle or hand-held unit.

B.
Operating Procedure     


1.
Utmost professionalism will be used when transmitting on Department radio frequencies.  
Courtesy, tone of voice, and manner of presentation are integral factors to consider prior to 
transmitting.  Every broadcast is an advertisement to listeners, both within the 
communications system and on the outside to the listening public, many of whom have 
receivers tuned into the Cecil County frequencies.  Words or voice inflections which, when 
broadcast, reflect irritation, disgust, or sarcasm, will not be used.  

        

                        
 

       
       


2.
Office Associates are not permitted to leave the front desk area unless absolutely necessary, 
and then only when relieved by office personnel.

3.
Technical adjustments should not be made to the radio equipment except to adjust volume 
and squelch control.


4.
Frequently, one will be asked to respond to a radio call at the time he is talking on the 
telephone or using the computer terminal.  The judgment of the operator must be exercised 
in determining which function is the most important and it should be given priority.

5.
Signal 10-33 is an urgent emergency call and should be answered promptly disregarding all 
others.

 C.
Radio Messages


1.
Messages generally, may be classified as:



a.
Directed -  Those transmitted from Dispatch to a mobile unit.



b.
Broadcast - Those addressed to all units.


2.
A message has three parts:



a.
Preamble - Identifies the recipient



b.
Text - The body of the message containing information to be transmitted.



c.
Signature - The police department responsible for originating the message, in other 

words, the authority.

D.
Responsibilities of Office Associates




1.
Office Associates will be responsible for answering telephone calls received by the Elkton 
Police Department and transferring the calls to the appropriate Elkton Police Department 
personnel or to the Cecil County Department of Emergency Services.


2.
Office Associates will greet citizens who come to the police department for police services 
and insure that their concern is forwarded to the proper Elkton Police Department 
personnel.


3.
Office Associates will not be responsible for monitoring the police radio except during times 
of severe emergency or those times outlined in Chapter 7 of this manual.

        

                        
 

       
       


4.
Operators shall, in accordance with FCC and EPD regulations:



a.
Know the frequencies, station call letters and locations to be monitored.



b.
Know the streets, businesses, and important areas the department serves.



c.
Know the organization of the Elkton Police Department in order to route 


communication traffic property.



d.
Disallow the interception, use, or publication of the content of a radio message 


without permission of the proper authority.


5.
Office Associates shall advise their immediate supervisor of any message they are requested 
to dispatch or of any act they are requested to perform, which in their opinion, may 
reasonably cause a violation of the Rules and Regulations of the FCC or the Elkton Police 
Department.  Office Associates that are again requested to perform the act shall 
immediately do so, and should enter relative comments about such message on the Daily 
Radio Log.


6.
It is the responsibility of Office Associates to be aware of the laws relating to dissemination 
of Criminal History information.


7.
It is the responsibility of the Office Associate to comply with METERS/NCIC regulations in 
regards to entries, clears, and cancels.

E.
The Mobile Unit Operator


Every uniformed police employee of the Department will maintain radio communications while his vehicle is in service.


1.
 Mobile operators will become familiar with all communications procedures in this chapter 
and of the capabilities of the countywide dispatch system.

2.
The mobile operator is prohibited from censuring the dispatch operator, regardless of how 
trivial the matter.  All complaints must be forwarded through chain of command.  


3.
When using the mobile radio, the microphone should be held approximately one inch from 
the lips.  The microphone button shall be held down firmly and the transmission shall be 
spoken slowly, clearly and in a normal voice.  The microphone shall be held slightly to the 
side of the mouth at an angle so that the transmission is across the face of the microphone 
instead of directly into it.  Operators should not transmit:

        

                        
 

       
       



a.
When advised by a Dispatch Operator to stand‑by due to interference with other 

communications which may not be heard.


b.
Whenever Dispatch has given a "10‑3".



c.
When the transmission will obviously interfere with communications in progress, or 

such communication will obviously make the transmission unintelligible.

F.
Procedures for Reporting Vehicle Stops


1.
The following procedure will be used by police personnel when stopping vehicles during 
hours 
of darkness, at other times when so directed by a supervisor, and in any situation 
considered appropriate by the officer.  These procedures deal with the safety and self-
protection of police personnel, therefore, strict compliance with this subsection is essential.



a.
Prior to making the stop, the officer shall give the Dispatch Operator a complete 

description of the vehicle and occupants as possible, i.e., year, make, model, color, 

license tag and license state, number of persons in the vehicle, their race, and the 

location where the stop is being made.  




Example:  




1)
100:  "Dispatch, Copy Stop"         






2)
Installation:  "Dispatch 100, Go ahead” 

         


3)
Mobile: “100, Dispatch, Stopping ‘97 Ford Two Door, Blue, Delaware 



345678, occupied by one white 
female, Rt 40 and 213”

      


4)
Installation:  "Dispatch 100, 10‑4" 




5)
After the stop has been completed, the officer will clear the stop by stating, 


“100 Dispatch, clear stop,”




6)
Installation: “Dispatch 100, 10-4”     




b.
If, after a reasonable time (approximately five minutes), the officer has not called in, 

every attempt must be made to contact him. If there is ever any question about the 

officer’s safety, the radio dispatcher shall dispatch other patrol units to the stop 


location immediately.

         

                        
 

       
       

G.
System Maintenance 


Personnel who are assigned a mobile and/or portable radio are responsible for knowing how to properly operate the radio and will report any damage or malfunction to the supervisor.  The Cecil County Department of Emergency Services is responsible for all radio equipment repairs.
           

                        
 

       
       

A.
Introduction   

The impressions we make over the telephone are important.  In business, our voices reflect our real personalities.  A friendly voice will help build good will for the Department.

B.
Telephone Procedure

1.
Proper application of the following tips will not only make telephone conversations more 
pleasant, but will help callers realize they are being given efficient service.    



a.
Answer promptly   




1)
Give the caller immediate attention



2)
Do not put the caller on hold and forget                                    



b.
Be ready



1)
Keep a pad and pencil handy
      

      
2)
Be attentive, take notes as the caller talks



3)
Jot down the caller's name and use it


c.
Identify yourself and Department by stating, Elkton Police, Name,” May I help you?"    



d.
Taking calls for others



1)
When the identity of the caller must be determined, simply state, "May I ask 


who's calling, please?" or "May I tell Officer Jones who called?"  Never ask, 


"Who's this?" or "Who's calling?"         




2)
Offer to help or take a message.  When taking a message, be sure it's 



complete; verify important details; date, time, and sign.    



e.
Have someone answer calls when out of the office, or when away from the phone.  

Leave word regarding expected return or where to be reached.    



f.
Explain delays by stating, "Will you hold the line, please, while I check our records?"    

Put the telephone down gently.  Upon return, use some introductory remark to get 

the caller's attention, such as, "Mr. Baker?" or "I have that information now."  


Apologize for unusual delays.    

           

                        
 

       
       



g.
When transferring a call        




1)
Tell the caller what is going to transpire and why, such as, "Sergeant Smith 


can help you.  I will transfer your call"        




2)
Make certain the transfer is to the right person        


2.
Telephones shall be answered promptly and courteously, and writing material shall be 
readily available.


3.
When a subject wishes to leave a message for any member not present, they will first be 
given the opportunity to leave a voice mail message.  If this is not acceptable, the message 
shall be noted in writing and it will be the responsibility of the recipient to deliver the 
message to the member for whom it was intended as soon as reasonably possible.

 
4.
Calls for Police Service


a.
All calls for police service which are received by Records personnel will immediately 

be transferred to the Cecil County Department of Emergency Services.



b.
All other calls will be handled as described elsewhere in this section. 

C.
Telephone Logs


1.
Telephone messages will be documented in the Communications Office Message Book, with 
a copy placed in the person’s mail box.


2.
The Chief of Police will review monthly telephone bills and take appropriate action if 
discrepancies are discovered.

D.
Telephone Policy



1.
The purpose of this policy is to provide guidance to all Department employees concerning 
authorized and prohibited use of EPD telephones.  Employees are advised to follow the 
guidelines listed below:




a.
Limit work number to emergency and important matters only




b.
Avoid unnecessary calls



c.
Keep time of calls to a minimum

           

                        
 

       
       


2.
Authorized Use of the Elkton Police Department Telephone Systems.




a.
The use of EPD telephone systems, including calls from car telephones, shall be l


limited to the conduct of official business, except as noted below.




b.
The use of EPD telephone systems for personal or emergency calls may be 


authorized if such use satisfies the following criteria:






1)
It does not adversely affect the employee's performance of duty.





2)
It is of reasonable duration and frequency.




3)
It reasonably could not be made at another time.



c.
Personal long distance calls (regardless of the calling area) that must be made or 

received during working hours may be made if the calls are:






1)
Charged to the employee's home telephone number or other non-EPD 



number (third part call).




2)
Made to an 800 toll-free number.




3)
Charged to the called party if a non-EPD number (collect call).

 




4)
Charged to a personal telephone credit card.


 

d. 
Examples of circumstances that may constitute authorized use, when consistent 

with the criteria in Section 2, Paragraph b, regardless of calling area, are:




1)
Calls to notify family, doctor, etc., when an employee is injured on the job.




2)
Calls within the local commuting area (the area from which the employee 


regularly commutes) to advise family of a change in schedule or to make 


alternate arrangements for child care when an employee is required to 



work overtime or otherwise alters his work schedule without advance 



notice.




3)
Calls to locations within the local commuting area that can be reached only 


during working hours, such as a government department or physician.

           

                        
 

       
       




4)
Calls to locations within the local commuting area to make arrangements in 


an emergency.




5)
Calls to check on a family member.





6)
Calls of an emergency nature to or from a hospital, doctor, school, day care, etc.




e.
Employees should be particularly sensitive to personal use of EPD telephone 


services.  If possible, outgoing personal calls should be made from a public 


telephone.  Abuse of EPD telephone services may result in disciplinary action.


2.
Prohibitions - The following actions in this subsection are prohibited:  



a.
Use of any commercial network where the town pays for a call other than official 

business except as noted in Section 2, paragraph d.



b.
Use of any EPD telephone service, equipment or facility for approved personal calls 

that significantly interfere with the conduct of official business.



c.
An unauthorized telephone call with the intent to reimburse the EPD later.
 


d.
Listening-in or recording of telephone conversations, except as specified by a 


legitimate law enforcement function.



e.
Use of telephone call detailed data in other than an authorized fashion. 


f.
Non-EPD personnel are prohibited from using the Records Office telephones for 


outgoing or incoming telephone calls.


3.
Collections:  



a.
The EPD should collect for any unauthorized calls made by an employee or other 

person 
where it is cost effective to do so.  Each call will be valued and the collection 

made. 
Collection shall be for the value of the call as charged to the Department.



b.
Reimbursing the EPD for unauthorized calls does not exempt an employee from 


appropriate administrative action.

           

                        
 

       
       

E.
Cellular Telephones



1.
Cellular telephones have proven to be valuable tools for enhancing employee efficiency and 
productivity.


2.
Cellular telephones will only be approved by the Chief of Police.


3.
The use of cellular phones will be monitored by the Chief of Police. 


4.
Distribution:



a.
Command Staff - (all personnel)



b.
Criminal Investigations Unit - (all personnel)



c.
Specialized Units - (all personnel)



d.
Records - (1)



e.
Patrol - (1)


5.
Cell phones are issued on a need basis to personnel who by the nature of their assignment 
may be called to work while off-duty.  They also provide communication between officers in 
situations where radio may be less efficient or create a safety hazard.


6.
Cell phone usage should be limited to EPD business.  Use for personal reasons should be 
limited.  When the allotted number of minutes is exceeded on any cell phone, the person(s) 
assigned may be required to pay the exceeded amount.

 

 
 

 

 

 

 
              

                        
 

       
       

A.
Recovered Stolen Auto

 The recovering officer will be responsible for contacting the vehicle owner with the recovery and retrieval information.

B.
Stolen Auto

 The Office Associate will ensure that all reported stolen vehicles during their tour of duty are entered into NCIC/METERS.

C.
Patrol Supervisor Responsibilities  


The patrol supervisor will:


1.
Ensure that the communications office is properly staffed during their tour of duty.  In the 
event that an Office Associate becomes ill or needs emergency annual leave, the patrol 
supervisor is responsible for assigning an officer to cover communications until a 
replacement can be contacted.


2.
Make the Office Associate aware of his location at all times, and be immediately accessible.


3.
Ensure that all meal breaks and other breaks are provided for Office Associates.

D.
Access and Security Provisions 

Access to the Records Office is limited to authorized personnel, shown below, except with the permission of the patrol supervisor:


1.
The Chief of Police


2.
The Lieutenants


3.
Office Associates and relief dispatcher or officer


4.
The patrol supervisor


5.
Administrative office staff


6.
Investigators


7.
Equipment service technicians, and


8.
Non-sworn observers as authorized by the Chief of Police

              

                        
 

       
       

E.
Limitations


When the general public contacts the Police Department, they do not differentiate between an Office Associate and a law enforcement officer.  They only know that they have contacted the “police.”  Even when asked by a citizen, Office Associates are not permitted to give advice, offer suggestions or provide the public with personal opinions in the performance of their duties.  All questions and calls for service should be directed to a law enforcement officer for final disposition.
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Introductory Comments                     

 


The primary objective of traffic supervision is to save lives, to prevent accidents, and to expedite the flow of traffic.  It is believed that by reducing the number of driver failures and traffic violations through enforcement we will reduce the number of accidents and traffic fatalities.  There is a direct relationship between the quality of enforcement and the degree of safety with which citizens use the streets and highways. 

 


1.
Enforcement efforts will be concentrated against violations at times and places which cause 
the greatest number of accidents. Conspicuous patrol by officers in marked cars will 
constitute the principal means of accomplishing the objective of promoting good driving. 

 


2.
The traffic safety goals of the Department are met through enforcement, i.e., the issuance 
of citations and warnings for violations of the Transportation Article.  Employees are 
expected to actively support these goals and to commit their attitudes and efforts to that 
end.  Although police employees have discretion in any type of enforcement activity, they 
will be held accountable for the reasonableness and good judgment of their action. 


3.
Supervisory personnel cannot assume responsibility for reviewing the judgment of individual 
officers in all cases involving the issuance of a traffic citation.  Differences of opinion on 
whether or not an offense was committed will be best resolved in court at the time of trial.  
However, supervisory personnel shall make proper inquiry and take appropriate measures 
in those circumstances where citations are not being issued for specific violations when 
there 
is indication that such level of enforcement is called for.

 
 

 
 

 
               

                        
 

       
       

A.
Objectives

Traffic law enforcement is one of the primary responsibilities of the Department and has, as its basic objectives:


1.
Identifying and removing from the motor vehicle transportation system, those drivers 
whose behavior indicates that they are an immediate danger to the public, i.e., drinking 
drivers. 


2.
Improving driving behavior that differs from the accepted or legal requirements, through 
direct enforcement contact and driver observation of police enforcement activities. 


3.
Developing and encouraging voluntary compliance with traffic laws and ordinances through 
a continuing enforcement program. 


4.
Based on observation and experience, it is the belief of police administrators that there is a 
direct relationship between traffic law enforcement and accident reduction.  Accordingly, it 
is desirable to make enforcement activity as effective as possible.

B.
Selective Enforcement                     


1.
Selective assignment of personnel to both regular patrol and special enforcement patrol 
duties, commonly referred to as "selective enforcement" is considered to be the most 
efficient means available to a police department to meet the highway traffic program 
objectives.  Because of the magnitude of traffic problems and the limited manpower 
resources available to police agencies, it has become necessary for police agencies to assign 
their manpower on a selective basis.


 2.
Established standards of police traffic services require that police departments develop 
operational procedures for the selective assignment of trained police personnel at the times 
and locations where hazardous or congested conditions exist.  This selective assignment 
should be based on traffic volume, accident experience, frequency of traffic violations, and 
emergency and service needs.  The following is a brief discussion of these four factors. 

 
 

                

                        
 

       
       



a.
Traffic Volume - Since there is a relationship between traffic volume and the 


demand for police services, it is obvious that average daily traffic volume (ADT) must 

be considered in developing procedures for the selective assignment of police 


manpower.  The State Highway Administration can provide up‑to‑date counts of the 

ADT on major highways in the patrol area.  Use of these statistics to determine 


average hourly volumes by day of the week will aid in developing effective 


assignment policies.



b.
Accident Experience - With statistics received from the Maryland State Police 


Central Accident Records Division (CARD), the Department has access to accurate 

records on the times and locations of all reported traffic accidents that occurred 

within the Town.  This data should be analyzed to determine causative factors and 

hazardous locations, with special attention given to the types of accidents and their 

time of occurrence.  Personnel should then be selectively assigned to these 


locations during those time periods when the need for police services is greatest. 



c.
Frequency of Traffic Violations - Constant surveillance of the highways is important 

for alerting police administrators to the magnitude of their traffic problems.  


Periodic and planned observations of traffic law violation occurrences should be 

undertaken to determine the type, frequency, and location of violations.  Among 

the techniques which may be used in determining violation patterns and volumes 

are:




1)
Observation by police employees of the Department to periodically 



determine types and number of violations.  Observers should be concealed 


from the motorist so that his driving behavior will be uninhibited.  Sampling 


should be for periods of not less than one hour at any locations and should 


be repeated at different periods of the day and days of the week.




2)
Radar surveys for determining speed violations should be conducted.




3)
Explanations offered by motorists can be utilized.  Persons who violate 



traffic laws may offer reasons based on conditions beyond their control.  


Officers should be alert to such reports in order to determine why violations 


are occurring.  Suggested reasons should be validated, and, if valid, 



reported.  Examples of such reasons are:

 
                 

                        
 

       
       





a)
Inadequate, lack of, or improperly placed directional, warning, or 



informational signs to alert drivers of a precautionary procedure, 



danger, turnoff, or route change.





b)
Malfunctioning or improperly timed traffic signals 





c)
Improper channelization and ineffective road signs and markings 





d)
Poorly banked or maintained portions of roadways or streets 





e)
Obstructions, natural or artificial, which contribute to inadvertent 



violations.



d.
Emergency and Service Needs




1)
Data should be carefully collected and evaluated and the results considered 


in the assignment of manpower to selected hazardous or congested areas in 


order to provide any necessary emergency and service needs.




2)
Little can be done in predicting the occurrence of major roadway 



emergencies.  However, the Department should ensure that sufficient 



manpower is available to handle the numerous police‑related tasks that 



occur as the result of emergency conditions.




3)
Service needs are predictable in general terms, and each supervisor should 


evaluate his officer activity reports to determine the extent of this problem 


within the patrol area.  The stranded or disabled motorist is increasingly 


becoming a problem to police traffic administrators.  This problem is 



particularly acute on the controlled‑access highways and in rural areas.  



While the particular policy of the Department in regard to service needs can 


only be determined  by the Chief of Police, or designee, in response to local 


conditions, it is clear that emergency and service needs should be 



considered and evaluated in developing selective assignment plans.



e.
Reporting of Traffic Violations From School Bus Operators




When a violation of the Transportation Article, Sec. 21‑706, (passing a stopped or 

stopping school bus with flashing warning lights activated) is reported to the 


Department by the operator of a school bus, the following procedures will be 


followed:

                 

                        
 

       
       




1)
Department personnel will obtain enough information from the operator of 


the school bus as to:





a)
the time and location of the alleged violation




b)
the license number and complete description of the vehicle involved 



in the violation





c)
a description of the operator of the vehicle



2)
If the operator of the vehicle at the time of the violation cannot be 



established, the uniformed member handling the complaint will issue a 



Motor Vehicle Warning (Form 25) to the registered owner of the vehicle.  


The registered owner will be advised of the following information:





a)
a violation of the Transportation Article, Sec. 21‑706 was reported 



to this Department describing the  owner's vehicle as the one 




committing the violation;




b)
the warning is being issued because there is insufficient information 


as to the identity of the operator to issue a traffic citation; and




c)
the issuance of a traffic warning does not constitute a finding that 


the owner is guilty of the violation.



These procedures do not preclude personnel responding to this type of 



traffic complaint from instituting any other type of appropriate enforcement action.


3.
Officers should be assigned to the areas of greatest potential and actual need as identified 
by surveillance activities and a careful analysis of traffic records.  To the extent that 
resources are available, patrols should be employed to:



a.  
Observe and report on traffic flow



b.  
Look for improper driving behavior



c.  
Be alert for hazardous environmental conditions



d.  
Identify and act on emergency and other service needs.

                 

                        
 

       
       


4.
It must be stressed that selective assignment of officers to special patrols to take 
enforcement action at the times and locations where accidents are occurring, should 
complement and not replace the work of regular patrols.
                  

                        
 

       
       


                  

                        
 

       
       


                  

                        
 

       
       


                  

                        
 

       
       

D.
Traffic Direction and Control

1.
Officers are frequently required to direct traffic and their skillful execution of this duty will 
relieve congestion and reduce dangers to highway users.  Ineptness will increase congestion 
and contribute to dangerous situations; therefore, officers should utilize the traffic direction 
skills taught at the Police Academy to aid the safe and efficient flow of traffic.  Traffic 
direction required by conflicts between or high volumes of vehicular and/or pedestrian traffic 
demands skill and alertness on the part of the officer to:


a.  
Expedite free flow of opposing traffic streams



b.  
Control turning movements



c.  
Control pedestrian movement



d.  
Expedite the movement of emergency equipment


2.
Roadway accidents require the officer directing traffic to:



a.  
Protect the accident site 



b.  
Permit emergency equipment to reach the scene



c.  
Allow investigators to make and record measurements



d.  
Remove damaged vehicles



e.  
Clear the roadway and restore normal traffic flow

E.
Reporting Hazardous Conditions 

1.
Hazardous Material Spills - Whenever a hazardous material spill is encountered, the 
Maryland State Commercial Vehicle Enforcement Division will be notified in addition to other 
required notifications.  MSP Telecommunications Division will be notified when CVED 
offices are closed and will make the necessary notification to CVED personnel.  A response 
to the scene will be based on the circumstances of the spill.


2.
Highway - Immediately upon discovery of a hazardous highway condition, the officer shall 
notify the appropriate State/local departments and thereafter, he should determine that 
final corrective action was taken.  Some of the serious highway conditions subject to these 
reporting procedures would be:


                  

                        
 

       
       



a.  
Fire, with its attendant smoke, in areas adjacent to the highway



b.  
Ice or heavy snow accumulations on roadway surfaces



c.  
Natural or man‑caused obstructions (fallen trees and rocks, litter, parts of vehicles, 

broken water mains, electrical wires and large animals)



d.  
Defects in the roadway itself (holes, ruts, or dangerous shoulders)



e.  
Lack of, or defects in, highway safety features (guard posts, center and edge of the 

road striping, and reflectors)



f.  
Lack of, improper or visually obstructed traffic control and informative signs (curve 

and hill warnings, stop and yield signs, speed limit signs, street and highway 


identification)



g.  
Lack of, improperly located, or malfunctioning mechanical traffic‑control devices



h.  
Lack of, or defective, roadway lighting systems


3.
Vehicles - For the most part, procedures already exist for reporting and correcting such 
minor 
vehicle defects as improper lights and tires through enforcement action.  Supervisors will give 
appropriate attention to the State vehicle inspection provisions.  In effect, vigorous 
enforcement of Title 23 of the Transportation Article would constitute a form of preventive 
action aimed at decreasing the potential for accidents resulting from violations of these 
safety standards.  


 4.
Drivers - Drivers who are physically or mentally incapable of safely operating a motor vehicle 
are a potential hazard.  Reports concerning such drivers will be forwarded to the Motor 
Vehicle Administration, requesting re‑examination or other action as determined by the 
Medical Advisory Board, with as little delay as possible.  (See Section XII of this Chapter).


5.
Other Police Traffic Services - The utilization of police traffic manpower in providing various 
services varies widely from one locality to another.  Supervisors are encouraged to assist 
and cooperate with engineers, educators, legislators, government agencies and civic and 
other public support groups concerned with highway safety.  The degree of involvement of 
the Department in safety education and motorist services is a matter of local discretion, 
provided that the allocation of manpower to such activities does not result in the neglect of 
primary police traffic services.

 
                  

                        
 

       
       

F.
Confiscation of M.V.A. Documents           

1.
Generally, Department personnel will not confiscate suspended, canceled, refused, revoked 
driver's licenses, certificates of title, registration cards or registration plates solely for the 
purpose of returning them to the Motor Vehicle Administration (M.V.A.).  These items may 
be taken, when required as evidence, in support of specific charges arising from violations of 
the Transportation Article, M.V.A. Rules and Regulations and related laws, and will be stored 
and released according to Department policy.


2.  
Due to the severe limitations placed on individuals when their driver's license and/or 
evidence of registration are confiscated, Department personnel must have a valid reason to 
seize these items.  Fraudulent registration cards and plates, altered, forged and expired 
documents, etc. are specific violations of the law and are essential to the prosecution.  A 
valid driver's license or registration plates are not usually essential elements in prosecution 
for charges of driving while license or registration is suspended.  The administrative 
responsibility for the return of these items rests with the M.V.A. and the individual 
concerned.


3.
Registration documents and/or plates that are suspended for violation of Title 23 of the 
Maryland Transportation Article, as it relates to the inspection of vehicles for defective 
equipment, may be confiscated based on the following criteria:



a.  
The M.V.A. registration listing must indicate:




1)
the registration is flagged for the Maryland State Police; and




2)
a tag pick‑up order has been issued.



b.
Prior to confiscation, personnel should confirm the pick‑up order with the Maryland 

State Police Automotive Safety Enforcement Division (ASED).  If ASED personnel are 

unavailable for confirmation, the totality of the circumstances in relation to the 


violation should be considered when deciding the need to confiscate registration 

information.  The ASED personnel notified and all computer printouts will be 


attached to the officer’s report of investigation.



c.
Confiscated tags and a copy of the METERS printout, including the pick‑up number, 

will be immediately forwarded to ASED.

 
                  

                        
 

       
       

G.
Reporting Procedures for Traffic Violations Committed by Operators of Commercial Vehicles                                                                                

When the driver of a commercial motor vehicle (as defined in the Transportation Article) is issued a citation for a serious motor vehicle violation (i.e., DWI, Following too Close, Speeding, Failure to Grant Right of Way), the following procedure will be adhered to:


 1.
The name and address of the owner of the truck/truck tractor/bus will be written on the 
back of the fourth (white) copy of the citation.


2.
The fourth copy will be forwarded by the Department to the Maryland State Commercial 
Vehicle Enforcement Division (CVED).


3.
CVED will make the necessary distribution to the Federal Highway Administration and the 
Maryland Motor Truck Association.

H.
Pedestrian and Bicycle Safety/Enforcement Program


Pedestrian and Bicycle Safety/Enforcement


1.
The Lieutenant will review the traffic accident records at least annually to determine what 
enforcement actions are needed to provide a proactive pedestrian/ bicycle safety 
enforcement program.  The proactive countermeasures should include ways to:



a.
Reduce or eliminate human environmental factors leading to accidents;



b.
Reduce or eliminate the behavioral actions, decisions, and events that lead to the 

accidents; and 



c.
Reduce or eliminate the type of accident by counteracting precipitating factors.


2.
The Lieutenant will direct appropriate patrol activity based on recommendations made.

I.
Off-road Vehicle Enforcement

Traffic enforcement of off-road vehicles, including dirt bikes, snowmobiles, and mopeds will be handled as follows:


1.
Accidents involving off-road vehicles that do not occur on a public highway do not require a 
traffic accident report.  If the responding officer finds it appropriate, such as serious 
personal injury, he may complete an accident report and attach it to an incident report;

                  

                        
 

       
       


2.
Any officer observing an unlicensed off-road vehicle that cannot be legally operated on the 
public highways, being operated on the highway, shall order the vehicle to be removed and 
take appropriate enforcement action;


3.
Officers should take appropriate enforcement action to ensure compliance with vehicle 
registration laws as they pertain to off-road vehicles;


4.
Enforce law, rules and regulations concerning the operation of off‑the‑road vehicles on 
public‑owned trails, parks, or property; and


5.
Enforce traffic way crossing rules and regulations.

J.
Parking Enforcement Procedures

1.
Discretion is a factor in all policing, and particularly in the issuance of parking citations.  
While 
police officers and Parking Enforcement Officers are expected to aggressively enforce 
parking prohibitions, they are also expected to be aware of certain conditions which affect 
citizens who reside in areas of the Town where parking is at a premium.


2.
Priority Violations



a.
Parking Enforcement Officer Responsibilities - The following list of parking violations 

of the Town Code will be priority offenses that require continuous aggressive 


enforcement by the Parking Enforcement Officer:




10.16.020

Residential Zone




10.08.030 (A4)

Parked on a crosswalk




10.08.030 (A9)

Where sign prohibits




10.20.030 (A)

W/I/ 15' of a fire hydrant




10.20.080 (A)

FIRELANE




10.08.030 (B7)

Double Parked




10.08.030 (C2)

Unauthorized parking in a handicapped area






10.12.080 (A)

Meter Parking

 
                   

                        
 

       
       



b.
Police Officer Responsibilities - Priority parking violations for police officers involve 

those that impact on the safety of the public, or are determined to be a priority by 

their impact upon the quality of life in the community.  The following list of 


violations will be "priority" violations that require continuous aggressive 


enforcement by police officers:




10.20.030 (A)

W/I/ 15' of a fire hydrant

 


10.20.030 (A)

FIRELANE




10.08.030 (C2)

Unauthorized parking in a handicapped area




10.08.030 (C4)

Parking on a Yellow Curb



c.
The Town Code lists numerous violations that are not classified by this procedure as 

"priority" in nature.  This does not preclude personnel from taking action when 


these violations are encountered, however, emphasis should be placed on those 

violations enumerated in this section.  For this reason, personnel should familiarize 

themselves with the Elkton Town Code dealing with parking violations.


3.
Handicapped Parking Enforcement 



a.
Enforcement of laws that protect the rights of handicapped citizen to full access to 

public and private property is essential. The Transportation Article and Town Code 

have laws that provide for handicapped parking and the issuance of handicapped 

plates, placards or stickers. There will be a "zero tolerance policy" for violations of 

this section, and officers will only issue parking citations (no warnings).  Before 


issuing a citation to a vehicle that appears to be in violation, officers will:




1)
Determine if the vehicle has proper registration plates;




2)
Very carefully inspect the front and rear windows and dashboard to 



determine if "handicapped" signs are in these locations.




3)
Some states have small handicapped stickers that are affixed to a regular 


registration plate.  Officers observing out of state tags should inspect the 


registration plates for such stickers.


                   

                        
 

       
       



b.
The Transportation Article 21‑1003 (u) makes it a violation for a vehicle to park, 


stand, or stop in a space or zone marked as restricted for the use of individuals with 

disabilities.
 

c.
Any vehicle with handicapped tags may park at a parking meter without placing 


coins in the meter.  


4.
Town Parking Permit Enforcement - Any person/company/resident or employee issued a 
Town parking permit is given guidelines dealing with sticker/permit placement.  These 
guidelines are available at the Town Hall.  Also:



a.
Stickers are issued to Town Employees for parking on Town lots.  Officers will first 

check all windows, rear deck, and the dashboard before writing a citation.



b.
When there is any doubt as to whether "exemptions" apply, an officer will only issue 

a warning ticket.



c.
Before writing a citation on any "other" type vehicle (motorcycle, van, etc.) an 


officer will check the vehicle carefully to make sure no parking permit is attached.



d.
Exemptions:





1)
Emergency, commercial and/or service vehicles are exempt when 



performing necessary work within the area.




2)
Public utility and all governmental vehicles are exempt when performing 


necessary work within the area.


5.
Impounding Illegally Parked Vehicles - Vehicles shall not be routinely impounded for parking 
violations. When possible, the officer will give the owner/operator a reasonable opportunity 
to remove the vehicle. Impoundment is authorized in the following circumstances:



a.
If a vehicle is parked or standing in a fashion that impeded the movement of traffic 

or blocks a driveway or entrance, or is left unattended on any road, highway, alley 

or parking lot, in a manner that constitutes a threat to public safety;



b.
If a vehicle is parked in a fire lane and interferes with access to a fire hydrant, or 


interferes with the passage of an emergency vehicle;



c.
If a vehicle is parked on a snow emergency route and interferes with snow removal 

efforts and impedes traffic during a snow emergency;

                   

                        
 

       
       



d.
If a vehicle is parked in an area marked "No Parking Parade Route;"



e.
In 24 hour violations the vehicle may be impounded following the issuance of a 


written warning or citation, under the following conditions:




1)
Additional complaints are received relative to the vehicle; and




2)
The registered owner of the vehicle does not reside on an adjacent 



residential property and there are no other violations other than the 24 



hour violation; and




3)
Approval of the on‑duty patrol supervisor.



f.
Exigent circumstances exist that endanger public safety (Example: leaking gas);



g.
When assisting Public Works with enforcement and/or impoundment of vehicles in 

violation of official “No Parking” signs during street construction or leaf collection, 

only after consulting with the Chief of Police and obtaining authorization.



h.
No vehicle will be impounded for a parking violation unless it meets the above 


requirements, or has at least two outstanding parking citations.



i.
Authorization:
All personnel will obtain authorization from the on‑duty patrol 


supervisor before impounding any vehicle for a parking violation.  The supervisor 

will ensure that the vehicle impoundment meets the requirements of this 


procedure.


6.
Contested Citations



a.
Maryland State Law provides guidelines for processing contested citations. Sworn 

Officers, Parking Enforcement Officers, or clerks may advise the citizen that they can 

request a court 
date for the violation or pay the fine associated with the parking 

citation pursuant to the
Town Ordinance.  



b.
If a citizen claims a parking citation was issued in error, or identifies a mitigating 


circumstance or unusual situation that lead to the issuance of the citation, the 


officer may request the citation be Nolle Prossed.  The officer will complete a 


Citation Voidance Request (EPD Form 76), that will explain the circumstances of the 

request.  The officer will submit the voidance request and all copies of the citation 

to the Chief of Police for review.   If the Chief of Police believes the parking citation 

                 

                        
 

       
       




was issued in error, or there were mitigating or unusual circumstances surrounding 

the issuance of the citation, all copies of the citation and the Citation Voidance 


Request (EPD Form 76) will be forwarded to the State's Attorney for review and 


disposition.  The Citation Voidance Request (EPD Form 76) will specifically identify 

the reason for the Nolle pros request.  The State’s Attorney will review the 


documents and either Nolle pros the citation or return it to the court to be set for 

trial.  The court will notify the accused about the disposition of the citation.  



c.
The Maryland Transportation Article, Section 26‑407, Disposition and Records of 

Traffic Citations, paragraph (g), states that any non-conforming disposal of citations 

is prohibited, and is considered official misconduct.  No municipality, police officer, 

or other public employee may improperly dispose of a traffic citation.  The decision 

to prosecute, or not to prosecute for violations of local parking ordinance, is vested 

exclusively to the State's Attorney.   



d.
The Chief of Police can administratively void parking citations for the following 


reasons:




1)
If an officer issues a citation in error, such as, failing to see a valid 



handicapped sticker or residential parking permit displayed on the vehicle.




2)
If an officer makes an error while writing a citation.




3)
If an unused citation has copies that are lost or stolen.  




4)
If a citation has become unsuitable for issuance due to accidental exposure 


to rain, snow, etc.



e.
Any citizen wishing to contest a citation will be given a court date.  If the citizen 


indicates that the citation was issued in error, or identifies a mitigating circumstance 

or unusual situation (as discussed in paragraph A), they will be advised of the 


following:




1)
The citation will be sent to the State's Attorney, who will have the final 



authority to dispose of the citation; and,




2)
If the State's Attorney denies the request to nolle pros, a court date will be 


assigned and the violator will be sent a summons.


7.
Citations - Police personnel will use citations issued by the Town of Elkton for enforcement 
of parking ordinances.  All citations will be legible and written in black ink.

 

 

                 

                        
 

       
       

A.
Quartermaster - Requisition of Uniform Complaint and Citation Books


The Quartermaster will obtain Uniform Complaint and Citation Books from the state Motor Vehicle Administration (MVA) for members of the Department.  The Quartermaster will arrange to transport the citation books from MVA to the supply room and maintain a stock of citation books for Department use.  The patrol supervisor will be responsible for issuing citation books to the officers.


1.
The Quartermaster will prepare an MVA Accountability Order Form to request Uniform 
Complaint and Citation Books for Department use.  The request will be faxed to the MVA for 
processing.  MVA will ship all orders to the Elkton Police Department.



a.
the number of citation books issued.



b.
the beginning and ending control numbers for the books issued.


The Department Quartermaster or designee will verify the accuracy of the control numbers of the citation books prior to signing the receipt portion of the MVA Inventory Withdrawal form and retain the receipt for processing in Central Records.


2.
The Quartermaster/or designee will upon issuing any citation books to supervisors, record 
the series of control numbers in the Motor Vehicle Citation Book Issuance Control Ledger 
(EPD Form 47) that is maintained in the Supervisor’s office.

B.
Citation Control Numbers

1.
Officers, prior to signing a receipt for a citation book issued by the patrol supervisor, will 
verify the numerical sequence of the control numbers indicated in the Motor Vehicle 
Citation Book Issuance Control Ledger (EPD Form 47).


2.
Citations books cannot be transferred from one officer to another.  If an officer terminates 
employment with the Department, all citation books issued to the employee will be 
returned to the Quartermaster.  The Quartermaster will then forward the unused citation 
books to the Motor Vehicle Administration for disposition.

C.
Supervisor Responsibilities


Supervisors will:


1.
Verify the numerical sequence on the citation books issued to their officers.

                 

                        
 

       
       


2.
Issue citation books in numerical sequence as the need arises and use discretion on the 
number of books issued to an employee at one time.


3.
Prior to issuing the citation books, record the name of the officer and issuing supervisor, 
and date issued, next to the appropriate citation control number in the Motor Vehicle 
Citation Book Issuance Control Ledger (EPD Form 47).

D.
Officer Responsibilities

1.
Officers, upon receipt of a new citation book, will complete the "Receipt" card attached to 
the citation books and return it to the records division for disposition.  The "Receipt" card 
will be completed as follows:


a.
POLICE DEPARTMENT ‑ Elkton Police Department



b.
DATE ‑ Date of receipt.



c.
ISSUED TO ‑ Officer's name.



d.
ID NO. ‑ Officer's identification number.



e.
JURISDICTION CODE ‑ BK 07  


2.
The Office Associate will ensure the "Receipt" card is immediately forwarded to the Driver 
Records Section, Motor Vehicle Administration.  

E.
Traffic Citation Issuance Ledger


When the officer issues citations from that particular citation book, the Office Associate will record the following information in the ledger:



a.
Citation number



b.
Violation code and section



c.
Fine amount



d.
Issuing Officer



e.
Location



f. 
Citation date and time



g.
Recipient name and address



h. 
Vehicle registration information

                 

                        
 

       
       

F.
Daily Transmittal Sheet

1.
The records division will ensure that citations are placed on the Uniform Traffic Citation 
Transmittal (MVA Form PC DC/CR95) and forwarded to the District Court for Processing.


2.
All citations issued by members of the Department within a twenty-four hour period will be 
recorded on a transmittal sheet in numerical sequence.


3.
After the records division has recorded the citations and signed the transmittal sheet, the 
original and copies, two, four and five of the transmittal sheet, plus the court copy of the 
citation, will be forwarded to the District Court. 


4.
The Department employee making the delivery to the District Court will have the daily 
transmittal sheet signed by the court employee accepting the traffic citations.



a.
The court retains the original and copies two and four of the daily transmittal sheet.



b.
The receipt (copy five of the daily transmittal sheet) is returned to the installation 

and filed as indicated in Chapter 4.


5.
The law enforcement copy of the citation and the third copy of the daily transmittal sheet 
will be placed in the appropriate OPS file.

G.
Resignations/Retirements ‑ Disposition of Citations                  


1.
When an officer resigns or retires, every effort will be made by that employee to make a 
final disposition on every open traffic citation prior to separation from the Department.


2.
If open traffic citations remain after an employee leaves the Department, the employee's 
former supervisor will consult with the State's Attorney to discuss the disposition of such 
cases.  No request will be made to dismiss cases unless there are extremely extenuating 
circumstances.  


3.
If a summons is issued for the appearance in court of a former employee, that individual is 
required to do so, or sanctions can be imposed by the court. 


4.
When a former employee is to appear as a witness for the prosecution, arrangements 
should be made to provide the appropriate documents or evidence needed for court.

                 

                        
 

       
       


5.
All unissued traffic citations assigned to officers who resign or retire will be immediately 
forwarded to the records clerk for forwarding to the Motor Vehicle Administration.  The 
notation "Forwarded to MVA" will be recorded opposite the citation number on the Traffic 
Citation Issuance Ledger (EPD Form 47).

H.
Voidance of Citations

If an error is made while writing a citation, if an unused citation has copies lost or stolen, or, if citations have become unsuitable for issuance due to accidental exposure to rain, snow, etc., they may be administratively voided by the Chief of Police.  


1.
Officers requesting the voiding of a citation will forward all copies of the citation, along with 
a Citation Voidance Request (EPD Form 76) to his immediate supervisor for transmittal to 
the Chief of Police.  


2.
The Chief of Police may void a citation by inserting the void date in the violation date area of 
the citation, entering all officer information and signing the citation.  The word "VOID" shall 
be printed in bold letters across the front of the citation.

NOTE:
Any time the defendant receives their copy of the citation, it cannot be voided and must follow the normal procedure for citations issued by officers.


3.
The #1 and #4 copies of a voided citation, or photocopies of those copies if the #1 and/or #4 
copy was lost or stolen, and appropriate daily transmittal sheets shall be forwarded to the 
District Court for accountability.


4.
All other copies of a voided citation (#2, and #3), and appropriate daily transmittal sheet will 
be retained in accordance with the Department's established records retention schedule.  
The word "VOID" shall be entered on the Tally sheet for the corresponding numbered 
citation.  The Citation Voidance Request (EPD Form 76) will be filed in the personnel file of 
the employee requesting the voidance for a period of one year and then destroyed.

I.
Loss or Theft of Citations                          


1.
In the event all copies of a citation or a citation book are lost or stolen, the employee to 
whom it was issued will follow the procedure outlined in Chapter 22, Section IV dealing with 
lost or damaged department equipment.

                 

                        
 

       
       


2.
Upon review and approval of the required report by the Chief of Police, a copy of the report 
will be forwarded to the records division.


3.
The records division will notify the State Motor Vehicle Administration in writing concerning 
such loss or theft in order that they may adjust their records accordingly.

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

                  

                        
 

       
       

A.
Instructions for Completing the Citation 
                                    


1.
The Maryland Uniform Complaint and Citation, as prescribed by the Motor Vehicle 
Administrator pursuant to the Annotated Code of Maryland, is issued to all authorized law 
enforcement agencies within the State.  In order to accurately fill out the traffic citation, a 
separate Law Enforcement Manual, Automated Traffic Citation Instruction Booklet, has been 
issued by the Motor Vehicle Administration to all uniformed personnel.  Personnel will refer to 
this manual when completing the citation.


2.
Supervisors, when reviewing citations, shall ensure all vehicle type codes and arrest type c
odes have been entered and are legible.

B.
Traffic Citations and Arrest                            


1.
Section 26‑201 of the Transportation Article authorizes the issuance of traffic citations for 
violations as indicated within the subsection.  Section 26‑202 of the Transportation Article 
delineates circumstances in which a violator may be arrested for specific violations at the 
discretion of the officer.  There no longer is a differentiation between violators as to 
residence within this state, a state which has entered into a reciprocal agreement with this 
state, or a nonreciprocal state.  Therefore, at the officer's discretion, any person may be 
issued a traffic citation for any violation indicated in Sections 26‑201 or 26‑202, or may be 
arrested at the officer's discretion, under the circumstances contained in Section 26‑202.


2.
Any person arrested under circumstances indicated in Section 26‑202 of the Transportation 
Article, shall be taken without unnecessary delay before a district court commissioner.  If 
the violation for which the person was arrested requires incarceration, the district court 
commissioner will follow routine procedures concerning pretrial release.  However, if the 
violation for which the person was arrested is a non‑jailable offense, the district court 
commissioner must release the person on personal recognizance in accordance with the 
Supreme Court decision in Pulliam vs. Allen 104 S Ct 1970 (1984).


3.
If a person is arrested under circumstances indicated in Section 26‑202 of the 
Transportation Article, that person shall be taken without unnecessary delay before a District 
Court Commissioner unless the arresting officer, in his discretion, releases the individual upon 
the individual’s written promise to appear for trial; 26-202(c).
                  

                        
 

       
       

C.
Distribution of Completed Citations                                 


After completing the uniform citation and giving the defendant the number four copy, the officer should retain the remaining copies of the citation only until the end of his work shift.  At that time, copies #1 and #2 of the citation will be turned in to his immediate supervisor for processing.  The #3 copy will be retained by the arresting officer for subsequent court testimony.

D.
Miranda Applied to Traffic Investigations                                        


1.
Any person who is not allowed to sign a traffic citation for violations of the motor vehicle 
code must be advised of their constitutional rights before the product of the officer's 
incriminating questions can be used in court.


2.
Any person who will receive a citation for his violation and who is not placed in a custodial 
environment, need not be advised of his rights under Miranda.


3.
The prime consideration before questioning in any criminal or motor vehicle investigation is 
whether or not a custodial environment exists.  If it does, a statement of rights and the 
waiver are necessary.

E.
Non-resident Violator Compact


1.
A reciprocal agreement concerning the issuance of traffic citations to non-residents for 
traffic 
violations setting forth the action to be taken by the home jurisdiction when a citation is 
ignored has been entered into with many states.  The list of reciprocal states is maintained by 
the Motor Vehicle Administration, Driver Records Section.  Current lists may be obtained from 
the Driver Records Section, if required.


2.
In the event a resident of a reciprocal state fails to abide by the terms of a traffic citation, 
the District Court will send a notice to the defendant to settle the charge within fifteen days.  
If the defendant fails to comply with this notice, a copy will then be forwarded to the Motor 
Vehicle Administration, at which time they will immediately enforce the provisions of the 
reciprocal agreement and notify the non-resident's home jurisdiction reference the 
noncompliance.  At that time, the defendant will have his driver's license suspended in his 
home state, pending compliance with the terms of the traffic citation.



The Motor Vehicle Administration does not file a suspension notice on the non-resident's 
license in this State during this administrative process.  The suspension order appears only 
in the nonresident's home jurisdiction, pending compliance with the terms of the traffic 
citation.

                  

                        
 

       
       

F.
Juvenile Traffic Offenders                          


1.
A child sixteen years or older who has committed an act in violation of any provision of the 
Transportation Article or other traffic law or ordinance, except those violations prescribing a 
penalty of incarceration, falls within the jurisdiction of the District Court and shall be issued 
a uniform traffic citation.


2.
The Juvenile Court has jurisdiction over all children under sixteen years of age who have 
allegedly committed a violation of the Transportation Article or other traffic laws or 
ordinances.  The Juvenile Court also has jurisdiction over all children under eighteen years of 
age who have allegedly committed a violation of the Transportation Article or other traffic 
law or ordinance which prescribes as a penalty incarceration.


3.
A juvenile action shall be filed against every child who has allegedly committed a traffic 
violation that does not fall within the jurisdiction of the District Court.  These children shall 
not be issued a uniform traffic citation.


4.
If the child is charged with two or more violations of the Maryland Vehicle Law, another 
traffic 
law or ordinance, or the State Boat Act, allegedly arising out of the same incident and 
jurisdiction for one or more of these charges is with the District Court and with the juvenile 
court for others, the juvenile court shall exercise exclusive jurisdiction over all of the charges 
arising from that particular incident.


5.
For the purposes of this subsection, "child" means a person under the age of eighteen years.


6.
An Adult/Juvenile Arrest Record (EPD Form 30) will be completed for juveniles who are 
charged with jailable offenses.  This form along with other pertinent documentation will be 
forwarded to Juvenile Services for disposition.

            

                        
 

       
       

G.
Juvenile Driver Parental Notification
PURPOSE:



To correct inappropriate driving behavior among juvenile drivers (under 18 years of age) through aggressive enforcement and parental involvement.

 BACKGROUND

Nationwide, the leading cause of death among people aged 16-20 years is motor vehicle crashes.  Many of these crashes occur because of driver inexperience or inappropriate driving behavior.  Parental involvement, at an early stage, is critical in correcting the inappropriate driving behavior of their children.  With this in mind, the Elkton Police Department is taking a proactive approach to address this alarming statistic.

POLICY

 


The Support/Technical Services Bureau will track, on a monthly basis, all motor vehicle crashes involving juvenile motor vehicle operators.  These crashes will be listed in the following categories: Fatal Crashes and Investigated Non-Fatal Crashes.  The information to be tracked includes age, sex, race, and causative factor.  The Operations Bureau should also be cognizant of community events, i.e. proms, school athletic events, etc., and deploy their personnel in an effective manner to reduce the risk of juvenile motor vehicle crashes.

PROCEDURES

1.
Whenever a juvenile motor vehicle operator is stopped for a moving violation, seat belt 
violation, a violation of their provisional license, or is the “at fault” party in a motor vehicle 
crash, the officer will:



a.
Request the juvenile’s parent (s) name, telephone number, and address.  



b.
Advise the juvenile driver of the parental notification process.


2.
The duty officer will:



a.
Obtain all necessary information from the officer handling the traffic stop or crash, 

to include the juvenile’s name, the parent (s) name, telephone number, and 


address.

                  

                        
 

       
       




b.
Initiate a complaint control card for a notification.  Included in the remarks section 

of the card will be the juvenile’s name, parent’s name, telephone number, and 


“juvenile motor vehicle violation”.  The remarks will also include whether contact 

was made with the parents, and how many attempts were made. 




c.
Attempt to make immediate contact with the juvenile’s parent (s) to inform them of 

the circumstances.  In no case will parent notification be delegated to a civilian 


employee.



d.
Relay the information to the relief duty officer to attempt notification, if numerous 

attempts to contact the juvenile’s parent (s) have failed. 


3.
 If parental contact is not made within a 24-hour period, the Operations Bureau Commander  
(or his designee) will mail a letter (prepared by the Administrative Secretary from 
information provided by the Operations Bureau)(sample copy attached at the end of 
Chapter 25-Section IV) to the parent (s) of the juvenile.  The letter will include the following:



a.
Juvenile’s name



b.
Date/time of violation/crash



c.
Type of violation




d.
Location of violation




e.
Type of enforcement action taken




f.
Type of vehicle, including tag number




g.
Number of occupants in the vehicle

4.
The letter will not be used in lieu of issuing a citation or warning to the juvenile motor 
vehicle operator.  Officers have the discretion, based on the seriousness of the violation, to 
issue the appropriate documents.  

 
5.
In cases where the parent is present in the vehicle when the violation or crash occurs, the 
notification measures will not be initiated. 

 

 

                   

                        
 

       
       


6.
For juvenile drivers who refuse to provide their parents’ information, officers will not take 
any additional enforcement action.  Instead, the circumstances involving the encounter will 
be provided to the parents of the juvenile by letter.  When the parent(s) names are not 
known, the letter will be addressed to the “Parent(s) of - juvenile’s name”. 

H.
Special Category of Violators
     
1.
Foreign Diplomats/Families/Servants, and other consular officials.



a.
When a driver believed to have diplomatic immunity is stopped for a moving traffic 

violation and has proper and valid identification indicating immunity, the officer 


may issue an appropriate traffic citation or warning.  Issuance of a traffic citation 

does not constitute an arrest or detention.  The officer should give strong 


consideration to the issuance of a warning rather than a citation when coming in 

contact with a driver with diplomatic immunity.



b.
DWI - Of primary consideration in a DWI incident is assurance that the driver does 

not endanger himself or the public.  Preventive steps may include taking the subject 

to another location to permit sufficient recovery to drive safely, providing 


transportation, or taking other appropriate corrective action while  respecting any 

immunity that may apply.  Access to a telephone must be provided.



c.
The official, if entitled to criminal immunity, should not be subjected to any sobriety 

or other mandatory test, and, except in extreme cases, should not be restrained.  

The driver should be told that the officer's primary responsibility is to care for the 

safety of the official and the safety of others.  Force must not be used, except when 

necessary to prevent injury to the official or others, and then only to the absolute 

minimum.



d.
Papers, documents or archives of a person entitled to immunity or in a vehicle 


bearing valid federal diplomatic plates remain inviolable, even if the driver is 


restrained or the vehicle removed or immobilized.



e.
Telephone contacts for verification of Diplomatic status:   




1)
(202) 332‑1095 - Current status of federal diplomatic license tags, 



registration or other motor vehicle documentation  




2)
(202) 632‑0291 - Diplomatic agents and family members

                   

                        
 

       
       




3)
(202) 632‑0605 - Administrative and technical, service staff, and 

families




4)
(202) 632‑0706 - Consular personnel and families    

   


5)
(202) 632‑1716 - International organizations



After regular business hours, all inquiries should be made to the Command Center of the 
Office of Security, Department of State which operates on a 24‑hour basis.  (202) 632‑6173; 
632‑2412 United Nations (New York).  Verification information is also available from the Host 
Country Section of the U.S. Mission to the U.N. in New York:  (212) 826‑4440. After regular 
business hours, all inquiries should be made to the Communications Section of the U.S. 
Mission to the United Nations which operates on a 24 hour basis. (212) 826‑4449.


2.
The Lieutenant Governor and members of Legislature, under the Annotated Code of 
Maryland 




During the session of the General Assembly and for five days before and after the session, 
the Lieutenant Governor, a member of the General Assembly, or the Clerk thereof and their 
assistants, shall be privileged from being taken into custody except for treason, a felony or a 
breach of the peace.  The issuance of a traffic summons for a moving traffic offense is 
allowed, as is a physical arrest in the case of an offense involving DWI.

 
 

 

 

 

 

 
 

 

                    

                        
 

       
       

Suspension          

1.
Section 26‑204 (e) of the Transportation Article provides for the suspension of a traffic law 
violator's driving privilege upon his failure to appear in District Court in accordance with his 
promise when issued a traffic citation.  At its discretion, the Court may also issue "Failure to 
Appear" warrants in those cases that involve mandatory court appearances, repeat 
violators, etc.  To accommodate the present statute, the State Motor Vehicle Administration 
and the District Court have adopted the following procedures:




a.
On the day following the defendant's failure to appear as promised, the District 


Court will send a notice to the defendant to settle (either by personal appearance or 

remittance of the indicated fine) the original charge within 15 days after:





1)
the original date set for trial, or;





2)
any postponed trial dates.



b.
If the defendant fails to comply with this notice, a copy will be forwarded to the 


Motor Vehicle Administration, which will notify the defendant to pay the fine within 

10 days or his privilege to operate a motor vehicle will be suspended.



c.
If the defendant fails to resolve the matter by the end of the 10 day period, the 


Motor Vehicle Administration will suspend his license to drive and send an 


Administration Investigator to secure the defendant's license.





Should the defendant post the required bond or pay the fine at any time during this 

period, the Court has the responsibility of immediately canceling the suspension 

request made of the Motor Vehicle Administration.


2.
Section 26‑204 (c) of the Transportation Article provides for the issuance, by the Court, of a 
warrant for a defendant's failure to obey a written promise to appear for trial or forfeit the 
prescribed collateral.  However, this action is not taken as a matter of course, the Court 
preferring the violation to be handled by a suspension of the defendant's license through a 
notification to the Motor Vehicle Administration.  In those instances where defendants fail 
to appear in cases involving charges where a court appearance is mandatory, the Court will 
issue a bench warrant for the defendant's appearance.


3.
The District Court requires a posting of bond by violators who are apprehended for 
operating a motor vehicle while their license is suspended as a result of failing to appear or 
pay the fine.

                     

                        
 

       
       

A.  
Procedures          

Any time a motor vehicle summons or bench warrant is issued by the court and forwarded to this department for service, it will be immediately recorded in a Warrant Control Ledger and will have one copy of the Warrant/Summons Information Checklist (EPD Form 75) attached to it.  The required warrant information will be entered into METERS and NCIC.


If a summons or bench warrant is received by an employee directly from an official of the court or a warrant is served immediately after being issued, the records clerk will be given Department’s copy or a photocopy of the summons or bench warrant. The employee receiving the copy shall make an appropriate log entry in the Warrant Control Ledger and shall open a file for the documents provided.


Not less than each thirty‑day period, an inventory will be made of all open warrants.  When a warrant has been assigned for service longer than thirty days and not yet served, the assigned patrol supervisor will submit a detailed report to the Chief of Police explaining the specific reason why service has not been affected.


As a reasonable precaution to safeguard the custody of the original warrant, photocopies of the original warrant will be provided to the assigned squad for service.  Prior to service of a photocopied warrant, the serving officer will confirm that the original is still on file.  When warrants are served by other squads, the assigned squad will be notified so that the photocopy can be immediately destroyed.


1.
Warrants which require service in another jurisdiction will be entered into 


METERS/NCIC and then forwarded, with an appropriate endorsement, to the serving 

department.  The "Police Department" copy of the warrant or a photocopy will be 

retained in the warrant file with a copy of the endorsement.


2.
The Elkton Police Department has the primary responsibility for the initial attempt 

at service for all warrants or summonses obtained.  There will be twenty-four hour 

verification of the warrant or summons.  The "Police Department" copy of the 


warrant/ summons will be retained in the warrant file along with a copy of the 


endorsement.  The Warrant Case Assignment Log will indicate where the warrant 

was forwarded.

                     

                        
 

       
       


3.
All motor vehicle summonses and bench warrants that are forwarded to another 

department for service will be recorded in the Warrant Control Log.  If the wanted 

person is not arrested within sixty days, the warrant or summons will be returned to 

the Department and filed, and the appropriate disposition recorded in the Warrant 

Control Log.


4.
If the warrants are for misdemeanor cases, they will be retained in the file until they 

are subject to the administrative destruction outlined in Chapter 25.  At that time, 

the warrants will be returned by endorsement to the originator for review and 


destruction, if warranted, as provided by §1-605(d) of Courts and Judicial Proceedings, 
Annotated Code of Maryland.  In the case of warrants issued for felony offenses, the warrants 
will be retained by the Department until such time the originator requests its return.  A 
request for return of a warrant will be accomplished by the initiation of a "recall" METERS 
message to where the warrant was forwarded.


5.
A resume concerning warrants served or returned unserved will be included in the 

return endorsement.  Warrants 
received from outside this Department will be 


directed to the records clerk for initial endorsement.  Returns will be made by 


second endorsement.


6.
Whenever a warrant is served, such fact shall be immediately transmitted by 


initiating a "locate" message through METERS/NCIC.  If applicable, the originator will 

be responsible for immediately initiating a "recall" METERS message to the 


department to which the warrant was forwarded.


7.
Supervisors will ensure that a wanted person's name is immediately withdrawn 


from METERS/NCIC.


8.
All open warrants on file shall be checked on a quarterly basis to ensure they are 

presently in the open warrant file, or accounted for, and that all others have been 

closed.

                     

                        
 

       
       

B.
Administrative Destruction of Warrants                                      


1.
The Annotated Code of Maryland, Courts and Judicial Proceedings, Section 1‑605(b) (7), 
provides for the destruction of certain warrants following three years after issuance.  The 
Chief Judge of the District Court, on the recommendation of the Administrative Judge of any 
district, shall approve in writing the invalidation and destruction of certain warrants for 
arrest, if the Administrative Judge certifies to the Chief Judge that:



a.
each of the warrants are more than three years old;



b.
the warrant was properly delivered to an authorized law enforcement department 

for execution and service,  which was not affected; 



c.
each of the warrants was issued by a judicial officer of the court for:




1)
the arrest of the defendant in order that the defendant might stand trial on 


a misdemeanor offense.




2)
the failure of the defendant to appear for trial for a misdemeanor offense, 


as directed by the court.




3)
the failure of the defendant to make a deferred payment of a fine or costs 


as ordered by the court for a misdemeanor offense, or




4)
a violation of a probation order of the court entered in a misdemeanor 



offense.


2.
During the month of January of each year, it will be the responsibility of Communications to 
check all active warrants which fall under the guidelines enumerated above.  Additionally, 
upon the yearly anniversary of each open warrant's reception, a check will be made to 
determine if new information is available that would facilitate service, such as C.J.I.S. and 
M.V.A. computer inquiries.  In this manner, approximately one‑twelfth of the department's 
open warrants will be examined each month, spreading out the workload of this task.


3.
When a determination has been made to request administrative destruction of a warrant 
that meets established 
criteria, a Warrants Recommended for Invalidation and Destruction 
Form (DC-9) will be completed and forwarded to the Administrative Judge of the 
appropriate district court.

                     

                        
 

       
       


4.
 When correspondence is received from the court indicating that the warrant may be 
invalidated, the warrant will then be removed from file and the entry removed from 
METERS/NCIC.  The warrant will be forwarded to the Administrative Judge of the 
appropriate district for destruction.  The Warrant/Summons Information Checklist (EPD 
Form 
75) will then indicate that the warrant has been invalidated and destroyed.  It will be the 
responsibility of Communications to immediately remove the wanted person's name from 
METERS/NCIC when warrants are destroyed through the judicial administrative 
process.

 
5.
Once the warrant has been invalidated and destroyed, the "Police Department" copy of the 
warrant, along with accompanying forms and correspondence, will be placed in the File, 
Warrants Closed, for the indicated retention period.  The Warrant Case Assignment Log File 
will reflect the date of closure.  If applicable, a supplemental report to the original 
investigative case will be submitted, closing the case by exceptional clearance.

 


6.
Before any warrants are administratively destroyed, a final attempt will be made to serve 
the warrant.  Additionally, consideration will be given for retaining those warrants issued for 
defendants against whom property is being held, e.g., motor vehicles, firearms, or other 
similar property.

 


7.
In those instances when warrants do not qualify for the administrative destruction outlined 
above, i.e., felony warrants, and it is determined by the Chief of Police that the warrant 
should be quashed, the State's Attorney's office in the particular jurisdiction shall be 
contacted.  The State's Attorney's office can provide the proper guidance and instructions as 
to the procedures for quashing the warrant.  It will be the responsibility of Communications 
to ensure that the wanted person's name is withdrawn from METERS/NCIC immediately 
upon 
receiving the decision to quash the warrant.

 
 

 
 
                     

                        
 

       
       

A.
Issuance


Traffic law enforcement is a continuing program of education.  As previously mentioned, there are occasions when an officer may determine that the goal of traffic safety may be achieved through the issuance of a written traffic violation warning rather than a citation.  Written warnings have a definite place in the traffic enforcement program; however, their issuance must be carefully administered and controlled.


In every instance where a driver of a vehicle is stopped for the purpose of warning for a violation of the Motor Vehicle Law, a written warning shall be issued.  Verbal admonitions shall not be made as substitutes for written warnings.  In addition, by keeping verbal exchange to the minimum required for completing either the written warning or citation, the opportunity for arguments and friction is greatly diminished.  The officer should limit himself to merely pointing out the nature of the violation and the resulting consequences.

B.
Distribution            

 
Whenever a written warning is issued, the original copy will be submitted daily to the records clerk.  The third copy will be given to the violator and the second copy will be retained in the book by the officer.

C.
Tallying        


Warnings will be tallied on the monthly Activity Summary and may be compared with the Officer Monthly Activity Report (EPD Form 5) as an administrative control, if necessary.  Warnings will be destroyed in accordance with the established retention schedule.

D.
Field Interview Report                        


1.
Purpose - Elkton Police Department Form 98 is designed as a combination Warning and Field 
Interview Report (FIR).  The FIR may be used to record observations of the patrol force that 
do not, by themselves, warrant further action but may prove of 
interest in present or future 
investigations.  Use of the form establishes simple yet structured communications between 
the patrol officer and the investigator.  The FIR will be used to record unusual or 
questionable occurrences observed as a result of routine patrol that are potentially of 
interest, but do not warrant arrest or completion of an Incident Report.  When an individual 
and/or vehicle's location, 
                     

                        
 

       
       



actions, or time of day is sufficiently out of the ordinary to arouse an officer's concern, the 
observation portion of the form will be completed.  For the most part, FIR's will be 
completed as a result of passive observation or incidental to a motor vehicle stop.  In these 
instances, identification information is not required to be obtained in the course of 
completing the traffic stop.


2.
 Field Interview Reports of individuals should be completed with discretion and little or no 
disruption to the observed. Completion of the form does not provide any additional 
authority to stop and detain an individual in order to obtain information.  Before an 
individual is stopped and interviewed, the officer should be able to articulate specific facts 
that establish a reasonable suspicion that a crime has been or is about to be committed.  
The officer is cautioned that unless such reasonable suspicion can be established and/or the 
individual has committed a motor vehicle violation, there is no statutory authority to 
demand identification.


3.
Where reasonable suspicion is not present or when an individual lawfully declines to 
furnish identification, the Report should still be completed in as much detail as possible.


4.
Passive observations of individuals, vehicles or events that do not require or justify 
interaction with the observed should also be recorded on the FIR.  Such observation 
would include but not be limited to such things as a vehicle parked in an unusual 
location or a light not normally seen lit in a building.  

5.
The reason for completing the report should be entered on the form.  Generalities such as 
"acting suspicious" or "wrong neighborhood" are insufficient.  Both the reason for the stop 
and observations made during the stop should include as much factual detail as possible.  
Should the information be used in a criminal investigation, it may be necessary to testify 
from that form months later in court.


6.
 Whenever an FIR is written, the original copy will be submitted daily to the employee's 
supervisor who will review them for sufficiency and appropriate documentation.  
Supervisors will forward the reports daily to the Criminal Investigations Division where they 
will be filed chronologically by patrol sector.  Reports that have not become part of a 
particular investigation within ninety days of issue will be reviewed for consideration for 
further retention or destroyed.

                     

                        
 

       
       

E.
School Bus Violation Warning Letter


1.
Pursuant to Maryland law, the operator of a school bus which meets the requirements of 
Section 21‑706 of the Transportation Article may, upon observation, report to any police 
department any vehicle that fails to stop for a school bus displaying its alternating flashing 
red lights as required by Section 21‑706 (a) of the Transportation Article.


2.
 Section 21‑706.1 of the Transportation Article requires any police department receiving 
information of a violation of Section 21‑706 to notify the registered owner of the vehicle 
alleged to have committed the violation.


3.
Upon receiving information described above, the installation will document the incident by 
initiating a complaint control card and document the action taken by completing the 
remarks section of the complaint control card, indicating that the registered owner has been 
notified.

 

 

 

 

                      

                        
 

       
       

A.
Issuance of Repair Order


1.
When a Maryland registered motor vehicle, trailer, or semi‑trailer is stopped for apparent 
defective equipment, a Safety Equipment Repair Order (MSP Form 157), will be issued for 
such defects, except when the vehicle is operated using interchangeable Maryland 
registration (dealer, wrecker, special mobile equipment, etc.); temporary registration; 
historic registration; or mobile home registration.  The SERO program is applicable to 
Maryland registered motor vehicles only. 


2.
The No. 1 copy will be forwarded daily to the Automotive Safety Enforcement Division of the 
Maryland State Police and the No. 2 copy retained by the officer unless otherwise specified 
by his supervisor.  The No. 3, 4, and 5 copies shall be given to the operator, and he shall be 
advised that the defects must be corrected at any place of his choice within 10 days from 
the date of issuance of the Repair Order.  He shall further be advised that verification of 
repair 
of such defect (s) must be made by a Maryland Authorized Inspection Station.  If the 
defects on the vehicle are such that the correction of the defect can be certified by visual 
inspection and without the use of testing equipment, the owner may take the vehicle to a 
Maryland State Police installation or a participating police department for such visual 
inspection, and upon written certification, shall mail in the postcard portion, with
appropriate postage affixed, to be received by the Automotive Safety Enforcement Division 
(ASED) within 30 days after date of issuance.  Multiple defects will be noted on one Repair 
Order.


3.
Guidelines for the issuance of SERO's will be furnished by ASED.

B.
Visual Certification by Police Departments                                        


1.
The Maryland State Police, Automotive Safety Enforcement Division will furnish guidelines 
for the certification of SERO's.


2.
Defects followed by a star on the Safety Equipment Repair Order may be certified by the 
State Police and participating local police departments.  Only these defects, or any 
combination thereof, will be certified.  If any other defect is indicated, the vehicle must be 
taken to an Authorized Inspection Station for certification of the Repair Order.  The Truck 
Weight Enforcement Division of the Maryland State Police will only certify said defects on 
commercial vehicles over 10,000 pounds GVW during operational hours at the various Scale 
Houses throughout the state.
 

                       

                        
 

       
       

C.
Duplicate Repair Orders                       


1.
A duplicate Repair Order may be issued from the issuing officer's copy, from information 
obtained from the Automotive Safety Enforcement Division (if the Repair Order number is 
known), or from a Notice of Suspension received by the vehicle owner, which will contain 
the information needed to issue a duplicate Repair Order.


2.
When a duplicate is requested from the Department and the person does not have a Notice 
of Suspension, contact the Automotive Safety Enforcement Division by phone and if the 
Repair Order number is known, the necessary information will be furnished from the ASED 
file copy.  If the Repair Order number is not known, the person will be advised to the contact 
ASED for disposition.

D.
Release of Registration Suspension


Releases of registration suspension will be handled by Maryland State Police ASED personnel only.  The License Tags Release Authorization Form will be used for this purpose.  Citizens needing releases will be referred to the Maryland State Police ASED.
 

 

 

 
 

 

 

 

 

 

 

 

                        

                        
 

       
       

 A.
Disabled Vehicles


Disabled vehicles must not present a danger to other vehicles on the roadway.  If any risk to other vehicle is present, the vehicle will be towed.  If the vehicle owner is present, the owner will be given reasonable time to obtain a private tow company.  If the vehicle is unattended, or the vehicle owner is not able to have the vehicle towed in a reasonable amount of time, the vehicle will be towed by the officer and a Vehicle Report (EPD Form 19) will be completed. 

B.
Emergency Assistance Waiver                      


One of the roles of the officer is to render assistance to the motorist whose vehicle is disabled or in need of emergency assistance. Whenever an officer responds to assist a motorist with the keys locked in a vehicle an Emergency Assistance Waiver (EPD Form 14) will be completed. Other requests for assistance will be documented on a Complaint Control Card, with any action noted on the card.

 

 

 

 

 

 

 

                         

                        
 

       
       

A.
Radar     


1.
The purpose of these procedures is to establish uniformity in the operation and use of radar 
(radio detection and ranging device).


2.
Radar should be used for the following purposes:



a.
For enforcement in high accident areas where speed violations are a causative factor.



b.
To evaluate complaints concerning speed violations. 



c.
For enforcement in suspected high speed violation areas. 



d.
To conduct traffic volume and speed percentile surveys.


3.
The Chief of Police will designate a radar supervisor and they will be responsible for the 
following:

  

a.
The condition of radar equipment and its accountability.

  

b.
The preparation of radar maintenance schedules in accordance with the purposes 

listed herein.



c.
The maintenance of radar files.


4.
Only trained and authorized personnel will be permitted to operate radar equipment.


5.
Officers are required to have radar training and certification prior to the use of radar for 
enforcement purposes and prior to testifying in court.  Officers are required to demonstrate 
their competence in using radar under varying conditions in supervised field performance 
tests.  Officers are prepared to cite/display training received or certification issued during 
court testimony.  In order to be certified, officer must attend classroom and field training on 
equipment operated by the Department. 



The Radar Supervisor will issue a Radar Operator's Certification Card upon successful 
completion of the combined classroom training and on‑the‑road (hands-on) training.  A 
copy of this certification will be included in the officer’s personnel file.


6.
All equipment will be tested for accuracy before and after each operation utilizing any 
internal calibration check provided in the particular unit, and by the use of a tuning fork in 
the manner recommended by the equipment manufacturer.

                         

                        
 

       
       


7.
Radar will be used in conformance with the following:



a.
When working as a stop team, the stopping team will be positioned within sight of 

the radar operator for violator identification purposes.



b.
There will be no modifications made to or used with the Department's radar 


equipment.  Radar operators shall use only parts or accessories such as 



manufacturer's remote controls that are issued by the radar manufacturer.



c.
All radar units shall be mounted according to manufacturer's instructions as 


outlined in the operator's manuals.  Proper brackets shall be utilized for the 


respective radar units with the exception of the Hand Held units when operated in 

the hand held position.  Proper mounting brackets (either window or dash mount 

brackets) and safety straps are provided and shall be used to secure the radar 


antenna/unit to help prevent the possibility of injury to the radar operator or 


passenger(s).  


d.
Under no circumstances will any part of the radar unit or its accessories be used or 

operated outside the vehicle during adverse weather/road conditions, so as to 


expose components to any degree of moisture.



e.
Foot stopping team procedures (daylight only):




1)
The radar operator's vehicle will be positioned to accurately record the 



speed of vehicles on the site roadway and will have the stopping team in 


view to verify the identity of the stopped vehicle.




2)
Members of the stopping team will exercise primary concern for their own 


safety and the safety of 
violators being stopped.  Upon completion of 



officer‑violator contact, assistance and direction will be 
furnished in the 


interest of helping the motorist return safely to the traveled portion of the 


roadway.



f.
The ultimate responsibility for any radar operation rests with the radar operator.

                         

                        
 

       
       


8.
Calibration and Repairs                       



a.
 Department radar units will be calibrated annually.  The Radar Supervisor is 


responsible for scheduling radar units for calibration with an authorized electronics 

representative.  The original calibration certificates will be filed under OPS 34 


(RADAR Speed device), and copies will be maintained by the Radar Supervisor.



b.
To request calibration/repair work for a radar unit, deliver the unit and a written 

memorandum to the Radar Supervisor, detailing the problems noted.  The 


memorandum, along with the radar unit will be sent to a manufacturer’s 


representative for repair.  The name of the radar operator requesting the service 

must be on the memorandum.



c.
1)
  A radar supervisor will be the rank of Corporal or above assigned to the 


Patrol Division or traffic unit.




2)
The supervisor will have proficiency in the use of the Radar and should be a 


certified instructor (MPTC) capable of training others.

B.
License Plate Recognition (LPR)     


1.
PURPOSE



To establish guidelines for the deployment, maintenance, training, and data storage 
associated with the usage of License Plate Recognition (LPR) systems by Elkton Police 
Department (EPD) personnel.


2.
MISSION



The objective of the LPR program is to increase the safety on Maryland roadways while 
reducing the impact of economic issues caused by the auto theft and other vehicle related 
crimes.  The EPD is committed to increasing the detection of stolen vehicle, vehicles with 
revoked or suspended registrations, uninsured vehicles, vehicles operated by drivers with 
suspended or revoked licenses, other vehicle related crimes that impact the safety of 
citizens, and finding wanted and missing persons.

                         

                        
 

       
       


3.
OVERVIEW



a.
The identification of stolen vehicles, stolen license plates, and wanted and missing 

persons are the primary focuses of the LPR program.  LPR technology uses 


specialized cameras and computers to quickly capture large numbers of license 


plate photographs and compares them to a list of plates of interest.  The plates of 

interest are referred to as a “hot list”.  LPR systems can identify a target plate 


within seconds of contact allowing law enforcement to identify target vehicles that 

may otherwise be overlooked.  LPR systems also record every license plate they 


scan and record the location, date, and time of each license plate read.  In Elkton, 

the technology is available in mobile systems mounted on police vehicles.  Mobile 

LPR systems are designed to allow officers to patrol at normal speeds while the 


system reads license plates it comes in contact with and alerts the officer if there 

is a match to a “hot list”.



b.
The Maryland Coordination and Analysis Center (MCAC) will house an LPR System 

Operations Center, which is the central clearinghouse for all license plates scanned 

by LPR systems.  It is maintained by MCAC personnel designated by the MCAC 


Director.  The Operations Center is a data collection and reporting tool.  All LPR 


system data collected will be maintained on the Operations Center server at MCAC.  

The Operations Center provides a database, inquiry tool, history tracking, 


and reporting for the entire LPR program.  It manages and provides storage and 


search structure for the license plate information being collected in the field.



c.
The Operations Center acts as a secure intra-net site, allowing only personnel with 

password protected access to some or all of the license plate data collected.  The 

Operations Center receives all scanned reads collected by fixed and mobile LPS 


systems deployed throughout the State and organizes the data into a central 


database.  The central database supports the reporting and query functions.  


Authorized MCAC personnel have the ability to:




1)
look for a license plate or partial license plate in the history and view the 


image and location of matches;



     
2)
view maps with the location of plate reads and alarms;




3)
view statistical reports on reads and alarms; and



     
4)
view reads and alarms for a specific geographic area and time frame.


                         

                        
 

       
       


4.
POLICY



a.
Installation and Maintenance




1)
Mobile LPR systems will be installed in EPD vehicles as determined by the 


Chief of Police or his designee.




2)
The Bureau of Support Services will be responsible for coordination of 



installation of the LPR system equipment in EPD vehicles.




3)
The Bureau of Support Services will be responsible for maintaining the 



detailed inventory record.




4)
The Commander, Bureau of Support Services must pre-approve the 



installation or transfer of any LPR system.




5)
Any damage to LPR systems will be reported immediately according to 



established policy and procedures related to the loss of or damage to EPD 


equipment.




b.
LPR Cleaning and Maintenance - LPR equipment should be cleaned and maintained 

according to the manufacturer’s recommendations.



c.
Mobile LPR Systems




1)
LPR equipment provides access to stolen and wanted files and is used in 



furtherance of criminal investigations.




2)
No member may use or authorize the use of the equipment or database 


records for any other reason.




3)
Only qualified, trained employees will be authorized to use the system.




4)
The mobile data computer in the vehicle will act as a video monitoring center.




5)
The MCAC LPR Program Administrator or designee will ensure “hot lists” are 


updated at the 
beginning of each shift.  The updated “hot lists” will be 



transmitted to the LPR systems through an encrypted VPN.




6)
All scanned LPR data will be transmitted to MCAC through an encrypted 




VPN and purged automatically from the video monitoring center after one day.


                         

                        
 

       
       




7)
All data scanned by the LPR system is transmitted to the mobile data 




computer inside the vehicle and checked against the daily “hot list”.   When 



an alarm is received alerting personnel of a positive “hit”, a digital image of 



the license plate will be displayed on the mobile data computer 
screen for 



review.



8)
Personnel who receive an alarm of a positive “hit” on a scanned license 



plate will compare the digital image of the license plate to the NCIC 



information to verify the “hit”.  Verified positive “hits” will be accepted by 


activating the “accept” alarm key on the video monitoring screen.  When an 


alarm does not result in a verified positive “hit”, personnel will activate the 


“reject” alarm key.  A positive “hit” alone does not establish probable cause.  


The hit must be confirmed prior to taking any enforcement action.




9)
Personnel will provide the information by radio to the Dispatch Center’s 



Police Communications 
Operator (PCO) prior to taking enforcement action. 


The PCO will immediately attempt to confirm the hit.




10)
Supervisors will be responsible for overseeing the LPR systems assigned to 


personnel under their command, ensuring compliance with Department 


policy.




11)
Personnel assigned mobile LPR systems will be responsible for the following:





a)
Ensuring that all custom manual inputs have a legitimate law 




enforcement purpose.  This option should only be utilized in cases 



where crimes (e.g. stolen vehicles, radio item broadcasts, etc.) are 



reported.





b)
Ensuring that custom manual inputs are approved by the duty 




officer before their entry into the MCAC Operations Center.





c)
Requesting that the MCAC LPR Program Administrator manually 



enter the registration information into the Operations Center.  The 



request will be documented in the offense report.





d)
Submitting a monthly report of LPR statistics and arrest narratives 



to the Bureau of Support Services by the 3rd of every month.

                      

                        
 

       
       



d.
Hit Verification  




1)
At this time, the LPR system does not interface with real time METERS and 


NCIC data.




2)
The information received from license plates that are recognized as positive 


“hits” is dated and may be up to 24 hours old.




3)
Personnel must verify all positive “hits” through METERS and NCIC and 



follow all departmental policies and procedures.




4)
The LPR system is ONLY to be used as an investigative tool.  Confirmation is 


essential prior to a stop.
        

e.
Emergency Operations




1)
During the course of normal law enforcement duties, incidents may occur 


that require immediate 
assistance.  The LPR system can be a valuable tool in 


these situations, such as alerts, bank robberies, 
or other violent crimes and 


can help bring the incident to a safe and successful conclusion.




2)
All license plate information related to AMBER, Silver, and Blue alerts will be 


immediately entered into the Operations Center’s LPR server by MCAC 



personnel.  The “hot list” will be updated with the alert information and 



transferred in a timely manner to all LPR systems.


 

3)
In the event of a critical situation with vehicle registration information, the 


deployment of an LPR system can maximize the coverage area to search for 


any vehicle involved.




4)
LPR equipped vehicles should be directed to patrol areas which are likely to 


increase the chance of encountering the vehicle.




5)
The duty officer will contact the MCAC LPR Program Administrator or 



designee and request that the Operations Center’s LPR server be searched 


to determine if any mobile or fixed LPR systems had previously encountered 


the target plate.

                      

                        
 

       
       



f.
Reporting




The Bureau of Support Services will be responsible for the following:


 

1)
Consolidating all LPR statistics and arrest narratives into one monthly 



report.
This information will be detailed on a Form 17 and forwarded to the 


MCAC LPR Program Administrator by the 5th of each month.  A copy will be 


retained at the EPD.




2)
Maintaining a separate file for each LPR system.  Each file will include all 


monthly reports submitted by the LPR user.




3)
All LPR reports shall be retained for a minimum of the current calendar year 


plus one year.

 

 

 

 

 

 

 

 

 

 

 

 

 

                       

                        
 

       
       

A.
Introduction


The offenses of driving a motor vehicle while intoxicated, under the influence of alcohol, under the influence of alcohol and drugs, under the influence of drugs, homicide by motor vehicle while intoxicated, and homicide by motor vehicle while under the influence of alcohol are serious misdemeanors.  Personnel arresting and charging individuals with these violations must ensure that sufficient probable cause exists to support such allegations.  All references to sections contained herein are from the Transportation Article, Courts and Judicial Proceedings and Criminal Law 2-501 through 2-506

B.
Arrest Procedures                 


The following procedures will be followed in making arrests for these offenses.


1.
The arresting officer's attention must be drawn to some unusual or illegal operation of the 
motor vehicle or signs of intoxication in the driver's physical appearance.


2.
Apprehension must be made by the officer at the earliest possible time.


3.
Drivers detained for suspicion of driving while intoxicated, under the influence of alcohol, 
under the influence of alcohol and drugs, under the influence of drugs, homicide by motor 
vehicle while intoxicated, and homicide by motor vehicle while under the influence of 
alcohol may be administered a preliminary breath test after being advised of their rights to 
take such test.  The right to communicate with an attorney prior to making a decision 
whether to submit to or refuse to submit to a PBT test shall not be offered to the accused.


4.
The results of a preliminary breath test will only be used by the arresting officer as a guide 
when developing probable cause to support an arrest for driving while intoxicated, under 
the influence of alcohol, under the influence of alcohol and drugs, under the influence of 
drugs, homicide by motor vehicle while intoxicated, and homicide by motor vehicle while 
under the influence of alcohol.  The preliminary breath test does not replace other methods 
of developing probable cause for the arrest.


5.
If sufficient probable cause exists, the driver will be advised he is under arrest based on his 
driving and physical condition.  Upon request, the results of the PBT may be given to the 
driver after he submits to an evidentiary test, or has refused any type of test for alcohol and 
the two hour limitation has expired.

                       

                        
 

       
       


6.
If, after observation of the driver, the driver's operation of the vehicle and a review of the 
PBT results, if taken, it is the officer's opinion that the individual's driving behavior was 
caused by the consumption of alcohol or drugs, the person will be placed under arrest and 
Communications will be notified to initiate a Complaint Control Card.

C.
Administrative Per Se Law                         


Maryland law governing the arrest of persons suspected of operating a motor vehicle while under the influence of alcohol, or while under the influence of any drug or combination of drugs and alcohol is based on a concept called Administrative Per Se.  This means that the arresting police officer is empowered to provide an immediate administrative sanction, through the Motor Vehicle Administration, against the accused driver, independent of judicial processes.  If the driver either refuses to submit to a test to determine the alcohol concentration in his blood, or consents to take a test and the results indicate an alcohol concentration of 0.08 or more, the police officer is authorized to confiscate the driver's license at the time of arrest.  Additionally, certain expanded mandatory and automatic license suspensions will be imposed by the MVA.  This is the essence of Administrative Per Se, the effect of which has been dramatic against alcohol related crashes in other states using this law.


1.
The most critical element that governs the success of Administrative Per Se is the ability of 
the arresting police officer to follow the procedural elements of the arrest, particularly in 
regard to the listing of the reasonable grounds for arrest on the Motor Vehicle 
Administration Form DR‑15A.


2.
If an officer stops or detains any person who the officer has reasonable grounds to believe 
is, or has been driving or attempting to drive a motor vehicle while intoxicated or under the 
influence of alcohol; while under the influence of any drug or combination of drugs and 
alcohol; driving in violation of an alcohol restriction; or, driving in violation of section 
16‑813 (relating to commercial motor vehicles); and, who is not unconscious or otherwise 
incapable of refusing to take a chemical test for alcohol, the officer shall:



a.
detain the person



b.
request that the person permit a test to be taken of the person's blood or breath to 

determine the alcohol concentration of the person's body, and

                       

                        
 

       
       



c.
advise the person of the administrative sanctions that shall be imposed for refusal 

to take the test and for test results indicating an alcohol concentration of 0.08 or 

more at the time of testing.


3.
If the person refuses to take the test or takes a test for alcohol which results in an alcohol 
concentration of 0.08 or more at the time of testing, the officer shall:



a.
confiscate the driver's license issued by this state;



b.
personally serve an order of suspension on the person;



c.
issue a temporary license to drive;



d.
inform the person that he/she has ten days to request a hearing to show cause why 

the driver's license should not be suspended concerning the refusal to take a test or 

for an alcohol concentration of 0.08 or more;



e.
advise the person of the administrative sanctions that shall be imposed in the event 

that he/she fails to request a hearing, or upon an adverse finding by the hearing 


officer, and;



f.
within seventy-two hours after the issuance of the order, send any confiscated 


driver's license, copy of the suspension order (MVA Form DR‑15A ), and a sworn 

statement to the administration.


4.
Motor Vehicle Administration Form DR‑15, Advice of Rights, shall be read, word for word, to 
the suspected driver.  If the person refuses to take a test, the license suspension periods 
listed on the DR‑15 are mandatory.  For persons taking the test with a result of 0.08 or 
higher, restricted licenses may be issued under certain circumstances by the Motor Vehicle 
Administration.



a.
For violations of Section 21‑902 not involving the death of another, arrested 


individuals will:




1)
be advised of their rights to a test to determine the alcohol concentration of 


their body.  The Advice of Rights Form (MVA DR‑15) will be read to the 



arrestee.

                       

                        
 

       
       




2)
not be advised of Miranda rights until after testing requirements are 



completed or refused.




3)
upon request of the arrestee, he will be permitted a reasonable opportunity 


to communicate with counsel before submitting to a test for alcohol 



concentration, as long as such communication will not substantially 



interfere with the timely administration of the testing process.  The court 


has not established a definitive time period as to what constitutes an 



unreasonable delay, although the statute itself mandates that in no event 


may the test be administered later than two hours after the driver's arrest.  


There is no requirement to wait the entire two hour period before requiring 


the arrestee to make an election regarding a test.  However, the court has 


required that arrestees be given a "reasonable time" in which to contact 


and consult counsel.





a)  
DWI suspects requesting communication with an attorney or 




another individual when deciding to submit to an evidentiary test 



for alcohol concentration may be permitted telephonic and/or 




personal (face to face) communication with that individual.  




Personal contact may be permitted if the individual to be contacted 



is present at the time the test is offered or is capable of responding 



to the test location and completes the contact in sufficient time to 



permit testing within a reasonable time.





b) 
An attorney may wish to administer a preliminary breath test or 



another type of breath test on the arrestee prior to a decision to 



take or refuse a test.  The court has ruled that such tests cannot be 



prohibited.  However, under no circumstances will Department 




equipment be used.  The arrestee may not be given anything to eat, 



drink, smoke, or take orally or intravenously, and the arresting 




officer must be present in the same room to observe the arrestee.  



Officers will not eavesdrop or otherwise attempt to overhear any 



discussions between the arrestee and counsel.

                       

                        
 

       
       





c)  
After consultation with an attorney, if the arrestee requests one, or 



after the arrestee has been given a reasonable time to contact and 



consult with an attorney, the arrestee shall be advised that a 




decision to elect to take, or to refuse to take a test must be made.  



If the arrestee fails to make a decision, he will be advised that he 



has refused to submit to a test and the MVA Form DR‑15A, 




"Officer's Certification and Order of Suspension" will be submitted 



to the MVA in accordance with established procedure.




4)
be permitted to have his attorney or a physician of his own choosing 



administer a test, utilizing privately owned equipment after submitting to 


the test administered at the direction of the arresting officer.



b.
If a person is involved in a motor vehicle accident that results in the death or life 

threatening injury to another person and the officer has reasonable grounds to 


believe that the person has been driving or attempting to drive while intoxicated, or 

while under the influence of alcohol, the individual may be:




1)
advised of the charges being placed, or which may be placed 




2)
read the advice of rights (MVA Form DR-15 Revised) word for word



3)
encouraged to take the test; however, physical force will not be applied to 


have the arrestee submit to such testing



4)
upon request, granted an opportunity to communicate with an attorney 


as provided for in this Subsection (a. 2 through 3)

5.
The following will apply when a test is refused:



a.
For violations of Section 21‑902 not involving the death or a life threatening injury 

to another:




1)
the arresting officer will complete the "Officer's Certification and Order of 


Suspension" (MVA Form DR‑15A) and forward it to MVA within seventy-two 


hours of the apprehension.  A copy will be provided to the arrestee.

                       

                        
 

       
       




2)
The individual should be charged with "driving while intoxicated," Section 


21‑902(a).  Depending upon the advice and policy of the State's Attorney 


for the respective area, the individual may also be charged with "driving 



under the influence of alcohol," Section 21‑902(b).



b.
If a person is involved in a motor vehicle accident that results in the death or life 

threatening injury to another person and the officer has reasonable grounds to 


believe that the person has been driving or attempting to drive while intoxicated, or 

while under the influence of alcohol or drugs:




1)
the investigating officer should consult with the State's Attorney for advice 


in obtaining the required test.




2)
the use of force to obtain the test required in sub‑section 16‑205.1(c) of 


the Transportation Article is prohibited.




3)
if the individual will not participate in the testing and ultimately no test is 


completed, the arresting officer will initiate the Officer's Certification and 


Order of Suspension (MVA Form DR‑15A), and forward to MVA within 



seventy-two (72) hours of the apprehension. 




4)
The appropriate charges, i.e., driving while intoxicated, homicide by motor 


vehicle while intoxicated, or homicide by motor vehicle while under the 



influence of alcohol will be placed against the individual 
based on policy 



established with the State's Attorney's office.


6.
If the individual agrees to take a test, the arresting officer shall notify the appropriate 
Maryland State Police installation of this fact so that qualified test personnel may be 
notified and be ready to give the test.  All tests, regardless of type, must be given within a 
period of two hours of the time of apprehension.


7.
If an individual fails to take any of the required alcohol tests within two hours or a drug 
recognition expert (DRE) requested drug test within four hours of the time of apprehension 
and it is apparent that such failure to comply is the result of intentional subterfuge or 
delaying tactics, he shall be presumed to have "refused" and proper action shall be taken.


8.
All entries of results of breath tests will be completed by the Breathalyzer operator on MSP 
forms at the time of the test. 

                       

                        
 

       
       


9.
When an individual has been tested at a Maryland State Police Barrack, the Breathalyzer 
operator will provide the arresting officer with a copy of the test results and other necessary 
information. This information will be included in the DWI Report.

D.
Breath Test           


1.
Only a properly certified Breathalyzer operator will make the examination. 


2.
A chart indicating the proper charges based on the age of the defendant, BAC level, court 
ordered restrictions and CDL status is included in this policy for clarification.  (See page 25-XI-10)


3.
The results of the Field Sobriety Tests and any other relevant evidence in the preparation of 
DWI Cases for trial should be included.  Each officer must be prepared in the event the 
defendant refuses the breath test or the test results are not available.


4.
If the results are 0.07 or below, and this reading is not consistent with the officer’s 
observations as the individual appears to be extremely intoxicated, a Drug Recognition 
Expert should be requested to conduct a drug evaluation upon the individual.  It is an 
established fact that a substantial number of drivers use drugs either alone or in 

combination with alcohol, which will significantly impair the individual’s ability to operate a 
vehicle 
safely.  If the individual is found to be under the influence of drugs or a combination 
of drugs and alcohol, the defendant, consistent with the advice or policy of the State’s 
Attorney, should be charged with “Driving Under the Influence of drugs or Drugs and 
alcohol”, Section 21-902.


5.
All breath tests will be conducted in accordance with procedures established by the 
Toxicologist, Post Mortem Examiners Commission, State of Maryland, and adopted by this 
Department.  These procedures may be found in the "Regulations of the Toxicologist, Post 
Mortem Examiners Commission, State of Maryland, Regarding Tests of Breath and Blood for 
Alcohol."

E.
Blood Test          


The test of blood will be administered in accordance with the Article of Courts and Judicial Proceedings, Section 10‑305.


1.
Only the blood alcohol collection kit approved by the Toxicologist, Post Mortem Examiners 
Commission will be used for the withdrawal of blood.

                       

                        
 

       
       


2.
Only those persons approved under the provisions of Courts and Judicial Proceedings, 
10‑304 8 and/or the Toxicologist, Post Mortem Examiners Commission, will be utilized to 
withdraw blood.


3.
The arresting officer should witness the withdrawal of blood to prevent the medical 
personnel from having to appear in court.


4.
The arresting officer will be responsible for properly filling out all forms used in conjunction 
with the blood alcohol collection kit.


5.
The arresting officer will be responsible for sealing the blood kit and forwarding it to the 
Maryland State Police, Chemical Test for Alcohol Unit (CTAU) via first class U.S. Mail unless 
the circumstances dictate personal delivery.

F.
Preliminary Breath Test


1.
Only the preliminary breath test equipment approved by the Toxicologist, Post Mortem 
Examiners Commission will be used.


2.
Only those persons approved by the Toxicologist will be authorized to administer 
preliminary breath tests.  A certificate issued to an individual will be evidence of satisfactory 
completion of the course of instruction.


3.
The Chief of Police will designate a supervisor, who will be responsible for maintenance and 
certification of the preliminary breath testing equipment belonging to the Department. The 
supervisor will be responsible for preliminary breath testing and submission of required 
reports to the MSP CTAU.


4.
The results of preliminary breath tests, offered, refused, calibration, and subjects tested will 
be recorded on the Preliminary Breath Test Log (MSP Form 104) by the arresting officer. 



a.
Pages in the PBT Log will be consecutive, starting with page 1, and will not be 


renumbered at the beginning of each new year.



b.
A new page will be initiated to start a new year.


5.
All PBT devices used in Maryland must be registered with the Maryland State Police 
Chemical Test for Alcohol Unit.  The CTAU shall maintain records of all registered PBT 
devices.  
                       

                        
 

       
       


6.
Each PBT device used will be checked once each month using a 0.100 simulated alcohol 
solution.  This test may be performed by any approved operator.

 

a.
The results of this test must be recorded on the PBT Log by the operator.



 b.
The results of this test will be recorded in the "Accused Name or Calibration Test" 

column as "Monthly Test."



 c.
The results of this test must be between 0.09 and 0.11.



 d.
PBT devices that do not achieve this result must be withdrawn from use and 


recalibrated to read 0.08 using a 0.100 simulated alcohol solution.  Calibration and 

repairs to PBT devices must only be made by those persons trained for this purpose.

 

e.
After recalibration, the results must be recorded in the PBT Log, and "Calibration 

Test" should be recorded in the "Accused Name or Calibration Test" column.


7.
PBT's, though primarily acquired to aid in alcohol intoxication determinations for suspected 
drinking drivers in DWI enforcement, may also be utilized effectively in other instances.  For 
example, a passenger in a vehicle in which the driver has been arrested for DWI may be 
requested to voluntarily submit to a PBT test if the passenger intends to drive the vehicle 
and there is reasonable ground to believe the passenger is under the influence of alcohol.  
PBT's may also be used to test a suspect or victim of a crime if suspected to be under the 
influence of alcohol.


8.
PBT results can and should be included in the "Reasonable Grounds" section of MVA Form 
DR‑15A, as supporting administrative documentation.

G.  
Discretionary Release of DWI Violators                       


1.
When feasible, the intoxicated person shall be taken to the station where the patrol 
supervisor will determine the condition of the intoxicated person.  The patrol supervisor and 
the apprehending officer will consider the following in the decision to release:



a.
The degree of intoxication of the accused



b.
Whether the accused has previously been convicted of an alcohol related offense



c.
Whether the accused is mentally and physically suitable for release to a responsible 

party 


                       

                        
 

       
       



d.
Utilization of transportation.  (Any transportation is deemed appropriate, except a 

public conveyance such as a bus or taxi)



e.
Disposition of the accused's vehicle.  (The accused's vehicle is to be disposed of as 

outlined in the Patrol Manual, Chapter 30.  Both the accused and the responsible 

party are to be specifically cautioned against returning to the vehicle and allowing 

the accused to drive until the accused's intoxicated condition has passed)


f.
The accused will be required to sign a citation in every case, prior to being released



g.
Whether the individual in whose custody the accused will be released is a sober, 

responsible person.


 2.  
Supervisory personnel, in exercising authority and discretion, should consider both the best 
interest of public safety and the desirability of minimizing time expended by law 
enforcement personnel.

 
3.
Persons intoxicated beyond a condition suitable for release or displaying a combative or 
belligerent attitude will be processed as follows:



a.
Taken before the commissioner



b.
If a commitment is issued (temporary or otherwise) the accused will be taken to the 

Cecil County detention 
for incarceration



c.
If a medical examination is required prior to commitment, the Department will not 

be responsible for any medical examination costs incurred.  Department personnel 

should caution hospital admitting authorities not to bill the Department for 


treatment/examination.

H.
Form DR‑15A Control                   


1.
Motor Vehicle Administration Form DR‑15A (Officer's Certification and Order of Suspension) 
will be issued and controlled in the following manner:



a.
DR‑15A books will be controlled and issued by the Quartermaster, and only to those 

personnel who perform duties that normally put them in enforcement contact with 

the motoring public.


                       

                        
 

       
       



b.
The officer to whom the book is issued will complete the DR‑15A book receipt and 

submit it to the records 
division immediately upon issuance.  The records division 

will record the issuance of a DR‑15A book in the DR‑15A Book Issuance Control 


Ledger (EPD Form 48).  The DR‑15A receipts and any completed tally sheets will be 

mailed to MVA, Administrative Per Se Unit on a weekly basis by the records clerk.



c.
If it is necessary to void a DR‑15A, the Chief of Police will be responsible for 


forwarding the "MVA" copy (number 1 copy) to the MVA Administrative Per Se unit, 

with the word "Void" written across the face of the form and accompanied by a 


brief explanation as to the reason for voiding the form.  The Chief of Police will also 

be responsible for destroying all subsequent copies of the voided DR‑15A.



d.
The arresting officer will submit the "Law Enforcement" copy of the completed 


DR‑15A with the DWI Arrest packet to the records clerk, who will file the form in 

the DWI case file.



e.
Supervisors will review all DR‑15A forms for accuracy and sufficiency before the 

MVA copy is mailed to the Motor Vehicle Administration, and will ensure that the 

DR‑15/DR‑15A packet is mailed within the required 72 hours.



f.
The officer assigned the DR-15A book will be responsible for entering appropriate 

information on the attached tally sheet after each DWI arrest.  When all DR-15A 


forms have been used in a particular book, the officer will forward the DR-15A tally 

sheet to the records clerk for retention in the OPS 30-3.  


2.
If a driver does not have a license in possession at the time of a DWI apprehension, and the 
MVA computer is out of service, a temporary license will not be issued by the arresting 
officer because of the inability to confirm whether or not the driver has a valid license.  The 
driver will be advised to contact the Administrative Adjudication Office at the MVA 
headquarters in Glen Burnie, who can confirm the validity of the license and authorize a 
temporary license if warranted.


3.
If the driver has a license in possession that appears to be valid, but the MVA computer is 
out of service, the driver's license will be confiscated and a temporary license will be 
authorized.


                       

                        
 

       
       

I.
Additional Information


1.
The arresting officer will, at all times, be responsible for filling out the Alcohol Influence 
Report (EPD Form 9).  This form will be used in all cases regardless of whether or not a test 
is given when an individual is charged with a violation of Section 21‑902.


2.
The arresting officer will be responsible for coordinating original trial dates, postponements, 
etc., with the courts, the Toxicologist, Post Mortem Examiners Commission, breath test 
operators and other witnesses.


3.
As in all cases where it is necessary to incarcerate an accused, the transportation of the 
accused and the disposition of his vehicle will be accomplished according to Department 
procedure.  The officer will be responsible to record proper information about the accused 
in the Adult Detention Log (EPD Form 31).


4.
Tests for alcohol concentration, whether they are breath or blood, should never be used by 
themselves in prosecuting a case.  They supplement but do not supplant normal 
investigative 
procedure.


5.
The results of blood tests will not be immediately available; therefore the defendant should 
be charged initially with Section 21-902(a1), 21-902(a2) and 21-902b.  Upon receipt of the 
results of tests of less than 0.08, the State's Attorney will be contacted before the trial date 
reference amending the initial citation.


6.
The MVA Form DR‑15A will not be completed until the results of blood tests indicating 0.08 
or higher are received and the driver is then contacted by the arresting officer, who will 
serve 
the suspension notice and confiscate the defendant's driver’s license. Established 
procedure will be followed regarding return of the license to the MVA.


7.
If a driver who elected to take a blood test lives or works outside of the Elkton area, and it is 
not practical for the officer to serve the DR‑15A on the driver, the following procedure shall 
apply:



a.
Complete the DR‑15A with the exception of the order of suspension issue date; the 

surrender of driver's license and driver's certified statement blocks; and the 


temporary license block.

                       

                        
 

       
       



b.  
The records clerk will forward all copies of the partially completed DR-15A and other 

associated forms, to a police agency that has jurisdiction where the accused resides.  

The arresting officer should retain copies of all forwarded forms.



c.   
The officer who actually serves the DR‑15A on the accused will be responsible for 

forwarding the MVA copy of the DR‑15A, the DR‑15 and the Alcohol Influence 


Report (EPD Form 9), along with any confiscated license, directly to the Motor 


Vehicle Administration immediately after service, but not later than 72 hours. To 

comply with the notice requirement in the Article of Courts and judicial Proceedings, 

Sections 10-304 and 10-306, the serving officer must have the defendant 


acknowledge receipt of both the MSP 33 and 34.



d.
If the driver cannot be located, or refuses to cooperate, the partially completed 


DR‑15A will be forwarded to MVA with the notation "Unable To Serve" written on 

the form. 



e.
The #2 and #5 copies of the DR‑15A and other associated forms will then be 


returned to the arresting officer utilizing the original routing slip.


8.
For those initial MVA hearings at which a driver appears to show cause why his/her license 
should not be suspended, the officer and/or test technician will not be required to appear.  
However, the driver or driver's attorney may request that the officer or test technician, or 
both, appear at a subsequent hearing.  It is extremely important that the arresting officer 
provide as much descriptive information as possible in the "Reasonable Grounds" section of 
the DR‑15A and ensure that all required paperwork is sent to the MVA in a timely fashion. 


9.
Transporting Minors While intoxicated or Under the Influence 



a.
There are enhanced penalties for drivers convicted of transporting a minor while 

intoxicated or under the influence. Whenever an individual is charged with a 


violation of 21-902 while they are transporting a minor in a vehicle, this should be 

clearly articulated in the Alcohol Influence Report, including the name, address, age 

and description of the minor. Additionally, “Transporting a Minor” should be 


stamped on the top of the Alcohol Influence Report so that the State’s Attorney is 

aware of the violation and the increased penalties can be secured.



b.
The arresting officer will be responsible for notifying the State’s Attorney’s Office of 

those cases involving repeat drunk or drugged driving offenders, and cases where 

the offense occurred while transporting a minor.

                       

                        
 

       
       

A.  
Use of Motor Vehicle Administration Form AJ‑39 (6‑80)


1.
A request for the re‑examination of a driver who appears to be mentally or physically 
incapable of safely operating a motor vehicle will be made on a form provided by the State 
Motor Vehicle Administration.


2.
In order to preclude officers having to appear at MVA hearings, it is essential that the form 
be completed carefully and in its entirety.


3.
The information to be entered on the form is self-explanatory; however, certain portions 
must be specifically addressed:      



a.
The physical defects must be described in specific detail.      



b.
The summary portion must be written in such detail that reasonable ground for the 

re‑examination is conclusively established.


4.
That portion of the form which provides for the signatures of the "Officer" and the 
"Commanding Officer (Chief of Police)" must be written in long hand (not printed).

B.
Purpose


Experience has demonstrated that motor vehicle traffic checkpoints have been successful in achieving substantial, short term results with alcohol related offenses, as well as other law enforcement concerns such as occupant protection.  Checkpoints can be highly effective in raising the visibility of overall enforcement programs known to the public.  The policy of the Elkton Police Department is to permit the use of motor vehicle checkpoints for the furtherance of legitimate law enforcement purposes, while ensuring that motorists’ Fourth Amendment right to be free from unreasonable searches and seizures are protected.

C.
Checkpoint Supervisors


A supervisory officer, Lieutenant or above will be designated checkpoint supervisor.  He/she will be responsible for ensuring that the operation provides safe conditions for motorists and officers.  All checkpoint supervisors and authorizing commanders are encouraged to contact the pertinent Shift Commander, Lieutenant or Chief of Police as far in advance as possible to obtain advice or any support necessary to facilitate the operation.  

                       

                        
 

       
       

D.
Authorization to Initiate Checkpoints


Checkpoints may be initiated only upon the written approval of the Chief of Police or his designee.  Requests shall be written and include the following information:


1.
Purpose of Checkpoint  


2.
Location of Checkpoint  


3.
Date and time of Checkpoint

E.
Notifications


Prior to initiating a checkpoint, the Checkpoint Supervisor will notify the following entities of the date, time and location of the initiative:


1.
Chief of Police


2.  
Captain  


3.
Lieutenant  


4.
On-Duty Supervisor  


5.
Police Department Communications Center  


6.
Fire Headquarters  


7.
Maryland State Police Barrack servicing the area  


8.
Cecil County Sheriff’s Department  


9.
State Highway Administration servicing the area  

F.
Legal Considerations


Traffic checkpoints must be conducted in strict compliance with the legal guidelines established through numerous court decisions.  The Checkpoint Supervisor will ensure for the following:


1.
Motorist will be given adequate warning that the checkpoint is ahead.  An official sign will 
be placed so as to provide the motorist with the opportunity to choose an alternate route.

                       

                        
 

       
       


2.
All official signs used at a checkpoint must have prior approval and meet required mandates.


3.
Officers manning checkpoints shall be in uniform.  At least one marked police car will be 
used 
at each stop location.


4.
Vehicles will be stopped systematically, non-random basis.  All vehicles will be stopped.  If 
traffic becomes congested, the operation will be suspended temporarily until the congestion 
is relieved.  The Checkpoint Supervisor will make this decision.


5.
Motorists who do not wish to stop shall be allowed to make a U-Turn and follow an 
alternate route.  


6.
Officers will not search vehicles, nor interrogate drivers or passengers, unless probable 
cause 
exists to search the vehicle or an arrest is made.

G.
Initial Stop and Contact


1.
The initial stop and contact shall be brief and last approximately one minute or less.  If an 
officer develops probable cause to indicate a violation is occurring or has occurred, the 
officer may pursue the matter for a reasonable period of time.



Officers conducting the initial stop and contact shall:



a.
Identify themselves



b.
State the reason for the stop



c.
Inform the motorist that all motorists are being stopped



d.
If required, distribute applicable brochures



e.
Thank the driver for their cooperation


2.
If, during the initial contact, the officer does not develop probable cause, the motorist will 
be instructed to proceed.  If, during the initial contact, the officer develops probable cause 
to believe that a violation is occurring or has occurred, the motorist will be instructed to go 
to a location which has been designated for vehicles that are being detained for further 
investigative purposes.  There, the officer will conduct a more extensive investigation.

                       

                        
 

       
       


3.
If, during the initial contact, the motorist refuses to cooperate, and the officer does not 
develop probable cause, the motorist shall be instructed to proceed.


4.
If, during the initial contact, the motorist refuses to cooperate and the officer develops 
probable cause to believe that a violation is occurring or has occurred, the motorist may be 
detailed and the officer may further investigate the matter.

H.
Arrest Procedures - Arrests made at checkpoints will be transported and processed in accordance with department policies and procedures.

I.
After Action Report


Upon completion of the checkpoint initiative the Checkpoint Supervisor will ensure the following:


1.
A Commanders Information Report (EPD Form 114) is completed in detail to include but not 
be limited to the following information:



a.
Participating agencies



b.
Total number of officers involved  


c.
Number and types of arrests  


d.
Number of vehicles checked  


e.
Number of vehicles passing through checkpoint  

2.
All pertinent agencies are notified that the initiative has concluded.


3.
Schedule and coordinate a debriefing.
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A.
Purposes        


The proper investigation of traffic accidents provides the basis on which effective traffic control and accident prevention programs are instituted.  The purposes of accident investigation are many.      


1.
To determine the causes, times, and places of accident causing violations so that 
appropriate selective enforcement action may be implemented.


2.
To obtain data for traffic control and highway engineering improvement.      


3.
To protect the rights of the individuals involved.      


4.
To obtain data that will aid in improving driver education programs.      


5.
Providing data which will assist legislators in enacting needed legislation.

B.
Policy      


1.
It is the policy of the Department to investigate the following types of traffic accidents:      



a.
Fatal accidents



b.
Personal injury accidents



c.
Accidents resulting in placement of charges specifically relating to the cause of that 

particular accident



d.
Hit and run accidents when a witness exists or when a description or partial 


description of the striking vehicle is available or when physical evidence exists as a 

basis for possibly identifying the striking vehicle



e.
Accidents involving government owned property, regardless of the level of 


government



f.
Accidents involving any school bus, when the bus is being used to transport 


children, students, or teachers for educational purposes or in connection with any 

school activity



g.
Accidents involving any vehicle transporting hazardous material.  Hazardous 


material is defined as any substance or material classified as "hazardous" in the 


Emergency Handling of  Hazardous Materials in Surface Transportation handbook, 

or by the Chemical Transportation Emergency Center (CHEM TREC).

                       

                        
 

       
       



h.
Property damage accidents when a vehicle becomes so disabled as to prevent its 

normal and safe operation, except property damage accidents occurring on a public 

or private parking lot or other private property regardless of the extent of damage.



i.
Notwithstanding the restrictions imposed elsewhere in this subsection on the 


investigation of traffic accidents, officers will investigate any motor vehicle accident 

if requested to do so by the owner or operator of any vehicle involved, if the 


accident is reported in a timely fashion and if the circumstances of the accident are 

such that a reasonable investigation can be conducted.


2.
Officers will adhere to the following procedures when responding to the scene of an 
accident where investigation and reporting are unnecessary:      



a.
Check to ensure that the operators of all vehicles involved in the accident possess 

valid drivers' license and vehicle registrations.      



b.
Officers may place appropriate charges as a result of observing or witnessing 


violations not related to the cause of that particular accident.


c.
Officers will notify owners/custodians of any property damaged as a result of an 

accident regarding the severity of the damage and pertinent information regarding 

the striking vehicle and operator.



d.
Officers will expeditiously ensure that the free flow of traffic is restored before 


leaving the scene.


3.
In all traffic accidents, the Accident Information Handout (EPD Form #2) will be distributed 
to all owners or drivers involved in the incident. 

C.
Basic Procedures                      


1.
For many people involved in a traffic accident, it is their first contact with the police.  The 
officer is in a position to provide assistance and other necessary services.  The manner in 
which the officer conducts the investigation will reflect the person's attitude toward the 
officer and the Department.


2.
Each accident presents different problems that must be resolved and the officer should 
recognize that it is not necessary to follow the procedural steps which follow, in the order in 
which they appear.  He should "Do first things first."

                       

                        
 

       
       


3.
Upon being informed of an accident, the Police Communications Operator is in a position to 
secure and properly record information which will serve as the basis for appropriate action.      



a.
Name, address, and phone number of caller



b.
Exact location of the accident



c.
Severity of the accident



d.
Number of vehicles involved and whether drivers are at the scene


e.
Traffic conditions


f.
Need for ambulance or doctor


g.
Need for other emergency services

4.
Based on the information available, the urgency and severity of the accident will dictate the 
operational procedure to be followed to secure the needed services for the officer 
investigating the accident.      



a.
Dispatching of additional patrol units to assist in traffic control, care of the injured, 

etc.      



b.
Ambulance service


c.
Hospital or doctor


d.
Clergy


e.
Medical Examiner



f.
Tow truck, fire apparatus, etc.



g.
Public utilities companies


h.
State Highway Administration or Department of Public Works personnel

5.
Information regarding the location and phone numbers of all agencies which might provide 
emergency service should be kept current and available in the Communications Office.
                       

                        
 

       
       


6.
Upon assignment to investigate a motor vehicle accident, the officer should follow a 
procedure flexible enough to allow for variations which may be dictated by the nature and 
urgency of the emergency.                          



a.
Assignment ‑ Consistent with safety, the unit(s) responding to the accident scene 

should proceed to the scene as quickly as possible, exercising sound judgment.




b.
Arrival ‑The patrol vehicle should be parked where it will be safe and will not 


endanger the public.  Whenever possible, it should be parked off the traveled 


portion of the highway.  While parking the vehicle, the officer should observe and 

evaluate obvious conditions which may make exiting from the vehicle hazardous.  

He should be aware of fallen wires, fire potential, hazardous locations, hazardous 

materials involvement, and highway pavement conditions.  Tire marks at the scene 

or on the shoulders may be evidence and should not be driven over or obliterated 

and thereby destroyed.




c.
Care of Injured ‑ In order to make an intelligent effort to save life or ease suffering, 

the officer should have a thorough knowledge of emergency care.  He should not 

attempt to make a diagnosis, administer emergency care beyond his capabilities, or 

permit unskilled persons to move or treat injured persons.  When investigations 


involve serious personal injury or death it is important that medical personnel are 

aware of the victim's organ donor status.  Whenever possible, the investigating 


officer or supervisor at the scene will ensure the injured or deceased's driver’s 


license or organ donor card accompanies the individual to the medical facility.





d.
Safeguard Property ‑ Prompt and positive action must be taken by the officer to 

safeguard property at the accident scene from theft or further damage, such as 


personal property of the injured or deceased and merchandise or equipment from 

vehicles, especially freight or cargo carriers.




e.
Safeguard the Accident Scene ‑The officer must make a quick evaluation of the 


situation and take such preventive action as may be indicated.  Immediate needs 

that require prompt action are:






1)
Flares or traffic cones, when appropriate, to warn approaching traffic



2)
rerouting of traffic

                       

                        
 

       
       




3)
prevention of congestion to permit emergency vehicles to move freely 



and safely




4)
Emergency crews from utilities companies 





5)
State Highway Administration or Public Works crews to spread sand or 



other materials over roadway surfaces made hazardous by spillage of oil, 


tar, etc., or by severe icy conditions.


7.
The officer should be alert for potential dangers created by spilled gasoline or other 
flammable substances.  He should recognize any factors which could further endanger the 
accident scene.  Remedial action, dictated by the nature of the existing danger, should be 
taken and traffic should be controlled and directed until the hazardous condition is 
corrected.  For most people, a traffic accident is a traumatic experience.  Depending on the 
severity, the reaction of those involved can vary from mere annoyance and agitation to 
profound shock.  The officer can instill confidence and respect at the scene by being calm, 
businesslike, objective, and in control of the situation.  A quiet, sympathetic, and 
understanding approach will tend to create a cooperative respect from all persons.

D.
Fundamentals of Accident Investigation     


Having arrived at and safeguarded the scene, and provided for the care and/or removal of the injured, the officer should make every effort to determine what happened, how it happened, why it happened, and who is at fault.  This basic approach will establish cause, reconcile conflicting statements, and provide evidence for prosecution.

1.
It is important that the officer secure information to provide a complete, unbiased, and 
accurate accounting of the accident.  This can best be accomplished by carefully studying 
and employing the techniques and methods of interrogating and interviewing drivers and 
witnesses as taught in the Police Academy.  The Driver/Witness Statement (EPD Form 43) 
can be used to document this information.  In a collision involving a commercial motor 
vehicle whenever a request for a post collision inspection is anticipated, officers will do the 
following:



a.
Protect the vehicle to preserve the condition of its equipment and to prevent 


tampering.


                       

                        
 

       
       



b.
Seize and retain all relative documents such as the driver's log book, medical card, 

driver's license, shipping papers, registration documents, etc. until personnel with 

the required commercial motor vehicle expertise arrive.


2.
Drivers




a.
Drivers are affected by various physical and emotional factors caused by the 


accident.  The manner in which the officer conducts his questioning may create 


further tension and anxiety.  The officer should overcome this difficulty 



sympathetically, calmly, and objectively.



b.
The questioning should be courteous, objective, and adaptable to the occasion.



c.
Verify the driver's identity, ownership of the vehicle, and the identity of any witnesses.



d.
Drivers and witnesses should be interviewed as soon as possible.  The answers will 

be more spontaneous and truthful and not colored by rationalization or counsel of 

others.  Be alert for false reporting of information by persons involved.  For 


example, a wife may convey the information that she was driving, when in fact, her 

husband was the operator.



e.
Information based on observation of physical evidence, or statements made by 


other drivers or witnesses will verify or disprove some opinions.


3.
Witnesses      



a.
The officer must be alert to the reliability of the witness's information.  Did the 


person actually observe something or is the information biased and influenced by 

prejudice or relationship?      



b.
The ideal witness is one who actually observed, through the use of one or more of 

his five senses, something of importance relating to the accident.      



c.
Information secured from a witness should be in writing to support the officer's 


information when enforcement action is contemplated.      



d.
Care should be used when considering witnesses' determinations of time, distance, 

speed, or location of impact.  These issues are often misinterpreted by lay persons.  

Close examination of physical evidence may reveal data which will corroborate 


witness information, e.g., tire or gouge marks, paint transfers, etc.

                       

                        
 

       
       


4.
Recording date, evidence, and testimony about an accident shall be accomplished by the 
following basic method:      



a.
Completing the accident report form in its entirety,      



b.
Taking statements of those involved and any witnesses,      



c.
Taking photographs whenever it is deemed necessary, and      



d.
Making diagrams and taking measurements at the scene.


5.
Complete and accurate reports become a permanent record of the incident.  They provide 
the officer with complete factual data for purposes of testimony.


6.
Proper accident investigation requires follow-up action and procedures.  Fatal and hit-and-
run accidents necessitate subsequent activities and considerations not usually associated 
with minor property damage or personal injury accidents.      



a.
Fatal accidents          




1)
The possibility that a suicide, homicide, or criminal negligence may be 



masked to look like an accident should not be overlooked.  The assistance of 


a traffic homicide investigator may be useful in examining these issues.          




2)
Whenever possible, the body of a deceased victim should be left 



undisturbed at final rest position until the arrival of the Medical Examiner.  


(Do not use spray paint to mark positions of bodies)              




3)
After notification is made to the Medical Examiner, there is no need to 



obstruct traffic or delay a railroad train for any longer period of time than is 


reasonable in order to await his arrival.  (A reasonable length of time would 


be determined by the time, place, and other circumstances of the accident.)          




4)
Transmit accident information as soon as possible to Communications, as 


required.          




5)
The investigating officer, in conjunction with the patrol supervisor, is 



responsible for the initiation of immediate and necessary action to insure 


prompt notification of the victim's next of kin.          

                       

                        
 

       
       




6)
Notification of death or other bad news shall be tactful and diplomatic and, 


whenever practicable, such notifications shall be made in person.  If 



requested, a church pastor may be called on to make such notifications.  


Interest and sympathy should be sincere, reflecting a desire to assist.

          


7)
When an officer delivers bad news, it is important that he be tactful and 


compassionate.  He should afford the recipient a chance to vent emotions.  


If practical, the assistance of relatives, pastors, physician, or friendly 



neighbors can be helpful while making these notifications.  This is especially 


important if the recipient, due to age or physical or mental condition, may 


react more severely than is normally anticipated.  If the recipient is currently 


in a position to operate a motor vehicle, consideration should be given to 


the advisability of driving while under emotional stress.




8)
When requesting members of the Department, or other authorities, to 



make such a notification, consideration shall be given to the urgency of the 


message in determining the method of communication to be used.  



Verification of notification shall be requested in each instance.  Messages 


involving such notifications shall be expedited by Department personnel 


concerned.          




9)
In all investigations involving the death of a member of the armed forces, 


notification shall be made to the closest military facility of the branch of 



service to which the deceased was attached and the following information 


furnished:  





a)
Full name of deceased,               





b)
Rank of deceased,               





c)
Assigned unit and serial number, 





d)
Manner of death, and               





e)
Place where remains are being held.          

                       

                        
 

       
       




10)
The military authority so notified is responsible, dependent upon 



circumstances, for:               





a)
Identification of the deceased, 

           



b)
Notification of next of kin, 

              



c)
Notification of the proper military authorities, and               





d)
Arrangements for disposition of remains pursuant to such request 



from next of kin.




11)
Where the death of a member of the armed forces occurs from an accident 


investigated by the Department and the serviceman is on official leave and 


lives in the jurisdictional area of the Elkton Police Department, notification 


procedures as outlined under paragraphs (5) thru (8) above, should be 



followed. The information listed under paragraph (9) shall be transmitted to 


the appropriate military facility, including the fact that identification was 


established and the next of kin notified.          




12)
The procedure to be followed in case of military aircraft accidents resulting 


in death to military personnel is outlined in Chapter 32.



b.
Hit and Run Accidents




1)
Upon arrival at the accident scene, determine that it is a hit and run accident.          




2)
Successful hit and run investigation may depend on the officer's initial effort 


to establish the identity of the vehicle or driver.  The search must be done 


quickly and systematically if any degree of success is to be achieved.




3)
Relay available information so that other patrols may be alerted.




4)
Search for physical evidence, question victim or witnesses, and coordinate the 


activity of assisting patrols.




5)
Should a criminal investigation be conducted in conjunction with the accident 


investigation?




6)
Common motives for leaving the scene of an accident are:  unlawful use of a 


vehicle, panic, intoxication, and concealment of another crime.

                       

                        
 

       
       

E.
Enforcement Action


One of the duties of an officer is to protect life and property.  Traffic accidents pose a very real threat to both and since accidents are frequently the result of a violation of the law, the officer must determine the cause and take appropriate enforcement action.  Although it may be argued that the issuance of a traffic citation as a result of an accident is an "after the fact" action, enforcement of traffic laws is still the most effective way presently known to reduce the accident rate.


1.
Unless the officer witnessed the accident, evidence of a violation must be established by 
investigation.  Mere opinion, belief, or suspicion alone is not sufficient to warrant 
enforcement action.


2.
If the knowledge is based on information and belief, it must indicate the sources of 
information and the grounds for belief, such as statements and admissions made by the 
defendant to the officer.

F.
Working With The State's Attorney


Prepare the accident arrest case carefully and when necessary, discuss all aspects of it thoroughly with the State's Attorney.  Pre‑trial preparation will familiarize the officer as to what testimony he will be expected to provide.

G.
Court Testimony


The officer may be required to testify in both criminal and civil cases and should have a complete understanding of the rules of evidence.


1.
The main function of the officer in court is the same as any other witness.  That is to provide 
the pertinent facts so that the court or jury may make a just decision.  He should have all the 
facts of the case well-organized in his mind to testify effectively.


2.
Diligent investigation and careful preparation of cases may be wasted if the officer fails in the 
very important task of giving evidence in court.  He is a representative of the people and is 
expected to give evidence with great accuracy regardless of its effect.

                       

                        
 

       
       

H.
Release of Juvenile Motor Vehicle Accident Reports


On motor vehicle accident reports where a juvenile is charged with a violation of the Transportation Article or Article 27, Homicide by Motor Vehicle, which upon conviction may involve incarceration as all or part of the penalty, all reference to charges shall be purged prior release of the report.

I.
Reporting Motor Vehicle Traffic Accidents


1.
MSP Form 1, (Motor Vehicle Accident Report) will be used to report all traffic accident 
investigations.  In those instances where either a commercial or school bus is involved, Form 
#1B (Commercial/ School Bus Accident Report) will be utilized to record the additional 
passenger information.  Supplemental reports will be submitted on either the MSP Form 1 or 
a Continuation Sheet (EPD Form 41), will bear the original accident report number.  Refer to 
Maryland Automated Accident Reporting System (M.A.A.R.S.) manual regarding preparation 
of the original MSP Form 1.


2.
All original reports, witness statements, and detailed diagrams will be reviewed by the patrol 
supervisor and forwarded to the records clerk for distribution and filing.  All requests for 
copies of traffic accident reports, related witness statements, diagrams, etc. will be directed to 
the records clerk for disposition.


3.
In all accidents where there exists a fatality or a high probability of a fatality (serious PI), a 
detailed crash investigation report will be initiated.  The format will consist of the following:      



a.
MSP Form 1 (Motor Vehicle Accident Report) including copies of the METERS fatal 

accident teletype



b.
EPD Form 43 (Driver/Witness Statement)    



c.
Medical Examiner's Report



d.
Related reports, i.e., DWI Reports, Vehicle Report, Property Record, Crime Laboratory, 

and ASED, etc.      



e.
Investigation




1)
Pre‑crash:  Events and locations prior to the crash




2)
Crash:  Events that caused the first injury or damage to the final rest position         

                       

                        
 

       
       




3)
Post Crash:  All investigative action taken by the investigator


4.
In all accidents where a hazardous material spill is involved, the Maryland State Police 
Commercial Vehicle Enforcement Division will be notified in addition to other required 
notifications.  The State Police Headquarters Telecommunications Division will be notified 
when CVED offices are closed and will make the necessary notification to CVED personnel.  A 
response to the scene will be based on the circumstances of the accident.

J.
MSP Accident Reconstruction Program 


1.
The Maryland State Police Accident Reconstruction Program is a support service available to 
local law enforcement personnel faced with various highly technical issues evolving from 
certain traffic accident investigations.    


2.
Department personnel needing the assistance of an Accident Reconstructionist will contact 
the Maryland State Police at the North East Barrack or the Maryland State Police Commercial 
Vehicle Enforcement Division. 


3.
Investigation of a Serious and Fatal Motor Vehicle Accident      



a.
In addition to the officer assigned the accident investigation, the patrol supervisor will 

respond and function as the on‑scene supervisor. 



b.
The assigned officer will conduct a comprehensive investigation including pre and 

post-crash events.  A detailed crash investigation report will be completed within 

thirty days of the incident in addition to the required MAARS report.  Extensions may 

be granted by the officer’s immediate supervisor based only on the complexity of the 

investigation, after consultation with the Lieutenant.      



c.
The on‑scene supervisor will insure that proper investigative techniques are utilized in 

addition to the overall protection of life, property and evidence.



d.
A Maryland State Police Accident Reconstructionist will be utilized when their 


expertise is required.  Accident Reconstruction personnel may be asked to respond to 

the scene when there is an alcohol or drug‑related crash which has the propensity for 

criminal prosecution. 

                       

                        
 

       
       


4.
Required Reports and Formats



a.
Within seventy‑two hours after a serious or fatal crash, the Chief of Police or his 

designee will decide if the reconstruction portion of the detailed crash investigation 

report needs to be done.  The decision will be based on information received from 

the investigating officer and, if available, the MSP Accident Reconstruction supervisor.



b.
The detailed crash investigation report will be provided by MSP reconstruction 


personnel, and will be attached to the original report of investigation.

                       

                        
 

       
       

A.
Definitions



In every accident case involving a Department vehicle, the definitions dealing with motor vehicle accidents as outlined in the National Safety Council Manual on Classification of Motor Vehicle Traffic Accidents will apply.

B.
Scope


1.
The procedures and reports specified in this Section will apply in the following cases, when: 



a.
The accident involves injury or death to either Department personnel or others, or



b.
The accident involves any damage to property other than a Department vehicle, or 

physically involves another person or a non‑department vehicle, or




c.
The accident involves damage to a Department vehicle, except when the damage is 

exclusively confined to the windshield or other glass and is caused by an object falling 

from or set in motion by another vehicle.  


2.
The procedures and reports specified in the Patrol Manual, Chapter 22, dealing with loss or 
damage to equipment will apply in all other cases.  


3.
The procedures dealing with loss or damage to equipment will also apply if:




a.
The accident involves an animal being struck in the roadway when no other property 

is involved and no one is injured. 




b.
The accident involves a Department vehicle that is parked and there are no injuries 

involved.

C.
Notification of Involvement  



1.  
Accidents involving Department vehicles will be reported immediately to the on-duty 
Supervisor and the Communications Center by the most available means by the employee 
involved or by another responsible employee in those cases where the involved employee is 
not capable of making notification.


2.
Accidents occurring outside of the Elkton town limits will be reported to the agency with 
primary jurisdiction where the accident took place.  

                       

                        
 

       
       

D.
Responsibilities Upon Notification


1.
The employee will not move the vehicle from the point of impact without supervisory 
approval unless:



a.
There is a threat to the safety of persons or property.



b.
In hit and run accident cases, after notifying the 
Communication Center, where it is 

necessary for the involved officer to leave the scene to identify or apprehend the 

striking vehicle or operator. 


2.
Command Staff Notification  



The on-duty supervisor will ensure that the Patrol and/or Special Operations Lieutenant is 
notified as soon as practical whenever an employee is involved in an accident while on duty.  
The Duty Officer, depending on 
the hour of the day and severity of accident, will determine 
when notification should be made.  Accidents involving injury to department personnel should 
be made immediately.

E.
Conduct of Investigations

The police employee assigned an initial or supplemental investigation of a Department accident shall conduct a thorough and accurate investigation.  The investigator will be responsible for assuring completion of all required reports, the gathering and preservation of any physical evidence pertaining to the accident, and all other relevant information which may have had a bearing on the case.

F.
Required Reports


1.
Maryland Automated Accident Report System (MAARS) report – A MAARS Report is required 
for all accidents falling within the scope of this Section.  


a.
The initial investigator of a Department accident will complete, in its entirety, a 


MAARS Report.  




1)
As in other accident investigations, vehicles will be listed in a logical order.  A 


Department vehicle need not be listed as Vehicle #1.




2)
If the accident involves a properly parked, unattended Department vehicle, 


with no evidence of negligence on the involved employee’s part, the involved 


employee’s name will not be listed on the accident report (MAARS Report) as 


a driver.

                       

                        
 

       
       




3)
Insurance information for non-department vehicles will be listed on MAARS 


Report under the caption “Description.”  If space is not available under this 


caption, then it will be added as an attachment.



b.
The follow-up investigator for a Department vehicle accident occurring outside Elkton 

will obtain a copy of the Motor Vehicle Accident Report completed by the Department 

conducting the initial investigation.  




When possible, the involved employee should obtain the name of the investigating 

officer and the accident report number.   This information will be given to the follow-

up investigator.  


c.
Upon obtaining or completing accident report forms, a total of three (3) copies, 


including the original in the case of an accident initially investigated by the 


Department, will be immediately forwarded to the office associate for disposition.  



d.
Copies, sufficient to satisfy administrative reporting needs and local accident files, 

when applicable, should be retained by the investigator.  


2.
Accident Diagrams – A supplemental detailed accident diagram will be required in those cases 
where a Department vehicle accident is initially investigated by the Department and the 
accident involves death, injury or unusual circumstances.  This does not preclude the 
preparation of such a diagram in other instances when, in the opinion of the investigator, its 
preparation will be beneficial.  


3.
Photographs – the requirements for accident photographs will be the same as provided above 
for supplemental accident diagrams.  

G.
Investigator’s Procedures


Sergeant or Acting Sergeant shall investigate all Departmental accidents that occur within the boundaries of the Town of Elkton.  The investigator shall prepare the following:


1.
Driver and Witness Statements (EPD Form 43) – Whenever feasible, a Driver and Witness 
Statement (EPD Form 43) will be utilized by investigators to obtain statements from witnesses 
or the drivers of other vehicles involved in a Departmental vehicle accident.  Copies of these 
statements will be forwarded with the case file for filing with the initial accident report.

                       

                        
 

       
       


2.
Fleet Safety Report – The Fleet Safety Report (EPD Form 121) is to be completed by the 
investigating officer and shall be submitted prior to the officer securing from duty.

3.
Investigator’s Report – The investigator of a department vehicle accident will submit a written 
detailed report at the conclusion of their investigation.  This report shall be submitted prior to 
the officer securing from duty if circumstances allow.



Content – The investigator’s report should summarize those pertinent facts which will permit 
him/her to make conclusions as to whether the accident was preventable or non-preventable.


4.
Commander’s Information Report (CIR) – shall be completed by the on-duty supervisor and 
submitted prior to the end of his tour of duty.  Copies of all related reports will be attached.
H.
Distribution of Administrative Reports


1.
A total of three copies, including originals, of all required reports and attachments as specified 
in this chapter will be submitted by the investigator to the appropriate supervisor.


2.
If it is determined that disciplinary action will be instituted as a result of the involved 
employee’s actions in connection with the accident, the original of all administrative reports 
and attachments will be treated as documents relating to such disciplinary action and will be 
processed as prescribed in Chapter 5 (Disciplinary Procedures).


3.
In order to assist those involved in the accident review process, the following information will 
be included in or attached to the supervisor’s endorsement:



a.
full name and operator’s license number of driver, or in the event of an unattended 

vehicle, the person last responsible for the vehicle;  



b.
a Motor Vehicle Administration printout of the driving record of the operator or last 

person responsible for the vehicle;



c.
an accurate listing of all preventable accidents, by date and dispositions, of the 


operator or last person responsible for the vehicle;



d.
the number of years driving experience in type vehicle involved (regular police vehicle, 

motorcycle, etc.).  


4.
If the accident involves a properly parked, unattended Department vehicle with no evidence 
of negligence on the involved employee’s part, the report will be forwarded to the office 
associate, with copies forwarded to the Chief of Police.
                       

                        
 

       
       


5.
If the accident investigation resulted in motor vehicle charges being placed against a third 
party, the employee’s supervisor will be responsible for monitoring the case.  If the judge 
orders restitution to be made to the Elkton Police Department, the supervisor will be 
responsible for obtaining a certified copy of the court docket and forwarding same to the 
Chief of Police.  No other reports need accompany the court docket.
I.
Preventable Accident Procedures


Personnel involved in accidents adjudged preventable by the investigator because of poor judgment or carelessness will be administratively charged with one of the following:


1.
Careless operation of a police vehicle;


2.
Improper parking of a police vehicle;


3.
Failure to avoid collision with …..(state object struck).

J.
Disposition and Repair of Department Vehicles  


1.
Disposition of Inoperative Vehicle - When a Department vehicle is rendered inoperative as a 
result of an accident the senior patrol supervisor on-duty in the area of occurrence will be 
responsible for ensuring that the tow contract service transports the vehicle to the Public 
Works garage, unless other arrangements are made by the Chief of Police.



2.
Vehicle Equipment - The involved employee has primary responsibility for the security of 
Department equipment carried in the vehicle.  When the involved employee is unable to make 
proper disposition of such equipment, the investigating officer will be responsible for the 
proper disposition of such equipment.


3.
Repairs - The Chief of Police will be responsible for all arrangements involved in the repair of 
Department vehicles, consistent with established Town policies and procedures.

K.
Remedial Driver Training


When, in the opinion of either the Shift Supervisor or the Chief of Police, an employee has a driving problem, an in-service training program may be scheduled for the employee through the Chief of Police.

                       

                        
 

       
       

L.
Vision and Hearing Testing


Any employee found to have caused a preventable Department accident may be required by the Chief of Police to submit to an eye, ear and depth perception test.

M.
Post-Accident Drug Screening  


1.
Post-accident drug screening will be conducted after any accident involving department 
personnel when it is determined that he might have caused the accident, the accident 
involves injuries to any party involved in the accident, vehicles involved are disabled or the 
accident involves a fatality.  


2.
Drug testing will not be conducted when the facts surrounding an accident are obvious that 
department personnel are not at fault.  Examples include but are not limited to: a vehicle in 
the opposing lane of traffic crossing the center line, department vehicle is properly stopped 
and/or parked, striking of wildlife or domestic animal.  This section does not restrict the on the 
scene supervisor from ordering any department personnel involved in an accident from being 
tested if he has reasonable grounds to believe that the department personnel involved is 
under the influence of drugs and/or alcohol.

N.
Appearance at Hearing Outside Town of Elkton


Any employee directed to appear before a court or administrative proceeding relating to a Departmental accident which occurred in another jurisdiction shall promptly notify the Chief of Police of the scheduled appearance.
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A.
Definition of Criminal Investigation  


Criminal investigation is an art and not a science.  The individual investigator's imagination in his choice of tactics has its effect on the outcome, despite the most methodical and exhausting treatment of an investigation.  The techniques of criminal investigations are built on logic, tested knowledge and scientific principles, and are not necessarily complicated or mysterious.

B.
The Ultimate Objective                      


The ultimate objective of a criminal investigation is to clear the innocent, recover stolen property and present the accused to a court of law for determination of guilt based on facts and evidence developed during the investigation. 
                       

                        
 

       
       

A.
Role of the Uniform Patrol Officer


1.
Patrol officers can be relied upon to render prompt and efficient service because of their 
twenty‑four hour availability.  Assigning patrol officers to a preliminary investigation reduces 
response time which increases the opportunity to save a life, preserve evidence, locate 
witnesses or apprehend the perpetrator.  Being able to rely on the ability of the patrol officers 
to perform at a crime scene, the investigator, if assigned, is free to concentrate on the more 
specialized facets of the investigation.  In those incidents where the preliminary investigation 
is solely conducted by the patrol officer, the investigator should have a solid foundation on 
which to build his follow‑up activities.


2.
The preliminary investigation by an officer may be very restricted or it may constitute the 
entire investigation.  Each investigation presents the officer with a new challenge.  An officer 
should develop a systematic, but flexible, open‑minded approach to handling criminal 
investigations.  Having a basic plan of operation supplies a foundation from which to work.  
The success or failure is closely related to the actions initiated by the police at the time the 
incident is brought to their attention.  What an officer does or fails to do in the critical early 
stages may well determine the outcome of the investigation.  The facts obtained and evidence 
discovered are instrumental in directing the investigating officer to a successful conclusion of 
the case.  Each investigation is unique to a degree; however, the performance of many, if not 
all, of the following steps is usually required:      



a.
Proceed to scene promptly and safely  

       


1)
Demands for police services must be answered promptly. Expediency must 


include safe driving practices.  Reckless and careless driving not only 



endangers the public, but decreases the officer's opportunity to arrive at his 


assigned location safely. 

        


2)
The importance of giving prompt service is especially significant in instances of 


crimes against persons 
 (shootings, stabbings, and other crimes of violence) 


because of the possibility that the victim may die if aid is delayed.  The time 


required for an officer to arrive is directly related to the preservation of 



evidence at the scene.  The longer the delay, the greater the opportunity 


becomes for bystanders or well-meaning persons to destroy or contaminate 


evidence.

                       

                        
 

       
       


         

3)
An excessive delay may also affect the availability or reliability of witnesses.  


People have a tendency to leave the scene of a crime as shock and excitement 


diminishes.  Some bystanders may realize that remaining in the vicinity 



increases the likelihood of becoming involved.  Witnesses who remain have 


ample opportunity to discuss the incident and to repeat their accounts to 


interested listeners.  Each repetition increases the likelihood of distortion. 


Facts become interwoven with assumptions or imagination.  Also, while 



waiting, witnesses sympathetic to the criminal can prepare their statements.  


The sooner the officer arrives the less biased their statements are likely to be.         




4)
While in route to the scene, an officer should be alert for suspicious actions, 


such as vehicles traveling at a high rate of speed and/or being operated in a 


reckless manner; or a person running and/or trying to avoid detection.      



b.
Render assistance to the injured  




1)
The officer's first responsibility is to the victim.  He must immediately tend to 


the victim by administering first aid and calling for an ambulance, if 



applicable.  In a case involving serious personal injury, it is important that 


medical personnel are aware of a victim's organ donor status.  Whenever 


possible, the investigating officer or supervisor at the scene of an incident 


involving serious personal injury shall ensure that a victim's driver's license or 


organ donor identification card accompanies the individual to the hospital.  


The injured must receive the highest priority, even if it permits the suspect to 


escape.  Protecting a human life takes precedence over pursuit of the 



criminal.          




2)
If two officers are at the scene and the victim must be removed to a hospital, 


one officer shall remain to protect the scene.  The second should accompany 


the victim to the hospital and if possible, obtain a statement.  If there is only 


one officer at the scene and the victim must be removed to a hospital, the 


officer shall remain at the scene to prevent destruction of evidence.  In such 


cases, he shall request the patrol supervisor to send an officer to the hospital.          
                       

                        
 

       
       




3)
In those cases when an officer accompanies the victim to the hospital, he shall 


make every effort to obtain all information possible relative to the assailant.  


A dying declaration shall be taken, if necessary, as well as a complete 



statement of facts.  The officer shall take custody of all clothing removed from 


the victim at the hospital and shall caution hospital personnel against loss or 


destruction of possible evidence or other articles left on the body.  Such 



clothing, along with any evidence, may be delivered to the Criminal 



Investigation Division, or Crime Lab personnel, if they are on the scene. 

NOTE:  
If the victim is deceased, all clothing will accompany the body to the Medical Examiner's Office and will be released to Department personnel by the Medical Examiner following his examination.      



c.
Establish that a crime has been committed         




Question the victim, complainant, witnesses, etc. bearing in mind that laymen are apt 

to use misleading vocabulary in describing crime ‑ labeling theft or burglary as a 

robbery or accidental damage as malicious destruction.



d.
Affect the arrest of the offender




1)
If the matter requires expeditious attention by the officer and all assistance 


has been rendered to the injured, then an arrest might be in order as the 


initial step of the preliminary investigation.  




2)
As a first step toward the arrest of a suspect who has fled, the officer should 


transmit to patrol units and Communications a description covering:              

  



a)
the suspect's physical characteristics





b)
his companions





c)
vehicle (make, year, body type, color, license plate number)





d)
direction of escape





e)
fruits of the crime





f)
type of weapon used





g)
any other information helpful in identifying or locating the suspect(s)

                       

                        
 

       
       




3)
Patrol units must be alerted via communications broadcast without delay.   


Prompt, detailed broadcasts link officers at the scene of the crime, or in route, 


with others at distant points, enabling all to contribute to an investigation.




4)
When a complainant can supply facts concerning an offender's identity, place 


of residence or whereabouts, the officer should remain at the crime scene and 


summon assistance.  Assistance will be dispatched by the duty officer to 


locate the suspect or to relieve the officer at the scene based on information 


supplied by the investigating officer.      



e.
Secure the crime scene and protect the evidence.          




1)
Unless disruption is necessary to assist the injured or to procure an arrest, the 


actual crime scene must remain intact until completion of an examination for 


evidence.   All unauthorized persons, including police not assigned to the case, 


must be barred from the scene.




2)
As previously noted, the success or failure of a criminal investigation depends 


upon the immediacy of the preliminary investigation.  What the officer does, 


or fails to do, in protecting and preserving the crime scene may materially 


affect the outcome of a case.  




3)
Speed and thoroughness are the essential elements in crime scene processing.  


Scenes may rapidly deteriorate and the victim may die.  Rain, snow or wind 


may also destroy traces left by the criminal. Contamination begins as time 


passes and a margin of a few minutes may be the difference between 



gathering overwhelming evidence or an unsuccessful and frustrating search by 


the investigators.




4)
Preserving the crime scene means maintaining it in the same physical 



condition in which it was left.  The officer must avoid touching objects, 



walking on stains, footprints or tire marks.  Continuing preservation affords 


protection against destruction or disturbance of evidence by either authorized 


or unauthorized personnel or by weather and other conditions.  Security 


measures should be immediately initiated by the first officer to arrive on the 


scene.  When appropriate, crime scene barrier tape should be used to 



designate restricted access areas.          

                       

                        
 

       
       




5)
Once the crime scene is secured, the officer securing the scene will maintain a 


log of all persons, including police personnel, who enter the crime scene.  The 


time an individual enters and leaves the area, as well as any pertinent 



information, i.e. removed property, took photographs, etc. will be recorded 


on the log.  This information will be recorded on a continuation sheet and 


made part of the procedural report covering the incident.      



f.
Locate and identify witnesses        




1)
Hysteria, belligerency, confusion and shock are common at the scene of a 


serious crime.  An effective means of restoring order quickly and tactfully is to 


separate all witnesses immediately and to reassure them the police are doing 


their utmost to arrest the criminal.  Such a move will also prevent the 



exchange of information or discussions of the case which may influence a 


witness to alter his own statements to conform to the accounts of others.     




2)
Reassuring the victim and witnesses not only has a calming effect, but also 


wins their confidence.  Further anxieties must not be created by inferring that 


a solution to the case is impossibility or that the crime appears to be the 


work of a criminal who is "running wild" in the community.       




3)
The person who has come in close physical proximity with the criminal and 


shows no reluctance to questioning should be the first person interviewed.  


The officer must conduct this interview with the thought that the individual 


may have sustained emotional shock if not physical abuse.  A lack of tact, 


especially in sex offenses, can cause the victim as much embarrassment as the 


crime itself.  In cases of theft, the value of the property loss must not be 


ridiculed and the victim should not be criticized for his lack of carefulness.  


The officer's job is to solicit the cooperation of the complainant and the 



witness to obtain facts which will lead to the arrest of the criminal, not to pass 


critical judgment on the misfortunes of a citizen.               




4)
A cooperative witness may be a valuable asset to police inquiries.  He may not 


only provide a reliable account of events but may also assist in locating 



additional witnesses.  As a routine practice, the officer should ask all persons 


interviewed to point out other bystanders who were present at the time of 


the incident. 

                       

                        
 

       
       

 


5)
When an officer is unable to obtain voluntary accounts, he must search for 


other sources of information.  A witness who will readily share his experience 


with any available listener may be reluctant to become involved by making an 


official statement.  Success in this trying situation can be achieved through 


tact, courtesy and patience.          




6)
The officer must apportion his time sensibly when a number of witnesses are 


available for interviewing.  His best course is to obtain a brief, general 



statement from a few witnesses and to record the names, addresses and 


telephone numbers of the others, paying strict attention to accuracy.  Errors 


and omissions can result in the loss of important testimony.          




7)
The business address, telephone number and hours of employment of each 


witness should be recorded.  Personal data supplied by witnesses should be 


verified by identity cards or similar materials.  These practices facilitate the 


tasks of follow‑up investigators.



g.
Interrogate the suspect



1)
Often, suspects are found at or near crime scenes. Initial questioning must be 


designed to extract the most information in the minimum time.  Written notes 


should be made of all admissions of guilt and any information which could 


challenge the suspect's honesty in answering questions.  All information 


gathered will be needed by follow-up investigators during formal 



interrogation of the suspect.




2)
An officer should immediately inform any suspect placed in a custodial 



environment of his constitutional rights as they relate to interrogations. 

   


3)
The interrogation process described in Chapter 28 may be utilized at this 


point.       



h.
Note all conditions, events and remarks
          


1)
Preliminary investigation demands that the officer be quick to note 



discrepancies in replies to questioning and alert for unusual behavior on the 


part of those present.  Tact and a positive manner are essential.

                       

                        
 

       
       




2)
The officer must begin to take notes as soon as practical, for delay increases 


the danger of omission and errors.  Notations must be legible, accurate, 



complete and easy to comprehend as they will serve as the officer's "official 


memory".          




3)
Information to be recorded in the officer's notebook should include, but is not 


be limited to:               





a)
Date and time of arrival on the scene




b)  
Weather conditions




c)
Date and approximate time of the crime




d)
Date and approximate time the crime was discovered





e)
Identity and rank of other police present




f)
Results of initial interviews




g)
Correct identity of witnesses, suspect and victim




h)
Details of physical evidence



4)
A field sketch of the crime scene should also be included.      



i.
Arrange for the collection of evidence




The officer must apply any safeguards which will enable him to maintain the crime 

scene in its original condition while photographs and sketches are being made and the 

search for evidence is conducted.  All articles, likely to be of value as evidence, must 

be collected.  Criminal investigators or, if CID is not available, technicians of the 


Maryland State Police Crime Scene Unit should be utilized to process the crime scene, 

if the officer cannot process the crime scene himself.

                       

                        
 

       
       



j.
Report fully and accurately         




1)
The results of the initial investigation and other vital information must be 


accurately reported on the appropriate Department form.  Care must be 


exercised since accurate reporting can effectively assist in the apprehension of 


the criminal.  In those investigations which are turned over to a Department 


investigator, an initial report will be completed by the initial responding 



officer.  Reports shall not contain opinions, subjective statements or 



conclusions unsupported by fact.




2)
Properly filled out and completed reports can assist the investigator in the 


performance of his job.          




3)
All reports must be completed in their entirety. 



k.
Yield responsibility to follow‑up investigator          




1)
The extent of the preliminary investigation is difficult to establish.  The initial 


responding officer should begin the preliminary investigation without delay.  


Consistent with his other responsibilities, he should pursue the investigation 


until the time he spends is unlikely to produce additional benefits or the arrest 


of the criminal cannot be made immediately or within a reasonably short 


period of time.  At this point, the uniformed officer should yield the 



responsibility for the continuing investigation to an investigator.          




2)
In those investigations which, by their nature are considered serious and 


complex such as sophisticated burglaries or homicides, the initial investigating 


officer should immediately request the assistance of a criminal investigator.  


This request shall be made through the on duty supervisor.  




3)
The assumption of an investigation by a criminal investigator does not remove 


the initial investigating officer from being an intrinsic part of the investigation.  


A cooperative atmosphere must exist between the uniformed officer and the 


follow‑up investigators.  Due to his specialized interests and expertise, the 


criminal investigator should be utilized to enhance the Department's effort to 


bring an investigation to a successful conclusion.  Although the uniformed 


officer may yield the actual continuation of a particular matter to an 



investigator, it is of utmost importance that he, the uniformed officer, 



remember that the preliminary investigation is the focal point from which all 
                       

                        
 

       
       





subsequent investigative activity must proceed; therefore, if a substantial 


base is laid by the initial officer, the chance of a successful investigation is 


greatly enhanced.




4)
The initially assigned uniformed officer will complete the appropriate 



initial investigative report in all cases, unless otherwise directed by 



the patrol supervisor.

B.
Role of the Criminal Investigator


1.
The criminal investigator differs from the uniform patrol officer only in the respect that the 
investigator is not responsible for daily patrol duties.  Therefore, all their efforts are directed 
to investigation.  Because of this concentrated effort, their skills in the intricate art of 
investigation should be highly refined. The criminal investigators, in addition to using their 
skills in those investigations assigned to them, are considered a valuable aid to the uniformed 
personnel, supplying guidance and input based on their investigative expertise. 


2.
It is not the purpose of the criminal investigator to assume the responsibility for all 
investigations.  The criminal investigator shall be used discriminately, either to assist the 
uniformed officer or to assume a complicated lengthy investigation that, by its very nature, 
would be unduly hampered by the intervention of those routine uniform patrol duties.


3.
Once the investigator assumes the investigation, he becomes responsible for coordinating all 
facets of the case.  As stated before, those uniform personnel involved still have a 
responsibility to the investigation; however, all efforts should be coordinated with the 
investigator.  The investigator must draw on all resources to develop the investigation to a 
successful conclusion.

C.
Crime Scene Evidence Processing


1.
Every police department bears the responsibility for the proper discovery, collection, 
evaluation and analysis of evidence found in connection with the commission of a crime.  
Although every police employee of the Department is provided with a formalized basic 
training course in evidence gathering techniques, there exists times when more experienced 
technicians can support the field force investigation.  Criminal Investigation personnel, once 
summoned to the crime scene, will provide the following assistance with respect to possible 
evidence:      

                       

                        
 

       
       



a.
Protection



b.
Collection



c.
Identification



d.
Preservation



e.
Transmittal



f.
Disposition


2.
Once CID is contacted, and the decision is made to respond, the investigator shall be supplied 
with as much information pertinent to the crime to insure the necessary equipment is 
available.  If needed, Maryland State Police Crime Scene Unit personnel may be requested by 
the CID investigator.


3.
Requests for the assistance of the Maryland State Crime Scene Unit will be made through MSP 
North East Barracks. 


4.
Evidence collected by the MSP Crime Scene Units will be handled in accordance with MSP 
policy and procedure.  Investigators will coordinate any requests for evidence analysis with 
the Crime Scene technician.

D.
Follow-up Investigations - Second Contact


Officers assigned cases for follow‑up will attempt to contact the victim within five days of receiving the report.  In addition, based on the seriousness of the crime, the assigned investigator will make a second contact with the victim within one week from the initial contact.  The second contact may result in the receipt of additional investigative leads and show concern for the victim.

                       

                        
 

       
       

A.
Introduction


Proper utilization of the technical and supportive services may be of considerable value to the successful conclusion of a criminal investigation.  The performance of the procedures during any of the Department's criminal investigations is directly dependent upon the performance of its technical and supportive services.  Some of the support services available to the Department through the Maryland State Police include:


1.
Firearms identification (ballistics, trajectory, etc.)


2.
Document analysis


3.
Chemical analysis


4.
Tool mark identification


5.
Photography


6.
Film development


7.
Polygraph examination


8.
Trace evidence examination


9.
Auditing services


10.
Motor vehicle identification


11.
Composite sketching of suspects, items and composites or reconstruction of decomposed 
bodies

B.
Liaison                


The Criminal Investigation Division supervisor will be responsible for coordinating any requests for MSP technical or investigative services.

C.
 Maryland Income Tax Returns                          


1.
Copies of individual and corporate State income tax returns may be obtained for use in 
criminal investigations.


2.
Maryland income tax returns must be obtained by order of the Circuit courts; granted 
pursuant to proper application by a state’s attorney, the Attorney General or the State 
Prosecutor and/or their assistants.


3.
Members of the Department requesting copies of the returns in connection with pertinent 
ongoing investigations shall discuss the need with and receive approval from their respective 
supervisor prior to applying for the necessary court order.
                       

                        
 

       
       


4.
The above procedures are necessitated by the secrecy provision in Section 300 of Article 81 of 
the Annotated Code of Maryland (1969 Replacement Volume) which precludes divulging 
particulars of income tax returns except to an officer of the State having a right thereto in his 
official capacity.


5.
Upon receipt, the return will be stamped indicating date and time received.


6.
No additional copies of the tax returns will be made.


7.
The tax returns will be maintained by the Special Operations Lieutenant in a locked cabinet or 
safe as a confidential file, separate from the case file.  They will be made available only to 
personnel directly involved with the investigation.  When out of file, the investigator will be 
accountable for their security. 


8.
At the conclusion of the investigation, the tax return copies will be destroyed by shredding 
and a memo placed in the case file indicating the person destroying the return, as well as date 
and time of destruction.   
D.
Case Charting             


1.
Personnel assigned to the Criminal Investigations Division have been trained to "chart" 
complicated investigations. 


2.
Case charting is utilized to develop associations and/or collate complicated information; 
developing a perspective for the investigator to assist in directing the investigation.

E.
Major Case Team Management                          


It is recognized that the Department’s investigative staff may have insufficient resources or manpower to efficiently handle certain investigations occurring within Elkton.  Requests for assistance from the Maryland State Police or the Cecil County Sheriff’s Department may be requested through the Special Operations Lieutenant and/or the Chief of Police. 

F.
Hypnosis        


1.
Hypnosis may be used during an investigation; however, it should only be considered as a "last 
resort."  Information developed through hypnosis must be corroborated by other information 
before being utilized in court.  Due to limited experience with hypnosis, its use must be 
carefully considered in relation to the risk of lost in court testimony of a party who has been 
questioned under hypnosis.  The Maryland Court of Appeals has ruled that hypnosis may be 
used to obtain evidence; however, after having been hypnotized, a party may only testify as to 
what was remembered prior to hypnosis and not what was recalled as the result of being 
hypnotized.

                       

                        
 

       
       


2.
Hypnosis services can be requested through the Maryland State Police investigative hypnosis 
coordinator assigned to the Baltimore Metro Troop.  All requests for the use of hypnosis will 
be directed to the coordinator who will evaluate the request and, if approved, initiate the 
appropriate procedures.


3.
The following policies and procedures will be followed when investigative hypnosis is 
requested through the Maryland State Police: 



a.
Hypnosis is an investigative aid and is not a substitute for a thorough police 


investigation.  It should be regarded as a supplement to the investigation process.  

Hypnosis itself is not likely to produce any physical or psychological damage to the 

person being hypnotized.  The investigator must also bear in mind that the use of the 

information obtained through hypnosis cannot be assumed to be accurate.  Careful 

investigation is needed to verify the accuracy of information obtained during these 

sessions.     



b.
All requests for investigative hypnosis will be directed to the MSP Hypnosis 


Coordinator, who will insure that established procedures are followed.



c.
The decision as to whether hypnosis will help an investigation and if it should be used 

in a specific case rests with the hypnotist after consultation with the hypnosis 


coordinator.  It shall be the hypnotist's responsibility to find out if the person to be 

hypnotized is being treated for an emotional illness.  If this condition exists, the 


hypnotist must obtain the attending physician's consent before applying to the State's 

Attorney for authorization to perform hypnosis.      



d.
When a case is accepted for hypnosis, the hypnotist shall contact the referring officer 

to arrange a mutually convenient time for all involved to meet.  It shall be the 


responsibility of the referring officer to see that the subject has transportation to and 

from the examination site.      



e.
Hypnosis shall be used only with the victim or witness of a specific crime.  Verbal 

consent of the victim or witness must be obtained by the referring officer prior to 

contacting the Maryland State Police Hypnosis Coordinator.      



f.
A detailed written and signed statement of the individual's pre‑hypnotic memory 

must be obtained by the investigator immediately prior to the hypnotic session.      

 

                        

                        
 

       
       



g.
Before a hypnosis session begins, the investigative hypnotist will obtain written 


permission from the subject to perform the hypnosis.  All contact with the subject by 

the investigative hypnotist shall be recorded on videotape and audio tape of sufficient 

quality to reproduce the session for court, if needed.           



h.
If the person to be hypnotized is a minor, his parent or guardian must be consulted 

and their permission obtained.  If possible, they should accompany the child, but they 

need not routinely be present during the actual session as their presence might 


inhibit the child's concentration.  Children eight years of age and older can be suitable 

subjects, but each child's suitability must be considered on an individual basis.  



i.
Unless submitted to the court, the audio and visual tapes must be strictly confidential 

and made available only to those persons engaged in the investigation.  The original 

tapes will be maintained by the MSP Hypnosis Coordinator in the designated files. 

Duplicates will be distributed by MSP only to the officer involved in the instant or 

similar case or to the prosecuting attorney's office. 

G.
Polygraph         


1.
The primary purpose of a polygraph examination is to determine the truth.  A polygraph 
examination will determine if an individual's physiological response as monitored by the 
polygraph instrument indicates truth or deception.  When an examination indicates a person 
is practicing deception, it is the responsibility of the examiner to obtain facts and 
circumstances by eliciting admissions or a confession in connection with the deceptive 
response.  All post polygraph interrogations of Department personnel ordered to submit to 
the polygraph examination will be conducted by someone other than the examiner, without 
the examiner present, outside the polygraph environment, and in compliance with the Law 
Enforcement Officer's Bill of Rights.


2.
The success of a polygraph examination is dependent upon the diligence of the investigator.  
The polygraph is only an aid and cannot be substituted for thorough criminal investigations 
designed to secure competent evidence to prove or disprove a criminal offense.  Knowledge 
of the polygraph technique is valuable to the investigator so it can be accurately and 
intelligently utilized in an investigation.

                        

                        
 

       
       


3.
Polygraph examinations are conducted for Department pre‑employment, criminal and 
internal administrative investigations.  These examinations will be conducted by the Maryland 
State Police and/or the Cecil County Sheriff’s Office.  All requests will be directed to the MSP 
or CCSO polygraph operator.  The requesting officer will supply sufficient information to 
the 
polygraph operator regarding the information desired.  The examiner will make the 
decision whether an examination should be conducted.  Additionally, should an examination 
be initiated, he may terminate it at any time.


4.
Once an appointment for a polygraph examination is made, the requesting officer will, prior to 
the test date, brief the examiner to provide sufficient established facts to aid in developing 
relevant test questions.  The requesting officer is responsible for insuring a prompt arrival and 
introduction of the examinee on the test date.  The requesting officer should advise the 
examiner of any additional facts developed since the initial briefing.  When the examination is 
the result of a criminal investigation, it is essential that the investigator be available to assist 
the examiner with new information developed during the examination 


5.
The examiner will be responsible for all phases of the testing to include pre‑test questioning, 
actual testing, calibration, preparation and forwarding of test results, and testifying in court.


6.
Polygraph examination results are confidential and are available only to the investigating 
officer, the person tested or his designated representative.

H.
MSP Bureau of Drug and Criminal Enforcement                                                               


Assistance is available to the officer/ investigator in complex investigations in the form of:                          


1.
highly specialized surveillance equipment and techniques

2.
electronic surveillance equipment

3.
intelligence information

4.
assistance with sophisticated high level crimes, fraud, gambling, racial, religious, ethnic related 
incidents, drug investigations, etc.      

5.
multi‑jurisdictional investigations 

 

                          

                        
 

       
       


6.
information developed from confidential informants

I.
MSP Auto Theft Unit


This unit can supply assistance to the officer/ investigator in complicated vehicle theft investigations in the form of:          


1.
intelligence information


2.
data on organized vehicle thieves


3.
working multi‑jurisdictional investigations


4.
providing liaison with other state and local auto theft units


5.
providing covert personnel in vehicle investigations


6.
providing expert personnel in complicated vehicle theft search warrant investigations


7.
having trained chemical restoration personnel raise altered vehicle identification numbers by 
acid or heat


8.
providing unrecovered stolen vehicle computer printouts for investigative leads          


9.
assisting in tracing documentation for complicated vehicle theft cases

J.
Criminal Intelligence                     


1.
Whenever a member of the Elkton Police receives information relating to such crimes as 
drugs, homicides, vice, fencing operations, burglaries, or any other crimes which may be 
multi-jurisdictional in nature, they will complete a Report of Narcotics/Vice violations (EPD 
Form 34).


2.
Upon completion, the member will forward the report to the Criminal Investigations Division 
supervisor for review.  After review, the CID supervisor will assign the case to an 
investigator, if appropriate, or file the information in the CID intelligence files.  



a.
Criminal Intelligence Reports relating to a multi‑jurisdictional vehicle theft ring or a 

ring operation involving two or more vehicles will be forwarded by the CID supervisor 

to the MSP Auto Theft Unit supervisor, Criminal Investigation Division. 

                          

                        
 

       
       



b.
Intelligence obtained on activities outside of Elkton will be transmitted to the law 

enforcement agency having primary responsibility for criminal investigations in that 

area.


3.
The use of the Criminal Intelligence Report does not preclude the CID supervisor or any 
member of the Department from taking appropriate action, or conducting a necessary 
investigation.  However, no matter what action is taken, a copy of the Criminal Intelligence 
Report will be maintained in the Criminal Intelligence Files.

K.
State's Attorneys, State Prosecutors and Attorney Generals' Offices


These offices may assist in investigations in the procurement of legal opinions, documents, guidance, etc.  Further, many of these offices provide special investigative assistance when dealing with sensitive and specialized investigations, i.e. sexual assaults, child abuse, hazardous materials, "white collar" crimes, etc.

L.
Other Law Enforcement and State Agencies


There are numerous sources of assistance available to the investigator.  Most often, all that is necessary to partake of this assistance is merely to ask.  The investigator should remain abreast of the availability of outside assistance and strive to establish open lines of communication with these various agencies, departments, etc. when the opportunities arise.
M.
Maryland Automated Fingerprint Identification System (M.A.F.I.S.)


1.
A coordinated effort by several Maryland police agencies resulted in a computerized finger 
print analysis system which is available for Department use.


2.
The automated system is under the direction of the Data Services Division, Maryland 
Department of Public Safety and Correctional Services.  Remote terminals are in the following 
locations:



a.
Criminal Justice Information System - Central Repository - Responsible for the 


automated search and entry of all ten print cards (inked fingerprint cards), within the 

State of Maryland.




b.
Maryland State Police Crime Laboratory


                          

                        
 

       
       


3.
Use of the system for latent print entry and search is under the direction of the Latent Print 
Unit, Maryland State Police Crime Laboratory Division.  The use of this system is based solely 
on the quality of the latent fingerprint; the seriousness of the crime will be considered only for 
the logical priority of the entry.  Note that only the first joint area (pattern area), of a 
fingerprint is accepted into the system.


4.
Submitting latent impressions




a.
Complete a Request for Laboratory Examination (MSP Form 67).






1)
Include in the list of articles the number of latent lifts and any suspect 



information that cannot be fit into the suspect block.






2)
To aid in making an identification include as much descriptive information as 


possible, i.e., race, sex, age, date of birth, S.I.D. number, other descriptive 


numbers, etc.






3)
Chain of Custody must be properly completed and adhered to or the 



submission will be denied.




b.
Place latent lift impressions in a pre-stamped latent print evidence envelope:





1)
Envelopes available from the Criminal Investigations Division






2)
Fill out front of envelope completely



c.
Submit a complete set of fingerprints and palm prints from the victim and/or other 

persons known to have access to the area where the incident occurred.




d.
Submit unidentified latent prints for purpose of elimination that will be appropriately 

identified and listed within the list of articles section on the MSP Form 67.  The system 

operates more efficiently if proper eliminations are completed prior to the entry of 

latent fingerprints.




e.
List all suspects on the MSP Form 67 to assure the best results even though the latent 

fingerprints that meet the quality standards will be placed into the system.


5.
Any latent prints that are searched and not identified within M.A.F.I.S., will remain in an 
unidentified latent file.  As new latent print cards are received, this file will be checked in 
order to identify these latent prints.

                          

                        
 

       
       


6.
With the automated fingerprint process in place "ALL" latent print evidence from the 
Department should be forwarded to the Maryland State Police Crime Laboratory Division and 
at no time should this evidence be kept in a Department file.

N.
Investigative Techniques                        


As stated previously, the techniques employed by the investigating officer are limited only by his originality, knowledge and persistence.  This is not to be confused with the applications of these techniques which may be strictly limited by the law.  The aforementioned techniques are the most common and are supplied as a reference and not a definite plan of action.  Personnel are encouraged to remain abreast of the ever expanding field of police technology, as well as the legal issues concerning the application of these methods.  Some of the basic issues are discussed elsewhere in this manual, as well as in bulletins and orders published by the Department in an effort to supply timely information to the field.

O.
MSP Artist Unit                  


1.
The primary purpose of the Maryland State Police Artist Unit is to aid the investigator in cases 
in which an artistic ability is necessary.  Examples of these cases include:




a.
a composite of a suspect


b.
the sketching of items



c.
composites or reconstruction of decomposed bodies 


2.
All requests for the assistance of this unit should be made through the Maryland State Police 
Crime Laboratory Division.  An appointment will then be arranged for an interview with the 
victim or witness of the crime on the date next available to the unit.  It is not necessary for the 
investigator to be present at the interview.  However, a copy of the report and a quiet office 
must be provided.  The results of the interview and a copy of the police composite artist 
interview sheet will be provided to the investigator.

P.
Vice Investigations                   


It is the policy of the Department that no officer will engage in any sexual contact or sexual act during any investigation involving prostitution, lewdness or any other vice crime.  Should suspects initiate contact of a sexual nature the suspect is to be placed under arrest immediately.  
                          

                        
 

       
       

Q.
MAGLOCLEN


1.
PURPOSE    



In an attempt to provide additional capabilities and resources for criminal Investigative 
purposes, the Elkton Police Department became a member agency with MAGLOCLEN.  
AMAGLOCLEN@ is an acronym for Middle Atlantic Great lakes Organized Crime Law 
Enforcement Network.  MAGLOCLEN is one of six Regional Informational Sharing Systems 
(RISS) Projects funded by the Federal Government.  MAGLOCLEN offers a broad range of 
services to member agencies which are predicated on its primary purpose to support federal, 
state, and local law enforcement agencies in investigating organized crime, including but not 
limited to narcotics, pornography, prostitution, child exploitation, white collar crime, and 
computer crime.  



MAGLOCLEN has available to its members a vast database compiled by submissions made by 
participating agencies on the MAGLOCLEN Criminal Information Index Entry Form.  The 
submitted information is entered into a secure automated computer system.  If a participating 
agency makes an inquiry on a specific individual and/or business or organization, and that 
subject of inquiry has been entered into the database by another agency, then the 
information is provided to the requestor regarding a contact person at the submitting agency.  
Due to the sensitive nature of the information submitted and received by this department, it 
is essential to maintain strict confidentiality.  Information received from the MAGLOCLEN 
database will not be disseminated to anyone outside this agency.


2.  
PROCEDURE



a.
Security




1)
The information contained in the MAGLOCLEN files is to be maintained in a 


secure manner.  Access to these files is limited to agency personnel with a 


“need to know” and a “right to know.”  




2)
The dissemination of the information from these files is limited to law 



enforcement officers with a “need to know” and a “right to know.”  





a) 
Persons with a right to know are defined as any law enforcement 



officer in the course of a bona fide official criminal investigation.

                          

                        
 

       
       





b)
Persons with a “need to know” are defined as:  






(1)
Any law enforcement agency in the lawful pursuit of a 





criminal investigation.






(2)
Any law enforcement agency in preparing an assessment 




concerning alleged criminal activity.






(3)
Any law enforcement agency in developing an analytical 




product pertaining to strategic or tactical analysis. 





c)
Use of the MAGLOCLEN database for non-criminal inquiries is strictly 



prohibited.



b.
Security




1)
Access to the MAGLOCLEN database is available through the Criminal 



Investigation Division Sergeant, or his designee.  The CID Sergeant will assist 


officers in making entries or receiving information from MAGLOCLEN, per the 


requirements set forth by 28 CFR 23 and this section.




2)
Information obtained from MAGLOCLEN will not be disseminated or disclosed 


to another criminal justice agency unless the requesting agency is 



investigating or prosecuting a criminal incident in conjunction with the Elkton 


Police Department.  



3)
Entries to the MAGLOCLEN database will be made via the MAGLOCLEN 



Criminal Information Index Entry Form, which is provided by MAGLOCLEN, 


and available through the CID Sergeant.  Required information on each form 


will be completed.  



4)
Each entry will be reviewed and approved for submission by the CID Sergeant.  


Approval will be recognized by the CID Sergeant’s confidential code number, 


written on the appropriate block on the entry form itself.  



5)
Upon the completion of the review, the CID Sergeant will forward the original 


entry form (first page) to MAGLOCLEN and will maintain a copy in 



the EPD MAGLOCLEN file.

                          

                        
 

       
       




6)
All information received from or via MAGLOCLEN in response to an inquiry will 


be noted in the officers/investigators report.  The MAGLOCLEN response 


report will be attached to the initial Offense Report or to the Supplemental 


report with a copy being maintained in the EPD MAGLOCLEN file.



7)
Information on a subject’s business, political, social, religious, or fraternal 


associations will not be submitted to MAGLOCLEN, unless reasonable 



suspicion exists that the subject’s affiliation is believed to be criminal in 



nature.




8)
Illegally obtained information is prohibited from being submitted to 



MAGLOCLEN or maintained in the EPD file. 



c.
Dissemination Criteria




1)
Dissemination of information acquired via MAGLOCLEN will not be done 


without prior approval from the CID Sergeant or his designee.  




2)
Information obtained from MAGLOCLEN will not be disseminated or disclosed 


to another Criminal Justice Agency unless the requesting agency is 



investigating or prosecuting a criminal incident in conjunction with the Elkton 


Police Department.




3)
Dissemination of any information obtained via MAGLOCLEN will be limited to 


law enforcement officers who meet the “need to know” and “right to know” 


criteria, as outline in this section.




4)
Dissemination will be limited to agencies which prescribe to the standards 


established in 28 CFR 23.20 and in compliance with applicable Maryland laws.




5)
Any information acquired from MAGLOCLEN and disseminated to another law 


enforcement agency will be noted in the officers/investigators initial Offense 


Report or Supplemental Report.   

                          

                        
 

       
       



d.
Purging Information

 


1)
MAGLOCLEN has established a procedure to update and/or purge information 


that is stored in their Database files.  MAGLOCLEN will provide the CID 



Sergeant or his designee with a list of names to be purged or undated.  If the 


CID Sergeant feels that the information should be updated and maintained in 


the MAGLOCLEN database files, then he will notify MAGLOCLEN of the need 


to retain the information, otherwise, the information will be purged from the 


system.




2)
 This procedure is to be used in conjunction with all relevant and existing 


agency policies, procedures, rules, and regulations. 

R.
MSP Computer Crimes Unit


The Maryland State Police Computer Crimes Unit specializes in high tech electronic crimes, to include: cellular
phone fraud, telecommunications fraud, illegal access to a computer, and computerized child pornography.  The unit has a specially equipped laboratory to forensically examine seized computers.  Officers/Investigators may submit seized computers to the Computer Crime Lab for analysis.

S.
 Confidential Informants


1.
Definitions



a.
 Informant - Any individual expecting or requiring money and/or legal favor in 


exchange for information needed in an investigation.  Those individuals with a known 

past and presumed continuing involvement in criminal activity should be regarded as 

informants whether or not payment is involved.



b.
Source of Information - Any individual or organization who provides information 

without becoming a party to the investigation.  When a “source of information” seeks 

financial compensation, legal favor, or becomes active in a criminal investigation, their 

status shall change to informant.  


c.
Informant Fee - A previously agreed upon fee paid directly to an informant for their 

services or information.



d.
Informant Expense - An expense incurred through the use of an informant, such as 

gasoline, beverages and/or food, which is not paid directly to the informant.

                          

                        
 

       
       


2.
Whenever informants are incorporated into an investigation, the following procedures will 
apply:  



a.
A confidential Informant History Form (EPD 99), and a Conduct of Informant Form 

(EPD 101) will be initiated with all blocks being properly completed.



b.
A photograph will be taken of all new informants.



c.
Full signatures, as well as any assumed signature that may be used on payment 


receipts, will be recorded.



d.
A copy of the informant’s criminal and motor vehicle record will be attached to the 

form.



e.
An inked right thumb print, when the exact identity of the individual cannot be 


established, will be taken and the signature of the contributing officer will verify the 

accuracy of the information.



f.
For each subsequent contact with an informant, including but not limited to 


telephone contact, officers will complete an Informant Contact Sheet (EPD 100).



g.
The Special Operations Lieutenant or designee will assign a Confidential Informant (CI) 

number upon submission of all the required forms; or on an immediate basis provided 

all required forms/reports are submitted within 24 hours.



h.
The Special Operations Lieutenant is responsible for the security of the Confidential 

Informant Files.  These files will be maintained in a locked file cabinet with access 

limited to the CID Lieutenant or his designee.  The Special Operations Lieutenant will 

determine whether a working relationship with an informant should continue and will 

discuss any termination with the officer.  If termination of an informant is deemed 

appropriate by the Special Operations Lieutenant, an Informant Contact Sheet will be 

filled out listing the reasons why.


3.
Persons arrested by another Law Enforcement Agency who come to the Elkton Police 
Department to offer assistance in return for consideration or a fee will be advised that the 
arresting agency will be notified of their desire to cooperate.  In addition, the State’s 
Attorney’s Office having jurisdiction over the charges will be notified by the officer.  The 
State’s Attorney’s Office will be the deciding authority concerning the individuals use as an 
informant.

                          

                        
 

       
       


4.
Individuals approved as an informant will be advised:



a.
They will not violate any criminal or motor vehicle laws in connection with gathering 

information and any such violations will be investigated for prosecution,



b.
They have no official status as a member of this police department, nor do they enjoy 

any immunity from criminal or civil prosecution,



c.
There always exists the possibility their identity and capacity may be divulged; 


however, this will be prevented whenever possible consistent with legal remedies; 

and



d.
Participation in an undercover operation will subject them to a search of their person 

and vehicle before and after the operation.


5.
The following conditions apply to all individuals who offer to function as an informant for this 
agency:



a.
If a potential informant refuses to permit a photograph to be taken and/or refuses to 

provide a signature, they will not be utilized as an informant.



b.
A copy of any informant agreement prepared by the State’s Attorney’s Office will be 

included in the informant’s file.



c.
Persons under the age of eighteen (18) must have written consent of a parent or legal 

guardian before being utilized as an informant.  Officers using persons under the age 

of eighteen (18) will also need to complete a “Parent Permission for Juvenile to Assist 

in Investigation” form (EPD 102).  



d.
Persons on parole or active probation must receive written approval from the 


Department of Parole and Probation before being utilized as an informant.  This 


approval will be documented and placed in their file.  The written authorization will 

include the name and authority of the individual from the Department of Parole and 

Probation.

                          

                        
 

       
       



e.
Individuals participating in court ordered drug treatment programs will not be utilized 

as informants until the specifics of the court order have been reviewed by the CID 

Sergeant.  If the conditions of the order do not restrict the individual’s cooperation, 

he/she may be an informant for this agency.  A copy of the court order will be placed 

in the informants file.



f.
Any informant that is arrested, becomes institutionalized for a mental disorder, 


compromises an investigator’s identity, or for any other reason warrants an updated 

evaluation, will be reviewed by the CID Sergeant and the officer to determine if their 

informant status should be terminated.



g.
Officers will notify their immediate supervisor prior to any contact with an informant 

of the opposite sex and 
preferably will have another officer accompany them and 

witness the contact.  EPD Officers will not:




1)
Initiate or become involved socially or sexually with any active or previous 


EPD informant; and/or




2)
engage in a personal, financial or business activity such as loans, investments, 


etc., with a person who is or has been a EPD informant.




3)
If an “inactive” informant is moved to the “active”  file, an updated record and 


a new photograph will be placed in the file.


6.
During the months of June and December each officer will inquire into the arrest and MVA 
record of every active informant with whom he is assigned to work.  Officers will forward an 
EPD Form 17 to the CID Sergeant noting the completion of the inquiry and a copy of any 
change in the arrest record of the informant.  The officer will also complete an Informant 
Contact Sheet for each active informant outlining the justification for the informant to remain 
in an active status.


7.
Informant Fees and CDS Purchase



a.
The Special Operations Lieutenant or designee shall be responsible for maintaining an 

appropriate amount of currency, at the police department, for drug investigations and 

informant fees.

                          

                        
 

       
       



b.
Requests for funds for informant fees or the purchase of Controlled Dangerous 


Substances (CDS), will be made through the Special Operations Lieutenant or 


designee.  The Special Operations Division Lieutenant will review the information and 

authorize, or deny, the request.  If the request is approved, the officer will be given 

the amount requested.  The Special Operations Lieutenant will be responsible for 

keeping a journal which will show how much money has been utilized and on which 

case.  This journal shall be available to review by the Chief of Police upon his request.



c.
Requests for informant fees will be made through the Special Operations Lieutenant.  

In his absence the Chief of Police or Patrol Lieutenant may authorize payment to an 

informant.  Informant fees will be made directly to the informant by the officer.  The 

Chief of Police or Patrol Lieutenant must be present during the payment of an 


informant.  If an informant is paid, an Informant Contact Sheet will be completed and 

submitted to the Special Operations Lieutenant.  These forms will be placed in the 

informants file.



d.
Informant fees may be paid for information that the informant provides to this agency 

in reference to a criminal investigation, criminal information provided to the agency

or for the purchase of CDS during a criminal investigation.

                          

                        
 

       
       

A.
Purpose


Management of Criminal Investigations (MCI) is a total system designed to control and manage criminal investigations through the use of report form structure, solvability factors, case screening, continuous monitoring and prosecutor feedback.  The goal of MCI is to increase the number of arrests and convictions for serious crimes through increased resource efficiency.  This is accomplished by increasing the effectiveness of available resources through: 


1.
upgrading the quality of the preliminary investigation


2.
case screening


3.
managing the continuing investigation


4.
improving police/prosecutor relations

B.
Quality of the Preliminary Investigation  


1.
As discussed earlier in this chapter, the preliminary investigation is a critical stage of any 
investigation.  Under the MCI concept, the search for facts and evidence is translated into 
certain solvability factors that are relevant to the investigation and could assist in the 
appropriate disposition of the investigation.  The solvability factors are:      



a.
Witnesses



b.
Suspect Known



c.
Suspect Named



d.
Suspect Described



e.
Suspect Identified



f.
Suspect Previously Seen



g.
Significant Physical Evidence



h.
Traceable Property



i.
Vehicle Information



j.
Significant M.O.      



k.
Opportunity to Commit Crime



l.
Uniqueness of Crime


This list is not all inclusive, but represents those factors that have been determined to be the most important in successfully concluding criminal investigations.  The initial investigation should be complete and in‑depth.  Information collected should be clear and detailed, eliminating the need for any redundancy on the part of the follow‑up investigator.

                          

                        
 

       
       


2.
A means of upgrading the initial or preliminary investigation within MCI is to emphasize the 
role of the patrol officer by:      



a.
allowing the patrol officer an adequate amount of time to conduct a complete and 

thorough preliminary investigation



b.
using structured report forms to improve the collection of data predicting the 


solvability of the crime


c.
allowing the patrol officer to opine the status of the case based on information he has 

developed, and to recommend the extent of follow‑up investigation

3.
This enhanced posture of the patrol officer in the investigative process is critical to the success 
of MCI.  The single most important determinant of solvability is the information collected by 
the initial responding officer.  Through MCI, the officer will also be provided with a source of 
job enrichment and motivation to upgrade his investigative skills.


4.
The role of the uniform patrol officer in the preliminary investigation and his continuing 
responsibility toward the overall investigation has been thoroughly discussed.  MCI requires 
this role to be thoroughly supported by command.  Consistent with present manpower 
assignments and responsibilities, officers should investigate the less serious criminal offenses 
which demonstrate a strong probability for closure, based on the results of the preliminary 
investigation.  This is not intended to expand the responsibility of the uniform patrol officer in 
turning over the investigation, but to encourage efficient use of existing manpower consistent 
with Department goals.


5.
The solvability factors, as well as the structured reporting procedures, have been incorporated 
in the Offense Report and are thoroughly explained in Chapter 29 of the manual.

C.
Case Screening              


1.
Case screening is intended to reduce investigator caseloads, freeing expert resources to 
concentrate on more involved cases with high potential for solution.  Effective case screening 
should:      



a.
identify cases that have a high potential for solution. Initial reports of investigation 

would be screened on the presence of solvability factors, the nature of the crime and 

the examiner's investigative experience.

                          

                        
 

       
       



b.
identify serious crimes with potential for solution for assignment to criminal 


investigators.




1)
patrol officers should be permitted to follow up on less serious crimes with a 


high or good potential for success. 




2)
predictably unsolvable cases should be routed into an early closure system.



c.
permit the victim to be notified of the status of the investigation.


2.
Chapter 29 establishes a structured system for case review and final assignment based on 
MCI.  Case review starts with the uniform patrol officer's suggestion as to case status.  The 
uniform patrol supervisor then provides input in his review of the report, supplying additional 
insight to the status and assignment of the investigation.  The Criminal Investigations Division 
supervisor becomes the deciding factor in case screening.   Based on the information 
contained in the report and the opinions and input of the investigating officer(s) and first line 
supervisors, the case may be properly handled as suggested above.  Supervisors at all levels 
have a responsibility to assure that all elements are thoroughly investigated and appropriately 
documented in order to uphold the validity of the system.


3.
Once active investigation of a case is terminated, either by suspension or closure, supervisors 
are to see that the victim/complainant is apprised of that status.  This follow‑up contact is to 
be considered part of the investigation and documented as such.  The victim/complainant 
should be contacted by the investigating officer, who shall explain the investigation and the 
basic reasoning for the action taken.  Traditionally, when cases are suspended for lack of 
evidence, the victim is not informed for fear he would interpret such a decision as "lack of 
interest" or his case being classified as "unimportant."  MCI assumes that the victim should be 
informed and that it can be done in an intelligent and compassionate manner without 
compromising public confidence.

                          

                        
 

       
       

D.
Managing the Continuing Investigation                                  


1.
The continuing investigative process has traditionally been characterized by the absence of a 
bona fide system for assigning, coordinating, directing and monitoring the investigative effort.  
Traditionally, the person who "catches" a case is usually the one on duty at the time and is, 
therefore, the most convenient.  Decisions regarding case priority, continuations and 
investigative planning are usually left to the individual investigator with very little supervisory 
input.  Increased productivity can be achieved through periodic reviews and by monitoring 
performance indicators of caseloads, time spent per investigative activity, case dispositions, 
arrests, closure rates, personal ability and initiative.


2.
The objective of this phase of MCI is to increase the efficiency of investigative supervision and 
management and; therefore, increase the effectiveness of investigative resources.     



a.
Follow‑up criminal investigations and investigator ability will be continually 


monitored and evaluated.



b.
Workload will be organized through equitable skills distribution.



c.
A system of administrative review for cases not warranting follow‑up investigation 

will be developed.


3.
 The Criminal Investigation Caseload Ledger (addressed later in this chapter) provides a vehicle 
to the Criminal Investigations Division supervisor to monitor the CID personnel and their 
assignments.  This should not be the extent of the supervisor's involvement with his 
personnel.  All supervisors, uniform as well as Criminal Investigations Division, are encouraged 
to develop a review process to include such things as staff meetings, training sessions, 
counseling sessions, case reviews, individual statistics, caseload, etc.  The intent of this 
supervisory involvement is to insure the most efficient use of available manpower and 
resources consistent with existing demands.  Supervisory involvement provides first hand 
observations of Department personnel, providing a valuable tool for evaluation and 
appraisals.  Through MCI, the supervisor has the overall responsibility for such things as:      



a.
Management of caseloads


b.
Monitoring the investigative efforts


c.
Deciding priorities


d.
Investigative planning


e.
Timely submission of reports

                          

                        
 

       
       


4.
Uniform supervisors have as much responsibility for the management of those cases assigned 
for follow‑up investigation to a uniform patrol officer as does the Criminal Investigation 
supervisor.  Input and participation by the uniform supervisor will insure timely investigation, 
reporting and disposition; freeing his personnel for normal patrol functions.


5.
MCI is a total concept, including personnel at all levels of the investigation in the responsibility 
of its management.

E.
Police/Prosecutor Relations                           


1.
Historically, there has been a lack of communication and coordination between police and the 
prosecutor's office.  MCI presumes that successful prosecution of criminal cases requires close 
cooperation between police and prosecutors.  Cases are not accepted for prosecution unless 
they meet standards set by the prosecutor's office; convictions are not easily obtained unless 
cases are sufficient to support the court's evidentiary and procedural requirements.


2.
The Department has established a cooperative atmosphere with the prosecutor's office in an 
effort to improve this area and there is a constant exchange of information.  Much of this data 
is related to personnel in various forms, i.e. orders, policy, training and other informative 
publications.


3.
Supervisors are to encourage open communication between Department personnel and the 
State Attorney’s Office. The results of the information exchange would be better case 
preparation, improved investigative techniques, increased conviction rate and a mutual 
respect between the agencies.

F.
Case Status


Administrative designations for case status will be utilized as appropriate to facilitate case management and control.  The designations are listed below.


1.
Open ‑‑ indicates the case is assigned to an officer and investigative efforts are active.


2.
Suspended ‑‑ indicates all leads have been exhausted, but the case has not been brought to a 
satisfactory conclusion and investigative efforts may be resumed.  If an officer wishes to 
reopen a suspended case he will notify his immediate supervisor of the intent and as soon as 
possible submit a Supplement Report with the new information.  If a case is reopened the 
victim should be contacted as soon as possible and advised of the status of the investigation, 
within 15 days.

                          

                        
 

       
       


3.
Closed ‑‑ indicates that the case has been satisfactorily concluded by:



a.
Arrest



b.
Exceptional Arrest

 

c.
Exceptional or Multiple Clearance



d.
Unfounded



Reports closed by arrest, exceptional arrest, unfounded, or an exceptional or multiple 
clearances shall document the reason for the closure on a Supplement Report.  Guidelines for 
closures will be similar to that as stated in the "U.C.R. Guidelines" with amendments for 
current EPD policy.  For EPD policy, the case may be closed exceptionally if the victim wishes 
no further police action or prosecution, even if the offender has not been identified.

G.
Criteria for Case Suspension


1.
Investigators may maintain open reports for up to thirty (30) days.  If there are no further 
leads and the degree of seriousness does not warrant further investigation, the report will be 
suspended and forwarded to the CID Supervisor for review and approval of suspended status.


2.
Patrol officers may suggest that a case be suspended when the initial investigation reveals no 
significant information (i.e. vehicle, suspect description, etc.)

H.
Case File Maintenance


An investigative case file will be maintained on all cases in which investigative activities are ongoing.  Case files provide an immediate information resource to investigators.  Under no circumstances should investigative files contain original materials which should be part of other departmental files.


1.
Case files should contain a copy of preliminary investigative reports, records of statements, 
results of examinations of physical evidence, case status reports or addendums, and other 
reports and records needed for investigative purposes.


2.
Only active, open investigative case files or reports should be kept out by investigators.  When 
a case is suspended or closed, the investigative case file or report should be sent to Records 
for filing.

                          

                        
 

       
       


3.
Each investigator should keep assigned active case files current and as up‑to‑date as possible, 
and stored in investigator's assigned administrative area in such a manner that, when off-duty, 
the Supervisor or other investigator can find and refer to the case files, if required to do so.

 
4.
Once a case has been disposed of by arrest, suspension or other clearance, the written file, as 
well as computerized records, of that case will be maintained by the Department for a period 
of ten years and then purged from the files.

                          

                        
 

       
       

A.
 Responsibility


1.
An Investigation Caseload Ledger (EPD Form 80) will be maintained for each police employee 
whose primary assignment is that of investigation (including supervisory personnel).


 2.
The Criminal Investigations Division Lieutenant will be responsible to see that the Investigation 
Caseload Ledger (EPD Form 80) is maintained.

B.
 Content       


1.
The Ledger will contain a chronological record of all criminal, administrative, and other 
miscellaneous responsibilities assigned to the investigator.


2.
Initial or follow-up assignment to any of the following criminal or administrative investigations 
will be recorded in the Ledger:    



a.
Criminal Offense (OR)    



b.
Missing Person (MPR)



c.
Officer Applicant



d.
Warrants



e.
Criminal and/or Other Summons.



f.
Other Related Criminal Investigative Activities (IR)


3.
The Ledger will be completed according to the following caption explanations:      



a.
Case Number "P" ‑ Primary and "A" ‑ Assisting Investigator                                                                    




1)
Record the complaint control number a unique file number assigned to the 


activity.




2)
A notation under "P" indicates the investigator is assigned overall 



responsibility for the activity, i.e., coordination, investigation report 



submission, etc.

                          

                        
 

       
       




3)
A notation under "A" indicates the investigator performed a support function, 


assisting another who has the primary assignment, e.g., an investigator assists 


a uniform patrol officer with an interrogation, processes a crime scene, 



interrogates a suspect for another investigator, etc.

    


4)
Differentiating between primary and assisting is a management tool used to 


specifically identify investigative time by individual.  The categories cannot be 


combined to provide a total caseload picture.  
An "assist" is what it implies 


and will not be counted as a "case."  If an investigator's ledger has all entries 


identified as "assisting" for the purpose of counting cases assigned, there are 


none.  However, there is a record of investigative man‑hours for this 



individual. Counting an "assist" as a case creates an inflated case‑load picture.      



b.
Nature of Investigation




1)
For investigators with the primary assignment, indicate the kind of 



investigation and victim/ defendant/ applicant. 




2)
For assisting investigators, in addition to the kind of investigation and 



victim/defendant/applicant, indicate the activity, e.g., rape‑ Mary Doe ‑ 


questioned witness‑ crime scene search.          




3)
To aid in recording and totaling man hours, the names of assisting 



investigators should be placed in this section.                           



c.
 Date Assigned ‑ is the date an investigation is assigned to the primary investigator.  

For assisting investigators, enter the date the activity occurred or a permanent 


assisting assignment is made.  There may be investigations where additional 


personnel are assigned to assist; however, there will only be one primary investigator.      



d.
Initial Report Received ‑ Date and Hours Used ‑Record the date an initial report was 

submitted for initial review and the approximate investigative man hours (nearest 

one‑half hour) expended to submit the report.  For incidents initially investigated by 

uniform personnel, this will reflect date the report is received by the Criminal 


Investigation Division.  The investigative hours may be omitted.  Enter "N/A" for 


entries for assisting investigators.      

                          

                        
 

       
       



e.
Supplement Report ‑ Provides space to record six supplement "Due" and 


"Received" dates.  When a Supplement Report is received, the supervisor will record 

in the Supplement Report Rec’d block the date and the amount of time committed to 

that particular segment of the investigation by that investigator.  If more than one 

investigator is working the same case, times will be broken down by investigator and 

entered on the individual's ledger under the particular case number indicating the 

appropriate status, i.e., Primary or Assisting.  Investigators will record, on the last page 

of any reports submitted, the total man hours expended for those activities resulting 

in the report.  If other personnel assisted the primary investigator and their reporting 

requirements are being satisfied by the submission of one report, the investigator 

submitting the cumulative report will supply a breakdown of man hours by individual, 

e.g.  





Cpl. Jones

-
3





Off Black

‑
3





Officer Henson

-
3 





Total Man hours
-
9




The reverse side of the Investigation Caseload Ledger has been designed to record 

those supplement reports which exceed the spaces provided on the front of the form.  

Entries will be cross‑referenced by case number and the primary or assisting 


indication.  Hours expended by investigators submitting reports covering their own 

activity will not be included in any other reports.      



f.
Status ‑ Enter the date under the proper column indicating the appropriate 


disposition of the investigation, i.e., suspended or closed by arrest or other means.

      

g.
Reopened ‑ When appropriate, enter the date a suspended or closed investigation is 

reopened.  If the investigative responsibility is changed, enter the new investigator's 

name; if no change, enter "N/A".                  
                                         

                        
 

       
       



h.
Total Investigative Man hours ‑ The hours listed on an investigator's caseload ledger 

should reflect his investigative hours only.  Any assisting investigators will carry their 

hours on their respective caseload ledger only.  A supervisor wishing to calculate total 

man hours on a particular case could refer to the case file or total the hours for the 

primary and all assisting investigators for that particular case.  Time committed to a 

case by uniformed personnel will not be included in the primary or assisting 


investigator's caseload ledger.  The ledger provides a concise indicator identifying 

investigative activity associated with an individual's assigned cases.  The ledger is a 

management tool providing an avenue for supervision to become involved with case 

management. 

C.
Criteria Used to Assign Follow-up Investigations


1.
The CID Supervisor shall consider the current caseloads of the investigators, past experience 
of the investigator in handling similar cases, and available research/crime analysis/analytical 
information from the Department, task force operation or pertinent research information 
from other agencies.


2.
The CID Supervisor shall screen cases and consider the degree of seriousness and solvability 
factors prior to the assignment of follow‑up investigations.  Investigators will report to the CID 
Supervisor on the progress of assigned cases, at which time the CID Supervisor will, with input 
from the investigator, decide if the facts warrant the investment of additional investigative 
time or the use of other resources.  If not, the case will be suspended.

                                         

                        
 

       
       

Legislative Authority


The Governor is authorized by law to offer a reward in the name of the State of Maryland for information leading to the arrest and conviction of any person causing the death of a law enforcement officer of the State, or of any political subdivision of the State who is killed in the performance of his duties.


1.
The Governor may fix and announce a reward for the information in each case upon the 
request of the State's Attorney of the political subdivision in which the death occurred.


2.
The Chief of Police will be responsible for reviewing submitted claims to ensure that the 
necessary information is included before forwarding to the Secretary of the DPSCS.
                                         

                        
 

       
       

A.
Rights of Victims and Witnesses


1.
The Elkton Police Department is committed to the development, implementation, and 
perpetuation of appropriate victim/witness assistance programs and activities.  As the 
National Advisory Commission on Criminal Justice and Goals commented, "The criminal justice 
system depends on citizen cooperation."  Cultivation and maintenance of victim/witness 
cooperation is a proactive means of fulfilling our law enforcement obligation.  All victims and 
often witnesses will be treated with fairness, compassion and dignity.


2.
The following is a summary of the guidelines which prescribe the ways in which victims and 
witnesses of crime will be treated and helped by our personnel.  These guidelines are now 
part of Criminal Procedure Article §11-1002 Annotated Code of Maryland.  In accordance with 
these guidelines, every crime victim or witness will: 



a.
Be treated with dignity, respect, courtesy, and sensitivity;



b.
Receive emergency help as needed;



c.
Receive notification of court dates or cancellation of those dates;



d.
Be advised of law enforcement protection available from harm arising out of 


prosecution and law enforcement efforts;



e.
Be provided a waiting area apart from the accused;



f.
Be informed of any available financial assistance or social service;



g.
Receive help with bill problems occurring as a result of the crime;



h.
Be assisted with prompt property return;



i.
Be able to participate through a written statement (victim impact) and/or oral address 

(allocution) in the sentencing phase of trial;



j.
Be informed of restitution procedures and information;



k.
Receive speedy handling of the case in which they are involved.


3.
In addition, the following is available to the victim when requested in writing:



a.
A progress report on their case from the police and the State's Attorney;

                                         

                        
 

       
       



b.
The prompt return of property by law enforcement agencies;



c.
The reading of victim impact statements at any hearing that considers a release;



d.
To know when the convicted offender is scheduled to be released from prison or jail; 

or



e.
To know when the offender escapes or receives a Mandatory Release from prison.


4.
Refer to Title 9, Subtitle 3 of the Criminal Law Article for criminal remedies for interference 
with victims or witnesses, generally. 

B.
 Authority and Responsibility for Administering and Coordinating Victim/Witness Assistance


The Chief of Police, or his designee, has the ultimate responsibility and authority for administering and coordinating the Department's role in victim/witness assistance, and will coordinate the activities of the patrol officers, CID officers, and other Department personnel who are directly involved with Victim/Witness Assistance efforts, and ensuring that the liaison is effectively performed. 

C.
Analysis of Victim/Witness Assistance Needs


The Department will conduct a survey of victim/witness assistance needs and available services within our service area at least every two years.  The analysis includes the following elements:


1.
The extent and major types of victimization within the Department's service area;


2.
An inventory of information and service needs of victims/witnesses in general (including 
homicide or suicide survivors) and special victims, such as those victimized by domestic 
violence, abuse and neglect (especially children and the elderly), sexual crimes, and drunken 
drivers;


3.
Victim assistance and related community services available within the service area; and


4.
Identification of all unfulfilled needs and the selection of those that are appropriate for the 
Department to meet.

D.
Goal and Objectives




1.
Goal - The goal of the Elkton Police Department is to ensure that all victims and all other 
witnesses receive professional handling consistent with their important investigative and 
prosecutorial role.                                        

                        
 

       
       


2.
Objectives 



a.
Through training and retraining, provide all personnel with the role of our 


victim/witness program as it pertains to the law enforcement mission.



b.
Treat all victims/witnesses with fairness, compassion and dignity.



c.
On initial contact provide all victims/witnesses with immediate assistance, if needed. 



d.
Provide victims/witnesses with a list of the community services available within our 

service area as well as the Department's telephone number to be called for assistance.



e.
Provide services without duplicating victim/witness assistance activities offered 


elsewhere.



E.
Policies and Procedures


1.
Needs of victims and other witnesses will be determined and those that are appropriate will 
be met without duplicating services furnished by other community agencies.  First responders 
will provide available and needed service on initial contact and, if befitting, the follow-up 
investigator will provide needed assistance or direct the victim/witness to the proper 
community agency.


2.
The CID Sergeant will ensure the confidentiality of records and files of victims/witnesses and 
their role in case development to the extent consistent with applicable law.


3.
The Chief of Police or his designee will periodically inform the public and media about the 
Department's victim/witness assistance service. 

F.
Liaison with Other Victim/Witness Agencies


1.
The CID Sergeant, or designee, will maintain liaison with other criminal justice agencies, 
governmental and non-governmental agencies/organizations concerned with victim/witness 
needs and rights.  The purpose of liaison is: 



a.
to ensure that our referrals of victims/witnesses to outside sources are based on 

accurate and up-to-date knowledge of the services offered by those sources; and 



b.
to maintain an ongoing channel of communication by which to offer and receive 

suggestions about how the Department and outside sources can more effectively 

work together in order to better serve the victim/witness.

                                         

                        
 

       
       


2.
Liaison may be initiated by letter, phone call, or in person.


3.
If a definitive arrangement is made with an outside source as to the special referral of 
victims/witnesses to a particular outside source, the CID Sergeant will confirm the 
arrangement in writing to the appropriate outside source within five working days.

G.
Orientation of All New Non-Sworn Employees


The Lieutenant will inform all newly hired non-sworn employees about our community victim/witness programs.  Following this orientation it is expected that the employees will be able to provide knowledgeable answers to questions from the public concerning victim/witness assistance offered by our Department and other community organizations.  The orientation may consist of lecture, handouts of memoranda, among other teaching methods.

H.
Training of Uniform Personnel 


1.
The Support Services Lieutenant, or designee, will be responsible for the training of uniform 
personnel concerning victim/witness rights programs and the role of the programs in meeting 
our law enforcement mission.  The training of sworn personnel will follow their graduation 
from recruit training.  


2.
The Lieutenant will ensure that Squad Supervisors and all Field Training Officers (FTO’s) are 
trained in order to effectively direct officers in handling victim/witness responsibilities.  FTO's 
will evaluate recruits in this important phase of training.



3.
Squad Supervisors, under the direction of the Lieutenant, will ensure that all Squad personnel 
receive training/retraining.

I.
Levels of Victim/Witness Assistance


1.
The on-duty squad supervisor is the single point of contact for all other available information 
pending assignment of the case for investigation.  This pertains to case-specific information 
for dissemination to victims/witnesses between commission of the crime and the time when 
an officer is assigned to the case, as might be required if the crime occurred when neither 
patrol officer nor investigator was available to respond.


2.
Meeting Victim/Witness Needs:

                                         

                        
 

       
       



a.
The need for support during an officer's initial investigation may include, but is not 

limited to, providing protection, medical attention and reassurance.  An officer should 

organize his support help into three phases:




1)
Safety and Security - It is sometimes difficult to imagine how frightened a 


victim feels.  Fear brought on by crime may last a long time, and may interfere 


with the victim's memory.  To demonstrate concern and to encourage the 


victim to talk, the officer needs to say the obvious: "Are you all right?  How do 


you feel?  You are safe, now."  When the initial contact is terminated, the 


officer might suggest that the victim have a friend or relative respond to the 


scene for a continued sense of security.




2)
Ventilation and Validation - Almost all victims will be upset, but will show it in 


differing ways.  Officers should attempt to calm the victim with simple 



statements, expressed in a way that is natural: "I'm glad you're all right," or 


"It's only normal to feel that way. . . ."  Dealing with angry victims is 



sometimes a test of patience.  Outrage about the criminal, the criminal justice 


system, or the Department, may be directed at the officer as he arrives on the 


scene.  The officer should not take the anger personally, but realize it is a 


necessary release.  Officers should allow the "blowing off of steam," and may 


assure the victim that "Most people would be angry in the same 



circumstances."  Officers in most cases will not have time to hear a victim 


ventilate at length--that is the responsibility of family, friends or crisis 



counselors.  However, officers should be ready to guide the victim through a 


short period of ventilation.




3)
Regaining control - A distressing result of being a victim of crime is the sense 


of having lost control.  However, although some victims may need to be told 


what to do, it is best for officers to allow the victim to take responsibility for 


his actions as soon as possible.  Officers can encourage victims to make small 


decisions for themselves, as in asking a victim, "Is it all right if we talk here?" 


or, "Would you like to get a drink of water?"  These small decisions help the 


victim to regain a sense of control.  Victims want to find logical explanations 


for having been victimized.  Victims may ask why they were singled out, or 


may blame themselves for becoming victimized.  It is important that officers 


not add to these negative feelings by blaming the victim, but focusing blame 


on the criminal.
                                         

                        
 

       
       



b.
Information - Officers should never leave a victim uninformed or misinformed.  


Victims want the truth.  Officers should advise the victim of future procedures to be 

followed in the investigation, but should not leave out unpleasant truth: not all 


offenders are caught, and not all procedures are pleasant.  Often, victims will be bitter 

towards an officer who "sugar-coats" what later proves to be unpleasant.  Be sure to 

explain investigative procedures if known, line-up procedures, how a case is 


prosecuted, etc.  Note that before leaving the scene, officers will provide all victims of 

crime with the case number and any available assistance phone numbers.  Also note 

that victims will be told to contact the Department immediately if a suspect or 


companion or family should threaten or otherwise intimidate the victim. All victims of 

domestic violence will be provided with Domestic Violence Information.

J.
Appropriate Assistance to Threatened Victim/Witnesses


1.
Threats to victims and/or witnesses will be documented and forwarded to the CID Supervisor.  
Appropriate assistance will be determined by the nature of each individual case and the 
resources available to the Department and, if possible, be commensurate with the danger 
faced by the victim/witness.  Normally the type of assistance will be determined by the CID 
Supervisor with the approval of the Chief of Police.  Appropriate assistance may range from 
placing the threatened victim/witness in protective custody to offering words of 
encouragement to the threatened person.


2.
If the Department becomes aware of danger to a victim/witness, the Department will 
promptly attempt to contact, alert and offer appropriate assistance to the victim/witness.


3.
If the victim/witness is in another jurisdiction, the Department will immediately phone the 
appropriate agency to inform it of the situation and request that reasonable precaution be 
taken.  Normally this contact will be made by the CID Supervisor or the on-duty Squad 
Supervisor.  The results of this contact will be confirmed by teletype during the same shift if 
possible. 


4.
The State's Attorney will be promptly advised of threats received by victims/witnesses.  
Notification will be made verbally and confirmed in writing. 


5.
If appropriate, the assigned judge and the Sheriff of Cecil County (who is charged with court 
security) will be advised prior to trial of threats received by victims/witnesses.  Notification 
will be made verbally and confirmed in writing. 

                                         

                        
 

       
       

K.
Follow-up Investigations - Victim/Witness Assistance


Victim/Witness Assistance services to be provided during the follow-up investigation include, but are not limited to the following activities.


1.
If, in the opinion of CID Supervisor, the impact of a victim/witness has been unusually severe 
and has triggered above-average assistance, periodic contact will be made to determine if 
further assistance is needed by the department.


2.
If feasible, scheduling line-ups, interviews, and other required appearances at the convenience of 
the victim/witness and, at the option of the Department providing transportation.


3.
If feasible, returning promptly property of victims and witnesses taken as evidence (except for 
contraband, disputed property, and weapons used in the course of the crime), where 
permitted by law or rules of evidence and, if appropriate with the approval of the State's 
Attorney.


4.
If feasible, assigning a victim advocate to the victim/witness during follow-up investigation.  
(i.e., Domestic Violence Center)

L.
Arrest/Post-Arrest Victim/Witness Assistance


Investigating officers will endeavor to promptly notify the victim/witness of the following:


1.
The arrest of the offender; and


2.
The charges placed against the offender.

M.
Department Personnel/Family


The Department will provide assistance services to personnel and their families following line-of-duty deaths or serious injury to include, but not limited to, the following:


1.
Notifying the family of the deceased or injured officer in a timely and compassionate manner;


2.
Assisting the family at the hospital;


3.
Supporting the family at the funeral and burial;


4.
Assisting the family with legal and benefit matters;


5.
Counseling the family regarding financial and other possible problems.


6.
Supporting the family during criminal procedures (if any); and 


7.
Maintaining long-term support contact with the family and keep informed of needs.

                                         

                        
 

       
       

A.
Line-ups


 The three types of line-ups used for a victim/ witness to identify a suspect are the "show-up", or one-on-one identification, photographic line-up, and the physical line-up.


1.
"Show-Up" or One-On-One Identification.  Immediately following a crime:      





a.
a suspect is located who matches the description broadcast and may be detained for a 

reasonable length of time,




b.
the suspect is taken to the victim/witness or the victim/witness comes to the location 

where the suspect is detained,





c.
the victim/witness views the suspect and states if the suspect is identified with the 

crime.




d.
If a witness makes a positive identification an officer may:






1)
 use this information as part of the probable cause to arrest, or






2)
 use this information in the application for statement of charges for a charging 


document against the suspect.


2.
Photographic Line-Up - A presentation to the victim/witness of five to eight photographs of 
subjects similar in appearance and which best meet the description of a suspect.




a.
The photographs:








1)
must have the same type of background scenery,






2) 
must not contain information or arrest numbers which could identify the 


person in the photograph.  Such information must be deleted or covered up.



b.
The photographs may be presented to a victim/witness:






1)
stacked one on top of the other, or





2)
laid out so that the photographs can be viewed simultaneously


                                         

                        
 

       
       



c.
When the photographs are assembled make an appointment with the victim/witness 

regarding the investigation:






1)
do not inform the victim/witness that a suspect has been developed,





2)
do not inform the victim/witness that a suspect may be in one of the 



photographs.





3)
If a photograph is selected by the victim/witness, they should place their 


initials, date and time on the back of the photograph or beside the 



photograph.




3.
Physical Line-Up - Presentation to the victim/witness of 5 to 8 subjects similar in appearance.



a.
The location of a line-up will be determined by the case investigator. 




b.
A suspect who has been arrested for the offense under investigation has no right to 

refuse to stand in a line-up if so directed.



c.
A suspect who has not been arrested for the offense under investigation may be 

asked to participate in a physical line-up, but may refuse to participate.  For such 

instances a court order (show cause order) or a subpoena compelling the suspect to 

participate in a line up may be sought through the local State's Attorney's office. 



d.
To prevent victim/witness intimidation by a suspect, the location for a physical line-up 

must include a system where the suspect, while being viewed, cannot see a 


victim/witness.




e.
Subjects appearing in a line-up should be similar in appearance and should wear 

clothing like that worn by the perpetrator when the crime was committed. If that is 

not possible the subjects should wear like clothing, i.e., coveralls or jump suits so they 

all look similar.




f.
A victim/witness must not see a suspect being brought into the building where a line-

up is being held, since this could taint the lineup. 
                                         

                        
 

       
       



g.
Right to Counsel - Persons appearing in a line-up, but who have not been charged with 


a crime, do not have the right to counsel during a line-up and need not sign any waiver 


of rights.  A suspect who has been charged with a crime has the right to be represented 


by counsel at a line-up, but may waive that right. The waiver will be written, and will be 


attached to the offense report. 


h.
Allow suspects to select the location they will occupy in a line-up.




i.
Record the information of each person participating in the line-up, including their 

position in the line-up.



j.
Photograph the line-up prior to being viewed by a victim/witness.




k.
Prior to the victim/witness viewing the line-up, advise them that they will be viewing a 

physical line-up of persons similar in appearance, to determine if the person 


responsible for the crime is present.




l.
Inform the victim/witness that a suspect is not necessarily included in the line-up.  


m.
Inform the victim/witness that the decision to make identification is theirs, and 


that they should not feel compelled to make identification.




n.
When the line-up is concluded, and identification was made, take the victim/witness 

to an interview room and take a statement that will include which person they 


identified, where the person was seen and what the person was doing at the crime 

scene. This statement must be hand written by the victim/witness, or written by the 

officer and signed by the victim/witness, or tape recorded. 



o.
Treat all the line-up forms as evidence. Place the originals in an evidence envelope 

and file it in the property room and place copies of the forms in the case folder.

B.
Victim/Witness/Suspect Statements 


1.
Information Development - Basic to the police profession is the development and utilization of 
information.  Information is available through witnesses, victims, informants and other 
sources.  Information leads to the successful completion of an investigative matter.  Officers 
must be "information conscious" and develop their skills in the art of interview, interrogation, 
surveillance and the collection and preservation of physical evidence.
                                         

                        
 

       
       



In a criminal investigation the officer has an outline readily available as to the type of 
information needed, the elements of the offense.  Investigations must develop information 
which proves the elements of the offense in order to obtain a successful prosecution in court. 


2.
Witness and Defendant Statements - It is the policy of the Elkton Police Department, in major 
cases, to take both witness statements and defendants’ statements.  The Department 
recognizes that it is not always possible to obtain a statement from a defendant.  
Nevertheless, a statement from a witness is a necessary investigative tool; be "informant 
conscious", a cooperative witness may be a potential informant. 



a.
A witness statement is a prosecutorial and investigative aid.  The contents of the 

statement must be testified to by the witness at the time of the trial.  The statement is 

a memorandum of recollection for the witness at the time of the trial.  The witness is 

allowed to read the statement to refresh his memory.  Remember, we depend on the 

witness to testify many months after the crime has occurred.  Therefore, a complete 

detailed statement is essential. 



b.
The Defendant's Statement:  An interrogation is the formal and methodical 


questioning of a suspect.  Many times your job is just beginning when you obtain a 

statement.  You should not depend on the statement alone.  The statement should be 

corroborated, by other investigative means.


3.
All statements will contain the time the statement began, the time the statement ended and 
the time the statement was signed. 


4.
The Interview:



a.
The word "interview" was first used in 1514 to indicate a meeting of persons face to 

face, for the purpose of a formal conference.



b.
For police purposes an interview indicates that a police officer is talking with a victim, 

witness, defendant or an informant.  Basically an interview can be organized around 

two goals.




1)
The solution of an immediate problem.




2)
Recognition of an individual's feelings.

                                         

                        
 

       
       



c.
Investigators have a duty to probe the story of each witness thoroughly.




1)
Record the story of the witness



2)
The investigator should be able to view the story through the witness' eyes



3)
The witness should have personal knowledge



4)
The interview should be non‑suggestive



5)
The witness should not be interfered with or restricted in any way



6)
The witness should be interviewed without delay



7)
Time should not be a factor



8)
Be careful of pathological lying


d.
Preliminaries




1)
Must be planned and started on a sound footing



2)
Timing



3)
Physical and emotional needs



4)
Preparation



5)
Privacy



6)
Eliminate physical barriers

5.
The Interrogation - Interrogation is the formal and methodical questioning of a suspect and 
the following guidelines are designed to assist the officer.

                                         

                        
 

       
       



c.
Keep an accurate chain of custody on suspect from time of arrest until investigation is 

complete.




1)
Where was he arrested?




2)
Who arrested him?




3)
What time was he arrested?




4)
Who transported him?

  


5)
What time, and who processed him?




6)
When was he advised of his rights, what time, and who advised him?

 


7)
What time was the statement begun?




8)
Who was present when statement was taken?




9)
What time was the statement completed?
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Words and Phrases


The following words and phrases have the meanings indicated when used in this chapter according to Black's Law Dictionary, 5th edition, unless specified otherwise.

 
1.
Abandonment ‑ The giving up of a thing absolutely, without reference to any particular 
person or purpose, as vacating property with the intention of not returning, so that it may be 
appropriated by the next comer or finder.  Intention to forsake or relinquish the thing is an 
essential element, to be proved by visible acts.  The voluntary relinquishment of possession of 
a thing by owner with intention of terminating his ownership, but without vesting it in any 
other person.


2.
Accuse ‑ To bring a formal charge against a person, to the effect that he is guilty of a crime or 
punishable offense.


3.
Accused ‑ The generic name for the defendant in a criminal case.  A person becomes accused 
within the meaning of guarantee of speedy trial, only at a point at which either formal 
indictment or information has been returned against him, or when he becomes subject to 
actual restraints on his liberty imposed by arrest, whichever occurs first.


4.
Accost ‑ To approach and speak to; greet first, before being greeted, especially in an intrusive 
way.  (New World Dictionary)


5.
Arraignment ‑ Procedure whereby the accused is brought before the court to plead to the 
criminal charge in the indictment or information.


6.
Arrest ‑ To deprive a person of his liberty by legal authority.  Taking, under real or assumed 
authority, custody of another for the purpose of holding or detaining him to answer a criminal 
charge or civil demand.  Arrest involves the authority to arrest, the assertion of that authority 
with the intent to effect an arrest, and the restraint of the person to be arrested.  All that is 
required for an "arrest" is some act by an officer indicating his intention to detain or take a 
person into custody and thereby subject that person to the actual control and will of the 
officer; 
to formal declaration of arrest is required.

                                  

                        
 

       
       


7.
Citizen's Arrest ‑ A private citizen, as contrasted with a police officer, may, under certain 
circumstances, generally make an arrest for a felony or misdemeanor amounting to a breach 
of the peace. A private citizen may arrest another:



a.
for a public offense committed or attempted in his presence.

 

b.
when the person arrested has committed a felony in his presence.



c.
when a felony has been committed and he has probable cause to believe the person 

arrested has committed that felony.


8.
Consent ‑ The voluntary agreement by a person in the possession of and exercise of sufficient 
mental capacity to make an intelligent choice to do something proposed by another.  It 
supposes a physical power to act, a moral power of acting and a serious, determined and free 
use of these powers.  It is unclouded by fraud, duress, or sometimes, mistake.


9.
Control ‑ Power or authority to manage, direct, superintend, restrict, regulate, govern, 
administer or oversee.


10.
Custodial Interrogation ‑ Requiring that a defendant be advised of his constitutional rights; 
meaning questioning initiated by law enforcement after the person has been taken into 
custody or otherwise deprived of his freedom in any significant way.  Custody can occur 
without formality of arrest and in areas other than in a police station.


11.
Detain ‑ To arrest, to check, to delay, to hinder, to hold or keep in custody, to retard, to 
restrain from proceeding, to stay, to stop.


12.
Excessive Force ‑ That amount of force which is beyond the need and circumstances of the 
particular event; or which is not justified in light of all the circumstances, as in the use of 
deadly force to protect property as contrasted with protecting life.


13.
Felony ‑ A crime of graver or more serious nature than those designated as misdemeanors.



Note:  In Maryland, felonies are designated by common and statutory law.  Felonies at 
common law are:

                                  

                        
 

       
       



a.
Arson



b.
Burglary



c.
Theft



d.
Murder



e.
Manslaughter



f.
Rape



g.
Robbery



h.
Sodomy



i.
Mayhem


14.
Fresh Pursuit - Refers to the common law right of a police officer to cross jurisdictional lines in 
order to arrest a felon.


15.
Fugitive ‑ One who flees; used in criminal law with the implication of flight, evasion or escape 
from arrest, prosecution or imprisonment.


16.
Indictment ‑ An accusation, in writing, found and presented by a grand jury, legally convoked 
and sworn, to the court in which it is impaneled, charging that a person therein named has 
done some act or omission, which by law is a public offense. 


17.
Interrogation ‑ In criminal law, a process of questions propounded by the police to a person 
arrested or suspected, seeking the solution of a crime.


18.
Inventory ‑ A detailed list of articles of property containing a designation or description of 
each specific article.


19.
Juvenile ‑ A young person who has not yet attained the age at which he or she should be 
treated as an adult.  Under the Federal Juvenile Delinquency Act, a "juvenile" is a person who 
has not attained his eighteenth birthday.



Note:  The eighteenth year designation applies in Maryland with certain statutory exemptions.


20.
Miranda Rule ‑ Prior to any custodial interrogation, the person interrogated must be warned:

                                  

                        
 

       
       



a.
You have the absolute right to remain silent.



b.
If you choose to answer, your answers can be used against you in court.



c.
You have the right to a lawyer.  If you want a lawyer and cannot afford one, one will 

be provided for you.



d.
You have the right to talk privately with your lawyer before answering any questions 

and to have him with you during the questioning.



e.
If you elect to answer questions without having a lawyer present, you have the right 

to stop at any time and obtain the services of a lawyer.


21.
Misdemeanor ‑ Offenses lower than felonies; generally those punishable by fine or 
imprisonment other than in a penitentiary. 


22.
Ownership ‑ The right of one or more persons to possess and use a thing to the exclusion of 
others.  The right by which a thing belongs to someone in particular, to the exclusion of all 
other persons. The exclusive right of possession, enjoyment, and disposal; involving as an 
essential attribute the right to control, handle, and dispose.


23.
Parole Arrest ‑ Verbal order by a judge from the bench without written complaint or other 
proceeding of a person present before him and the order is executed immediately.


24.
Possession ‑ The law, in general, recognizes two kinds of possession: actual possession and 
constructive possession.  A person who knowingly has direct physical control over a thing, at a 
given time, is then in actual possession of it.  A person who, although not in actual possession, 
knowingly has both the power and the intention at a given time to exercise dominion or 
control over a thing, either directly or through another person or persons, is then in 
constructive possession of it.  The law recognizes also that possession may be sole or joint.  If 
one person alone has actual or constructive possession of a thing, possession is sole.  If two or 
more persons share actual or constructive possession of a thing, possession is joint.


25.
Probable Cause ‑ Reasonable cause; having more evidence for than against. A reasonable 
ground for belief in the existence of facts warranting the proceedings complained of.  An 
apparent state of facts found to exist upon reasonable inquiry (that is, such inquiry as the 
given case renders convenient and proper), which would induce a reasonably intelligent and 
prudent man to believe, in a criminal case, that the accused person had committed the crime 
charged, or, in a civil case, that a cause of action existed.

               Note:
Probable cause requires a reasonable belief, based on reliable evidence, that the suspect has committed a crime.  Probable cause must go beyond mere suspicion or an officer's hunch.  On the other hand, it is less than absolute certainty.  The evidence the officer needs to make a valid arrest doesn't have to amount to proof of guilt; however, it must show that the suspect has probably committed a crime.  An arrest on mere suspicion cannot be justified by the results of a search after the arrest, nor is the lawfulness of an arrest affected by the fact that the arrested person may later be found innocent.


26.
Reasonable Belief ‑ "Reasonable Belief" or "Probable Cause" to make an arrest without a 
warrant exists when facts and circumstances within the arresting officer's knowledge, and of 
which he had reasonably trustworthy information, are sufficient in themselves to justify a man 
of average caution in belief that a felony has been or is being committed.


27.
Reasonable Force ‑ That degree of force which is not excessive and is appropriate in 
protecting oneself or one's property. When such force is used, a person is justified and is not 
criminally liable, nor is he liable in Tort.


28.
Reasonable Grounds ‑ Reasonable grounds within statute authorizing arrest without warrant 
by an officer who has reasonable grounds for believing that a person to be arrested has 
committed a criminal offense.


29.
Search ‑ A prying into hidden places for that which is concealed and it is not a search to 
observe that which is open to view. Probing or exploration for something that is concealed or 
hidden from searcher; an invasion, a quest with some sort of force, either actual or 
constructive.  An examination of a man's house or other buildings or premises, or of his 
person, or of his vehicle, aircraft, etc., with a view to the discovery of contraband or illicit or 
stolen property, or some evidence of guilt to be used in the prosecution of a criminal action 
for some crime or offense with which he is charged.  A "search" to which the exclusionary rule 
may apply is one in which there is a quest for, a looking for, or a seeking out of that which 
offends against the law by law enforcement personnel or their agents.  Visual observation 
which infringes upon a person's reasonable expectation of privacy constitutes a "search" in 
the constitutional sense.


30.
Search Incident to Arrest ‑ An officer who has the right to arrest a person either with or 
without a warrant may search his person and the immediate area of the arrest for weapons, 
implements that may facilitate escape, and evidence or contraband that may be subject to 
loss or destruction.                                   

                        
 

       
       


31.
Search Warrant ‑ An order, in writing, issued by a justice or other magistrate, in the name of 
the state, directed to a sheriff, constable, or other officer, authorizing him to search for and 
seize any property that constitutes evidence of the commission of a crime, contraband, the 
fruits of crime, or things otherwise criminally possessed; or, property designed or intended for 
use or which is or has been used as the means of committing a crime.  A warrant may be 
issued upon an affidavit or sworn oral testimony.


32.
Seizure ‑ The act of taking possession of property, e.g., for a violation of law or by virtue of 
execution of an order.  The term implies a taking or removal of something from the 
possession, actual or constructive, of another person or persons.


33.
Stop and Frisk ‑ The temporary stopping and "patting down" of a person who behaves 
suspiciously and appears to be armed.  An officer has the right to stop and pat down a person 
suspected of contemplating the commission of a crime.  He need not have probable cause, but 
must have more than a mere hunch.  The scope of the search must be strictly relative to and 
justified by the circumstances which justified the initial stop.


34.
Suspect ‑ To have a slight or vague idea concerning; not necessarily involving knowledge, 
belief or likelihood.  In reference to probable cause for arrest without a warrant, it is 
commonly used in place of the word "believe". 


35.
Suspicion ‑ The apprehension of something without proof or upon slight evidence.  Suspicion 
implies a belief or opinion based upon facts or circumstances which do not amount to proof.


36.
Tort ‑ A private or civil wrong or injury, other than a breach of contract, for which the court 
will provide a remedy in the form of an action for damages.  Three elements of every Tort 
action are: existence of a legal duty from defendant or plaintiff, breach of duty, and damage 
as proximate result.


37.
Voluntary ‑ Unconstrained by interference; un-impelled by another's influence; spontaneous; 
acting of oneself.  Done by design or intention.  Proceeding from the free and unrestrained 
will of the person.  Produced in or by an act of choice.  Resulting from free choice.  The word, 
especially in statutes, often implies knowledge of essential facts.
                                  

                        
 

       
       

A.
Introduction 


1.
The law and procedures governing arrest are of major importance to the officer and to the 
community which he serves.  There is no function of law enforcement which concerns both 
groups more directly.  Police employees of the Department should make a thorough study of 
this phase of law enforcement for two reasons:



a.
First, to insure against criminal or civil liability for any improper action taken.



b.
Second, to properly perform the duties of the office to which they have been 


appointed.


2.
An arrest must never be made by an officer because he feels that his dignity was impugned by 
derogatory remarks made by a citizen.  The officer should feel himself immune to attempts to 
belittle his office; he should so conduct himself as to earn the approval, assistance and 
cooperation of citizens by being courteous and polite under all circumstances.  When an arrest 
is made, the justification therefore must be of a sufficient nature to justify the action; arrests 
made simply to show authority or to vent personal feelings will not be tolerated.


3.
Whenever a police employee of the Department has occasion to call to the attention of a 
citizen a violation of any law, he should do so in a manner that will not cause resentment, and 
if practical, should explain the reason for his action, whether or not prosecution may follow.  
The officer should bear in mind that, frequently, a warning to persons guilty of very minor 
offenses will be sufficient, and that arrest in such cases should not be made unless the 
violation is deliberate or repeated.  Officers should remember that they are not required at all 
times or under all circumstances to wait until a crime is committed to take action.  The officer 
has a responsibility to prevent crime; at times initiating action even though no arrest is 
affected.


4.
Every person arrested has the right to inquire of the officer the reason upon which the action 
is based and the officer has the duty of informing the subject of the offense, but it is not 
necessary to explain the nature of the charges in detail.

                                  

                        
 

       
       


5.
Due to the extreme complexity of the laws of arrest, it is impossible to cite every circumstance 
and provide a specific policy.  The information provided is an overview of the law with 
explanations of key elements.  Court decisions are made daily which effect the actual 
application of the law of arrest.  The Department provides updated information through 
various communications.  Personnel are encouraged to be familiar with all sources of 
information as they relate to the law as it has a direct impact on the performance of their 
duties.


6.
Provisions of the law which define the circumstances under which an officer may arrest must 
be strictly observed.

B.
Authority to Arrest      


1.
Officers are given the authority to arrest by Criminal Procedure Article, § 2-102 of The 
Annotated Code of Maryland.  The circumstances under which that authority may be 
exercised are defined in common law and the Annotated Code of Maryland.  Criminal 
Procedure Article sections:



a.
2-202 to 206 and 2-210, Arrest Without a Warrant, 



b.
2-107, Arrest of Persons Suffering From Certain Illnesses,



c.
2-103, Warrants of Arrest, 



d.
2-301, Fresh Pursuit.


2.
The Transportation Article, Section 26‑202, further defines the circumstances when an officer 
may arrest a person for violations of the Motor Vehicle Law.


3.
No person may be arrested or detained by an officer, except under authority of law.  An arrest 
may be authorized either by a warrant, or without a warrant as prescribed by law.

C.
Arrest Without a Warrant


1.
The law of arrest in Maryland exists in both common law and statutory form.  The Annotated 
Code of Maryland, Criminal Procedure Article, deals specifically with arrests without a 
warrant.  The police officer has the authority for a warrantless arrest when that arrest is for a 
felony; however, that authority is subject to specific limitations when the arrest is for a 
misdemeanor.  The law specifies:

                                  

                        
 

       
       



a.
A police officer may arrest without a warrant any person who commits, or attempts to 

commit, a felony or misdemeanor in the presence of or within the view of the police 

officer. 



b.
A police officer who has probable cause to believe that a felony or misdemeanor is 

being committed in the presence of or within the view of the police officer may arrest 

without a warrant any person whom the police officer reasonably believes to have 

committed the crime.  



c.
A police officer without a warrant may arrest a person if the police officer has 


probable cause to believe that a felony has been committed or attempted and that 

the person has committed or attempted to commit a felony whether or not in the 

presence or within the view of the police officer.  

Criminal Procedure Article 2-202



2.
Warrantless Arrest For Stalking.  A police officer without a warrant may arrest a person if:



a.
The police officer has probable cause to believe the person has engaged in stalking 

under section 3-802 of the Criminal Law Article;



b.
There is credible evidence other than the statements of the alleged stalking victim to 

support the probable cause under item (1) of this section; and



c.
The police officer has reason to believe the alleged stalking victim or another person is 

in danger of imminent bodily harm or death.

Criminal Procedure Article 2-205


3.   Warrantless arrests during state of emergency:



a.
This section applies during a public crisis, disaster, rioting, catastrophe, or similar 

public emergency, as these terms are defined in Public Safety Article 14-301 (c)(1) or 

(2) of the Annotated Code of Maryland, and when public safety is imperiled, or on 

reasonable apprehension of immediate danger of public safety being imperiled.

                                  

                        
 

       
       



b.
During a time described in paragraph 3.a. above, the authority to make an arrest 


without a warrant granted to police officers under this title is granted to a person who:




1)
is serving under a proclamation of a state of emergency issued by the 



Governor, as provided in Public Safety Article 14-303 of the Code, as:





a)
a member of a law enforcement unit that is listed in Section 2-101 



(c) of Criminal Procedure Article; or





b)
a member of the militia called into action by the Governor, as 




provided in Public Safety Article, Title 2; or 




2)
is serving as a member of the militia ordered into active service by the 



Governor under Public Safety Article 13-702 of the Code; or




3)
 is a member of the armed forces of the United States under orders to aid civil 


authorities of the State in enforcing law and order, subject to subsection (c) of 


this section.

 

c.
The grant of authority under subsection (b)(3) of this section does not limit or 


impair any power or duty of a member of the armed forces of the United States 


or authorize any action incompatible with federal law or regulations.

Criminal Procedure Article 2-206


4.
Commission of Specified Crimes



a.
A police officer without a warrant may arrest a person if the police officer has 


probable cause to believe:




1)
That the person has committed a crime listed in subsection (b) of this 



section; and




2)
that unless the person is arrested immediately, the person:  





a)    may not be apprehended;

                                  

                        
 

       
       





b)    may cause physical injury or property damage to another; or





c)     may tamper with, dispose of, or destroy evidence.



b.
The crimes referred to in subsection (a)(1) of this section are:




1)
Manslaughter by vehicle or vessel under section 2-209 of the Criminal 



Law Article.




2)
Malicious burning under section 6-104 or 6-105 of the Criminal Law 



Article or an attempt to commit the crime;




3)
Malicious mischief under section 6-301 of the Criminal Law article or 



an attempt to commit the crime;




4)
A theft crime where the value of the property or services stolen is less 



than $1,000 section 7-104 or 7-105 of the Criminal Law Article or an 



attempt to commit the crime;




5)
The crime of giving or causing to be given a false alarm of fire under 



section 9-604 of the Criminal Law Article;




6)
Indecent exposure under section 11-107 of the Criminal Law Article;




7)
A crime that relates to controlled dangerous substances under Title 5 of 



the Criminal Law Article or an attempt to commit the crime;




8)
The wearing, carrying, or transporting of a handgun under section 4-203 


or 4-204 of the Criminal Law Article; and




9)
Carrying or wearing a concealed weapon under section 4-101 of the 



Criminal Law Article.




10)
prostitution and related crimes under Title 11, Subtitle 3 of the Criminal 



Law Article.

                                  

                        
 

       
       




11)
violation of a condition of pre-trial or post-trial release under §5-213 of 



Criminal Procedure Article.   


5.
Domestic Abuse



a.
A police officer without a warrant may arrest a person if:




1)
The police officer has probable cause to believe that:





a)
the person battered the person’s spouse or another person with 



whom the person resides;





b)
there is evidence of physical injury; and





c)
unless the person is arrested immediately, the person:






(1)
may not be apprehended;






(2)
may cause physical injury or property damage to another; 






(3)
may tamper with, dispose of, or destroy evidence.




2)
  A report to the police was made within 48 hours of the alleged incident.



b.
If the police officer has probable cause to believe that mutual battery occurred 


and arrest is necessary under subsection (a) of this section, the police officer shall 

consider whether one of the persons acted in self-defense when determining whether 

to arrest the person whom the police officer believes to be the primary aggressor.

Criminal Procedure §2-204
D.
Arrest With A Warrant


1.
When an arrest warrant is placed in the hands of an officer, he is not bound to inquire 
into 
the particulars of the complaint, or whether any was made at all.  If the warrant is in due form 
and issued by a person having a right to issue it, the duty of the officer is to execute it without 
further inquiry, and the warrant will protect him.

                                  

                        
 

       
       


2.
An arrest warrant remains in force until it is returned or recalled by the issuing authority; even if 
the accused has been arrested and escapes, he may be taken again on the same warrant, if it has 
not been returned.  A return is an official statement ("cepi" which means "I have taken") by an 
officer of what he has done in executing the command of the warrant.  However, after a warrant 
has been returned, it has no validity.


3.
A warrant must not be issued in blank with a view of later writing in the name of the 
defendant.  Such warrants are absolutely void.


4.
No person, other than the issuing authority, has the right to alter a warrant, because, if altered 
by a third party, it would not be the warrant issued by the authority who signed it.


5.
The warrant should be signed by the authority issuing it, set forth the time and place of 
making it, the charge or offense, and be directed to the proper police employee, requiring him 
to bring the accused either generally before any commissioner or judge of the city or county 
where issued, or specially before the authority issuing it.  The full name, or if it be unknown, a 
statement of the fact and a description of the person to be arrested must be given, but a mere 
formal irregularity upon the face of the warrant will not render the officer liable who serves it.


6.
Promptly after his arrest and prior to release or incarceration, the defendant shall be given a 
copy of the warrant. 

E.
Exemption From Arrest


1.
Law enforcement authorities of the United States must always treat foreign diplomatic and 
consular personnel with respect and with due regard for the privileges and immunities to 
which they are entitled under international law.  However, appropriate caution on the part of 
law enforcement authorities should never escalate into a total "hands off" attitude in 
connection with criminal law enforcement actions involving diplomats.


2.
Foreign diplomats who violate motor vehicle laws should be cited.  Allegations of serious 
crimes should be fully investigated, promptly reported to the Department of State, and 
procedurally developed to the maximum permissible extent.  Diplomatic immunity applies 
only to diplomatic agents, members of their administrative and technical staff, and to 
recognized family members.  Immunity precludes arrest or detention (reasonable constraints
                                  

                        
 

       
       



may be applied in emergency circumstances involving self-defense, public safety or prevention 
of serious criminal acts), prosecution, entering of residences or subpoena.  Members of a 
diplomat's service staff, consular employees and other lower level employees do not enjoy 
diplomatic immunity.  When doubt exists regarding an individual's immunity, the Department 
of State Command Center of the Bureau of Diplomatic Security can provide verification at 
(202) 647‑4415.  Urgent after-hours inquiries may be directed to the State Department 
Operations Center at (202) 647-1512.


3.
No person belonging to the organized militia shall be arrested on any process except such as 
may be issued by military authority, while going to, remaining at, or returning from any place 
at which he may be required to attend for military duty.


4.
United States Senators and Representatives shall in all cases, except treason, felony, and 
breach of the peace, be privileged from civil process during their attendance at the 
session of their respective houses, and in going to and returning from the same; and for 
any 
speech or debate in either house, they shall not be questioned in any other place.


5.
This protection from civil process to members of Congress is given by the Constitution of the 
United States, and that of the members of the State Legislatures is generally secured to them 
by the constitutions of the various states or by the common law.


6.
While the Constitution of the State of Maryland makes no provision to exempt the State 
Legislators from arrest, the common law prevails which privileges them from civil 
process while attending, going to, or returning from a session of their respective houses.  
The State Constitution does say that no Senator or Delegate shall be liable in any criminal 
prosecution for words spoken in debate.  However, neither U.S. Congressmen nor members of 
the Maryland State Legislature are privileged from arrest and prosecution for any criminal 
offense during their attendance at a session or in going to and returning from their respective 
houses.  These offenses include any violations of the Transportation Article.


7.
Ships of war belonging to foreign nations are exempt from the local jurisdiction of the country 
whose ports they are permitted to visit, but merchant vessels and their crews are not exempt. 

                                

                        
 

       
       

A.
Precautionary Measures ‑ Arrest


In making an arrest, the officer must use discretion regarding his own safety and the security of his prisoner, always remembering that he is responsible for the prisoner and for doing whatever is necessary to deliver him safely to the police station.  The following general rules should always be kept in mind whenever an arrest is made:


1.
Whenever feasible, officers should obtain assistance to arrest on known or believed to be 
armed or dangerous.


2.
Guard against carelessness when making an arrest, watch the prisoner's every move.  Be alert 
and treat every case individually.


3.
Always consider the possibility of the accused being armed; take no chances whatsoever, even 
after the prisoner has been carefully searched.


4.
Prevent the prisoner from putting his hands in his pockets at any time.  He should be warned 
against doing this immediately upon his arrest.  Even the most seemingly innocent object may 
be used as an offensive weapon by the prisoner.


5.
Never underestimate the person arrested; the apparently harmless may be the most dangerous.


6.
Keep the prisoner before you; maintaining physical control.  Never allow him to stand behind 
you, or at your side.


7.
Avoid unnecessary conversation with a prisoner; give orders with authority, brevity and clarity.


8.
Command the situation.  Don't antagonize the prisoner or handle him with unnecessary 
roughness.


9.
Whenever an arrested person is interrogated, fingerprinted, palm printed, photographed, or 
subjected to a chemical test at any police facility, all personnel involved will secure their 
weapons.


10.
Officers will use the appropriate method of restraint, i.e., handcuffs, flexicuffs, etc.  The 
method chosen should establish a safe atmosphere for the officer considering the 
circumstances of the incident, behavior of the arrestee, etc.

                                

                        
 

       
       


11.
Arrested persons who are violent or have a propensity toward violence will be restrained with 
leg restraints and restraint belt, located in the processing/detention area,  to provide control 
and prevent injury to the person or the arresting officer and prevent damage to Department 
equipment, i.e., vehicle dashboard, radio, electronic equipment, etc.

B.
Response to Resistance in Making an Arrest


1.
A police employee should use only such force as may be necessary to take the prisoner into 
custody; if however, he is resisted, he may repel force with force.  Police employees are not 
justified in striking or arresting a person who merely objects to their proper performance of 
duty, although a person who actually interferes with such performance of duty may be 
arrested.  Officers are not privileged to strike a prisoner who merely holds back but who is not 
otherwise resisting arrest.  Officers must always maintain control of their tempers and never 
allow themselves to be provoked by rude or uncivil language.  However, if the offense is of an 
aggravated character, or any assault is made or attempted on their person, they are 
authorized to arrest the offender and charge breach of peace or assault as circumstances 
warrant.  In every case where a prisoner is charged with an assault upon an officer, a separate 
offense report must be submitted by the officer involved, unless the assault was not part of 
any other police action (example: If the subject is arrested for burglary, and assaults a police 
officer during the apprehension, a separate offense report would be required, referenced to 
the burglary offense report; If a subject 
walks up to a police officer and strikes him and no 
other offense had taken place, one offense report, assault on a police officer, would be 
required).  The offense block on the offense report would indicate “Assault on a Police 
Officer”, which is a separate reportable offense in the UCR.  In most cases, a photograph of an 
injury sustained by an officer should be taken and submitted with the OR.

2.
Whenever a prisoner is injured during an arrest or while in custody, a detailed report (EPD 
Form 17) explaining the circumstances resulting in his injury must be submitted immediately 
to the Chief of Police.  The Chief of Police may direct that an internal investigation be initiated.  
In most cases, a photograph of an alleged injury sustained by a prisoner should be taken and 
submitted with the detailed report.  Additionally, when the level of force used during an 
arrest, or while a suspect is in custody, is greater than that normally required to handcuff a 
suspect, each officer who used such force will complete a detailed report, or supplemental 
report.  This includes, but is not limited to, the use of the following:



a.
chemical agents, such as, oleoresin capsicum;



b.
empty hand control techniques;

                                

                        
 

       
       



c.
other control technique used to subdue the suspect; and 



d.
intermediate weapons, e.g., ASP Baton, Flashlight or Taser.  


3.
After an officer has made an arrest, he must not undertake to adjudicate the case, as that is 
the duty of others designated by law for that purpose.  The officer's duty is to deliver the 
accused to the appropriate facility as soon as possible.


4.
A prudent officer, in making an arrest, should always consider the enormity of the crime and 
the character of resistance, and use only such force as may be necessary to overcome any 
resistance and make the arrest.  If no exigency exists and there is not an immediate threat, 
slow down and determine the best course of action, while utilizing minimal force necessary to 
effect an arrest.  Simple passive physical resistance in and of itself does not equate to a risk of 
immediate danger.


5.
The forcing of an outer door is generally so violent and dangerous a proceeding that it must 
never be resorted to except in extreme cases and when an immediate arrest is necessary.  
Except for fresh pursuit situations, doors will not be forced in arrest situations where the 
individual to be arrested is only suspected to be at a location which is not the property of the 
arrestee.  Under these circumstances, a search warrant would be necessary to conduct a 
search for the individual to be arrested.


6.
Even when a person is subject to arrest, he still has the right not to have the door to his home 
unnecessarily broken.  He also has the right not to have strangers come into his house without 
advance warning.  Further, unannounced entry into the house may result in unnecessary 
injury to the officer by an occupant who believes he is exercising his right to protect his house 
from an unlawful entry.


7.
Except in special circumstances, when making an arrest of a person in a building, the officer 
should knock on the door, identify himself as an officer there to make an arrest and demand 
that the person inside open the door.  Only if there is no answer, or a refusal to open the door 
after a reasonable lapse of time, should the officer enter without the door being opened for 
him.  Even when he does enter on his own, the officer should try to do as little damage as 
possible.


                                

                        
 

       
       


8.
Exceptions to the above are where the arresting officer has good reason to believe that 
making the announcement might help the suspect to escape, constitute a source of danger to 
other persons (such as hostages) inside the house or to the arresting officer himself, or help 
the suspect destroy evidence.  When he does enter without announcement and demand, it is 
imperative that he carefully record in detail in his report the surrounding circumstances and 
the reasons for this kind of entry so that he will be prepared to testify in court about it.


9.
Failure to follow the general rule requiring announcement before entry may turn an 
otherwise valid arrest into an invalid one and result in the exclusion of evidence as well as the 
civil or criminal liability against the arresting officer.

10.
Mentally ill/Emotionally Disturbed Person (EDP) are not a safety risk based solely on this 
status.  Avoid using force options which are not likely to remedy the situation.  If an EDP is not 
an immediate threat to yourself or others do not use force that has the potential to cause 
injury, i.e., Taser, strikes, pepper spray, etc.

C.
Search Incident To An Arrest


1.
The law permits the search of a lawfully arrested person to prevent the destruction of 
evidence, insure the safety of the arresting officer and prevent possible harm to the arrestee 
or others.  These areas are more thoroughly discussed in the section dealing with search and 
seizure.


2.
Personnel shall, absent exigent circumstances, perform a thorough and systematic search of a 
person placed under arrest at the earliest possible time.  Personnel shall make every possible 
attempt to effect this search prior to transporting an arrested person.  The following property 
shall be taken from the arrestee:

 

a.
Property carried unlawfully

 

b.
Property lawfully carried, but dangerous to life or which would facilitate escape



c.
Evidence


3.
Department personnel taking temporary custody of a prisoner will, prior to transport, 
detention, interview or interrogation, conduct a search of the person regardless of a previous 
search.


                                

                        
 

       
       


4.
When a prisoner is brought into the holding/ processing area, the patrol supervisor, if available, 
will insure that the prisoner is searched in addition to the search at the time of arrest. 


5.
Search of Females ‑  The arresting officer will exercise the same diligence in searching female 
prisoners for concealed weapons or other dangerous instrumentalities as exercised with male 
prisoners.  The scope of such searches, however, must be consistent with the crime, the 
circumstances surrounding the arrest and the character of the arrestee.  After the female is in 
custody and properly restrained, all subsequent searches will be conducted in conformance 
with the following policies:



a.
As a general rule, a female prisoner will be searched by a female police employee.  

Every reasonable effort will be made to anticipate the arrest of females and to 


arrange for the presence of a female police officer.



b.
Civilian personnel will not normally be utilized to search prisoners and will not be 

ordered to do so.  Any time a civilian employee conducts a search, a police employee 

shall be present to ensure the safety of the employee.



c.
Strip searches will be conducted only in conformance with the rules set forth 


elsewhere in this chapter.



d.
The search of body cavities will be conducted only in conformance with the rules set 

forth elsewhere in this chapter.


6.
Department personnel will not, unless absolutely necessary, visit prisoners of the opposite sex 
unless accompanied by a witness (preferably of the same sex as the prisoner).

D.
Transportation of Prisoners


1.
When transported in a patrol car, the prisoner will be properly restrained and situated in the 
caged area of the patrol car.  The prisoner will be further secured by use of a seatbelt. The 
number of officers present, the physique and stature of the arrested person, his reputation for 
violence, his conduct at the time of arrest, known arrest record or the lack thereof, will help 
determine the type of restraining device and restraining technique to be used.  The safe 
delivery of the arrested person must be accomplished; however, the safety of the arresting 
officer is the primary concern.  Handcuffs and other devices are merely temporary controls 
and the arresting officer must maintain a close guard over the subject at all times.


                                

                        
 

       
       


2.
All individuals in custody will be restrained through the use of handcuffs or flex‑cuffs utilized 
to the rear, except under the following circumstances:



a.
when precluded by physical deformity or injury



b.
during a lengthy transport, such as across the state or through multiple jurisdictions



c.
when prohibited by court order



d.
when the arresting officer determines that handcuffing to the rear would be 


detrimental to the exchange of information deemed necessary by the officer.


3.
When transported in a patrol car, the prisoner will be properly restrained and situated in the 
caged area of the patrol car.  Officers in unmarked vehicle, not equipped with prisoner cages, 
should request a caged patrol vehicle for transports.  If unavailable, or if deemed appropriate, 
the operator of the unmarked vehicle will ensure that the prisoner is properly restrained and 
seat belted in the right rear passenger seat. 


4.
Female prisoners who are in the custody of a male officer should be accompanied by two 
officers when transported by patrol car.  In all cases the female's name, time commencing the 
journey, odometer reading, location and destination must be reported by radio.  Upon arrival 
at the destination the time and odometer reading will again be recorded with DES.  Use of an 
in-car camera is recommended.


5.
An officer having in his custody a person to be transported by commercial air transportation 
will adhere to the following Department procedures:



a.
Notify the air carrier whether or not he is armed.  If so, the procedures outlined in 

subsection D‑6 of this section will be followed in addition to those listed below.



b.
Notify the air carrier at least one hour (in an emergency, as soon as practicable) 


before departure of the identity of the escorted person and the flight on which he will 

be carried. 



c.
Notify the air carrier as to whether the escorted person is considered dangerous.

                                

                        
 

       
       



d.
Assure the air carrier that the person in his custody does not have on or about his 

person or property any article that could be used as a deadly or dangerous weapon 

and would be accessible to him while aboard the aircraft.



e.
Be equipped with adequate restraining devices to be used if he determines that 


restraint of the person in his custody is necessary.



f.
Assure that the escorted person is kept under his surveillance at all times.



g.
Airline regulations require a minimum of two police employees to escort a single 

prisoner and an additional police employee for each additional prisoner on the same 

aircraft.



h.
If the prisoner is considered dangerous, only one such prisoner will be transported on 

a single aircraft.


6.
When the air carrier consents to transport the police employee and his escorted person, the 
police employee will adhere to the following procedures:



a.
Board with person in his custody before all other enplaning passengers board and 

deplane after all other passengers have left the aircraft.



b.
Be seated in the rearmost passenger seats that are neither located in any lounge area 

nor located next to or directly across from an aircraft exit.



c.
Assure that at least one escort sits between the person in his custody and any aisle.



d.
Assure no food, beverages or metal eating utensils are provided an escorted person 

unless authorized by the police employee.



e.
Assure that neither he nor the person in his custody consumes any alcoholic beverage.


7.
With the ever present possibility of criminal or terrorist activities involving commercial 
aircraft, the Federal Aviation Administration (FAA) has established stringent procedures which 
govern the carrying of firearms aboard aircraft.  The specific authorization for carrying 
firearms is Section l2l.585 of Federal Aviation Regulation (FAR) Part l2l.

                                

                        
 

       
       


8.
Whenever an armed police employee of the Department has the occasion to travel by a 


commercial air carrier in an official capacity, the following procedures will be adhered to:



a.
A letter on Elkton Police Department letterhead to each air carrier will be delivered 

setting forth the specific circumstances that create the need to be armed during the 

flight.  It will also specify the police employee involved, the trip itinerary and include a 

designated period during which the need to be armed in flight will exist.  This letter 

will be signed by the Chief of Police or his designee.  The air carriers have the option of 

allowing or refusing the armed personnel to board their aircraft



b.
The police employee will notify the commercial air carrier on whose flight he intends 

to carry a weapon at least one hour prior to the flight's departure or, in an emergency, 

as soon as practicable.  Identify himself to a representative of the commercial carrier 

and present his credentials (badge and Department identification card).



c.
He will not drink any alcoholic beverage while aboard the aircraft.

E.
Fingerprints and Photographs


1.
Fingerprints and photographs will be taken each time an adult or juvenile is arrested for a 
criminal offense regardless of whether or not they are already on file, unless exempted by 
procedures contained elsewhere in this chapter.  Palm prints will be taken in all felony arrests, 
and may be taken in misdemeanor cases at the discretion of the arresting officer.


2.
The arresting officer will check and use a prior Elkton Identification number (EI), if known.  
Where there is no prior EI number, one will be assigned by the Records Clerk when the arrest 
report is processed.


3.
Persons not arrested who voluntarily consent to being photographed, fingerprinted, 
interviewed or who voluntarily submit some type of physical evidence for use in an 
investigation shall be identified by the case Complaint Control Number.


4.
Whenever any person is fingerprinted, palm printed or photographed, including applicants, 
immigrants, etc., police personnel involved will secure their weapons.
                                

                        
 

       
       

F.
Statement of Charges

Whenever a defendant is arrested without a warrant, the officer in whose custody the defendant is placed for charging shall promptly prepare or shall supervise the prompt preparation of a statement of charges against the defendant.  The officer in whose custody the defendant is placed for charging shall insure the defendant receives a copy of the statement of charges prior to the defendant's release, incarceration, etc.
 
G.
District Court Commissioner

Following the arrest and processing of an individual, he shall be promptly taken before a District Court Commissioner. 


1.
The commissioner shall receive applications and determine probable cause for arrest 
warrants.  He shall advise arrested persons of their rights to legal counsel, set bond or commit 
persons to jail in default of bond or release them on personal recognizance if circumstances 
warrant.  He shall also conduct investigations and inquiries into the circumstances of any 
matter presented to him in order to determine if probable cause exists for the issuance of a 
warrant and, in general, perform all the functions of committing magistrates as exercised by 
the justices of the peace prior to the establishment of the District Court System.  At all times, 
one or more commissioners should be available for the convenience of the public and police in 
obtaining warrants and to advise arrested persons of their rights as required by law.


2.
In any criminal case within the exclusive original jurisdiction of the District Court, a 
commissioner may, in lieu of issuing a warrant, issue a summons requiring the person charged 
to appear for trial at a specified time and place.  The summons may be issued only if the 
commissioner determines that the public interest, including the safety of any prosecuting 
witness, does not require the arrest of the accused, and that the public interest does not 
require that the accused be placed under personal recognizance, bail bond or other security 
for his appearance.  Each summons shall be signed by the person accused and shall include a 
statement of his promise to appear for trial at the time and place specified in the summons.  If 
the individual named in the summons refuses to sign, this will be noted on the summons 
which will be returned through channels to the court for proper disposition.
                                

                        
 

       
       


3.
If an accused is arrested on probable cause (without a warrant or other legal process) and 
subsequent information indicates that he was not, in fact, guilty of the crime, he should be 
released as expeditiously as possible.  The incident will be documented according to 
Department policy.

H.
Incarceration


1.
Criminal Procedure Article, Title 2, Section 106 of the Annotated Code of Maryland, makes 
provisions for the detention of prisoners who are to be held for periods of short duration by 
members of the Department. 


2.
The purpose and limits of detention are:



a.
Any person in the custody of the Department may, prior to the time that a statement 

of charges is completed or a warrant is issued, be held in the Elkton Police 


Department detention/processing area.



b.
The law does not create any new or greater right of arrest or detention.  The purpose 

of the law is to make available to the Department suitable detention facilities when 

detention would be proper under existing law.



c.
There are three instances in which a member of the Department may place arrested 

persons in the detention/ processing area:




1)
When a person is arrested in Elkton on charges pending in another 



jurisdiction, and it is not immediately possible or convenient to transport the 


prisoner to the jurisdiction where such charges are pending.  The law permits 


detention of the prisoner until he can be transferred to the jurisdiction where 


charges are pending.




2)
When a person is detained for questioning or investigation.  The Act does 


nothing to extend the rights of authority of a sworn member to detain a 



citizen for questioning or investigation; such detentions may only be based on 


probable cause or a court order.  However, when such detention is permitted, 


the police employee is authorized to detain the person in the 




detention/processing area.
                                

                        
 

       
       




3)
When a person is arrested by a police employee without a warrant.  Again, the 


law does nothing to enlarge the right of a police employee to make such an 


arrest.  However, it authorizes the sworn member to deliver, and the sheriff 


or other custodian to receive, a prisoner until a warrant can be obtained.  To 


give a common example, a person arrested during the night can be held until 


morning when a warrant or process is more readily obtainable.



d.
After a warrant has been issued and the person has been delivered to the Cecil County 

Detention Center, detention thereafter is in accordance with the warrant.


3.
Custody



Every person incarcerated by a police employee is deemed to be in custody of the Department 
and must remain in custody until:



a.
Released by a District Court Commissioner



b.
Transferred to the custody of the Cecil County Detention Center upon authority of a 

District Court commitment



c.
Transferred to the custody of the Cecil County Detention Center when a person is 

arrested on a Circuit Court Indictment Warrant



d.
Released by the arresting officer upon signing a criminal or traffic citation (i.e. alcohol 

violation, disruptive conduct or DWI citations)



e.
Released pending further investigation (See 4 below)



f.
Released for emergency life threatening medical treatment, with the exception of 

felony cases involving crimes against persons (unless authorized by the State’s 


Attorney).


4.
An officer needs probable cause to arrest.  If after arrest, further investigation indicates that 
the subject in custody did not commit an offense, the subject will be released.  If there is 
reason to believe that additional investigation may clear the subject of any charges, with 
supervisor approval and consultation with the State’s Attorney’s Office, they may be released 
pending further investigation.  The details of the investigation and subsequent release will be 
included in the arresting officer’s report. 
                                

                        
 

       
       


5.
Care of Prisoners



a.
Whenever an officer makes an arrest, or at any time has in his personal custody a 

prisoner not confined in a cell, he will guard him closely, using the utmost precaution 

to prevent such prisoner from escaping or from injuring anyone in such an attempt.  If 

a prisoner escapes because of negligence or carelessness on the part of such officer, it 

will be considered neglect of duty.



b.
When a prisoner is sick or injured, the arresting officer will arrange for appropriate 

medical treatment.  The Town of Elkton, however, does not assume financial 


responsibility for such medical treatment.  Financial obligations incurred for medical 

services of persons in custody are assumed either by the patient or the county having 

jurisdiction.



c.
Hospitals or other medical facilities making such claims should be advised to seek 

reimbursement from either the patient or appropriate county.



d.
During hospitalization of a prisoner, a member of the Department will be on guard in 

his room at all times.  The patrol supervisor will be responsible for assigning relief 

guards.  Guards will be responsible for the security of the prisoner; they will see that 

no one other than hospital staff communicates with him without first obtaining 


permission from the patrol supervisor.  Any stay expected to extend more than 12 

hours, will be immediately reported to the Chief of Police.  The Chief of Police or 

designee will coordinate a disposition of the prisoner with the State’s Attorney’s 

Office, District Court Commissioner, and the Cecil County Sheriff’s Department.



e.
Under no circumstances will an unconscious prisoner be placed, or allowed to remain 

in a cell without medical treatment, even though the prisoner's condition may have 

been caused by intoxicants.


6.
Prisoner Visitation



a.
Prisoners will be given sufficient opportunity to communicate with counsel utilizing 

the interview room in the processing/detention area or in rare cases another 


interview room.  Juveniles will be given sufficient opportunity to communicate with 

counsel, parents, guardians, or a member of Juvenile Justice utilizing an interview 

room outside the processing detention area.  The on-duty supervisor will make all 

decisions keeping the safety of all persons in mind.  

                                

                        
 

       
       




Only police personnel, Juvenile Justice, Social Services or transportation officers will 

be allowed in the processing/detention area.  The decision to admit non-police 


employees to this area will be the on-duty supervisor’s responsibility.  In those cases 

where it is deemed detrimental to an investigation to permit the prisoner to 


communicate with others, approval for such action must be given by the prosecutor.



b.
Visitors will be searched prior to visiting a detainee and will not be permitted inside 

the processing/ holding area. 



c.
An entry will be made in the “Comments” section of the Arrest Report, listing all 

visitors to detainees.  All visitors will present some form of identification when 


requesting to visit a detainee.  


7.
Officers will not converse unnecessarily with prisoners and will not address them in obscene 
or profane language.  They will not mistreat them, nor use unnecessary force in handling 
them.  Such action will be cause for disciplinary action against the police employee.  

8.
Prisoners are to be made as comfortable as practical.  Safe‑keeping, not punishment, is the 
sole object of detention during the time they are in custody.  Prisoners whose behavior would 
lead the officer to suspect they may harm themselves or that they have a medical problem 
should be observed closely.  All prisoners should be checked periodically to insure their 
well‑being.  When practical, not more than one prisoner will be confined in a cell or detention 
room at one time. 

I.
Arrest Report and Detention Logs


1.
When a person is physically detained, (i.e. not able to leave of his own free will), an 
Adult/Juvenile Arrest Report (EPD Form 30) will be completed by the officer initiating the 
detention even if the person detained is not placed in a holding cell.  This includes persons 
taken into custody for other departments (i.e. warrants).


2.
Information for all adult prisoners placed in a detention cell will be entered into the Adult 
Detention Log (EPD Form 31).


3.
Information for all juveniles charged with crimes and placed into any locked room, will be 
logged in the Juvenile Detention Log (EPD Form 32).


4.
Detention Log entries shall be made in ink or typewritten.  The arresting officer and on-duty 
patrol supervisor are responsible to ensure that the Detention Logs are properly completed.

                                

                        
 

       
       

J.
Detention Procedures


1.
Receiving and Releasing Detainees 



a.
When detainees are received from a representative of another law enforcement 

agency, the Elkton Police Department employee accepting the detainee will request 

identification of the person presenting the detainee and verification of that person's 

authority to make the detention.

 

b.
Prior to the release of a detainee, the officer will verify the identity of the person 

being released.


2.
Separation of Male and Female Detainees



Female and male detainees will be placed in separate holding cells if the holding cells are 
constructed so that the occupant of either cell cannot see into the other cell.  When holding 
cells do not meet the above criteria, female and male detainees will be separated using other 
means, such as placing one person in an interview room.  



a.
Detaining a person will only be for the period of time it takes to complete the 


paperwork necessary to have a detainee appear before a commissioner, transferred 

to another facility, or for interrogation.  A person will not be detained for the sake of 

convenience, such as to give a police officer time to complete ancillary paperwork not 

associated with necessary charging documents and immediate processing.



b.



c.
Patrol Supervisors will inspect all arrest paperwork before accepting transport 


responsibility from another shift.  The arresting officer will not be relieved of transport 

responsibility until completed paperwork is supplied to the relieving supervisor.


                                 

                        
 

       
       


3.
Holding Facility



a.
Patrol Supervisors or designees are responsible for the daily operation of the holding 

cells within a facility and will be knowledgeable of the procedures and regulations for 

the following:




1)
placing a female or juvenile in a holding cell




2)
searching a holding cell




3)
searching a detainee




4)
obtaining medical treatment for a detainee




5)
permitting visitors to a holding cell




6)
entering an occupied holding cell



b.
Supervisors will ensure that employees associated with the detainee process will be 

properly trained in the procedures and rules concerning same.


4.
Security and Control for a Holding Cell



a.
A holding cell and the detainee will be searched prior to placing a detainee in a 


holding cell.



b.
If deemed necessary, a second unarmed police employee will remain 



outside the cell, but in full view of the cell.



c.
A holding cell door will be secured at all times when occupied or unoccupied.



d.
The day shift patrol supervisor will conduct a daily security inspection of all holding 

cells for weapons and contraband.

      

e.
If a detainee escapes, the on-duty patrol supervisor will initiate a search for the 


detainee using the means available as he deems necessary, and inform the Patrol 

Lieutenant immediately thereafter.



f.
A detailed report will be forwarded from the Lieutenant to the Chief of Police on any 

incident that threatens the facility or any person therein.  

                                
                     
 

       
       



g.
Where electronic audio and/or video equipment is used in the vicinity of a cell, it must 

be located so as not to deliberately violate a detainee's right to privacy.


5.
Maintenance of Holding Cells



a.
Maintenance work on a holding cell will not be conducted while occupied by a detainee.



b.
Holding cells will be cleaned and sanitized at least weekly.



c.
Procedures for control of vermin and pests will be performed as needed.



d.
All fire related equipment and alarms and the maintenance and inspection thereof will 

be in accordance with the requirements as established by the State Fire Marshal.


6.
Emergency Evacuations - In the event of a fire or situation requiring a facility to be vacated, 
the patrol supervisor will insure that all detainees are moved to a hazard free area.  All 
assigned personnel will be familiar with the building exits in the event of an emergency. 


7.
Medical Attention



a.
Supplies used from the Department first aid kit will be replaced immediately or as 

deemed necessary.  The first aid kit will be inspected weekly.



b.
The on-duty patrol supervisor will arrange for medical treatment of detainees as 

needed.

K.
Arraignment


1.
All persons have the inalienable right to be promptly arraigned before a judicial officer of the 
State after arrest.  Notification of the State's Attorney of an incarceration, so that 
arrangements can be made for a prompt hearing, is the responsibility of the arresting officer.  
In cases of persons confined for more than twelve hours who have not been taken before a 
judicial officer, it is the responsibility of the sheriff, jailer, or person in charge of the place of 
detention, to immediately notify the State's Attorney of such situation.


2.
Case law involving the Johnson Ruling (Johnson v. State, 282 Md. 214; 384 A.2d 709 (1978)), 
requires an arrestee be presented to a judicial officer without unnecessary delay and, in no 
event, later than twenty‑four hours after the arrest.  This requirement may have significant 
impact on the discovery of evidence through interrogation, confession, etc.  The Johnson 
Ruling is discussed later under interrogation.  
                                

                        
 

       
       

A.
Introduction


Questioning/interrogation of individuals has been the subject of many court cases.  Many good investigations have turned bad because of improper tactics when introducing questioning.  There are numerous "gray" areas involved, i.e. when does fact finding become incriminating; what constitutes a custodial atmosphere; when must Miranda be utilized; when can a confession be used; etc.  The result is experimentation, ignorance and confusion, having the potential for adverse effects on otherwise sound investigations.  Experimentation may result in a favorable decision; however, this will receive thorough review by the courts.  Experimentation must have a sound basis in fact.  The investigator must be thoroughly versed in the legal and technical areas associated with interrogations before attempting new applications.  The purpose of this section is to provide basic information to be used as a guide to Department personnel; it is not intended to be all inclusive. 

B.
Basic Rule


Information and evidence obtained as the direct result of questioning/interrogation may be significantly affected by the legality for that questioning/interrogation.  Generally, information and/or evidence discovered during an improper or illegal interrogation is not admissible at the time of trial.  Exceptions to this rule may be considered when information/evidence developed during an improper interrogation inevitably would be discovered during another phase of the investigation, or the same information is discovered from an independent source.  These exceptions will receive significant attention at the time of trial.  Police personnel are to properly carry out all phases of an investigation to ensure a successful conclusion.

C.
Miranda vs. Arizona

 
1.
The United States Supreme Court established specific guidelines to be used by police for 
interrogations.  The Miranda decision is based on the Fifth Amendment to the Constitution of 
the United States, where an individual is protected against self‑incrimination.  (See definition 
of Miranda rights)


2.
The Miranda rule applies to interrogation/ questioning initiated by the police in a custodial, 
coercive, police dominated atmosphere, where information, statements and confessions are 
sought and response would tend to incriminate the individual being interrogated/questioned.  
The Miranda warnings must be given when these conditions exist.  A custodial environment is 
considered to exist:

                                

                        
 

       
       



a.
When an inmate of a correctional facility is being questioned in relation to an offense 

which he is believed to have committed, but is not related to the charge for which he 

is presently incarcerated.



b.
When a non‑resident is arrested for a traffic violation.

 

c.
When a Maryland resident is not entitled to receive a traffic citation for a violation of 

the Transportation Article.



d.
When the totality of the circumstances perceive a custodial environment.  


Circumstances which, individually or in combination, may infer a custodial 


environment are:




1)
Location




2)
Length of questioning

 


3)
Physical surroundings

 


4)
Number of police personnel




5)
Use of restraint devices 




6)
Use/presence of weapons




7)
Age of the interviewee 







8)
Required relocation of interview 




9)
Presence of probable cause for arrest 




10)
The subjective belief of the interviewee as to his status 




11)
The focus of the investigation




12)
Language used by interviewers 




13)
The extent to which the interviewee is confronted with evidence of guilt 




14)
The proximity of the questioning and arrest

                                

                        
 

       
       


3.
Miranda rights apply when custodial questioning/interrogation is initiated by police personnel.  
Department personnel are not obligated to stop an individual who spontaneously offers 
information and/or a confession, regardless of the custodial situation.  The courts have held 
that the police may inject an essential question for the purpose of clarification and/or keeping 
the individual from straying from the original topic.  Should the situation gravitate to 
questions and answers, Miranda would be required.


4.
Generally, Miranda is not required unless an individual has been arrested, or his freedom is 
restrained in any significant way, and is subsequently questioned in connection with his 
involvement in the incident.  The U.S. Supreme Court (Oregon vs. Mathiason) has ruled that 
police officers are not required to administer Miranda warnings to everyone questioned.  
Further, the Court has held that Miranda is not required solely because: questioning occurs at 
a police installation or because the person questioned is a suspect.  Miranda warnings are 
required only where the person's freedom has been restricted, constituting custody.  It is this 
custodial and coercive environment to which Miranda applies and should be limited.  Some 
situations where Miranda, absent extenuating circumstances, should not apply are:



a.
Routine processing (fingerprinting, photographing and personal identification) based 

on reasonable grounds does not constitute a custodial interrogation. 

 

b.
Emergency situations where a custodial situation exists and questioning is initiated in 

the interest of immediate public safety and the answers are voluntary, e.g., a suspect 

is arrested and immediate questioning 
is initiated to locate an explosive about to 

detonate, or a weapon that was discarded in a public place during the chase, etc.



c.
Investigative detections, e.g., stop and frisk.  The longer a person is detained, the 

greater the responsibility for using Miranda.

 

d.
Roadside questioning normally associated with traffic stops.  This is not considered 

"custodial" due to the brevity and relatively non‑threatening circumstances.  An 

individual stopped for a violation of the 
Transportation Article for which a traffic 

citation may be issued and the individual is entitled to sign and proceed does not 

constitute a custodial atmosphere.



e.
Other situations where the individual is not under arrest and/or is free to terminate 

the contact at any time.  The individual must be aware/convinced of his freedom and 

this fact must be made part of the record.

                                

                        
 

       
       


5.
Recent Supreme Court rulings have refined the application of Miranda dispelling the original 
interpretation where the police are required to advise individuals of Miranda rights in all 
situations where self‑incriminating information is sought.  The necessity of Miranda is 
significantly affected by the totality of the circumstances present and will be judged on a 
case‑by‑case basis.  Personnel confronted with the decision as to the appropriateness of 
Miranda and who do not have the opportunity for legal advice should advise individuals of 
their rights prior to questioning.


6.
For the Miranda warning to be effective, it must be understood by the individual being 
interrogated.  Speak distinctly, providing the opportunity to the person questioned/ 
interrogated to listen and understand each right.  Any questions should be cleared up before 
proceeding.  The opportunity is present for the person being interrogated to use this as a ruse 
to stall for time.  Should this be the situation, do not initiate questioning until the person 
consults with legal counsel, or unless advised to proceed otherwise by the State's Attorney.


7.
An individual subject to interrogation who invokes any of his Miranda rights will not be 
questioned until he has consulted with an attorney and agrees to be questioned.  Additionally, 
an individual who had waived his rights initially, and during the interrogation wishes not to be 
questioned any further, will not be interrogated until he has consulted with an attorney and 
subsequently consents to additional questioning.  The individual will again be informed of his 
rights prior to any subsequent questioning; especially when there is a significant break in the 
interrogation, change in persons present, change in location, etc.


8.
After these warnings have been given and an opportunity to exercise these rights afforded, 
only the individual interrogated (including juveniles) may waive these rights.  In order for this 
waiver to be effective, it must be done voluntarily, knowingly and intelligently.  Any evidence 
that an individual was threatened, tricked or cajoled into a waiver, in whole or in part, may 
constitute an involuntary waiver.


9.
The parents of a juvenile subject to interrogation cannot waive or invoke these rights for the 
juvenile.  


10.
Only if a juvenile makes the request to see his parents will every attempt be made to permit 
this visit as soon as it is feasible, e.g. when the parents arrive at the installation.  Parents or 
guardians will not be permitted to interfere with the investigative procedures.

                                

                        
 

       
       

D.
Confessions


For a confession to be admissible at trial, it must have been given voluntarily.  The Miranda warnings should be applied when a confession is solicited by the police.  Whenever possible the Advice of Miranda Rights (EPD Form 57) should be used. Additionally, the confession must be given absent any circumstances that may demonstrate an involuntary situation, or the confession, as well as evidence discovered as a result of the confession, would be inadmissible.  The court will examine the totality of the circumstances on a case‑by‑case basis when determining if a confession was given voluntarily.

E.
Waiver of Prompt Presentment ‑ The Johnson Ruling


1.
This ruling requires that an arrested individual be taken before a judicial officer 
(commissioner) without unnecessary delay and in no event later than twenty‑four hours after 
the arrest or the first session of court following the filing of the charging document in the 
instance of a warrantless arrest.  The effect of the Johnson Ruling is that any confession or 
statements made by the individual at the request of the police may not be admissible at trial.


 2.
Unnecessary delay may occur where the police have deferred taking the accused before a 
judicial officer without justification, even in cases where the presentment is within the 
required twenty‑four hour period.  The following are generally accepted as justification for 
delay:



a.
Routine processing procedures. 



b.
Determining whether or not the charging document should be issued.



c.
Verifying the commission of the specified crime.



d.
Obtaining information likely to be a significant aid in averting harm to persons or loss 

of property of substantial value.



e.
Obtaining relevant non‑testimonial information likely to be significant in discovering 

the identity of accomplices or preventing the loss of relevant evidence.                        



f.
The arrested party may voluntarily and knowingly waive the right of prompt 


presentment.  This waiver would substantiate any delay and make admissible any 

statement/confession obtained prior to presentment.  Williams v. State, 375 Md. 404; 

825 A.2d 1078 (2003)
                                

                        
 

       
       

F.


G.
Interrogation in Investigation


1.
Interrogations/questioning/confessions must be considered as another piece of evidence in a 
total investigation.  Personnel should be cautioned against total dependence on this tool.  At 
times, it may be the only evidence available.  Information developed through interrogation 
and/or confession should be corroborated to the extent possible by information and evidence 
available from other sources.  If there is more than one suspect; information supplied by one 
about another must be substantiated by other information in order to be admissible.


2.
Interrogations, statements and confessions should be documented and recorded (when 
possible) by the interrogator.  Any written document should be initialed by the suspect and 
the interrogator.  Ideally, the document should be in the suspect's handwriting; however, a 
dictated and transcribed version is acceptable with the suspect having had the opportunity to 
read and sign as indicated above.  The documentation should include a description of the 
suspect's mental, physical and emotional state at the time of the interrogation.


3.
Interrogations should be conducted in a professional manner.  Every attempt should be made 
to neutralize the atmosphere of the setting; reducing the chance of being accused of 
threatening, coercing, frightening, etc. the suspect under interrogation.


4.
Interrogations of individuals of the opposite sex should be conducted with at least one 
additional police employee present; preferably of the same sex as that of the person being 
interrogated.

                                

                        
 

       
       

A.
Introduction


1.
The Fourth Amendment applies to federal law enforcement matters, but its constitutional 
guarantees have been applied to all states through the "due process" clause of the Fourteenth 
Amendment.


2.
Although knowledge of the constitutional provisions relating to search and seizure will not 
solve the everyday practical problems an officer must face when he conducts a search or 
makes a seizure, it is the starting point with which he can determine the propriety of his 
intended acts.  An officer must always consider the reasonableness of the search, the 
probable cause to support the search, and, in seeking or executing a warrant, the particularity 
with which the persons, places, and items are described.  If he does this with care, he can help 
ensure that his actions will be lawful and that the validity of the search and seizure will stand 
in a court of law.


3.
A search cannot be conducted in violation of the Fourth 
Amendment.  That is, evidence 
obtained or confiscated during an unreasonable search and seizure cannot be used in any 
court (state or federal) as evidence against the person from whom it was improperly obtained.


4.
All property or evidence seized or taken into custody by police employees will be handled and 
processed in accordance with Chapter 30, "Handling and Disposition of Property."

B.
Probable Cause


1.
The true test of any search is the demonstration that probable cause exists to justify the 
search.  The basis for determining probable cause to search is essentially the same as that of 
probable cause for arrest.  Probable cause to search is demonstrated by the existence of facts 
and surrounding circumstances which are sufficient to justify a man of reasonable caution to 
believe that an offense has been committed and that the particular property to be seized is 
relative to the offense and is located at the particular place.  Reduced to its essentials, 
probable cause means that the officer must have reasonable grounds to believe that things 
related to an offense are on the premises to be searched.

                                

                        
 

       
       


2.
Searches may be conducted pursuant to the authority of a search warrant, upon receipt of 
proper consent, or in conjunction with the various exceptions to the warrant requirements, 
e.g., incident to arrest, vehicle searches, stop and frisk, abandoned property, etc.  The 
Supreme Court has ruled that, barring these specific exceptions, all searches without a 
warrant are unreasonable.  Each exception to the warrant requirement imposes its own 
unique set of guidelines which must be followed.

C.
Search Warrants 


1.
Search warrants will be issued only by judges of the Circuit Court and District Court of the 
State of Maryland.  Once issued, a search warrant will: 



a.
be directed to a law enforcement officer for service.



b.
authorize the search of the individual, item, vehicle, building, thing, etc. specifically 

described in the warrant.



c.
authorize the seizure of the item(s) described in the warrant as well as any other 

property found liable to seizure under the criminal laws of this state.

 

d.
be valid for a period of fifteen (15) days from the date issued.



e.
be returned with a property inventory within ten (10) days of service to the issuing 

judge or a judge of the same court who will accept and forward to the issuing judge.


2.
Before a member of the Department applies to the court for a search warrant, the completed 
application/affidavit will be presented to his supervisor and/or the Lieutenant or his designee 
for review.  The Application/affidavit will be reviewed for substance and content to 
substantiate the issuance of the search warrant.  The State’s Attorney or his designee will also 
review the application/affidavit before it is submitted to a judge for approval.


3.
When applying to a judge for the issuance of a search warrant the applicant must present 
detailed information intent on establishing probable cause to believe the item(s) sought are in 
the possession of an individual or being held at a specific location.  This document is known as 
the affidavit and will become part of the warrant.  The affidavit contains a detailed synopsis of 
the facts at hand which establishes:

                                

                        
 

       
       



a.
the commission of a specific offense



b.
that certain specifically identified contraband/evidence/property directly related to 

the offense is being sought



c.
that the contraband/evidence/property sought is in the possession of an individual 

and the individual or the item(s) sought are contained in a specific container or at a 

specific location


4.
Facts which lead the officer to believe that seizable goods are on certain premises can come 
from two sources, first, personal knowledge ‑ what the officer has observed and second, what 
others have observed and related to the officer.  Where the facts are within the officer's 
personal knowledge, he need only set forth in detail in the probable cause sections of the 
warrant the following:



a.
The dates and times he observed the facts



b.
The place where he observed the facts



c.
Exactly what he observed (detail is most important here), and



d.
A brief synopsis of the officer's experience and training


5.
When someone else tells the officer the facts, it is necessary that he include in the affidavit 
the facts which caused the other person to believe that seizable goods are on the particular 
premises and, in addition, why the officer believed what the other person told him.  Since 
there are these two distinct types of information required when the affidavit is to be based on 
an informant's observations, such an affidavit will necessarily be more lengthy than one based 
solely on the officer's personal knowledge.  The probable cause section should contain the 
following information:



a.
The date the officer was told the facts



b.
The name of the person who told the officer the facts, except in the case of a 


confidential informant



c.
The date the other person observed the facts



d.
That the other person personally observed the facts



e.
The place where the other person observed the facts

                                

                        
 

       
       



f.
Exactly what facts (in detail) the other person observed



g.
An explanation of why the officer believes that what the other person told him is true



h.
A brief synopsis of the officer's experience and training


6.
Police employees are under no obligation to disclose the identities of their confidential 
informants in a search warrant affidavit. However, when a confidential informant's identity is 
not disclosed, it is especially important that the officer explain fully why he believes that the 
facts related to him by the informant are true.  To substantiate the informant's reliability, the 
following should appear in the probable cause section:



a.
The informant's past record for accuracy.



b.
Whether valid arrests and convictions have been based on that information. 



c.
What facts the officer has personally observed which corroborate the information 

related by the informant.



d.
If appropriate, a statement by the informant indicating that he has committed or has 

participated in the commission of the crimes indicated.

Note: 
Give as much detail as possible without revealing the informant's identity.  Where it is important to protect the identity of an informant, it is not necessary to specify the exact date upon which the informant received his information or performed some act which assisted in establishing probable cause for the issuance of a warrant.  Such phrases as "...during the week of..." may be used.


7.
It cannot be overemphasized that the officer should include in the affidavit all information 
having any bearing on his conclusions. Be detailed; nothing should be left to the imagination 
of the judge.  Time spent in attempting to list all of the relevant information is always time 
well spent.  It does not only insure the validity of the warrant, but it also gives the officer an 
opportunity to decide if he has amassed sufficient information to justify issuance of the 
warrant.  Very often the State's case will be only as strong as the affidavit.  On finding of good 
cause, a judge may order an affidavit presented in support of a search and seizure warrant to 
be sealed for not more than thirty days in order to maintain confidentiality in an ongoing 
criminal investigation for violation of certain controlled dangerous substance laws.  After the 
affidavit is unsealed, it must be delivered within fifteen days to the person from whom the 
property was taken or the person apparently in charge of the premises from which the 
property was taken.

                                

                        
 

       
       


8.
Once issued, the search warrant will be executed by any authorized police employee to whom 
it was issued unless the warrant specifies it is to be served by the applicant or other individual.  
The police employee executing the warrant has the right to take necessary and appropriate 
actions to protect himself and others; assure that the item(s) sought will not be damaged, 
destroyed, removed, etc.; the search will not be inhibited; safeguard the scene; collect and 
remove property; make arrests; etc.  The police employee executing the warrant shall use 
prudent judgment in developing the search procedures commensurate with the individual 
circumstances.


9.
The use of good judgment in executing a warrant is as important as that used in obtaining one.  
An otherwise valid search can become unlawful if the warrant is not properly executed.  The 
following procedures may be utilized when executing the warrant:



a.
Serve the warrant within fifteen (15) days of its issuance.



b.
The breaking of doors in execution of a search warrant is commensurate with those 

procedures established for the breaking of a door in execution of an arrest, as 


provided in Section III of this chapter.



c.
The search warrant will be provided to the person in charge of the premises being 

searched, if such a person is present at the time of service.



d.
The search will include the place specified in the warrant, including all places 


reasonably and logically a part of that building, and everything therein where the 

lawfully sought articles might be concealed.



e.
Only the time necessary under the circumstances may be used to conduct the search.



f.
The officer may seize only those items particularly described in the warrant and any 

other instrumentalities, fruits or contraband while properly searching for the things 

particularly described



g.
A search warrant alone does not constitute authority for an arrest, but an arrest may 

be made on probable cause developed during execution of the search warrant.

                                

                        
 

       
       



h.
A search warrant for a residence or other premises does not permit a search of all the 

persons present during the search.  If probable cause is developed during the legal 

search to believe persons on the premises possess items which reasonably could be 

objects of the search, they may be detained until the proper search warrant or 


consent is obtained.  Regardless of the circumstances of the search, reasonable 


suspicion may justify the frisk of all persons present for offensive weapons.



i.
An inventory shall be completed containing an accurate description of all property 

removed.  All copies of inventory sheets shall be signed by the officer executing the 

search and seizure warrant in the presence of the person from whom property was 

taken (if said person is present).



j.
A copy of the warrant, affidavit, property inventory and return form will be left with 

the person in charge of the location searched.  If no one is present to accept the 


paperwork, it will be left in a conspicuous location where it is reasonably protected 

from loss or damage.



k.
Return the executed warrant and property inventory to the issuing judge or a judge 

of the same court, who will accept and forward to the issuing judge, within ten (10) 

days of execution.



l.
All items taken into custody will be handled and processed as provided for elsewhere 

in the manual. 


10.
Search warrants may be necessary to obtain evidence from a person, i.e. clothing worn, 
fingernail clippings, hair, body fluids, body cavity searches, etc.  With this in mind, the 
following guidelines will be followed:



a.
If an officer has adequate advance information that a person has or will have on his 

person items subject to lawful seizure, then he should get a search warrant.  An officer 

should not rely upon the person's consent as the authorization for the search.



b.
If a suspect or witness is asked to provide exemplars for comparison and he refuses, 

application may be made for a search warrant requiring the production of the desired 

evidence.

                                

                        
 

       
       



c.
If a person refuses to permit an authorized search, or if there is good reason not to 

search in public (a strip search, for example), an officer may use reasonable force to 

detain him, or to take him to a place where the search can be appropriately 


conducted.



d.
To execute a search warrant for the search of a person, premises may be entered 

under the same circumstances and in the same manner as allowed in the execution of 

an arrest warrant, and reasonable force may be used to make the search.



e.
While a search may be made only for those things described in the warrant, if, while 

making such a search, an officer comes upon some other evidence of this or any other 

crime, it may be seized.




1)
If a weapon is carried in violation of the law the officer may take it.




2)
If a weapon is carried legally an officer may still take it to protect himself but 


the person searched must be told where he can get it back.


11.
Exceptions to the general rule are:  



To avoid a possible loss of evidence, property which is under the temporary control of an 
officer may be held while a warrant authorizing a further search is obtained.  Moreover, in 
some such instances where probable cause to obtain a warrant does not immediately exist, 
the property may be held pending a reasonable brief investigation to determine whether 
there is in fact probable cause for a search warrant.


12.
Generally, when there is sufficient time and no opportunity to tamper with, remove, destroy, 
conceal, etc. property/evidence, a search warrant should be obtained.

D.
Search Incident to an Arrest


1.
A search incident to a lawful arrest is permitted to:



a.
Protect the arresting officer and others.



b.
Prevent escape or suicide.



c.
Seize fruit, instrumentalities, and contraband relating to that arrest.



d.
Prevent the destruction of evidence.

                                

                        
 

       
       


2.
An arrest may not be used simply as an excuse to conduct a general search for evidence.  
When an officer makes an invalid arrest, he cannot use that arrest as an excuse to search the 
arrestee for evidence of a different offense for which the officer had no arrest warrant, 
probable cause to arrest, or no search warrant.  Courts are particularly suspicious in cases 
involving searches incident to the arrest of minor traffic offenses.


3.
The arrest must be lawful.  If the arrest is unlawful for any reason, the incidental search of the 
arrested person is also unlawful, and any fruits of such a search will be inadmissible in court.


4.
If practical, the arresting officer should conduct the search.  If an officer arrests someone and 
does not search him, but later allows another person to search him, the subsequent search 
may be held unlawful.


Note:
Notwithstanding the fact that a prisoner has been previously searched, when he is transferred 
from the custody of an officer, a subsequent search may be made for the protection of the 
receiving officer.


5.
Until an arrest has been made, there is no right to search.  If the search precedes the arrest 
and supplies the probable cause for the arrest, the search is unlawful unless it can stand 
without use of the incident‑to‑arrest rule.  But if an officer has the right to arrest on a 
warrant or probable cause and he intends to arrest, but because of a sudden emergency or 
dangerous situation (e.g., possible escape of the person to be arrested or destruction of 
evidence) he first grabs the weapon, narcotics or other item, and then arrests, the seizure is 
lawful.  This is an exception, however, and the courts will apply it strictly.


6.
A search made incidental to an arrest must be conducted as soon as practical after the arrest.  
If it is not feasible to search immediately after making the arrest, an officer should do so as 
soon after the reason for delaying the search has passed.  This rule gives an officer the right to 
search a person lawfully arrested only to protect himself, to prevent escape, and to prevent 
the destruction of evidence. If an officer delays a search, it may appear that he was not 
concerned about any of those three possibilities and that he conducted the search for some 
other reason.


7.
As a general rule, an officer may search the arrested person, everything in his possession, and 
everything which, in the course of the arrest, is within his immediate reach.



a.
Anything in the actual possession of the person arrested may be searched (for 


example, a carton, suitcase, or purse being carried by the arrestee).

                                

                        
 

       
       



b.
The things within the reach of the person or within his immediate physical 


surroundings may be searched.  In an emergency situation posing a danger to human 

life, the scope of the permissible search may extend beyond the person's immediate 

surroundings.



c.
A search for things within a body cavity may be conducted, only as prescribed by 

Department policy.



d.
Where an arrestee has on his person some article showing ownership of or right to 

control personal property from which he is temporarily separated, (e.g., where the 

arrestee has a locker key in his possession and the arresting officer wishes to search 

the locker) the officer generally may not search for and seize such property unless 

there is danger that someone else will remove the property before a warrant can be 

obtained.  Similarly, if in the course of an arrest an officer observes a suitcase or other 

closed item in open view but not in the arrested person's actual physical possession, 

then the item may be seized as a protective measure, but a search warrant should be 

obtained before opening it.


8.
Generally, anything in the possession of the person being searched may be subject to seizure, 
whether it is for evidence, the protection of the officer, safekeeping, fruits of the crime for 
which the arrest was made, fruits and/or instrumentalities of another offense, contraband, 
etc.  Additionally, an officer lawfully on the premises as when legally effecting an arrest, 
observing contraband, fruits, weapon, instrumentalities or evidence of that immediate 
investigation and/or of an unrelated incident in "open view", may seize these items even 
though they may not be considered to be in the immediate possession of the person being 
arrested, and there is no search warrant available.  It must be understood that the "open 
view" doctrine is a seizing doctrine and does not in itself automatically constitute the 
authority for an additional search beyond the seizure of an item in plain sight.


9.
When making a reasonable search of the person (whether incidental to arrest or with a search 
warrant) an officer may use only that degree of force necessary to protect himself, prevent 
the escape of the person being searched, and prevent the destruction of evidence.  The test 
for determining if the use of force is proper is whether, in the officer's judgment, he felt 
required to use such force to accomplish any of the previously mentioned ends.


Note:
If an arrestee is concealing something in his mouth, an officer may use reasonable force to 
prevent the person from swallowing the evidence and to remove the object.

                               

                        
 

       
       

E.
Strip Searches


1.
A strip search is defined as the removal or rearrangement of any clothing which permits a 
visual inspection of the genitals, buttocks, anus, female breasts, or undergarments of an 
arrestee or detainee.


2.
A strip search should be considered only when the facts known to the officer, or the 
observations made by the officer, establish the reasonableness of a search of this extent, i.e., 
the necessity of viewing these intimate parts of the body and undergarments.  Strip searches 
should never be routine and will be permitted only in the following situations:



a.
When the officer has reasonable cause to believe an arrestee is concealing a weapon. 



b.
When the officer has reasonable cause to believe an arrestee is concealing 


contraband.



c.
Upon authority of a valid search warrant.


3.
Strip searches must be approved by the patrol supervisor.  Strip searches shall only be 
conducted in a secluded, private area by a police employee of the same sex and will be done 
professionally and efficiently, showing care for the arrestee's privacy and comfort.

F.
Search of Body Cavity


A search for things within a body cavity may be conducted upon authority of a valid search warrant or incident to a lawful arrest.  Time permitting a State's Attorney should be consulted before such a search when made incident to an arrest.  The following conditions must be met before a search of a body cavity is permitted:


1.
There must be probable cause to believe that the person has within his body evidence which 
should be removed.


2.
The search must be made by a licensed doctor or nurse working under sanitary conditions and 
in a medically approved way.


3.
Force may be used only to the extent necessary to effect submission to the examination.

                               

                        
 

       
       

G.
Seizure of Abandoned Property


1.
If in the course of a lawful arrest (or other lawful action by an officer, such as a surveillance or 
questioning of a person), a person discards personal property at some place outside his 
dwelling or its curtilage, an officer may seize such property (even though it is then beyond the 
person's physical control) on the grounds that is has been abandoned.



a.
To constitute abandonment for this purpose, there is no requirement that the person 

intended to get rid of the property permanently.



b.
If the property is discarded in response to an unlawful arrest or unlawful entry by an 

officer, a seizure of the property is also unlawful.



c.
If the property is discarded in the person's dwelling or its curtilage (or in his hotel 

room, automobile, or any other area he controls), it cannot be considered abandoned 

and cannot be seized.  However, if the property thus discarded can be identified on 

sight as evidence of a crime, it can be seized just as any other evidence in open view 

can be seized.

2.
Examples of Legally Seized Abandoned Property:


a.
A package of heroin picked up from the street after a scuffle during an arrest in an 
automobile.


b.
A package of narcotics which landed in a public courtyard after being thrown out of the 
window of an apartment by a woman under surveillance.


c.
An envelope dropped to the floor of the police station by a man under arrest.


d.
Two small packages dropped to the sidewalk by a narcotics suspect under surveillance.


e.
An object dropped on the street by a man stepping out of his car for questioning.

H.
Stop and Frisk


1.
This expansion of a constitutionally permissible search permits a police employee to conduct 
a carefully limited examination of an individual's outer clothing.  The purpose of the 
examination is the discovery and seizure of offensive weapons, i.e. handgun, dirk knife, Bowie 
knife, switchblade, sand club, metal knuckles, razor, nunchaku, or any other dangerous or 
deadly weapon(s) concealed upon or about the individual.  This search is permitted when:

                               

                        
 

       
       



a.
it is reasonably suspected that an individual has committed, is committing, or is about 

to commit a crime; or



b.
the individual is reasonably suspected to be armed and dangerous and immediate 

action must be taken to protect the member or the public.


2.
Both the "Stop" and the "Frisk" must be supported by reasonable and articulable 

suspicion; an un-particularized suspicion or "hunch" will not suffice.


3.
The following circumstances may be considered by the officer in determining whether 
sufficient reasonable suspicion exists to justify a stop.  This list is not intended to be 
all‑inclusive.



a.
The demeanor of the suspect



b.
His actions



c.
The hour 



d.
The neighborhood



e.
Bulges in the suspect's clothing which may suggest a concealed weapon



f.
The appearance of objects the suspect may be carrying 



g.
The suspect's proximity to a known crime scene



h.
Prior knowledge of the officer including




1)
Suspect's prior record

 


2)
Information from an informant or third party 




3)
Any overheard conversation


4.
Once sufficient reasonable suspicion is established and the officer decides to initiate the stop, 
he will:



a.
Be clearly identified as a police officer: 




1)
By being in police uniform, or 

                               

                        
 

       
       




2)
If not in uniform, by announcing that he is an officer and at the same time 


displaying his badge or other police credentials.



b.
The officer should display courtesy in his contact with the suspect.



c.
Every consideration must be shown for the rights of the suspect.



d.
Question the individual stopped to discover his name, address, and an explanation of 

the suspect's actions.




1)
The suspect may not be compelled to supply the answer to all of these 



questions, but is required to supply their name.




2)
If the suspect refuses to answer the officer's questions or identify himself, he 


may be questioned further, but may not be unduly detained nor may he be 


deprived of freedom of movement in any significant way unless the officer is 


prepared to make a formal arrest in accordance with the legal requirements 


for an arrest.




3)
The failure or refusal to answer questions, or answers considered 



unsatisfactory, is not alone sufficient to constitute probable cause for an 


arrest without a warrant and there must be some independent justification.  


The failure or refusal to answer questions does not bar a "frisk" if the officer 


reasonably suspects danger to his own or another's safety.


5.
In determining whether reasonable suspicion exists sufficient to support the "frisking" of the 
suspect, the following factors may be considered:



a.
The type of crime suspected and whether or not it is a crime of violence or a crime 

involving the use of a deadly weapon.



b.
Reasonableness of the officer's fears for his safety or the safety of others.  Where the 

officer must deal with more than one suspect, or where the officer does not have help 

close at hand, the situation may create increased danger.



c.
The hour



d.
The neighborhood



e.
Is the suspect known to the officer?  Does he have a record?  Is he disposed to 


violence?

                               

                        
 

       
       



f.
The appearance or demeanor of the suspect



g.
Bulges in the suspect's clothing which may suggest a concealed weapon



h.
Age and sex of the suspect



i.
Any other information perceived by the officer bearing on the suspect's potential for 

violence


6.
When the officer has knowledge or information regarding one or more of the above factors or 
any other information sufficient to justify reasonable suspicion that the person stopped is 
presently in possession of an offensive weapon he may frisk him.  The frisk that is permissible 
is limited to a patting down of the suspect's outer clothing for the discovery of such weapons 
and for no other purpose.  If the frisk fails to disclose evidence of an offensive weapon no 
further search may be made.  However, if the frisk indicates reasonable suspicion that the 
suspect has an object on his person that could be a weapon, the officer is authorized to search 
that part of the suspect's clothing containing such object, but he may not search any further.


7.
If the object felt and found in the course of the frisk is in fact an offensive weapon and the 
evidence is that the possession thereof violates the law, the officer may arrest the suspect 
committing a crime in his presence.  Incident to such a lawful arrest, the officer may make a 
further, more detailed, search of the suspect and his immediate surroundings.  On the other 
hand, if the officer searches in or beneath the clothing of the suspect in the belief that an 
object felt in patting him down is a weapon and it turns out not to be a weapon but an item of 
contraband or evidence of a crime, the object may nevertheless be used to justify arrest of the 
suspect.


8.
Every police employee conducting a stop and frisk pursuant to this Section shall, within 
twenty‑four hours after such action, complete the top portion of a Firearms Report, as well as 
any related field reports necessary as the result of the stop and frisk.  A copy of all such 
reports will be forwarded through channels to the Chief of Police or his designee.  If a 
handgun was discovered to be carried, legally or illegally, the Firearms Report will be 
forwarded to the Maryland State Police Licensing Division, Handgun Permit Unit, who will 
complete the remainder of the form and return it to the employee.  Upon receipt of the 
completed form, a copy will be sent to the Chief of Police or his 
designee as stated above.

                               

                        
 

       
       

I.
Search of Premises


1.
An officer may search premises without a warrant in the following situations:



a.
Emergencies ‑ An officer may search if there is no time to get a warrant and the 


situation requires immediate action, e.g. when he hears a scream from inside a house 

followed by a gunshot.



b.
Hot Pursuit ‑ He may search if he is chasing an escaping suspect or is about to catch 

up with one who is ready to flee.



c.
Contraband ‑ He may search if he knows that contraband is threatened with 


immediate removal or destruction.



d.
Incidental to a Valid Arrest ‑  He may search in the course of a valid arrest if necessary 

to protect himself, prevent the escape of the arrestee or to seize evidence relating to 

the reason for which the arrest is made that is within the actual or constructive 


possession of the arrestee.



e.
Plain view doctrine ‑ When contraband and/or evidence is observed by an officer who 

is legally present at a location, i.e. serving an arrest warrant, investigating an incident, 

etc.



f.
Consent search ‑ (discussed later in this Section.)



g.
Abandoned property ‑ A dwelling that has been permanently vacated, i.e. hotel room, 

rented space, etc., may be searched without a warrant and without the permission of 

the previous tenant.  The consent of the property owner or agent should be obtained.



h.
Open fields ‑Under certain conditions "open fields", even though privately owned, 

may be searched without a warrant.  In Oliver vs. U.S., The Supreme Court held that 

"open fields" do not enjoy the same reasonableness as to privacy as does a home, 

office, commercial structure, etc.



i.
Observation of a dwelling or its curtilage may be made without a warrant from any 

place outside the curtilage.  A telescope, binoculars, flashlight, and similar devices 

may be used in such surveillance, as long as there is no physical trespass onto the 

curtilage.

                               

                        
 

       
       



j.
Listening to conversations or other sounds occurring in a dwelling or its curtilage may 

be accomplished without a warrant if there is no physical trespass onto the curtilage 

and if no electronic or mechanical device is used to hear the conversation or sounds.  

If a physical trespass is necessary, or if an electronic or mechanical device is necessary, 

a warrant must be obtained.


2.
The above situations are the exceptions to the rule and searches made under such 
circumstances will be closely reviewed by the court as to their propriety.  Generally, in 
situations other than those indicated, a search warrant should be obtained to conduct a 
search of a dwelling and/or its curtilage.


3.
The following information is provided to assist personnel when establishing the limitations of 
the search of a dwelling. 



a.
A dwelling includes any place intended to be occupied by people to include:  private 

residences, apartments, hotel/motel rooms, places of business and offices.



b.
"Curtilage" is the open space associated with the dwelling.  Whether an area is within 

the curtilage depends principally on its closeness to the dwelling, its being within any 

general enclosure which may surround the dwelling, and its use by the occupants of 

the dwelling.  If there is doubt as to whether the place to be searched is within the 

curtilage, a warrant should be obtained.  Examples of places considered to be within 

the curtilage include:




1)
An enclosed backyard of a residence



2)
A farmer's barn separated by a driveway from his house seventy yards away



3)
A trash can under the stone porch of a house



4)
A closed cupboard in a common hallway leading to the suspect's apartment in  


apartment building


c.
When conducting a lawful search, an officer may look for weapons, contraband, fruits 

of a crime, instrumentalities of a crime and other evidence.  The Supreme Court has 

held that there may be some evidentiary materials which are not seizable or 


admissible into evidence under the Fifth Amendment because they are testimonial or 

communicative in nature.  

                               

                        
 

       
       


4.
Search of Premises Incidental to Arrest



a.
In the course of a lawful arrest, an officer may search not only the arrestee's person, 

but also a limited portion of the premises which is within the arrestee's immediate 

control and from which he might be able to reach a weapon or destructible evidence.  

The area to be searched may be expanded if there is cause to believe there may be 

other persons on the premises who may reasonably be expected to interfere with the 

arrest or attempt to destroy evidence.  A search of the surrounding area for such 

persons may be made.  The sole justification for such a search is to find and seize:




1)
Any weapons the arrestee may seize to resist the arrest or to affect an escape




2)
Any evidence the arrestee might try to conceal or destroy




3)
The protection of the officer and others present



b.
If while making a lawful arrest, or making a protective search for other persons on the 

premises, evidence of any crime is seen lying in open view it may be seized even 

though it is beyond the arrestee's immediate control.



c.
If an arrest is affected at a certain place or time as a subterfuge to conduct a search of 

those premises, the search may be invalid.



d.
Since a search incident to an arrest is very limited in scope, it is better to secure a 

search warrant at the same time that the arrest warrant is issued if a detailed search is 

to be conducted.  When this is not possible, or when a warrantless arrest is made, a 

search warrant should be applied for immediately after the arrest.  It is proper to 

allow an officer to guard the premises to prevent the destruction of evidence while 

the warrant is being secured.


5.
Crime Scene Searches



a.
Entry and subsequent warrantless search of premises is permitted in emergency 

situations when there is reasonable belief that there is within a need for 


immediate assistance.  (Thompson v. Louisiana 469 US 17-105 S.ct 409 (1984)).  


Further, law enforcement personnel at the scene of a homicide or similar serious 

offense may conduct a warrantless search to locate victims and/or suspects (Mincey v. 

Arizona 437 U.S. 385 (1978)).

                               

                        
 

       
       



b.
The scope of the search is strictly limited by the existence of the emergency exigent 

circumstances.  Evidence and/or contraband observed in plain view during this 


restricted search may be properly seized.



c.
The fact that a crime has occurred at a specific location does not automatically 


authorize an unlimited search of the premises.  Unless the situation meets the existing 

exceptions to warrant requirements, including the emergency situation, a warrantless 

search of a crime scene will be unreasonable and any evidence discovered during the 

search will be inadmissible at trial.


6.
Administrative Search Warrants



a.
The U.S. Supreme Court has held that officials may enter a premise to fight a fire 

without a warrant and, once in the building, officials may remain for a reasonable 

time to investigate the cause of the fire.  Additional visits to the scene to investigate 

the cause of the fire will be done pursuant to the warrant procedures governing 


administrative searches.  Evidence discovered during the initial presence at the scene 

is admissible in court; and, evidence of arson discovered in the course of such 


investigations is admissible, but, if investigating officials find probable cause to believe 

that arson has occurred and require further access to gather evidence, they may 

obtain a warrant only upon the traditional showing of probable cause applicable 

to searches for evidence of a crime. (Michigan v. Tyler 1978 436 US 499).



b.
Department personnel, with the concurrence of the Chief of Police or his designee, 

may apply to a judge of 
the district court or a circuit court for an administrative search 

warrant to enter any factory, warehouse, vehicle, residence, building, establishment, 

or other premises where a fire has occurred to conduct a search to determine the 

cause and origin of the fire.



c.
The application shall be in writing and signed and sworn to by the applicant and shall 

particularly describe the vehicle, building or premises to be searched and the nature, 

scope and purpose of the search to be performed by the applicant.



d.
A judge of a court referred to in subsection (b) above may issue the warrant on finding 

that:




1)
a fire of undetermined origin has occurred on the premises;

                           

                        
 

       
       




2)
the scope of the proposed search is reasonable and will not intrude 



unnecessarily on the fire victim's privacy;




3)
the search will be executed at a reasonable and convenient time; and




4)
the owner, tenant, or other individual in charge of the property has denied 


access to the property, or after making a reasonable effort, the applicant has 


been unable to locate any of these individuals.



e.
An administrative search warrant issued under this provision shall specify the place, 

structure, premises, or 
vehicle to be searched.  The search conducted may not 


exceed the limits specified in this warrant.



f.
An administrative search warrant issued under this provision shall be executed and 

returned to the judge by whom it was issued within:




1)
the time specified in the warrant, not to exceed 30 days; or




2)
if no time period is specified in the warrant, 15 days from the date of its 



issuance.

J.
Vehicle Searches


1.
The limitations of vehicle searches are varied and must be based on the existence of specific 
conditions.  These conditions and limitations will be discussed individually in this subsection.


2.
The laws governing searches of vehicles provide expanded latitudes to the police officer.  
These considerations are based on the need to protect the law enforcement officer, mobility 
of the vehicle, increased opportunity for contraband/evidence to be lost/destroyed, and
finally, probable cause.  The Carroll Doctrine established the parameters of vehicle searches 
and has been reinforced by two U.S. Supreme Court rulings: U.S. vs. Ross and Belton vs. New 
York.  Generally, vehicles may be searched without a warrant:



a.
incident to an arrest of one or more of the occupants


b.
when seized as evidence
                               

                        
 

       
       



c.
when probable cause exists that it contains seizable items



d.
when it has been abandoned



e.
under the "Open View" doctrine 


3.
A search of a vehicle incident to a lawful custodial arrest of one or more of its occupants is 
predicated on the officer's right to protect his self and others, seize evidence and prevent the 
destruction of evidence.  The search may include the person(s) arrested, the interior 
(passenger compartment) of the vehicle and any packages, containers and property, either 
opened or closed, contained therein. Locked containers should not be searched as this has 
been interpreted to preclude the arrestee's ability to reach the contents.  In order for the 
search to be valid, it must:



a.
be a lawful custodial arrest



b.
the search must be contemporaneous (close in time and place) to the arrest.  Since 

the search incident to a lawful custodial arrest is predicated on the possibility of the 

arrestee utilizing a weapon, destroying evidence, by delaying a search until a later 

time, i.e. after removal of the suspect, and relocating the vehicle, there would be no 

grounds for the search without a warrant.  The police officer may summon additional 

manpower to secure the suspect(s) at the scene or reasonably close thereto while the 

arresting officer conducts the search of the entire passenger compartment, as well as 

any containers found within.  Probable cause or even mere suspicion that contraband, 

evidence or a weapon is in the vehicle is not required.  These criteria are applicable 

only to lawful incident to arrest situations. (Belton vs. New York).


4.
Warrantless searches of vehicles based on probable cause that seizable property is contained 
therein is validated by the imposition of a separate set of circumstances.



a.
The Carroll Doctrine establishes that a police officer having probable cause that a 

vehicle contains seizable items may search a mobile vehicle which could conceivably 

leave the jurisdiction before a warrant could be obtained.

 

b.
The scope of the probable cause will always determine the scope of the search. (U.S. 

vs. Ross).



If probable cause establishes that the vehicle contains a specific item, then the reasonableness 
and scope of the search will be determined by the nature of the item sought and its being 
located, if:

                               

                        
 

       
       




1)
it is established that the vehicle contains stolen weapons (unknown quantity), 


then the search of a matchbox found in the vehicle may be held 




unreasonable, while searching a trunk found in the luggage compartment 


would be reasonable.  The search could continue until all weapons that could 


be concealed are located.




2) 
probable cause establishes that the vehicle is used to conceal a specifically 


identified container, then the search is limited to those locations where the 


container may be hidden and continued only until the container is located.  


The container would be searched following the acquisition of a warrant.




3)
 probable cause establishes that the vehicle contains contraband.  Generally, 


the search would continue until all areas of the vehicle which could contain 


contraband have been explored.




4)
 a lawful arrest is made.  The search may be expanded based on the search 


incident to arrest principle.



c.
When a vehicle is to be searched without a warrant based on probable cause, it may:




1)
be searched at the location it was first stopped or taken into custody; or




2)
searched after being removed to another location for reasons of safety, 



custody, convenience.



d.
The time factor is not as critical in probable cause situations, especially when the 

vehicle is in the custody of the Department; however, if unusually delayed, may be 

questioned as to why a warrant was not obtained.



e.
Generally, this rule permits the search of a "mobile" vehicle even though there is no 

danger that the vehicle may be taken or the evidence destroyed.

 

f.
If probable cause is not obtained until after the vehicle has lost its mobility or until it 

was taken into custody 
a warrantless search would be improper.


5.
A vehicle to be retained as evidence or for further processing should be towed from its place 
of recovery to a Department holding facility (Impound Yard).  The investigating officer will 
provide for the proper safeguarding and chain of custody of evidence.    

                               

                        
 

       
       



a.
The officer should secure the vehicle prior to towing and follow the vehicle as it is 

being towed to its destination to provide for the proper safeguarding and chain of 

custody of evidence. 


b.
Any vehicle being taken into the custody of the department for the purposes of 


evidence or seizure as a result of a criminal investigation or arrest should be 


transported to the Police Department (following procedures set forth in chapter 30).


6.
Scope     



a.
A vehicle used to violate laws concerning the transportation of narcotics can be seized 

without a warrant and subject to forfeiture.  The seizure need not be incidental to an 

arrest, as long as there is probable cause to believe that the vehicle was used in the 

conduct of the criminal activity.  The search of a seized vehicle may be made at the 

place where custody was first obtained or at another place and another time.



b.
If the vehicle is taken as evidence of a crime, either as an instrumentality by which the 

crime was committed (e.g. a hit‑and‑run homicide) or as fruit of a crime (a stolen 

car), it may be subject to a later, more careful examination just as is any other lawfully 

seized item.



c.
The inventory of vehicles and other objects under police control, where they have 

lawful custody is proper when done to protect the owner against property loss, to 

avoid a claim of destruction, and to protect the police against any hidden danger.  

Police cannot assume custody as a pretext for inventory where such an inventory is 

not reasonably necessary.  The inventory must be carried out as part of established 

Department procedure.



d.
An abandoned vehicle may be seized and searched without a warrant and without 

probable cause.



e.
Evidence of probable cause justifying a search of a vehicle does not necessarily 


empower an officer to search its non-arrested occupants.  A thorough search of an 

occupant may be justified only if the officer has probable cause to believe that he 

possesses evidence of a criminal offense.  The officer may, however, pat down the 

outer clothing of any occupant whom he reasonably suspects may possess a weapon 

and whom he feels poses a danger to him or others.

                               

                        
 

       
       



f.
The "open view" doctrine applies to all vehicles.  Any contraband or evidence of a 

criminal offense seen while the officer is in the proper conduct of an investigation or 

while interviewing an occupant of the vehicle, may be seized and will justify probable 

cause for a subsequent arrest and a more detailed search.   

7.
Force        



a.
If an officer has a legal right to search a vehicle and if the occupant refuses to allow 

him to proceed, he may use whatever force is reasonable and necessary to affect the 

search.



b.
Using unreasonable force to stop a vehicle may make the subsequent search of that 

vehicle illegal even though it was based on probable cause.


8.
Roadblocks          



A roadblock may not be established for the purpose of arbitrarily stopping all traffic so that 
searches may be conducted.  However, courts have upheld the use of a roadblock to stop 
vehicles in order to permit the search of a particularly described automobile, or a car 
containing particularly described occupants.

K.
Consent Search


1.
The Rule        



a.
One's consent to a search of his person or property under his control by an officer acts 

as a waiver of his Fourth Amendment right to be free from a search without a 


warrant.  Therefore, a search based on consent is lawful, even where there is no other 

justification for the search, if:




1)
the consent is made with the knowledge that he need not consent to a search;




2)
the consent is voluntary, i.e., freely given without duress or coercion; and




3)
the consent is clear and explicit.



b.
Any waiver of a constitutional right will be examined carefully by the courts.  


Therefore, before evidence discovered as a result of a consent search will be admitted 

at a trial, the State will have to show by "clear and convincing" evidence that the 

consent was, in fact, freely and voluntarily given by a person who was aware of his 

right not to consent.

                               

                        
 

       
       


2.
The Person Must be Aware of His Rights          



a.
An officer should explain to the person that he has a right to refuse to consent to a 

search without a warrant.  If the person indicates that he would like to consult with an 

attorney or anyone else before deciding whether to consent, he should be given an 

opportunity to do so.



b.
The courts will examine the circumstances of each case to determine if the individual 

was aware of his rights.  


3.
Consent Must Be Voluntary                         



a.
Consent to a search must be given freely and voluntarily if the consent is to be valid.  

Any coercion or intimidation, actual or implied, will invalidate the consent.  Courts 

have carefully examined many cases and in a high percentage of these found that 

submission to an officer's authority was not true consent because it is not "voluntary."  

Examples include:




1)
An officer pounds on a door and announces either that he has come to make a 


search or that he wants to talk or look around the premises.  If he is given 


permission to enter, courts have often found that there is no valid consent 


because such a situation creates a coercive atmosphere.




2)
What seems to be voluntary consent by a person under arrest may be found 


to have been induced by his inherently coercive environment.



b.
Consent which is not the product of coercion, but which is obtained through the use 

of fraud or misrepresentation, is not voluntary.  For example, an officer tells the 


occupant of a house that he has a search warrant when in fact he does not and 


consent is given, such consent may be invalid.



c.
A voluntary confession of guilt which precedes consent to search has been found to 

indicate that the consent was voluntary.


4.
Consent Must Be Clear and Explicit                                  



a.
Before an officer relies upon consent to justify a search, he should be certain not only 

that the person is aware of his rights and is under no coercion, but that a clear and 

explicit consent to search has in fact been given.

                               

                        
 

       
       




1)
A consent to enter is not consent to search.  But after a legal entry 



whatever evidence is in open view may be seized.




2)
A statement that an officer is welcome to search may not imply that he is 


welcome to search without a warrant.



b.
Written consent should be obtained where practicable.  A signed and witnessed 


waiver provides the best proof of clear, voluntary consent.  Whenever possible, an 

Authorization to Search and Seize Property (EPD Form 44), should be used.


5.
Who May Give Consent                      



a.
A valid consent to a search may be given only by the person with a right to occupy the 

premises.  Examples include:




1)
A landlord cannot consent to a search of a tenant's premises unless the 



tenant has abandoned the premises or has been evicted.




2)
A host can give consent to a search of premises occupied by a guest.  But if a 


particular area of the premises to be searched has been set aside for a long-


term guest's exclusive use, or if the search is of an object which is exclusively 


the guest's, the consent of the host may not authorize a search.




3)
A parent can give consent to a search of premises occupied by a dependent 


child.




4)
An employee cannot consent to the search of an employer's premises, unless 


he has been delegated general authority to act as the agent of the employer.  


An employer may generally consent to a search of premises used by an 



employee in his work, unless it is a particular area set aside for the employee's 


exclusive use.




5)
A person with custody of personal property belonging to another may consent 


to its search only if he has been given full control over the property, or if the 


property has been left on his premises without his authorization.  Consent by 


a person having only conditional custody, such as that given for storage or 


shipment, is not valid.

                               

                        
 

       
       



b.
If two or more persons have equal rights to the occupation of the premises, a consent 

to search may be given by any one of them, but only for the areas of use common to 

all. It must be understood that refusal to grant consent by one occupant may override 

the consent given by the other.  A legal consent search shall be valid against all 


occupants.  Examples include:




1)
Generally, one spouse can consent to a search of a residence shared with the 


other spouse.




2)
One joint tenant can consent to a search of jointly held premises.




3)
A partner can consent to a search of partnership premises.

                               

                        
 

       
       

A.
Introduction


1.
For the purpose of this Section, a juvenile will mean any child less than eighteen years of age 
who is subject to the jurisdiction of the circuit court for a county sitting as a juvenile court.


2.
There are three basic categories of juveniles who may be petitioned to court.



a.
First, is a Delinquent Child, i.e. a child who has committed a delinquent act and 


requires guidance, treatment, or rehabilitation.  A delinquent act is an act which 

would be a crime if committed by an adult.



b.
Second, is a juvenile in Need of Supervision, i.e. a child who needs guidance, 


treatment, or rehabilitation because:




1)
He is required by law to attend school and is habitually truant.




2)
He is habitually disobedient, ungovernable, and beyond the control of the 


person having custody of him without substantial fault on the part of that 


person (incorrigible).




3)
He deports himself so as to injure or endanger himself or others.




4)
He has committed an offense applicable only to children, i.e. runaway.



c.
Third, is a juvenile who is in Need of Assistance, i.e. is a child who needs the assistance 

of the court because: 




1)
He is mentally handicapped or is not receiving ordinary and proper care and 


attention.




2)
His parents, guardian, or custodian are unable or unwilling to give proper care 


and attention to the child and his problems.



3.
It is imperative that all juvenile arrest records be kept separate from adult records so 

that juvenile confidentiality can be maintained unless the juvenile court has waived its 

jurisdiction and the child is being proceeded against as an adult.

                               

                        
 

       
       

B.
Custody


1.
In all cases where a juvenile is taken into custody by any police employee, it shall be the 

officer’s responsibility to ensure that the juvenile's parents are notified as soon as possible of 
the circumstances.


2.
A juvenile may be arrested for any act which would be a crime if committed by an adult and 
the officer, if the situation warrants, may use that force necessary to affect the arrest.


3.
Police employees who have taken a juvenile into custody and who deem it feasible to further 
detain him pending a hearing must contact the Juvenile Services local Intake Division for 
authorization.  The Intake Division will make the decision to release or detain the juvenile.  A 
juvenile held in custody must receive a hearing before the Juvenile Court on the next working 
day of the court.


4.
Juveniles taken into custody on a "Writ of Attachment," formerly a Bench Warrant, issued by 
the Juvenile Court will be held in detention but not incarcerated in a county jail unless said jail 
is equipped with separate facilities to handle juveniles.  When separate facilities are not 
available, the Juvenile Services local Intake Division will be contacted to arrange for 
appropriate detention facilities.  If a juvenile hearing can be scheduled within the same day, 
the juvenile may be held in detention at an installation lockup if the juvenile is segregated 
from adult prisoners by sight and sound, and the period of confinement does not exceed six 
(6) hours.


5.
Under the provisions of Section 3‑8A-03 of the Courts and Judicial Proceedings Article, the 
juvenile court does not have jurisdiction over:



a.
A child at least fourteen years old alleged to have done an act which, if committed by 

an adult, would be a crime punishable by life imprisonment, as well as all other 


charges against the child arising out of the same incident, unless an order 


removing the proceeding to the court has been filed under 4-202 of the Criminal 

Procedure Article.



b.
A child at least sixteen years old alleged to have done an act in violation of any 


provision of the Transportation Article or other traffic law or ordinance except an act 

that prescribes a penalty of incarceration.

                               

                        
 

       
       



c.
A child at least sixteen years old alleged to have done an act in violation of any 


provision of  law, rule, or regulation governing the use or operation of a boat except 

an act that prescribes a penalty of incarceration.



d.
A child at least sixteen years old alleged to have committed any of  the following 

crimes, as well as all other charges against the child arising out of the same incident, 

unless an order removing the proceeding to the court has been filed under 4-202 of 

the Criminal Procedure Article:




1)
Abduction;




2)
Kidnapping;




3)
Second degree murder;




4)
Manslaughter, except involuntary manslaughter;




5)
Second degree rape;




6)
Robbery under 3-403 of the Criminal Law Article;




7)
Second degree sexual offense in violation of Criminal Law 3-306 (a)(1) of the 


Criminal Law Article;




8)
Third degree sexual offense under 3-307(a)(1) of the Criminal Law Article;




9)
A crime in violation of Sections 5-133, 5-134, 5-138, or 5-203 of the Public 


Safety Article;




10)
Using, wearing, carrying or transporting of a firearm during and in relation to a 


drug trafficking crime under '5-621 of the Criminal Law Article;




11)
Use of a firearm under '5-622 of the Criminal Law Article;




12)
Carjacking or armed carjacking under ' 3-405 of the Criminal Law Article;




13)
Assault in the first degree under '3-202 of the Criminal Law Article;




14)
Attempted murder in the second degree under '2-206 of the Criminal Law Article

                               

                        
 

       
       




15)
Attempted rape in the second degree under '3-310 of the Criminal Law Article 


or attempted sexual offense in the second degree under 3 -312 of the Criminal 


Law Article;




16)
Attempted robbery under '3-403 of the Criminal Law Article;




17)
A violation of '4-203, '4-204, '4-404, or '4-405 of the Criminal Law Article; 



18)
A child who previously has been convicted as an adult of a felony and is 



subsequently alleged to have committed an act that would be a felony if 


committed by an adult unless an order removing the proceeding to the court 


has been filed under '4-202 of the Criminal Procedure Article.  



19)
A peace order proceeding in which the victim, as defined in '3-8A-01(v)(1)(ii) 


of this subtitle, is a person eligible for relief, as defined in '4-501 of the Family 


Law Article.



e.
For the purposes of this subsection, "child" means a person under the age of eighteen 

years.


6.
Complaints by parents or requests for juvenile delinquency action against their own children, 
where no police action has occurred, will be referred to the Intake Division of Juvenile Services 
in the respective area.


7.
Search and seizure provisions of the law also apply to juveniles taken into custody.


8.
A juvenile may not be transported together with adults who have been charged with or 
convicted of a crime unless the court has waived its jurisdiction, or has no jurisdiction, and the 
child is being proceeded against as an adult.

C.
Interrogation


1.
Interrogation of juveniles will be done according to the procedures in Section IV of this 
chapter.


2.
Only a juvenile can waive his rights.  No one, including his parents, should be permitted to 
influence or force the juvenile to waive his rights.


3.
Other Investigative Aids - Before a juvenile submits to a polygraph examination, a parent, 
guardian, or juvenile authority must sign a Polygraph Waiver and Release form in the presence 
of the investigating officer or examiner.

                               

                        
 

       
       


4.
Before the case is forwarded to Juvenile Services, the following report procedures will be 
adhered to:



a.
On all Juvenile Detention Logs the charge will be "Juvenile Delinquent," (followed by a 

list of the actual charge in parenthesis, if the juvenile was actually detained).



b.
The offense or other applicable report will contain the notation "Forward to The 

Department of Juvenile Justice" and must be in their hands prior to the hearing.



c.
The ending statement on the report forwarded to Juvenile Services shall be one of the 

following:




1)
Victim requests petitions to be filed



2)
Officer requests petitions be filed



3)
No request for petitions ‑ for juvenile information only

5.
After the Offense Report or other applicable reports have been forwarded to Juvenile 
Services, it will not be necessary for the arresting officer to appear at the informal hearing, 
however, he may be called to testify at the formal court hearing.


6.
Types of Juvenile Offenders



a.
Criminal‑Type Offender (Delinquent Child) ‑ A juvenile offender who has been 


charged with or adjudicated for conduct that would, under the law of the jurisdiction 

in which the offense was committed, be a crime if committed by an adult.



b.
Non‑Offender (Child in Need of Assistance) ‑ A juvenile who is subject to the 


jurisdiction of the juvenile court, usually under abuse, dependency, or neglect statutes 

for reasons other than legally prohibited conduct of the juvenile.



c.
Status Offender (Child in Need of Supervision) ‑ A juvenile who has been charged 

with or adjudicated for conduct that would not, under the law of the jurisdiction in 

which the offense was committed, be a crime if committed by an adult.
                            

                        
 

       
       

D.
Detention


1.
There are six occasions when a juvenile may be placed in a detention facility:



a.
When the parent or guardian cannot be located.



b.
When the parent or guardian is located but refuses to pick up the child.



c.
When the parent or guardian is located but does not have transportation and/or 

cannot leave the home because of other smaller children, etc.


Note: 
If the circumstances indicated so warrant, every reasonable effort will be made to provide 
transportation for the child to the home where release by the signing of the proper forms will 
be affected.  The determination for this transportation will be made by the duty officer who 
will be guided by availability of manpower, distance involved, etc.



d.
When the officer has reason to believe the child will leave the jurisdiction.



e.
When the officer has reason to believe the child will bring harm to him or herself or 

someone else.



f.
When a child is arrested on a "Writ of Attachment." 


2.
The Department of Emergency Services will maintain a current duty roster of the available 
juvenile intake consultants and a copy will be maintained in the EPD records department.


3.
Authority to place the child in actual detention at a jail or correctional facility for juveniles 
must be obtained from an Intake Consultant of the Department of Juvenile Services in the 
respective area.  However, before actual detention is affected there are two forms that must 
be completed with the telephonic assistance of the Intake Consultant.



a.
Authorization for Emergency Detention or Shelter Care Pending Hearing.



b.
Notice of the Authorization of Detention or Shelter Care ‑ this form has a carbon copy 

attached which must be delivered to the parent or guardian without delay.



c.
The above forms are the only authorization needed by the receiving facility to hold a 

juvenile in detention.

                            

                        
 

       
       


4.
Where the Intake Consultant requests that the juvenile be released at the installation, three 
copies of a Juvenile Release Form must be signed by the officer and the person to whom the 
juvenile is released.


5.
In instances where the child is in need of supervision or assistance the Intake Consultant may 
make provisions either for a temporary shelter home or for transport to the Waxter Institute 
for Children located in Laurel.


6.
Ordinarily, a juvenile will be processed as such unless the State’s Attorney's office advises 
differently.  A juvenile will be treated as an adult if he/she committed an offense listed in 
Section 6, Paragraph B5 of this chapter.

E.
Separation of Juveniles From Adult Offenders      


1.
In the event that juvenile criminal offenders are temporarily detained in the 
processing/detention area during the same time an adult offender is being held/detained, the 
juvenile must be segregated by sight and sound and have no more than haphazard or 
accidental contact with the adult.  Any time that an adult and juvenile are being held at the 
same time in the cell block area the windows of juvenile cell(s) will be blocked from viewing by 
using a self-adhering covering on the outside of the cell door.


2.
The patrol supervisor is responsible for ensuring that juvenile and adult offenders are properly 
segregated.

F.
Maximum Detention Time for Juveniles


Juvenile criminal offenders may be confined in detention cells or other lockups for a period of up to six (6) hours for the purposes of identification, processing, or transfer to another facility.

G.
Release of Information on Juveniles           


Information on juvenile arrests are confidential and not subject to public inspection.  The only exceptions are arrests of juveniles charged as adults, after review by the Chief of Police.

                            

                        
 

       
       

A.
Warrant/Summons Procedures


1.
The proper handling of all warrants, criminal summonses and summonses to testify and other 
legal documents that are received by the Elkton Police Department is a shared responsibility 
that rests not only with the Chief of Police, but with all Department personnel who receive, 
handle, file and serve these documents.



a.
The Support Services Lieutenant is responsible for the management of the 


warrant/summons control system.



b.
The on-duty patrol supervisor will assume control of the system during the hours 

when the Support Services Lieutenant is not on duty.



c.
Police Records Personnel are responsible for the security and control of all 


warrants/summonses delivered and maintained by the Department.


2.
Records



a.
Arrest Warrants - When arrest warrants are received at the Records Division, the on 

duty Police Records Personnel will date and time stamp the warrant and initiate a 

Warrant/DCS Action Request (EPD Form 75), and attach it to the warrant.  The arrest 

warrant will be logged in the Arrest Warrant Control ledger, and in the computerized 

records management system that is maintained in the Records Division.  All processed 

warrants will be placed in a 30 day file for service, at the end of 30 days the warrant(s) 

will be filed in separate alphabetical files.  The following information can be obtained  

from the warrant/summons Warrant/DCS Action Request form:




1)
Warrant/Summons Number




2)
Patrol Squad or CID Officer who is assigned the warrant




3)
Attempted Service

   



a)
Date

       



b)
Officer





c)
Comments, which includes addresses service attempted, etc., location 



served.

                            

                        
 

       
       




4)
Disposition





a)
Served





b)
Unserved





c)
Recalled





d)
Other





e)
Officer



b.
Arrest warrants are logged in the arrest warrant book in numerical sequence 


beginning with the current calendar year. The warrant number is used as a cross 

reference for retrieving information.  The following information is documented in the 

arrest warrant book:




1)
Warrant Number;




2)
Date Received;




3)
Complainant;




4)
Defendant; 




5)
Charge (bench warrants will be listed as "Bench Warrant")




6)
Date Served


3.
Wants/Warrants Record Search - Officers may requests warrant check through METERS 
and/or NCIC. If a "hit" is indicated, the Records Clerk will check the warrant log. This log 
should indicate the existence and location of the warrant.


4.
Criminal Summonses:  Will be received, documented and handled in the same manner as 
arrest warrants by the Records Division.  The criminal summons will be logged in the criminal 
summons log book and be filed alphabetically in the criminal summons file folder.


5.
Summons to Testify:  When summonses to testify are received they will be forwarded to the 
Records Division.  The Records Clerk will make a copy of the subpoena and place it in the 
officers court summonses folder.  The Records Clerk will then document the information on 
the Summons Sheet (EPD Form 18).  Summonses to testify are not to be entered in the 
departmental computer system.

                            

                        
 

       
       


6.
Access/Control of Criminal Documents



a.
The current record system maintained for arrest warrants, bench warrants, criminal 

summonses, summonses to testify, provide for 24 hour access to these documents.  

Utilizing the respective log books maintained in the Communications Center provides 

all patrol supervisors and Police Communication Officers with 24 hour access to these 

documents. 



b.
When the document is served the Warrant/DCS Action Request (EPD Form 75), is 

completed, removed and filed in the records room.  Prior to filing the request, the 

Records Division will record the data on the appropriate log book, and remove the 

data from the departmental computer system if necessary, and METERS/NCIC.



c.
In the event the document is not served, it will be marked "Unserved" by the officer in 

the comments section of the service request.  If "Unserved", the document is then 

returned to the issuing court unless sufficient identifying factors exist (i.e. first, last 

name, sex, race, and DOB) to enter the document into the METERS/ NCIC computer.  



NOTE:
Only arrest warrants and bench warrants will be entered into the computer. 



d.
If the document is one in which a member of this Department is the complainant, or it 

is a document issued by a court such as a bench warrant and/or any arrest warrant 

that is not returned to the issuing court, it will be maintained in an alphabetical file 

system in the Communications Office.



e.
In those cases where court documents are held by our Department, those persons will 

be entered in the METERS System and/or NCIC as a wanted person.  (If a question 

arises about which bench warrants or misdemeanor warrants should be entered into 

the METERS System, the State's Attorney's Office should be contacted).  Only those 

persons whose extradition has been authorized by the State's Attorney, Deputy 


State's Attorney or other attorney assigned to that office, will be entered as a wanted 

person in NCIC.



f.
Arrest and bench warrants will be maintained in the alphabetical file system until 

served or recalled by the court.  



g.
Felony warrants will be retained until served or returned at the request of the State's 

Attorney or the issuing authority.

                            

                        
 

       
       


7.
Execution of Criminal Documents



a.
Maryland law and departmental policy govern the execution of criminal documents to 

include:




1)
Types of warrants to be executed ‑ see paragraph (b) below;

               

2)
Territorial limitations upon execution;




3)
Time requirements for execution;




4)
Summoning aid;




5)
Issuance of summons in lieu of arrest;




6)
Use of force; and




7)
Immunity from arrest.



b.
Arrest warrants (misdemeanor and felony), bench warrants and detention orders will 

be served by sworn law enforcement officers only.



c.
Occasionally officers become involved in arrest situations and need immediate 


assistance.




1)
Officers are authorized (MD law) to request citizen assistance in the following 


situations:





a)
In the execution of their office in a criminal case;





b)
In the preservation of the peace;





c)
In the arrest of a person for breach of peace; and





d)
In any case of escape or rescue.




2)
Persons neglecting to assist an officer after having been requested shall be 


guilty of a misdemeanor.



d.
Officers will make every effort to execute criminal documents assigned for service 

during their tour of duty.

                            

                        
 

       
       



e.
Normally, service of criminal documents will not be attempted between the hours of 

0001 ‑ 0600 hours except in the following cases:




1)
Felony warrants service shall be attempted at any time the defendant can be 


located;




2)
Priority attention will be given to arrest warrants issued due to a defendant's 


failure to appear in court.  Quick action in serving such warrants can 



significantly increase the likelihood of apprehension;




3)
If there is reason to believe that an individual for whom there is an 



outstanding warrant, or detention order, may be a danger to himself or 



others, or may flee from the jurisdiction (i.e. fail to appear), execution shall be 


made when the individual is located, regardless of the hour; and



f.
Information pertaining to unsuccessful attempts to serve a criminal document will be 

listed on attached Warrant/DCS Action Request and include:




1)
Location where service was attempted;




2)
Date;




3)
Time; and 




4)
Name of Officer.


8.
Felony Warrants



a.
In cases where a felony warrant is on file and available information indicates that the 

subject is located within the state, the investigating officer will contact the police 

agency in that jurisdiction by telephone explaining the circumstance.



b.
A teletype message may also be sent to the jurisdiction with information to include:




1)
Wanted person’s name;




2)
Description;




3)
Charge; and




4)
Location where subject may be located.  

                            

                        
 

       
       



c.
If available information indicates that the suspect may be located outside the state, 

the following steps must be taken:




1)
State's Attorney will be contacted to confirm or decline extradition;




2)
If extradition is confirmed, a telephone call will be made and a teletype 



message sent (including same information as above) to the police agency 


explaining the circumstances; and




3)
If the subject is arrested by the agency, the investigating officer must fax or 


email a copy of the felony warrant to the police agency making the arrest.



d.
If a felony warrant has been issued and there is no information available indicating the 

suspect's location, but it is suspected that the suspect has left the Town:




1)
The State's Attorney will be contacted to confirm or decline extradition; 




2)
If extradition is confirmed, felony warrant information will be entered into 


METERS/NCIC files in accordance with METERS/NCIC manual guidelines; and




3)
The State's Attorney will be contacted concerning extradition on serious or 


appropriate misdemeanor investigations if necessary.



e.
Officers traveling to other jurisdictions to pick up arrested suspects will transport 

them in accordance with established guidelines. 



f.
Criminal documents received from other jurisdictions will be handled as follows:




1)
Warrant/DCS Action Request is assigned;




2)
Document will be routed to patrol/investigations for execution of same;



3)
If served, arrest information will be emailed or faxed back to requesting 



jurisdiction; and




4)
If not served in 30 days, the warrant will be mailed back to requesting 



jurisdiction.  
                           

                        
 

       
       

B.
Extradition


1.
When an individual arrested on local charges is found to be wanted in another state, the 
State's Attorney will be contacted to determine whether to prosecute locally or proceed 
with the extradition procedures as follows:



a.
If local prosecution is waived, a Maryland Fugitive Warrant will be obtained.

                           

                        
 

       
       


7.
When an out‑of‑state law enforcement official requests the apprehension and extradition of 
a fugitive within Maryland, the procedures specified in this subsection will be followed.

                           

                        
 

       
       

C.
Detainers


1.
When information is developed that a wanted person is in custody and a warrant is on file, the 
following procedures will be followed:



a.
If the wanted subject is in the custody of another agency within this State, outside 

Cecil County, a teletype will be sent to the agency confirming the warrant, and 


arrangements will be made to have the warrant served on the subject.  If the other 

agency has pending charges against the subject, and the subject is incarcerated in the 

other agencies county jail/detention center, a teletype confirming the warrant and 

requesting a detainer will be sent to the agency and/or jail/detention center. 



b.
In Cecil County, the wanted subject will be brought to the station and processed. 



c.
If the wanted subject is in the custody of an agency outside the State of Maryland, a 

copy of the warrant(s) will be forwarded directly to that agency, provided that the 

State's Attorney has authorized extradition.  If extradition has been authorized, a 

teletype will be sent to the out of state agency requesting that they hold the subject 

for extradition.  The CID Sergeant will be immediately notified of the detainer request.



d.
CID supervisor will be notified when extradition is not waived.

D.
Mass Arrest Procedures


1.
A mass arrest situation is any situation during which multiple arrests are anticipated, such as 
civil disorders, large scale CDS or gambling raids, etc. and where Elkton Police personnel are 
thought to be unable to expeditiously process those arrested.  Also, included within this 
definition are instances where individual arrests have been made over an extended period of 
time by various officers who, due to the nature of the assignment (e.g. civil disorders), were 
unable to leave their post to process their arrestees.


2.
During mass arrests involving circumstances where Elkton Police Department personnel are 
thought to be unable to expeditiously process those arrested, the Chief of Police, or designee, 
may contact the Maryland State Police and/or Cecil County Sheriff’s Department to request 
assistance.

                        

                        
 

       
       

E.
Fresh Pursuit


1.
Introduction



a.
Nothing in this subsection shall prevent the Elkton Police Department from assisting 

police agencies in bordering jurisdictions when requested.  However, before such 

assistance is rendered, permission shall be obtained from the on-duty patrol 


supervisor, who should make such decisions on a case by case basis on the merits of 

each situation.  It must be remembered that members of the Department have no 

police powers outside the State's boundaries, except in situations defined by law; i.e., 

fresh pursuit, extradition, etc., and hence are bound by the laws of the jurisdiction 

that is entered.  Therefore whenever members of the Department are requested to 

act in foreign jurisdictions they will be accompanied by duly authorized law 


enforcement personnel of that jurisdiction in the event police action is necessary.



b.
The term "fresh pursuit" as used in this subsection shall include fresh pursuit as 


defined by the common law, and also the pursuit of a person who has committed a 

felony or who is reasonably suspected of having committed a felony.  It shall also 

include the pursuit of a person suspected of having committed a supposed felony, 

though no felony has actually been committed, if there is reasonable ground for 


believing that a felony has been committed.  Fresh pursuit as used herein shall not 

necessarily imply instant pursuit, but pursuit without unreasonable delay.  (Annotated 

Code, 1951, subsection 684; 1939, subsection 642; 1937, ch. 123, subsection 549F.)



c.
The pursuing officer must, as in all cases involving enforcement action, realize that the 

ultimate decision is his to make and must also realize that he assumes a personal 

liability in the event his actions are judged improper or illegal.


2.
Officers Entering Another Jurisdiction



a.
The primary factor for an officer to consider when entering another jurisdiction is the 

protection of property and the safeguarding of lives.  The officer must carefully 


evaluate, based on the facts immediately available to him, whether his continued 

pursuit into another area in which his authority is limited to that contained within the 

provisions of the Fresh Pursuit Act, or those rights and authority possessed by all 

citizens at Common Law, will result in a reduction of imminent danger to the public, or 

whether his continued pursuit is not in the public interest.  
                        

                        
 

       
       




The pursuing officer will have to make the final decision, after taking due notice of his 

previous experience, training and the guidelines contained within this policy; and 

apply his collective knowledge to the situation then confronting him.  The pursuing 

officer will, however, be governed by the following.



b.
Vehicle Operation ‑ When pursuing, members will be guided by the provisions of the 

Transportation Article and the procedures contained elsewhere in this manual 


concerning operation of motor vehicles under emergency conditions.  Police vehicles 

may be used to physically force to the side of the road vehicles being pursued as a 

result of felony cases only, and then only after all other means of stopping the 


pursued vehicle have failed.  Under no circumstances will a non‑police vehicle be 

utilized as a means of physically stopping a fleeing vehicle.




1)
The number of pursuing vehicles crossing a jurisdictional boundary shall be 


limited to those absolutely necessary to provide sufficient manpower to deal 


with the situation.  Once the police department responsible for services in the 


jurisdiction entered joins the pursuit, that agency should have the 



responsibility for continued pursuit.  Conditions permitting, only one Elkton 


Police Department unit should continue pursuit.

 


2)
Roadblocks should not be attempted without the authorization of the 



appropriate official of the jurisdiction entered.



c.
Communications ‑ When it becomes apparent to the pursuing officer that the 


possibility exists that he will find it necessary to cross a jurisdictional line he shall 

immediately notify Communications, who will ensure that the patrol supervisor is 

notified.  The pursuing officer shall also furnish Communications with a description of 

the fleeing vehicle, the charge for which such vehicle is pursued and the location and 

direction of travel of such pursuit.  Communications shall immediately transmit such 

information to the responsible police agency in the jurisdiction to be entered by the 

fastest means possible.



d.
Use of Firearms ‑ Use of firearms during fresh pursuit in a foreign jurisdiction will be 

in strict conformance to Elkton Police Department policy and regulations governing 

use of firearms. 
                        

                        
 

       
       


3.
Apprehension



The officer legally pursuing a violator across a state line, who makes an apprehension, either 
by himself or with the assistance of that jurisdiction's police department, shall not remove the 
apprehended subject from that jurisdiction until all the appropriate laws of the foreign 
jurisdiction have been fully complied with regarding judicial hearings on the legality of the 
arrest and the legal right to remove such person to the State of Maryland.  States sharing a 
common border vary regarding the legal requirements of extradition and general guidelines 
may be found in succeeding sections.


 4.
Records and Notification                        



The on-duty patrol supervisor with which the pursuing officer communicates shall:



a.
Complete an Incident Report entitled “Fresh Pursuit” on all pursuits outside of the 

Elkton Town limits.  Reference will be made to any other offense reports, accidents 

report, etc., related to the pursuit.



b.
Notify the Patrol Lieutenant of the incident.  The notification will be immediate in 

cases where injuries and damage to property occur.


5.
Authority of Officers of Other States to Arrest in Maryland                                                           



a.
Any member of a duly organized state, county or municipal peace unit of another 

state of the United States who enters this State in fresh pursuit and continues within 

this State in such fresh pursuit of a person in order to arrest him on the ground that 

he is believed to have committed a felony in such other state, shall have the same 

authority to arrest and hold such person in custody, as has any member of any duly 

organized State, county or municipal peace unit of this State, to arrest and hold in 

custody a person on the ground that he is believed to have committed a felony in this 

State.



b.
If an arrest is made in this State by an officer of another state, in accordance with 

provisions of subsection 2‑1 of this Section, he shall, without unnecessary delay, take 

the person arrested before a judge of the circuit court, who shall conduct a hearing for 

the purpose of determining the lawfulness of the arrest.  If the judge determines that 

the arrest was unlawful, he shall discharge the person so arrested.



Note: 
The purpose for the immediate hearing in this subsection is to determine lawfulness 

of the arrest so that the person lawfully arrested can be held for extradition proceedings.

                        

                        
 

       
       

A.
Introduction


Criminal arrest information is transmitted by the Department to the Criminal Justice Information Systems Central Repository by use of the LiveScan system.  A copy is printed for the case file.  Disposition information for arrests is transmitted to CJIS‑CR by the courts.

B.
Fingerprinting and Photographing         


1.
Generally, fingerprints and photographs should be taken each time an individual is arrested 
for criminal law violations.  Exceptions to this policy are arrests for:



a.
any local ordinance or public local laws



b.
any state or local regulation



c.
the Natural Resources Article



d.
bench warrants for failure to appear as a witness, or bench warrants for a traffic or 

criminal offense.



e.
failure to appear for violations listed in (b), (c), and (d) of this subsection



f.
service of a criminal information or indictment when the purpose is to place additional 

charges arising from the same incident for which the accused was previously arrested 

and charged.  This exception only applies when the arrest tracking numbers on the 

criminal information or indictment are the same as on the original warrant or 


statement of charges and fingerprint cards



g.
arrests of individuals with a physical abnormality, e.g. total amputations, severe 


burns, casts, etc. ‑ fingerprint cards will be submitted with the appropriate notation in 

the spaces provided for prints.  Other conditions may delay printing, e.g. hostility, 

unconsciousness, etc.; however, fingerprinting shall be a prerequisite of the 


individual's release.

                        

                        
 

       
       



h.
Procedures for processing Fugitives Other Area (FOA)




1)
When a person alleged to have committed a violation of the Maryland 



criminal law or a violation of the criminal laws of the federal government is 


taken into custody for that violation in a jurisdiction within Maryland, other 


than the one in which the offense was committed, or is apprehended as an 


AWOL, the demanding Department will be responsible for processing the 


arrestee.  The apprehending officer will complete an Adult Arrest Report (EPD 


Form 32) prior to relinquishing custody of the arrestee. 




2)
Furthermore, they should be advised that the arrestee will not be processed 


by the Elkton Police Department.  If this service is required by the other 



Department, it will be their responsibility to make arrangements with the 


court commissioner or the sheriff's department in the jurisdiction where the 


arrestee is to be transported.


2.
Fingerprint Cards are used to enter charges on an individual's criminal record.  If a Fingerprint 
Card is not received, no entry is made on the record.  If additional charges are placed as a 
result of the same incident, the 
additional charges and dispositions are recorded at the time a 
fingerprint card is received or when the case is finally adjudicated and the court sends the 
dispositions.



a.
Court Ordered Fingerprinting ‑ Effective January 1, 1986 when a defendant, who was 

not fingerprinted at the time of arrest for the offense charged, is found guilty of, or 

the court accepts a plea of guilty or nolo contendere to an offense which is reportable 

as criminal history information and receives a sentence of commitment, a suspended 

sentence, a period of probation, or a fine, the presiding judge shall order the 


defendant be fingerprinted by the appropriate available law enforcement agency.  If 

the processing cannot be done immediately, the judge may order the defendant to 

report to a designated police agency within three days of sentencing to be processed.  

Failure to comply with this requirement will be considered contempt of court.  In 

"petty offenses" defined by law or rule of the court, the judge may exercise discretion 

when deciding whether a defendant is to be processed.

                        

                        
 

       
       



b.
If a situation occurs as described in 2 (a) above, established procedures for processing 

will apply with the exception of the information entered in the "OCA" block.  The 

words "COURT ORDERED" will be placed in this designated space.



NOTE:
No "OCA" or "EI" number will be assigned.


3.
Two complete sets of fingerprints will be submitted; one set on the CJIS Fingerprint Card (CJIS 
005) and the other on the F.B.I. Card (FD‑249).  The following information is provided to assist 
in the proper completion of the fingerprint cards:



a.
All fingerprint cards must be signed by the person fingerprinted and by the individual 

taking the prints.  Every attempt should be made to ensure proper identification of 

the individual printed.



b.
The "Charge" block on the front shall contain the specific charge, i.e. theft, burglary, 

sex offense, etc. (no abbreviations); be specific when entering charges as 'Robbery".  

The reporting officer must supply additional information, i.e., armed/unarmed; if 

armed, type of weapon used (if known).



c.
The OCA number refers to the Elkton Identification (EI) number issued to all persons 

arrested by members of the Department.  The EI number will be assigned by the 

Records Clerk when the fingerprint cards are processed.



d.
The F.B.I. and SID numbers may be left blank, if unknown.



e.
The "caution" block and the basis for caution on the front will be marked, if applicable.



f.
The contributor number (ORI) will be pre-stamped to identify the Department.



g.
The Immediate Arrest Disposition space on the back shall include the disposition 

following the arrest, but before trial, i.e. Released‑ $500 Bond; Released ‑ Personal 

recognizance, etc.



h.
The Reply section (F.B.I. Card) is used to request direct response to an individual 

investigator, installation, etc.  The block should only be completed (YES) if there is an 

immediate need for this information by the investigator.



i.
An FBI fingerprint card will only be made for a juvenile if charged as an adult or the 

juvenile status is waived.

                        

                        
 

       
       



j.
For juveniles charged as juveniles, the "charge" block on the fingerprint cards will not 

be completed.



k.
For juveniles charged as adults, or when the juvenile status is waived, the charges will 

be entered in the "charge" block on the fingerprint cards.




The fingerprint cards on all juveniles will be sent via Livescan to CJIS.


4.
All district court charging documents include an arrest tracking number that serves as the case 
number in the district court, and as the docket number in the Eighth Judicial Circuit.  The 
purpose of this procedure is to improve the effectiveness of automated disposition reporting 
and facilitate inquiries into the status of a criminal prosecution at any stage by insuring that 
the arrest information matches the information in district court case folders, circuit court 
dockets, and subsequent dispositions.



Procedure         




1)
All charging documents (Form DC/CR) will be obtained through the District Court.




2)
When an arrest is made, the top portion (above the heavy black line) of the 


label on the charging document must be affixed to the top of the CJIS 



fingerprint card.




3)
For arrests which result from the service of a criminal arrest warrant, body 


attachment or contempt citations, the following procedures will be utilized:





a)
The charge block will reflect the type of arrest, i.e. bench warrant 



service, etc.





b)
District court commissioner will forward a partially completed 




charging document with any warrant for service.  That charging 




document will be used when the warrant is served.  Previously 




established procedures will be followed.





c)
The tracking number labels of the additional charging documents will 



be affixed to the back bottom portion of the CJIS fingerprint card.




4)
The arrest tracking number will be submitted for all on view arrests 



and all arrests caused by service of charging documents, with the 



following exceptions:

                        

                        
 

       
       





a)
Arrest and Release Without Charges ‑ In this instance, "Released 



Without Charge" will be written in the immediate disposition space on 



the back of the fingerprint card.





b)
Service of Warrants Without Tracking Number Labels (Old Warrants) ‑  



The district court case number from the warrant will be placed on the 



CJIS fingerprint card in the "Miscellaneous Number" block.  The 




notation "Warrant ‑ Tracking Number Unavailable" will be written in 



the designated space for the tracking strip on the front of the 




fingerprint card.





c)
Service of Circuit Court Charging Documents ‑ The circuit court docket 



number will be placed on the CJIS fingerprint card in the 




"Miscellaneous Number" block, along with the notation "Warrant ‑ 



Circuit Court" and "Tracking Number Unavailable".





d)
In instances where the arresting installation has the charging 




documents from the demanding jurisdiction, the tracking number 



strip will not be removed from the charging document.  The charging 



document will be returned to the demanding agency for proper 




handling.

C.
DNA Collection Policy


1.
Introduction:



On January 1, 2009 every person charged with: a “Crime of Violence” (except for mayhem) as 
defined in Maryland Code, Criminal Law Article 14-101 (a), or any attempts of these crimes, 
will be required to provide a DNA sample.  DNA samples will be sent to the Maryland State 
Police Forensic 
Sciences Division for processing and analysis will occur upon the first 
scheduled arraignment date of the suspect.  The law provides for automatic expungement 
procedures for qualifying DNA samples and records.   Upon the signing of Senate Bill 211 into 
law, Maryland became the 13th state in the nation to collect DNA samples on arrest.

                        

                        
 

       
       


2.
Policy:



This section governs only the collection and submission of DNA samples from individuals 
arrested or convicted, or both, for various specified crimes and the entry of the DNA samples 
into the State DNA Data Base System pursuant to Public Safety Article 2-501 et seq., 
Annotated Code of Maryland.


3.
Definitions:



a.
Arrest:  To deprive a person of his liberty by legal authority.  (Further defined in Ch. 28, 


sec. I,A-6).



b.
Arrestee:  Means an individual required to provide a DNA sample, pursuant to Public 

Safety 
Article 2-501 et seq., Annotated Code of Maryland.



c.
Charged:  Means an individual against whom a written accusation has been made 

alleging that a defendant has committed an offense.  Charged includes a citation, an 

indictment, an information and a statement of charges.  Charged will also include any 

juvenile charged with a 
qualifying crime as an adult or waived by the court to adult 

status.  




d.
Qualifying Crime:  Means those offenses that require collection of a DNA sample upon 

arrest or conviction (See list in section 6).  


e.
DNA:  Means Deoxyribonucleic Acid.  



DNA Classification.




1) 
Scene:
DNA collected from a crime scene.




2)
Victim/elimination:  DNA used to identify and eliminate a victims DNA. 




3)
Arrestee:  DNA from a criminal Arrestee (qualifying offense).


4.
When DNA samples on arrest are to be collected



DNA samples for arrestees will be collected after a suspect has been served with and signed 
for a copy of their criminal charges.  DNA samples will be collected for each arrest.  DNA 
samples will also be collected upon the service of a Criminal Warrant or Summons for any of 
the qualifying crimes.  Samples will also be collected for any juvenile charged with a qualifying 
crime as an adult or upon a court waiver to adult status.  DNA samples will be collected for 
each arrest.

                       

                        
 

       
       


5.
Responsibility for collecting DNA samples



The arresting officer will be responsible for collecting DNA samples from any person they 
arrest or charge with a qualifying offense.  (This includes charging documents, warrants, and 
criminal summons service).


6.
Qualifying Offense:



a.
A qualifying offense is any “Crime of Violence” listed below, or any attempt to commit 

any of the listed crimes.



1)
Abduction




2)
Arson in the first degree




3)
Kidnapping




4)
Manslaughter (except involuntary manslaughter)




5)
Maiming




6)
1st degree assault




7)
Murder




8)
Rape




9)
Robbery




10)
Carjacking




11)
Armed Carjacking




12)
1st degree sexual offense




13)
2nd degree sexual offense




14)
Use of a hand gun in commission of a felony or other crime of violence




15)
1st degree child abuse

                       

                        
 

       
       




16)
2nd degree child abuse




17)
Sexual abuse of a child under 13 pursuant to CL-602




18)
Continuing course of conduct w/child pursuant to CL 3-315




19)
Ordered by a Court



b.
Any of the Burglary Offenses listed below, or attempts to commit any of the crimes 

listed below:




1)
1st degree burglary  




2)
2nd degree burglary




3)
3rd degree burglary


7.
Process:



Elkton Police Department personnel who charge an individual with a qualifying crime, (to 
include a Warrant or Summons Service) will do so in the booking area or in an interview room 
using only the DNA Collection Kit authorized by the Director of the Maryland State Police 
Forensics Sciences Division.



a.
Training:  DNA Samples will only be collected by individuals who have received the 

required training.  The Elkton Police Department will train all Sworn Personnel in the 

collection of DNA samples.



b.
Use of Force in Obtaining DNA Samples:  When an arrestee refuses to voluntarily 

provide a DNA sample the arresting officer will report the refusal to the duty 


supervisor who will assist the arresting officer in attempting to forcibly obtain the 

DNA sample.  Force used in obtaining a DNA Sample will be limited to minimal, 


physical force such as techniques used to control a suspect and or pressure points.  No 

more than two attempts will be made to forcibly obtain a DNA sample.  Defensive 

weapons of any type WILL NOT be used for the purpose of obtaining a DNA Sample.  

(To include: taser, pepper spray, baton, flash light or fire arms).

                       

                        
 

       
       




The Duty Officer may use as many officers as he deems reasonable and necessary to 

safely obtain a DNA Sample from an arrestee.  The safety of both Officers and arrestee 

are paramount and if the Duty Officer determines that the sample cannot be obtained 

safety he will cease any attempts to do so.  In such circumstances, the Duty Officer or 

Arresting Officer will request that the District Court Commissioner make the suspect 

provide a DNA Sample as a condition of his/her release.




Nothing in this section prohibits an officer from utilizing that force which is reasonable 

and necessary to protect himself from injury or death from an arrestee.




Any use of force in obtaining a DNA Sample will be documented on a Use of Force 

Report (EPD Form 107) and will include the names of all officers physically present 

during the use of force.


8.
DNA Kit:  Only DNA Kits supplied by the Maryland State Police Forensic Sciences Division will 
be utilized for collecting samples.  The Kits will be labeled “DNA DATABASE COLLECTION KIT” 
and are for Convicted Offender and Arrestee Samples only.


9.
Completion of DNA Kits:  The Elkton Police Department will utilize the Web Based method for 
completing DNA sample kits.  The required information can be obtained via: 
https://dnadatabase.mdsp.org and downloading and completing the DNA Data Base 
Information Card.  Completed DNA Kits will be reviewed by the Duty Officer or the collecting 
officer’s immediate supervisor.  Upon completion and review the kit will be placed in the out- 
going mail box for delivery to the Maryland State Police Forensic Sciences Division by the 
United States Postal Service.


10.
Reporting Requirements



Local Law Enforcement Agencies will be responsible for filing a report with the Maryland State 
Police Forensic Sciences Division via the Governor’s Office of Crime Control and Prevention, on 
or before January 31, 2010, and annually thereafter.  The annual report will contain the 
following information:



a.
The number of DNA convicted offender or arrestee matches in a calendar year;



b.
The number of matches that resulted in investigation of the person identified in the 

match;



c.
The number of matches resulting in formal charges;

                       

                        
 

       
       



d.
The number of matches resulting in convictions;



e.
The number of individuals exonerated by DNA matches in a calendar year;



f.
The number of matches resulting in convictions of individuals who were not already 

incarcerated;



g.
For convictions where a match occurred, that individual’s prior offenses.


11.
Documentation and Tracking:  Personnel obtaining DNA Samples will document their action in 
the narrative portion of their Offense Report.  Obtained DNA Samples will be tracked in the 
CODY records management system by completing the DNA portion of Arrest Information in 
the Arrest Module.

D.
Submitting Reports ‑ Responsibility


Generally, the member making the arrest is responsible for the reports and the fingerprinting. 


1.
Extraditions - Prior to releasing an accused to an out-of-state authority for violations of that 
state's criminal law, secure a signed consent to Waiver of Extradition (Form DCCR‑31 supplied 
by the court) from the accused before a court of record.  If the fugitive refuses to waive formal 
extradition, the Criminal Investigation Division supervisor will be notified immediately.


2.
Juveniles



a.
Juveniles will be fingerprinted and photographed.



b.
If an accused is under the age of eighteen, and is detained or charged, an 


Adult/Juvenile Arrest Report (EPD From 30) must be completed and attached to the 

Offense Report.

E.
Adult/Juvenile Arrest Report


1.
The Adult/Juvenile Arrest Report (EPD Form 30) serves as a detention record when an 
individual, adult or juvenile, is taken into custody and is not able to leave of his own free will.  
It is the responsibility of the arresting officer to complete the form as soon as possible after 
detention begins.  The original Arrest Report will be attached to the Offense Report, unless 
the arrest is a warrant or summons service.  In those cases, the arrest report will be 
completed, and a copy of the warrant or summons will be attached.

                       

                        
 

       
       


2.
The Juvenile Justice Advisory Council requires a semi‑annual tabulation of juvenile detention 
information.  For this purpose, arresting officers will ensure that in addition to the Arrest 
Report (EPD Form 30), the Juvenile Detention Log (EDP Form 32) is completed.


3.
Whenever an adult is processed or held in the Processing/Detention area, an Adult Detention 
Log (EPD Form 31) will be completed. 

4.
A review of the Adult and Juvenile Detention Log Books will be conducted every thirty days.  
Forms that are no longer active will be filed in the appropriate OPS file in the Records Office.

F.
Form Preparation


1.
While the bulk of Arrest Report (Form 30) is self-explanatory, special attention should be 
directed to the following areas of the form.



a.
The status of the detainee regarding his classification as an adult or juvenile



b.
health of detainee based on observation and inquiry


c.
behavior (calm, combative, etc.)


d.
Medication taken (list name and dosage of medication taken)

2.
Preparation of the Detention Logs is self-explanatory.  Supervisors will check the logs at the 
end of each tour of duty to ensure that the logs are complete.

G.
Administration


1.
It will be the responsibility of the Records Division to assure that all fingerprints and 
photographs are submitted within seventy-two hours of the arrest.  The Records Clerk will also 
be responsible to see that all forms are properly and accurately completed before being 
forwarded to the appropriate agency or filed.


2.
All criminal arrest dispositions are reported by the courts directly to CJIS‑CR.  Department 
personnel interested in individual case status may access court records using the CJIS 
terminal. 

                       

                        
 

       
       

Procedure


1.
When the Department receives an order directing the expungement of a criminal record, the 
Records Division will forward a copy of the order to the Criminal Justice Information 
Systems‑Central Repository (CJIS‑CR), who will purge records in accordance with established 
procedures.


2.
All records pertaining to the charges listed on the Notification, including all copies of the 
Criminal Arrest documentation, identification photographs, FBI rap sheet, FBI 1‑A/B slip, 
criminal summons, and any information card issued by the Department of Parole and 
Probation identifying an individual as being placed on probation for the charge cited in the 
expungement order, which may have been included in the arrest file, shall be sealed in an 
envelope and placed in the Expungement Files.


3.
The only information that should remain on the Master Card File is the name, address and 
physical description of the individual.  On the back of the card all information pertaining to the 
arrest, detention, or confinement of the particular incident is to be eradicated/ removed.  All 
that should remain is the date the deletions were made, the word "Expunged" and the report 
or summons number.


4.
A copy of the Notification of Expungement shall be placed in the offense folder or in the file 
from which the criminal summons was removed, but all other reference to the charge must be 
purged from the files.


5.
All criminal arrest information referred to in the Notification of Expungement will be removed 
(Arrest Ledger, Detention Log, etc.).  The word "Expunged" and the date such deletions were 
made shall be entered where the information was removed.
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Introduction


1.
The primary objectives of the field reporting system are to capture the amount of time 
obligated by the officers of the Department in answering calls for service and performing 
other selected duties and, as they come to the attention of the Department, to properly 
record every incident or activity included in the system so that necessary police action can be 
taken.


2.
The Complaint Control number is maintained by the Department of Emergency Services and is 
designed to capture data regarding reported incidents that require a written report.  The 
other field report forms enumerated in this chapter have been designed to facilitate the 
gathering of information necessary to provide both an accurate record of action taken and to 
serve as a basis for further analysis and investigation.


3.
It is important that this Chapter of the Patrol Manual be read and fully understood by 
Department personnel.  The data compiled from field reports provides information used for 
many vital purposes such as analyzing crime, determining manpower needs and allocation, 
and budget preparations.

                       

                        
 

       
       

Assignment of Numbers


1.
A Complaint Control Number will be assigned to an incident when a written report is required.


2.
Complaint Control Numbers will be assigned in strict numerical sequence as incidents or 
activities requiring the initiation of a Complaint Control Card.  Any officer handling an incident 
requiring a Complaint Card will be responsible for assigning the appropriate number.  All 
complaint cards that are opened will reference the incident number assigned by the Dispatch 
Center.  


3.
Complaint Control Numbers will be in the following form:  95‑0000l  




The number consists of the year of issue and a six digit sequential number, starting with 00001 
at the beginning of each calendar year.

  
4.
Under no circumstances will more than one Complaint Control Number be issued to cover a 
single activity connected with an incident.  All complaint cards are opened electronically in the 
Records Management System (RMS).

                       

                        
 

       
       

A.
Purpose



The Complaint Control Number serves the following purposes:


1.
It is the source document for data needed to generate information used in analyzing much of 
the patrol related activities of the Department


2.
It serves as a control document to insure that all required activities are properly recorded and 
reported.


3.
It serves in many instances, when additional reports are not required, as a complete report of 
action taken in connection with a reported incident or activity.

B.
Use


1.
A Complaint Control Number will be completed for each complaint that requires a written 
report.  Additional numbers will be opened for vehicle impounds and accidents that require a 
report.


2.
An officer who receives original information about an incident or police activity will 
immediately notify Dispatch so that an incident number can be assigned.  When applicable an 
officer will initiate a complaint control number.


3.
It is important to note that a Complaint Control Number will not be issued for activities which 
are not specifically covered in this chapter.  Data on activities not covered by the field 
reporting system will be obtained from other systems and reports.


4.
To assure uniformity in the reporting of activities and to provide for adequate report control, 
whenever an activity requires a separate and different type of report form, a separate 
Complaint Control Number will be issued.  As an example, an officer is assigned an accident 
investigation and it becomes necessary for him to store one of the vehicles.  During an 
inventory of the vehicle, CDS is discovered.  Three different initial report forms are required; 
i.e. Accident Report, Vehicle Report, and Offense Report.  Each should be assigned an 
individual Complaint Control Number.  Separate reports evolving out of the same incident will 
be cross-referenced.


NOTE:  To avoid instances where obligated time is duplicated, no more than one Complaint Control Number will be allowed to remain open to cover an officer's activities in connection with an incident such as described above.  Required Complaint Control Numbers may be opened and closed in any logical or convenient sequence. 

                       

                        
 

       
       


5.
The assignment to or involvement of an officer in any of the incidents or activities listed below 
will require the initiation of a Complaint Control Number and the completion of appropriate 
report forms as may be required in this Chapter.  The incidents and activities listed are 
grouped into three categories which generally relate to the Federal Bureau of Investigation 
Uniform Crime Reporting system.  In addition, each incident or activity is identified by a two 
digit code.  Where appropriate, remarks are included for clarification purposes.

  

Part I Incidents                



01
Criminal Homicide (Murder and Voluntary Manslaughter)



02
Criminal Homicide (Involuntary Manslaughter)



03
Criminal Homicide (Manslaughter by Vehicle)  



04
Rape



05
Robbery



06
Aggravated Assault (Assault 1st degree)



07
Burglary


08
Breaking and/or Entering



09
Theft (Except Auto Larceny)



10
Auto Larceny



11
Reckless Endangerment



15
Part 1 Follow up



Part II Incidents          


16
Suicide



17
Attempted Suicide



18
Other Assaults



19
Forgery and Counterfeiting



20
Fraud



21
Bad Checks



22
Weapons‑Illegal (Carrying, Poss,  etc.)



23
Handgun Permit Violations



24
Sex Offenses (Except Rape)



25
Offenses Against Family and Children


NOTE:  Covers any incident involving non-support and neglect or abuse of family or children.



26
Drug Abuse Laws



27
Arson



28
Credit Card Offenses

                       

                        
 

       
       



29
Littering



30
Disorderly Conduct



31
Malicious Destruction of Property



32
Fugitives



33
Escapees (includes juvenile escapees reported on MPR)



34
Bombing



35
Bomb Threats



36
Misuse of Telephone



37
Unauthorized Use


38
Gambling



39
Tobacco Violation (Juvenile)



40
Alcohol Violation



41
Trespassing



42
Vagrancy



43
Miscellaneous Fire Investigation



44
Harassment - Course of Conduct



45
Stalking



49
All Other Offenses



50
Part II Follow-up



Part III Incidents and Activities                                 



51
Abandoned Vehicles  -  NOTE:  Covers the investigation or processing by an Officer of 

an abandoned vehicle as defined by the 
Maryland Transportation Article.



52
Accidents, Vehicles (MAARS Reported)



53
Animal Complaints (Dog Bite, Injured,   Barking, etc.)



54
Assistance to Other P.D.'s  -  NOTE:  Covers the activities of an officer assisting another 

police department in their handling of any incident or activity specified in this Section.



55
Attempt to Locate  -  NOTE:  Covers the assignment of an officer to a specific attempt 

to locate assignment where the officer will not be normally available for other 


assignments or activities until he clears from the attempt to locate.



56
Burglar Alarms



57
Traffic Court



58
Crowd Control



59
Deceased Person (Not Homicide or Suicide)



60
Disabled/Unattended Vehicle  -  NOTE:
Covers the activities of an officer in 


connection with routine disabled or unattended vehicles.  It does not include activities 

dealing with an 
abandoned vehicle.
                       

                        
 

       
       



Part III Incidents and Activities (continued)                                 



61
Noise Complaint



62
Domestic Complaints (No assault)



63
Escort



64
Firearms Complaint



65
Injuries (Accidental ‑ Non‑Traffic)



66
Lost and Found



67
Fugitive Other Area in MD



68
Miscellaneous  -  NOTE:  Covers the activities of an officer that are not specifically 

covered in this Section, but which relate directly to a call or demand for police services 

where the assigned officer will not normally be available for other assignments or 

activities until he clears from the assigned incident or activity.



69
Missing Person (not to be used for juvenile escapees).



70
Notifications



71
Premise Checks



72
Prowler



73
Recovered Stolen Auto (From other area and/or P.D.)




NOTE:  A vehicle recovered in the same area will be coded 15‑ Part I Follow‑up.



74
Relays  -  NOTE:  Covers the assignment of an officer to a relay as requested by a 

citizen.  It does not include relays of an administrative nature such as relay of another 

officer.



75
Roadside/Roadway Hazards



76
Sick or Injured ‑ Assistance To



77
Suspicious Vehicle or Person



78
Talks



79
Tampering with M/V



80
Traffic Complaints



81
Traffic Detail



82
Radar Detail



83
Emergency Commitment

                       

                        
 

       
       



84
Vehicle Storage  -  NOTE:  Covers the storage of a vehicle when the activity is not 

otherwise captured.  When an incident involves the use of a Vehicle Report (Form 19) 

to cover the storage of a vehicle, this code should be used to cover that part of the 

incident.  Examples would include the storage of a vehicle as a result of an accident 

investigation or a criminal apprehension.  When an incident is initially covered by 

using a Vehicle Report (abandoned or recovered vehicle), this code should not be used 

since those incidents are covered under other incident or activity codes.  



85
DWI Arrests  -  NOTE:  Covers the activities of an officer involved in the arrest and 

processing of persons operating while intoxicated.  If the arrest arises out of another 

incident such as an accident, a separate complaint Control Card covering the 


processing of the DWI operator will be initiated at the appropriate time.



86
Criminal Court



87
Warrant/Summons Service




NOTE:  Covers the activities involved in the service of warrants and summonses by 

officers.  Only the initial attempt to serve a warrant or summons will be covered under 

this code.  If the initial attempt is unsuccessful, subsequent attempts will be covered 

under separate Complaint Control Cards as Part III Follow-up (Code 99).



88
Runaway ‑ Juvenile



89
Accidents, Vehicles (No MAARS report) 



90
Crime Prevention



91
Training



92
Foot Patrol



93
Parking Complaint / Violation



94
Fingerprinting



95
Civil Matter



96
Special Assignment



97
Water/Sewer System Check



99
Part III Follow-Up



100
Curfew Violation



101
K-9 Activities for Elkton



102
K-9 Activities for other police Departments

                       

                        
 

       
       

A.
Purpose       


Complaint Control Numbers are used in sequential order as incidents or activities requiring the issuance of a Complaint Control number are reported.

B.
Use   


Only those incidents requiring a written report will require the opening of an incident report in the Records Management System.  The investigating Officer will initiate the complaint number and enter the required information.

C.
Form Completion ‑ Report Processing   


1.
After initiation of a report it will be the initiating officer’s responsibility to insert all required 
information in the records management system.


2.
Completion Instructions ‑ Section I



a.
Complaint Control Number ‑ Each time a new incident report is utilized, list the 


Complaint Control Numbers that will be covered on that form in sequential order.



b.
Assigned ‑ Enter the date and time the incident or activity was assigned.



c.
Sector - Enter the proper sector code for the incident.



d.
Complainant ‑ Enter as listed.



e.
Incident Code and Location ‑ Enter as listed.



f.
Assigned To ‑ Enter the last name of the officer responsible for completion of the 

initial report.


3.
At the end of each shift, the patrol supervisor will review the incident reports for 
completeness.


4.
It will be the responsibility of the patrol supervisor to determine, based on the nature of the 
complaint and subsequent information received by the investigating officer, which type of 
report will be required, or whether the calls can be closed on the card, “CCC.” 

                       

                        
 

       
       


5.
When the investigating officer clears the incident or activity, dispatch personnel will clear the 
Complaint Control Number.


6.
The patrol supervisor who receives a report will so indicate by checking the appropriate block 
in the Records Management System.



NOTE: It is the responsibility of the patrol supervisor to assure that every report is submitted 
or accounted for upon the completion of the assigned officer's tour of duty.


7.
Field Approval of Reports



a.
It will be the patrol supervisor's responsibility to review the following reports for 

content and approval:




1)
Complaint Control Number (CCN)




2)
Incident Report (IR - EPD Form 38)




3)
Vehicle Report (VR - EPD Form 20)




4)
Motor Vehicle Accident Report (AR - MSP Form 1)




5)
Offense Report (OR - EPD Form 39)




6)
Adult/Juvenile Arrest Records (EPD Form 30), Detention Logs (EPD Form 31 


and 32), Supplemental Reports (EPD Form 40) and Continuation Reports (EPD 


Form41) pertaining to any of the above.



b.
If, after review of any of the above reports, the patrol supervisor determines that they 

are satisfactory and are ready for filing and distribution, he will indicate his approval 

by signing them and by placing his initials and the date in the appropriate column of 

Section II of the ledger form.  The patrol supervisor will also check to see that required 

supporting documents are attached to submitted reports.




1)
If the report is unsatisfactory or incomplete, it will be returned to the 



investigating officer and no entry will be made in the "Initial Report 



Approved" column of the ledger form.  When corrected and complete, the 


report will be returned to the patrol supervisor who will indicate his approval 


as specified above.

                       

                        
 

       
       




2)
If the incident or activity is considered closed or suspended with no further 


reports required, the patrol supervisor will check the appropriate disposition 


in Section III of the ledger form.




3)
If Supplemental Reports are required by either the initial investigating officer 


or by another officer to whom the case may be reassigned, no entries will be 


made in Section III of the ledger form. If no further supplemental reports are 


required, the supervisor will check the box indicating no further supplements.  


If the case is suspended or closed, the supervisor will check the appropriate 


box.  Supervisors will be responsible for ensuring that follow up reports are 


received within ten (10) days of the initial report, or last supplemental report 


which continued the follow up investigation.  Tracking of follow up 



investigations will be done on an EPD form 80A, Patrol Caseload Ledger.  Upon 


receipt of a supplemental report closing or suspending the investigation, the  


supervisor will check the box indicating no further supplements and indicate 


the case status. 



c.
Upon receipt of shift reports, the Patrol Supervisor will proceed to review, approve, 

and process the reports as outlined in paragraph (b) of this section.  The Patrol 


Supervisor will assign reports for follow up investigations by squad personnel.




1)
A maximum of ten days will be allowed for submission of each supplemental 


report; however, good 
judgment and management will require a 



supplemental report to be submitted in most cases in a shorter time period.  


The maximum time will be allowed for exceptional cases. 




2)
Supplement reports concerning a Missing Person Report need only be 



submitted on an as needed basis, after the first supplemental report.




3)
For each Offense Report submitted, the Office Associate will be responsible 


for coding the UCR block on the Original Report in conformance with UCR 


guidelines.  The Administrative Clerk will oversee the completion of the 



monthly UCR Report, which will be forwarded by the seventh of each month 


to the MSP Central Records Division ‑ UCR Section. 

                       

                        
 

       
       



d.
It will be the Patrol Lieutenant’s responsibility to review the following reports for 

content and final approval:




1)
Offense Report (OR - EPD Form 39)




2)
Missing Person Report (MPR - MSP Form 79)




3)
Supplemental Reports (EPD Form 40) pertaining to either of the above.



e.
Following review by the Patrol Division Lieutenant, all reports will be submitted to the 

CID Lieutenant, or his designee, for review.  The CID Lieutenant will ensure that cases 

requiring CID follow up are assigned to criminal investigators.  Following review and 

assignment all original reports will be forwarded to the Records Division for filing.  



f.
The Support Services Lieutenant will be responsible for the following central records 

functions:  




1)
Records Maintenance - Ensuring that all reports are entered into the 



computer and filed in the Central Records Room.  




2)
Records Retrieval - Ensuring that records can be retrieved by authorized 



personnel and agencies.




3)
Legal process - Ensuring that all legal process is handled according to Federal 


and State legal requirements, and department procedure.



g.
The Support Services and Patrol Lieutenants will conduct periodic inspections of the 

complaint control and field reporting process to ensure compliance with the manual.  

Non-compliance issues will be addressed by the respective Lieutenant with their 

personnel.  A yearly review should be conducted and any deficiencies documented in 

a report to the Chief of Police.

D.
Distribution and Filing of Reports  


1.
Only copies designated reports will be sent out with the monthly Uniform Crime Report (UCR). 


2.
The original (top page) of a Motor Vehicle Report (MSP Form 1) will be sent to the Maryland 
State Police Central Records Division, all other copies will be retained by the department.

                       

                        
 

       
       


3.
A copy of all reports concerning any shooting or discharge of a firearm involving Department 
Personnel, regardless of duty status will be given to the Chief of Police.


4.
A copy of every report, including confidential informant debriefing reports, dealing with any 
drug or drug related crime and a vehicle seizure or storage related to a drug or drug-related 
crime, will be forwarded within five working days to the Criminal Investigations Division.  


5.
The filing and retention of all field reports will be in accordance with the procedures contained 
in the Administrative Manual, Chapter 7, dealing with records management.
                       

                        
 

       
       

A.
Introduction


1.
It is important that every incident or activity covered by the Field Reporting System be 
properly recorded.  Proper reports protect the Department and the officer handling an 
incident or activity from unwarranted accusations that improper or inadequate police action 
was taken.


2.
Field reports serve as a primary official record of the police activities of the Department.  In 
addition, they serve to insure that information is available to other members of this or other 
agencies that may be called upon or required to further investigate an incident or activity.


3.
Field reports will be reviewed and approved by appropriate supervisory personnel.  In addition 
to giving guidance to subordinates in individual investigations, supervisors will be provided 
with the opportunity to review the propriety of actions taken in individual cases and to use 
reports in evaluating the work performance of officers under their supervision.


4.
Unless otherwise approved by the appropriate supervisor, all field reports will be submitted 
for review prior to the end of the officer's tour of duty during which the incident occurred.


5.
For any report that requires a METERS/NCIC entry the required information must be furnished 
to the Records Division prior to the end of the officer's tour of duty.

B.
Field Reporting Guide


1.
Complaints or incidents brought to the attention of the Department for investigation are 
ordinarily assigned to a uniformed officer who conducts the preliminary investigation of the 
matter.  This involves an interview with the complainant to obtain the full details as to what 
happened.  The officer then prepares the first report.


2.
Many incidents, particularly those involving crimes, require subsequent investigation.  This 
follow-up investigation may be performed by investigative personnel or uniformed officers.


3.
Incidents and activities covered by the Field Reporting System will be recorded on one or 
more of the following forms:



a.
Complaint Control Number (CCN)



b.
Incident Report (IR)



c.
Offense Report (OR)

                       

                        
 

       
       



d.
Missing Persons Report (MPR)



e.
Vehicle Report (VR)



f.
Supplement Report/Continuation Sheet



g.
Accident Report (AR)


4.
The following is a list of offenses and activities generally brought to the attention of the 
Department for investigation with an indication of the report form to be used.  The patrol 
supervisor may, based on the nature of the incident or activity and subsequent information 
received by the investigating officer, allow the use of a Complaint Control Number in lieu of an 
Incident Report or vice versa. 



Abandonment of Property
IR

Abandoned Vehicles (If towed)
VR



Abduction


OR



Accidental Injuries 

IR

Airplane Crashes (Civilian)
OR  

(non-occupational, no assault)



Airplane Crashes (military)
IR

Alarms (False)


CCC




Animal Complaints

IR-CCC

Arson



OR



(other than cruelty)



Assault (all degrees)

OR

Asst. to Other Police Dept.
IR-CCC


Att. to Locate 


IR-CCC

Attempts


OR



(specifically assigned)



(for all crimes attempted)



Auto Improperly Parked

IR-CCC

Auto Larceny


VR



complaints of, no impound



Auto Recovery


VR

AWOL



IR



Bad Checks


OR

Barking Dog


IR-CCC

                       

                        
 

       
       



Bigamy



OR

Blackmail


OR


Bombing and Bomb Threats
OR

Breaking and Entering

OR



Bribery



OR

Burglary or Unlawful Entry
OR



Car Storage


VR

Child Abuse, Abandonment
OR



Child Neglect


OR

Civil Rights Violations

OR



Confidence Game

OR

Contributing to Delinquency
OR



CDS Violation


OR

CDS Complaint (no crime)
OR



Controlled Purchase

IR

Counterfeit Money

IR/OR



Investigatory Report



Securities



Court time (MV and Criminal)
CCC

Credit Card Offenses

OR



Crime Prev. Aware Prog.
IR-CCC

Crime Reported that

IR









Occurred in Other Area



Cruelty to Animals

OR

Cruelty to Children

OR



Deaths (except motor veh)
OR

Destruction of Property

OR



Disabled/Unattended Veh
CCC

Disaster


OR



Discharging Firearms Unlaw.
OR

Disorderly Conduct (arrest)
OR



Disorderly Conduct (no arrest)
IR

Dog Bite


IR



Domestic Disturbance

IR

Drug Abuse


OR



(no arrests, no assault)



Drunkenness Complaint

IR-CCC

Election Law Violations

OR



Escapes



OR

False Fire Alarms

OR



False Pretenses


OR

False Report of a Crime

OR



Family Argument

IR-CCC

Fight



IR-CCC



(no arrest, no assault)



(no arrest, no assault)

                       

                        
 

       
       



Fire



IR-CCC

Firearms (illegal possession)
OR


Firearms Complaint

IR-CCC

Fireworks Violations

OR



(no arrest, no assault)



Forgery



OR

Fraud



OR


Fugitive (FOA)


OR

Gambling and Related Off
OR



Game Law Violations

OR

Handgun Permit Violations
OR



Harassment


OR

Homicide


OR



Hunting Complaint (no crime)
IR-CCC

Impersonation of Police Off
OR


Incest



OR

Indecent Exposure

OR



Indust. Accidents

OR

Kidnapping


OR



Lewd Phone Calls

OR

Liquor Violations

OR



Liquor Violations

IR

Littering (not MV)

IR



(Civil Alcoholic Bev Laws)



Live Wire, Dangerous (no inj)
IR-CCC

Loitering


IR-CCC



Lost and Found Property
IR

Lost Person Aided

IR-CCC



Malfeasance (misconduct)
OR

Malicious Burning

OR


Malicious Destruction

OR

Manslaughter


OR


Manslaughter by Vehicle
OR

Mayhem


OR



Medical Transports

CCC

Mental Illness


IR



Missing Person


MPR

Missing Person (located)
IR



Neighborhood Watch Prog.
IR-CCC

Obscene Matter

OR



Occupational Injuries

OR

Peddlers


IR-CCC



Pepping Tom


OR

Perjury



OR

                       

                        
 

       
       



Perversion


OR

Pickpockets


OR



Pornography


OR

Premise Checks


CCC



Private Det. Law Violations
OR

Property Found/Lost

IR









(lost cell phones/county # only)



Prostitution Soliciting

OR

Pandering, Bawdy House
OR



Prowlers (no arrest)

IR-CCC

Purse Snatch


OR



Racial, Religious, Ethnic Inc.
IR

Rape



OR



(non-criminal)


Recovery of Stolen Veh.

VR

Relay



CCC



Resisting Arrest


OR

Riot



OR



Robbery (all types)

OR

Runaway (other juris., app.)
IR



Runaways


MPR

Safe Cracking


OR



Security Contact

IR-CCC

Security Survey


IR-CCC



Sex Offenses


OR

Shooting (assault)

OR



Sick or Injured Person Aided
IR-CCC

Stored Vehicles


VR



Stray Animal


IR-CCC

Suicide (attempted also)
OR



Suspicious Person(no arrest)
IR-CCC

Tampering with Auto

IR



Telephone misuse, lewd 
OR

Theft  (all types)

OR



Obscene, Annoying



Trespassing (no arrest)

IR

Trespassing (arrest)

OR



Unauthorized Use

OR

Untaxed Cigarettes/Alcohol
OR



Vagrancy (no arrest)

IR

Vagrancy (arrest)

OR







Weapons, Unlawful possession or carrying
OR

                       

                        
 

       
       


5.
In many cases, combinations of incidents may be present.  When this occurs, only one report 
should be used to cover the case.  However, other reports dealing with activities related to the 
case may be required.  Example:  A disorderly conduct complaint may lead to an assault arrest.  
A search incidental to that arrest may lead to a CDS violation.  The incident would be covered 
on one OR.  However, if a vehicle was involved that had to be stored, a VR would be necessary 
to cover the separate, but related activity.  In the event of multiple missing persons, such as 
runaway brothers or a missing husband and wife, an individual Missing Person Report will be 
completed for each missing person.


6.
In some cases multiple victims may be involved in either one crime or a series of separate but 
contemporaneous crimes.  Example:  A number of mailboxes within the same neighborhood 
are vandalized during the night.  This type of incident will be covered with one OR.


7.
Field reports will not be prepared by assisting officers who are involved in traffic direction, 
crowd control, and other duties not directly related to the investigation of the incident.  Such 
time spent by assisting officers will be captured on the original complaint control card.


8.
In the event that such secondary activities as traffic direction, crowd control, must continue 
after the initial Complaint Control Number is closed, a new Complaint Control Number will be 
assigned to record the follow‑up activity.  (Example:  Concerning the investigation of a train 
derailment and the original Complaint Control Number is closed, if assisting officers are 
required to remain at the scene regarding traffic direction, crowd control, security, etc., a new 
Complaint Control Number will then be opened covering the above‑mentioned follow-up 
activities.)



NOTE:
Supplemental reports will be submitted by assisting officers who participate in the 

actual investigation of the incident.

C.
Use of CCN as a Report                      


When Used


In such cases the Dispatch Center will close the incident and insert any comments provided by the Investigating Officer or Duty Officer.

                       

                        
 

       
       

D.
Incident Report


1.
When Used



a.
The Incident Report is designed to record an officer's investigation and other action 

taken in response to:




1)
Complaints of citizens of miscellaneous non‑criminal matters or minor 



infractions of laws, and 




2)
Report non‑criminal incidents such as threats, disturbances, demonstrations, 


or distribution of literature apparently directed against racial, religious, or 


ethnic groups or individuals belonging to such groups.




3)
Report matters when no other report form would be appropriate.  The 



Incident Report, when completed by the investigating officer and approved by 


the patrol supervisor, will complete the police record of the incident in most 


minor cases and no additional police action will be taken.



b.
When a complainant reports an incident that occurred outside of Elkton, he will be 

provided with the name and telephone number of the agency responsible for the area 

where the incident occurred.



c.
If an officer responds to a call within Elkton, and his investigation reveals that the 

incident occurred in another jurisdiction, the officer will close the CCC and have the 

Dispatcher indicate the incident occurred in another jurisdiction.


2.
It is important to remember that in some cases an officer will receive an assignment to 
investigate an incident which, on the basis of information furnished by the complainant 
originally, would suggest that an Incident Report would be sufficient.  However, upon 
investigation, the officer may find a situation that more properly should be reported on 
another report form (Offense Report, etc.).  Under these circumstances, the proper form 
should be prepared.  

                       

                        
 

       
       

E.
Offence Report 


1.
When Used



a.
The Offence Report is designed to record an officer's investigation of a criminal 


offense against person or property and attempts to commit any of the same, including 

auto theft.



b.
To report fugitive investigations when the officer becomes actively involved in taking 

statements, collecting and preserving evidence, or other investigative activity that is 

requested by the demanding jurisdiction, with the exception of routine processing.



c.
This report is also utilized to record detailed investigations of non‑criminal incidents, 

such as:  civilian airplane crashes, train derailments, industrial accidents and 


occupational injuries, and deaths other than homicides, etc.


2.
Report Processing



All Original Reports will initially be reviewed by the patrol supervisor.  The patrol supervisor 
has the prerogative to have the reporting officer correct incomplete information and conduct 
an immediate follow-up investigation if appropriate.  In addition to providing guidance to 
subordinates in investigations, patrol supervisors will review the actions taken in individual 
cases and use reports in evaluating the work performance of officers under their supervision.


3.
Report Preparation 



All incidents investigated by the Elkton Police Department will be documented on the CODY 
Incident Report Form.  All of the appropriate boxes at the top of the form will be checked by 
the initial officer.  These boxes include:



a.
Investigation



b.
Accident



c.
Arrests Made



d.
Suspect

                       

                        
 

       
       



Caption No.



1.
Log Number - This box will display Complaint Control Number.  This number will be 

assigned by the Investigating Officer.



1a.
Incident Number - use County Number.



1b.
File Number - Leave blank.



1c.
Case Number - Leave blank.



2.
UCR - To be completed by the Office Associate.



3.
Incident Type - Enter the primary offense or nature of incident being investigated.



4.
Dispatcher - who took the call.    



5.
Source - Where the call originated from (officer, phone, walk in etc.).  



6.
District - Indicate “E” for East, and “W” for West or “N” for North. 




7.
Status - Status of the investigation after review by the Patrol Lieutenant and/or CID 

Lieutenant.  The case shall be considered open if any additional investigation is 


required (even if arrests were made).  Cases may be closed only when the entire 

matter is completed and no additional police action is required.  Cases may be 


suspended when every reasonable avenue of investigation has been pursued and 

exhausted.  The Patrol Lieutenant and/or the CID Lieutenant will place a “C” in the box 

if the case is Closed, an “S” in the box if the case is Suspended, and leave the box 

blank if the case is open.



8.
Date Received - Self-explanatory.  


8a.
RCVD (Time Received) - Time that the call was taken.  



8b.
DISP (Time Dispatched) - Time that the call was dispatched to an officer.  



8c.
ARRV (Time Arrived) - Time that the officer arrived on the scene.  



8d.
CLRD (Time Cleared) - Time that the officer cleared from the incident/call.  



9.
Disposition - Officers will select which type of report, if any, will be completed.  

                       

                        
 

       
       



10.
Location - Record the address or geographical location of the crime or incident.



10a.
Cross Street - Record the cross street nearest to where the crime or incident occurred.



10b.
Intersection - Check this box if the crime or incident occurred in or around an 


intersection.




11.
Premise Code - Select the appropriate code for where the crime or incident took place.



12.
Business Name - Record the business name if the crime or incident occurred at the 

business location, or the business is the victim.  



13.
Modus Operandi Coding - There are seven (7) separate categories in this field.  The 

officer will choose the most appropriate code for each of the below listed categories.  

Entry, Exit, and Method are for Burglary investigations only.  




a.
Entry




b.
Exit





c.
Method




d.
Victim




e.
Property




f.
Area




g.
Time of Day  



14.
Caller/Complaint Type - The officer will check the appropriate box in this field.  



15.
Involved Persons - All persons involved in the crime or incident will be listed.  This 

includes the following:  



a.
Arrested persons



b.
Associates




c.
Business




d.
Complainant 




e.
Driver 




f.
Interviewed person




g.
Officers Assaulted




h.
Officers




i.
Officers Killed in Accidents




j.
Officers Killed Feloniously




k.
Owner of Vehicles or Property


                       

                        
 

       
       




l.
Passengers in vehicles




m.
Pedestrians 




n.
Parents/Guardians




o.
Suspects




p.
Victims




q.
Witnesses



16.
Involved Vehicles - Officers will list all involved vehicles in reference to the crime or 

incident as follows:




a.
Abandoned/Unattended




b.
Involved in Accident





c.
Driver Arrested




d.
Disabled Vehicle




e.
Parking Violation




f.
Recovered Stolen Vehicle




g.
Suspicious Vehicle




h.
Stolen Vehicle




i. 
Theft from a vehicle




j. 
Towed vehicle




k. 
Traffic Complaint




17.
Link Names to vehicle - Officers will link persons names to vehicles involved in the 

crime or incident.  Instructions on this field are listed on the Incident Report Form.



18.
Citations - Officers or the Records Division will enter all Citations issued in reference to 

the crime or incident.  



19.
Suspect Profiles - Officers will enter specific information about any suspects in 


reference to the crime or incident. 







20.
Property - All property seized or stolen in reference to the crime or incident will be 

entered in this field by the investigating officer.

                       

                        
 

       
       

F.
Booking Report/Arrest Report


1.
The Booking report will be used to capture all information on persons arrested by officers of 
the Elkton Police Department.



Caption No.



1.
Log Number - This number will automatically be entered when you open the Booking 

Sheet.



2.
NCIC and State Check - Officers will check the boxes after causing a check to be made 

through NCIC and METERS on the status of any open warrants for the suspect 


arrested.



3.
Intake Officer.



4.
Transported By.



5.
Detention Location.



6.
Bond Type/Amount.



7.
Classification.



8.
Status.





9.
Release Date/Reason.



10.
Releasing Officer.



11.
Released To.



12.
Personal Information - Officers will fill in any of the information that was not 


automatically filled in by the computer.  



13.
Arrest Number - This number will be automatically inserted, by the computer, if the 

suspect has been arrested previously by the Elkton Police Department.  If the subject 

has not been arrested previously by the Elkton Police Department, the Records Clerk 

will assign him/her an arrest number.  Officers will not type any information in this 

block.



                       

                        
 

       
       


After Officers have completed the above fields, they will go to the “Arrest Data” area of the form.  This is done by clicking on the yellow button that says “Arrest Data” which is located to the right of the name data area.   


Once in the arrest data area of the form the officer will enter the charges that he/she has placed on the subject.


The Primary Charge Codes and the Additional Charge Codes are listed by number (same number as in the EPD Commissioners Manual) and by Name.  For example, 0347 is Possession of Marijuana.   


In the Penal Code Section and Sub Section the Officer will enter the Article, title, and the section number of the crime charged.  For example, Second Degree Assault is Article CR-Title 3-Section 203.


Officers will leave the Statute Box blank.


In the Disposition Box, Offices will enter the appropriate disposition to the arrest as follows:


1.
Adult Criminal Arrest


2.
Adult Criminal Citation


3.
Adult Motor Vehicle Citation


4.
Juvenile Arrest, Refer to Juvenile Services


5.
Juvenile Arrest, No Referral


6.
Juvenile Motor Vehicle Citation


7.
Juvenile Charged as an Adult


8.
Juvenile Released to Other Agency


9.
Juvenile not Arrested, Referred to Juvenile Justice


10.
Released Pending Further Investigation


11.
Released to Other Agency


Officers will fill in the “Officers” box with their identification number.


In the box entitled “Offender Information” Officers will fill in the appropriate numbers (FBI, SID, EPD) if known.  These numbers can normally be obtained from the arrested subject’s criminal record.



                       

                        
 

       
       

G.
Missing Person Report                     


This report is designed to record data about any incident involving missing persons, e.g., runaways, juvenile escapees and adults who are missing under circumstances not consistent with their ordinary established habits and behavior, including the senile, mentally or physically handicapped, the epileptic and those with suicidal tendencies.

H.
Vehicle Report              


1.
When Used - This form is used to record recovered stolen, abandoned, and all stored vehicles, 
including those seized as evidence.



2.
Check the type of vehicle investigation made in the appropriate block (s) in the upper left-
hand corner.


3.
If a tractor-trailer is stored, two vehicle reports must be completed by the officer.  Use the 
same complaint control number for both reports, however, separate motor vehicle inventory 
(MVI) numbers will be assigned for each vehicle stored.

I.
Motor Vehicle Accident Report - The instructions for using and completing this report are contained in the Maryland Automated Accident Reporting System Manual.

J.
Form Preparation Procedures ‑ Caption Explanations


1.
Items Common to Most Reports



a.
Names ‑ All proper names, including names of businesses, must be spelled out in full.  

In recording proper names, the last name is listed first (in capitals), followed by a 

comma, the first name and middle name.  The initials "NMN" should be used to 


indicate "No middle name" where appropriate.



b.
Addresses ‑The apartment, suite, or room number is an integral part of an address.  

Military personnel must be identified by unit number and the name of the ship, 


station, or military installation.  Indicate each address by street number, and where no 

street number is available, use the distance and direction from a known geographical 

location.  Addresses recorded in the blocks provided should represent the permanent 

residence address.  If the individual is temporarily staying in the state, this temporary 

address should be indicated under the 
narrative section of the report if sufficient 

space is not found in the block for address.  



                       

                        
 

       
       



c.
Telephone ‑For all telephone numbers entry must include the area code.  Include 

extension number when applicable.  (Whenever possible the investigating officer will 

include an electronic Mail Address for involved parties.  Having such information 

available will assist in any follow-up investigation and exchange of information.)



d.
Dates ‑ Record the date in the following manner:  "12‑15‑74" for December 15, 1974.



e.
Time ‑ Indication of time must clearly state the military time.  Indicate spread of 

time by a dash between the first and last known times.  For example:  "2300 ‑ 2400."



f.
Witnesses ‑ Obtain as complete information as possible keeping in mind the 


instructions above as to names and addresses.  Record sex, race, and age using 


standard abbreviations.  This general descriptive information as to witnesses is often 

pertinent when it is later necessary to locate a witness for interview or to testify in 

court.  If the space is inadequate, record the information as to additional witnesses in 

the narrative.



g.
Sex, Race, and Age ‑ The sex, race, and age of suspects and witnesses should be 

obtained as accurately as this can be accomplished through observation, interview, or 

by questioning persons who might be able to provide this information.  With 


reference to victims, this information should be obtained tactfully, by interview, or if 

refused, by observation.  In recording these data, the following standard abbreviations 

will be used:




1)
Sex:
Male = M       Female = F




2)
Race: 
White (includes Mexicans/Latinos)
=
W






Black/African American 


=
B






American Indian/Alaskan Native

=
I






Asian/Pacific Islander


 =
C/J





All Others      



=
O



                       

                        
 

       
       




3)
Age:  This is the age of the individual on his last birthday.  A spread of years 


may be used when age must be estimated.  For example:  25‑30.  Show the 


date of birth when this can be obtained.



h.
Occupations ‑ Record in the narrative the general line of work if of value in the 


investigation.



i.
Value ‑ Indicate the total fair market value for articles subject to depreciation.  Use 

cost to merchant (wholesale price) in thefts from retail stores, warehouses, etc.  In 

case of stolen vehicles, enter from current Blue Book value based on make, model, 

year, etc.  Concerning checks, securities, and non‑negotiable instruments, the value is 

the cost of the paper only (usually five or ten cents per item).  The face amount, or 

dollars and cents sum for which drawn, is indicated in the narrative.



j.
Signatures ‑ An investigating officer completing a report will sign it and indicate his 

I.D. number in the space provided.


2.
Descriptions



a.
Persons ‑ For the purpose of report writing, it is essential that the description of any 

person who is the subject of police attention be detailed and complete.  Emergency 

descriptions identifying a fleeing suspect obtained for immediate broadcast should be 

supplemented by further questioning of complainant or witnesses, before the officer 

submits his report.  In addition to name, nickname and address, the description must, 

if possible, include:




1)
Sex:  M, F




2)
Race:  Use common abbreviations, such as W ‑ B ‑ I ‑ C ‑ J ‑ O




3)
Age:  A span of ages may be used if the exact age is unknown, such as 25‑30. 


Use the exact date of birth, if known.




4)
Complexion:  Use positive terms, such as Light, Brown, Olive, Ruddy, etc.




5)
Height and Weight: Obtain by comparison with yourself or others present.  


Sample entry:  185 lbs., 5'11".




6)
Build:  Use explanatory terms, such as slim, husky, etc.



                       

                        
 

       
       




7)
Hair:  Include here the type, such as straight, curly, kinky, etc.  Include the 


condition of baldness, such as Frontal ‑ Total ‑ Crown.  Note the type of 


haircut and possibility of a wig.  Give color.




8)
Eyes:  Describe shape and color.  Note   suspect's use of glasses.




9)
Clean Shaven: Yes or no.  If no, describe.




10)
Peculiarities: What is unusual about the person.  For example:  amputations, 


peculiar mannerisms or movement, gold teeth, prominent scars, deformities, 


speech oddities, tattoos, etc.



b.
Clothing Worn by Subject ‑ Clothing of the subject should always be described in 

order, from hat to shoes.  In addition to identifying the articles by name, such as "hat, 

coat, dress, slacks," be sure to include:




1)
Style: Single-breasted sport coat, mink stole, etc.  Include hat style and color




2)
Color:  Brown and white tweed, dark green satin, flowered print, red on 



green,  etc.




3)
Identifiable Defects:  Ripped left sleeve, grease spot on back, etc.




4)
Jewelry:  Lodge pins, emblems, rings, bracelets, necklaces, etc.



c.
Clothing Descriptions ‑ Generally ‑ Give name of article to be described.  In 


describing men's, women's, children's, or infants' clothing, always indicate size, color, 

maker's label, laundry or cleaner's marks, and kinds of materials. 




1)
Men's Suits:  State whether double or single-breasted, number of buttons, 


whether two‑ or three-piece (coat, vest, and pants, or coat and two pair of 


pants), whether evening, street, or sport suits; state kind of lining, if any, plain 


or pleated trousers, if known, etc.




2)
Men's Coats:  State whether overcoat, short jacket, raincoat; single or double-


breasted; indicate type of trimming, lining; also if belted.




3)
Men's Miscellaneous Clothing:  Include shorts, shirts, socks, sweaters, ties, 


shoes, scarves, pajamas, dressing   gown, etc.  Describe completely.



                       

                        
 

       
       




4)
Women's Dresses:  State whether evening, street, house, or suit; kind of 


trimming, if any (such as fur, lace, metallic, contrasting or self-trim); one‑ or 


two-piece style.




5)
Women's Coats:  State whether full length or short; princess type, box type 


swagger; whether evening, sport or dress type; give full description of 



trimming, buttons, etc.; indicate color and kind of lining.  Give complete and  


full description of fur coats, kind of fur, lining, etc.




6)
Women's Miscellaneous Clothing:  Include lingerie, underwear, pajamas, 


stockings, shoes, socks, sweaters, scarves, shawls, waists, skirts, kimonos, 


housecoats, playsuits, slacks, etc.




7)
Children's and Infants' Clothing:  Follow general descriptions as given for 


men's and women's clothing. 



d.
Jewelry Descriptions ‑ After giving the name of the article to be described, indicate if 

jewelry is marked for identification or photographed.  Include the following when it is 

part of the description:




1)
Color(s) and kind(s) of metal(s)




2)
Number, kind, color, and size of stones




3)
Type of mounting:  filigree, plain, engraved, etc.




4)
Type of setting:  basket, Tiffany, sunken, box, etc.




5)
Inscriptions:  dates, engravings, initials, serial numbers, and jeweler's marking




6)
Rings:  State kind of metal, kind, size, and number of stones (diamond, ruby, 


etc.), whether plain, engraved or filigree, and any jeweler's marks, 



inscriptions, or initials




7)
Watches:  State make (Elgin, Hamilton, Waltham, etc.), movement, case and 


jewel numbers; size of watch, type of case (open faced or hunting), number of 


adjustments, if known; whether plain or engraved or set with stones.  If it has 


chain or wrist band attached, describe giving color, material, length, etc.



                       

                        
 

       
       




8)
Necklaces:  State length, whether l, 2, 3, 4, 5, or 6 strand; whether matched or 


graduated stones or beads; whether strung on thread or chain (giving kind 


and color); describe clasp




9)
Pendants:  State size, and shape; whether strung on a chain, ribbon, cord, or 


thread; give color and type; describe clasp 




10)
Brooches and Bar Pins:  State size and shape; whether plain, engraved, or 


filigree; also whether pin has safety clasp attached




11)
Stickpins:  State size and shape; kind of stones; state whether safety clasp 


attached




12)
Bracelets:  State width; whether link, filigree, solid, flexible, or half‑clasp type; 


whether plain, engraved, or stone set; whether safety chain attached and type 


of clasp




13)
Earrings:  State style and length;
whether screw, clasp, or pierce type; describe 


stones, color, etc.




14)
Emblems, Charms, Lodge Pins, Etc.:  State size and shape; name of lodge, 


fraternity or club (Masonic, Elks, Eagles, etc.; Phi Beta Kappa, Sigma Chi, etc.; 


Nurses or Military Service pins; American Legion, etc.)




15)
Buckles and other Miscellaneous:  Articles of Jewelry:  State size, color, shape, 


stones, etc.




NOTE:
If any of the above are matched sets (ring, pin, necklace, earrings, bracelet, 


etc.), so state; whether costume, antique, or modern‑type jewelry.


CAUTION:  When officers are personally describing items of recovered jewelry in Property Reports, indicate colors rather than materials.  Example:  "Brooch, yellow‑colored metal, red and white stones," not "Gold pin with rubies and diamonds."



e.
Household Articles ‑ Give the name of the article being described, indicate if jewelry 

is marked for identification or photographed.



                       

                        
 

       
       




1)
Rugs:  State size; color or combination of colors; plain or design; whether 


domestic or oriental; type (Axminster, Wilton, Broadloom, etc.); give maker's 


name when known; whether fringed or bordered; cleaner's marks; also all 


other marks, such as stains, tears, mends, etc.




2)
Bedding:  Includes sheets, pillowcases, blankets, spreads, quilts, comforters, 


mattress covers, etc.  State what article is, then give a complete description of 


size, color, material, cleaner, or laundry marks, and monograms, if any.




3)
Dishes and Glassware:  State whether complete sets, giving pattern and 



number of pieces (both china and glass); state whether porcelain, pottery, cut 


glass, blown glass, or just ordinary china or glass.  Give maker's label or mark, 


monograms or other marks.




4)
Silverware:  Includes flatware (table silver, knives, forks, spoons, etc.), as well 


as hollow‑ware (coffee, tea, and chocolate sets, and complete silver services).  


Give maker's label, kind of silver, (Sterling, plated, or pewter); owner's initials 


or other inscriptions; type of pattern, and number of pieces to set.




5)
Clocks:  State kind, color, size, movement, and case numbers, if known; 



whether china, porcelain, bronze, iron, wood, plastic, glass, leather, etc.  State 


whether mantel, kitchen, boudoir, grandfather, traveling, etc.; give maker's 


label; state whether eight‑day type; and if chime clock, kind of chimes 



(Westminster, etc.).




6)
Furniture:  State what article is; then give complete description, stating kind of 


wood or metal, color, kind of material covering, and trimming.  In cases of 


matched sets, such as bedroom, dining or living room furniture, give number 


of pieces in set, and state number of pieces stolen.




7)
Radios and Televisions:  Show maker's label, serial number, number of tubes; 


whether console, table model, midget, transceiver, portable, low or high‑boy 


type, size of screen, etc.  Give kind of wood or metal; show color, and kind of 


trim, if any.




8)
Lamps:  State kind, i.e., floor, bridge, table, or boudoir; give kind of wood or 


metal; number of globes, whether reflector type; if it has a base light; kind, 


color, and size of shade.  In case of table and boudoir lamps, state whether 


statuary, glass, china, pottery, or metal base.



                       

                        
 

       
       




9)
Miscellaneous:  Includes ornaments, pictures, statues, bric‑a‑brac.  Describe 


in detail stating particularly any labels, serial numbers, or other identifying 


marks.



f.
Other Property – Give name of article to be described, indicate if jewelry is marked 

for identification or photographed.




1)
Firearms:  State manufacturers name; caliber or gauge; color of metal, serial 


numbers, type of handles or stocks; any marks, inscriptions, or initials.  State 


whether revolver, automatic pistol, pump-gun, rifle, or shotgun.




2)
Tires: State size, maker’s name, color, tread, and serial numbers, if available, 


and state whether mounted on rim with wheel and tube, or alone.





3)
Drugs:  State amount, kind, manufacturer, container, size, valuation, and any 


other descriptions available.




4)
Office Machines: State maker’s name, size, model, and serial numbers, color, 


etc.  Also any other marks, labels, or inscriptions.




5)
Cameras and Equipment – Projectors and Cases:  State maker’s name, model, 


number, serial number, lens numbers and names, and shutter numbers.  Type 


of camera (movie, Graphlex, box, folding, etc.)  State kind of material (wood, 


metal, or leather) of camera, projector, and case.




6)
Electrical Equipment:  Includes toasters, irons, curling irons, bulbs, sockets, 


generators, motors, waffle irons, percolators, portable water heaters, bottle 


warmers, refrigerators, etc.  State maker’s name, kind of material, color, size, 


model and serial numbers, wattage, voltage, and any initials or other marks or 


inscriptions.




7)
Building Equipment:  Includes lath, wire, plaster, bricks, stucco, glass, marble, 


lumber, roofing material, paint, nails, cement, etc.  Give size, color, maker's 


name, number or amount of articles lost or stolen, as well as any lot or serial 


numbers available.




8)
Optical Goods:  Includes spectacles and cases; opera glasses, binoculars; 


telescopes and cases, etc.  State maker's name, color, material of article, as 


well as case; serial and model numbers (power number or size in case of 


binoculars, telescopes, etc.), initials or other marks of identification.



                       

                        
 

       
       




9)
Books:  State name of book, author, publisher's name, if known, color, and 


kind of material of binding, also approximate size of book, as well as any 


writer's inscriptions, such as owner's name, book‑plate, or author's signature 


(first editions).




10)
Doctor's and Dentist's Instruments:  Includes stethoscopes, blood testing 


apparatus, hypo‑needle outfits, etc.  State maker's name, size, serial 



numbers, model numbers, material, color, and marks of 
identification.  Also 


show case size and color.  




11)
Musical Instruments:  Includes banjos, saxophones, guitars, trombones, 




trumpets, violins, clarinets, piccolos, flutes, etc.  State maker's name, color, 



material, number or other marks of identification.  Also describe carrying cases.




12)
Knives:  (Other than table), such as hunting, pocket, butcher, etc.  State color, 


kind of material of handles;   numbers, maker's name, inscriptions, etc.; also 


describe carrying case, if any.




13)
Pens and Pencils:  Include fountain pens, pen and pencil desk sets, etc.  Give 


maker's name, color, size, whether man's or woman's, numbers, initials, or 


other marks of identification.




14)
Smoking Material:  Includes pipes, tobacco, cigarettes, cigars, lighters, cases, 


etc.  State color and size of pipes; amount of tobacco; number of cigars or 


cigarettes (box or package or humidor jar), maker's name, etc.




15)
Sewing Machines:  State maker's name, brand name, serial number of both 


machine and motor (if electric); whether wood or metal; table, desk, or 



portable type (or old-fashioned treadle type) and any other marks or 



inscriptions.




16)
Sporting Goods:  Includes fishing poles, tackle, lines, tents, awnings, skis, snow 


shoes, toboggans, etc.  
State maker's name, numbers, color, kind of material, 


initials or other inscriptions.




17)
Groceries:  State kind of article, brand label, number of each lost or stolen, 


and any other general description available.



                       

                        
 

       
       




18)
Toilet Articles and Cosmetics: Includes brushes, combs, mirrors, perfume 


bottles, manicure sets, powder, 
perfume, cold cream, shampoo, toothpaste, 


lipstick, hair oil, soap, etc.  State size, color, material, makers or brand name, 


initials, numbers or other marks of identification.




19)
Tools:  Include carpenter, plumbing, electrician, machinist, mechanic, etc.  


State kind of tool, serial number, maker or brand name, initials or other marks 


of identification.  State number of tools lost or stolen, and size.




20)
Animals, Birds, and Fish:  Include dogs, cats, horses, pigs, cows, poultry, birds, 


goldfish, etc.  State kind of animal, bird or fish, size, color, name, age, license 


number, if any, and other description available.




21)
Automobile Supplies and Equipment:  (Other than tires).   Includes spotlights, 


wheels, tubes, carburetors, spark plugs, bumpers, etc.  State size, color, 



maker's name, serial numbers, number of articles, and other marks of 



identification.




22)
Leather Goods:  Includes trunks, suitcases, purses, briefcases, sample cases, 


belts, suspenders, saddles, billfolds, etc.  State size, color, maker's name, 


serial numbers, initials or other marks of identification.




23)
Bicycles:  State name, size, color, kind of seat, brake, tires, baskets, horns, 


lights, serial number, and license number, if known, and initials and other 


identifying marks.


3.
General Explanations



a.
General instructions for completing item boxes are presented herein for all report 

forms.  The basic rule in reporting is that all boxes must be completed, if possible.  

However, there are instances where boxes by their very nature do not apply to the 

particular case being reported.  Under these circumstances it is impractical to fill in 

the boxes and they should be marked "N/A" to indicate the box was considered, but 

was "not applicable."



b.
Except in those instances where the nature of the report or circumstances clearly 

indicate otherwise, all boxes must be completed with either the information or one of 

the following terms:



                       

                        
 

       
       




1)
None




2)
N/A




3)
Refused, or




4)
Unknown.





In cases where the word "unknown" is entered, the reason therefore should 


be explained in the body of the report. 



c.
If any box provides inadequate space in a particular case, note in the box the words 

"see below" and record or continue the details under the "Narrative" (inserting the 

number of the box continued under "caption no." in the left column of the narrative)

K.
Death Investigation Report  


1.
The Death Investigation Report (EPD Form 78) is designed to assist the officer in gathering 
information during the initial phase of a death investigation.  It is intended to supplement the 
other investigative reports.  


2.
The investigator should use the report as a guideline to capture relevant information 
regarding the death of an individual, including traffic fatalities under investigation by the 
Department.  


3.
The report will be submitted with the required investigative report; becoming part of the 
complete investigative file.

L.
Prescription Theft Cases


1.
Goal



a.
To stop or limit the number of false complaints being made to the Elkton Police 


Department regarding the theft of prescription medications and to properly 


investigate legitimate reports of theft.  



b.
 To create and maintain a record of those reporting such crimes.  




                       

                        
 

       
       


 2.
Standard Operating Procedure



a.
In cases where the only thing being reported is the theft of a prescription or 


prescription medication, the assigned Officer will identify the complainant, gather 

necessary information for documentation and request that the complainant provide a 

written statement regarding the theft.   If the complainant refuses to provide a 


written statement, the officer will open a complaint card as Police Information in 

CODY (incident code 103-police info RX), enter the complainants' information (name, 

age, DOB etc.) and indicate in the narrative/comment section of the complaint card 

(“attempt to report stolen medications, uncooperative, case closed”).  



b.
If the complainant provides a written statement to the investigating officer, a 


complaint card will be opened and a case file created (incident type 009-theft except 

auto).  The complainant will then be instructed to have his or her doctor contact the 

investigating officer for a report number within 24 hours.  If the Doctor does not 

contact the investigating officer, the officer will document in the narrative section 

(“attempt to report stolen medications, no follow up from complainants doctor  


within 24 hours, case closed”).


3.
Officer Responsibilities



Investigating Officers will investigate reported thefts of prescription medications by obtaining 
all necessary information to complete an offense report; however an offense report will not 
be completed if the complainant does not comply with the aforementioned reporting criteria.  
The investigating officer will be required to verify the identity of any doctor calling the station 
to obtain a report number for any prescription theft case.  Officers will obtain a telephone 
number for the doctor and then verify the number prior to returning a telephone call to 
provide a complaint number.  


 4.
Office Associate Responsibilities



The Records Division will process cases requiring an Offense Report consistent with present 
EPD policies.  Records Division Personnel will not disseminate case numbers coded as 103-
police info RX to any person(s) regarding a theft of prescription medications.  All such requests 
will be forwarded to the investigating Officer.  




                       

                        
 

       
       

A.
GENERAL PROVISIONS








1.
The officer activity sheet (EPD form 5) shall be completed according to the instructions set 
forth in this section.  


2.
The report shall be prepared by all patrol personnel promptly at the end of each month and 
will be used to record all activities for that month.


3.
The report will be printed plainly in black ink or typewritten and the officer will forward it to 
his immediate patrol supervisor for review and approval no later than two days after the 
conclusion of the preceding month.  In the event of leave, whether scheduled or not the 
report is to be completed prior to the officers absence. 

B.
HEADING ON THE ACTIVITY SHEET


1.
The officer’s name and identification number.


2.
Month and Year for which the report represents.


3.
Squad assignment of the officer for which the sheet represents.

C. 
HOURS NOT WORKED


1.
Sick Leave Hours:  Indicate the number of hours of sick leave used by the officer even if un-
excused.


2.
Other Leave Hours:  Indicate all other hours of leave used by the officer to include personal, 
family, un-excused, workers comp, family funeral leave, military leave and vacation.

D.
CALLS FOR SERVICE


Primary Calls:  Indicate the number of calls for service assigned to the officer for initial reporting or investigational purposes.

E. 
REPORTS


1.
Reports Completed:  Indicate the total number of reports completed by the officer.


2.
Application of Charges:  Indicate the number of Applications for charges that have been 
completed and submitted to the Commissioners’ office for review by the officer.



                       

                        
 

       
       

F.
ENFORCEMENT ACTIVITIES 



1.
 Adult On-View Criminal Arrest



The officer will indicate the number of actual on-view criminal arrest made by the officer 
during his tour of duty. This does not include warrant or summon services or traffic arrest. The 
number of charges placed against an individual do not count as numbers of arrest, (i.e.: an 
arrested person’s activity from a single incident does not count as three arrests, they will be 
carried only as one.  If the subject arrested is charged with three separate incidents not 
related, then it is to be counted as three separate arrests.) Shoplifters and civil citations issued 
to adults are considered as arrest in this area since they are investigative complaints. It may 
be possible to issue a criminal citation to an adult and carry the stat under both an adult on-
view arrest and a criminal citation issuance. The same may apply under a CDS. 


2.
Juvenile Arrests



The officer will indicate the total number of Juvenile Arrests made during the month.  When 
tallying the number of arrests an officer will apply the same criteria used for tallying adult 
arrests. 


3.
Warrant Services:  The officer will indicate the number of Arrest Warrants served during his 
tour.  This includes Bench Warrants, Body Attachments and Warrants issued for criminal 
offenses.


4.
CDS Arrest:  The officer will indicate the number of Controlled Dangerous Substance Arrest 
made by the officer.  This is to include arrests made for paraphernalia.  The same implications 
for accountability as described in ADULT ON-VIEW ARREST apply here as well.


5.
Summons Service:  The officer will indicate the number of criminal summons served during a 
tour of duty.


6.
Field Interview Report



Officers conducting Field Interviews will fill out a Field Interview Report (EPD Form 98).  The 
report will be completed with as much information as possible being gathered from the 
interviewee.  The interviewing officer will include a reason for his inquiry on the report and 
include any associated incident numbers.  Field reports will be turned in with shift paperwork 
and filed by the Records Division.




                       

                        
 

       
       


7.
Criminal Citations Issued:  The officer will indicate the number of criminal citations issued. 
Juvenile and Adult citations should be factored here.


8.
Town Citations Issued:  The officer will indicate the number of town parking citations issued 
during their shift.


9.
State Citations Issued:  
The officer will indicate the number of Maryland Uniform Complaint 
Citations issued. 


10.
Safety Equipment Orders Issued (SERO’s):  The officer will indicate the number of safety 
equipment repair orders issued.


11.
Warnings Issued:  The officer will indicate the number of warnings issued for parking / traffic 
violations. 



12.
D.W.I. Arrest:  The officer will indicate the number of persons arrested for driving while 
intoxicated or under the influence.   Juvenile arrest for this offense may also be recorded here.

G.
SQUAD ACTIVITY SUMMARY



1.
Each patrol supervisor or their designee shall transpose the monthly statistics for all officers 
assigned under their supervision onto the monthly Squad Activity Report (EPD form 6). 
Completed patrol monthly activity sheets will then be forwarded to the patrol Lieutenant no 
later than the fifth day of the preceding month for final review.


2.
Personnel assigned to the Criminal Investigations Division will complete a Criminal 
Investigators Monthly Activity Sheet (EPD from 70).  This sheet will then be reviewed by the 
Criminal Investigation Division Lieutenant.

H.
RECOGNITION


1.
At the end of each year the Patrol lieutenant will acknowledge those officers who have 
portrayed exemplary enforcement initiative.  Acknowledgment will be made in the form of a 
“favorable” Job Observation Report (EPD for 68) from the Patrol Lieutenant and having the 
officer’s name inscribed on an award plague to be maintained within the agency.




                       

                        
 

       
       


2.
The categories to be considered are:
    

 a.
Criminal Arrest (On View):  Indicating the officer who had the most criminal on-view 

arrests.



b.
CDS Arrest:  Indicating the officer who excelled in CDS enforcement above and beyond 

the minimal of one arrest.

      

c. 
Warrant Service:  Indicating the officer who excelled in criminal warrant services.


        
d.
D.W.I Arrest:  Indicating the officer who excelled in D.W.I. enforcement above and 

beyond the minimal of one arrest.


 
e.
Overall Traffic Enforcement Efforts:  Indicating the officer who excelled in traffic 


enforcement efforts.  To exclude parking enforcement citations.

  

f.
 Top Squad Performance:  Indicating the patrol squad which exhibited a combination 

in overall enforcement efforts, calls for service handled and general duties.  


3.
Yearly recognition will be observed in each category by the officer receiving a personal plague, 
having their name inscribed on the departments plague and a certificate of accomplishment in 
their excelled field from the Chief of Police. 
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A.
General Provisions                  


1.
Responsibilities



a.
Supervisors will ensure that the procedures outlined in this Section are followed.



b.
All employees of the Department will properly process and secure any property which 

may have been confiscated or which has otherwise come under their care.  Proper 

handling and security will be in conformity with the law and with the established 

procedure of the Department.




All personnel will assure that evidence/ property which may be considered offensive 

(i.e. sexually explicit or derogatory in nature) is handled professionally.  This type of 

evidence/ property will not be reproduced, disseminated or displayed beyond 


investigatory and/or prosecutorial needs.  Items of this nature:




1)
Will be properly stored in a sealed, opaque envelope or other appropriate 


opaque container that will prevent viewing by persons not directly involved 


with the investigation.




2)
In the case of films, videos, slides and photographic evidence and property, 


detailed logs of review, to include names of members present and purpose of 


review, will be maintained in the case file.



c.
Department personnel are responsible for safeguarding the property of others.  


Personnel are to exercise discretion when taking property into their care.  In the 

following instances, property may be properly disposed of without Department 


intervention:




1)
Except for evidence, contraband, etc. which will be according to policy, 



personal property of an arrested individual will be separated from the person, 


packaged, and appropriately identified as to owner.  The package should be 


transported with the arrestee.  If it is not possible to transport the property 


with the arrestee (hospitalized due to unconsciousness, etc.), established 


procedure for storage will prevail.




2)
Property may be secured by the owner or his designated representative. 




                       

                        
 

       
       




3)
Personnel should not take property from agencies that have their own 



procedures for handling property unless that property is part of an 



investigation or is the product of judicial process, i.e. search warrant, 



subpoena, etc.




4)
Hazardous materials should be disposed of by authorized personnel having 


the training and facilities to properly control and store these items.



d.
The handling and disposition of property is a phase of the Department involving 


several areas, i.e. storage, bookkeeping, release, etc., and strict compliance with the 

procedures is necessary to properly administer the program.


2.
Procedure



a.  
All employees of the Department coming into possession of any evidence, controlled 

dangerous substances, and found or recovered property which may have been 


confiscated or which has otherwise come under their care will, before the end of their 

current tour of duty, unless otherwise directed by the proper authority, submit the 

property for storage in the Department Property Room and enter all required 


information in the property section of the Records Management System.  A Chain of 

Custody, Maryland State Police Form 67, or MSP Form 67A as appropriate, will 


accompany all property being processed by Elkton Police Department personnel.  The 

Officer entering the property will assign the next sequential number that is 


automatically generated by the Property File in the Records Management System.  

When abandoned property is received by the department the receiving officer will 

obtain all information to complete an incident report.  Abandoned property will be 

handled in the same manner prescribed above.



b.
All property coming into the possession of department personnel will be logged into 

the Property Section of the Records Management System.  All property will be 


identified by the automatically generated Property Control Number with its associated 

Complaint Control or Incident Number.  




                       

                        
 

       
       


3.
Notification



a.
Employees coming into possession of another's personal property will, within three 

days, attempt to notify the owner, if an owner can be determined, that his property is 

being held and the procedures by which it can be released.  The results of such 


notification or its attempt will be recorded in the original investigative report or a 

supplement report referencing the original Complaint Number.  A copy of the 


investigative report will be forwarded to the Property Control Officer after all efforts 

are exhausted to return the property to its owner.  The report (copy) will be attached 

to the chain of custody.



b.
When abandoned property is received from someone other than its owner, the 


employee will obtain the name, address, and telephone number of the person turning 

in that property in addition to the circumstances surrounding the recovery.  (The 

appropriate investigative report and property reports will be completed and 


notification procedures as specified in this subsection will be followed.)



c.
If property has not been released within 60 days following the date it was obtained by 

the Department, and there is a last known owner or, in lieu of an owner, a known 

party who had delivered the property to the Department, the investigating officer will 

initiate a notification of the Department's intent to dispose of said property.  The 

notification will be sent to the last known address of the owner or person having 

delivered the property to the Department by certified mail, return receipt requested.  

The notification shall include:




1)
date stored




2)
property record number




3)
complaint control number




4)
last date that the property may be claimed



5)
location and times where the property may be claimed




6)
required identification and proof of ownership (may vary with types of 



property)




NOTE:  A copy of the notification and evidence of mailing will be attached to 


the original of the property record (MSP Form 67).   




                       

                        
 

       
       



d.
If the property is not claimed within ten days of the last claim date or the first date it 

is available to the party other than the owner, it will be disposed of according to law.


4.
Releasing Property - Property will be released to authorized individuals in accordance with 
Department procedure.


5.
Members will not convert to their own use or have any claim to any evidence lost, mislaid, 
recovered or other property.


6.
Persons authorized to receive property eligible for release are the rightful owner or the 
properly authorized representative of the identified owner.  When abandoned property has 
remained unclaimed in the care of the Department for a period of sixty days, the person 
having delivered such property to the Department, except Department personnel, is entitled 
to its possession.


7.
When releasing property, personnel must take steps to ensure that the party claiming the 
item(s) is entitled to possession.  Each release may necessitate different forms of 
authorization.  Personnel should consider the circumstances of each report and take steps, 
based on the information available, to establish the right of possession.  Items that may be 
considered to establish authorization are:



a.
Verbal authorization, under limited circumstances, may be the only form necessary, 

i.e., when the owner specifically identifies a party to accept.  All that would be 


necessary is proper identification at the time of release.



b.
Third party releases will require substantial documentation.  Forms of authorization 

may be:




1)
a notarized letter from the owner




2)
a court order as in the case of divorced spouses, judgments, incarcerated 


individuals




3)
legal documents as in the case of wills, power of attorney, writs of replevin




4)
the ability to specifically identify property.  The right of possession may be 


established by the claimant's ability to specifically identify the item(s), i.e., 


engravings, identification markings, serial numbers, insurance photographs, 


etc.  Identification of items should be established with as much specificity as 


possible prior to the party viewing the item(s).  




                       

                        
 

       
       


8.
The Department is charged with the responsibility of safeguarding property and should take 
steps based on the circumstances of each release to ensure, to the best of its ability, that 
property held by the Department is released to the rightful party.

B.
Records       


1.
Accountability



The Special Operations Bureau Lieutenant or designee will be responsible for ensuring that all 
property is correctly numbered and that property records are regularly reviewed for accuracy 
and completeness.


2.
Property Records



a.
The following categories of property will be recorded on separate Property Records:




1)
Controlled Dangerous Substances - Items submitted for analysis




2)
Currency - Actual currency and counterfeit




3)
Evidentiary Items




4)
Lost/Found Property



b.
Separate Property Record forms will be initiated for each known owner.  Each item is 

to be listed separately whenever feasible.  This is especially important whenever items 

of obvious resale value are received and identification or brand names on the item are 

apparent.  Items which generally can be excluded from item‑by‑item listing are:  keys, 

pencils, old or used clothes, etc.



c.
Whenever there is a greater number of items to be listed on a Property Record than 

such record will accommodate, additional items will be recorded on an additional 

Chain of Custody Sheet (MSP 67).   



d.
In instances where more than one Property Record is used for the same case, all 

property record numbers may be cross-referenced in the remarks section.



e.
All Property Records regarding handguns which were confiscated or forfeited under 

the provision of Criminal Law Article, Title 4 shall indicate in the "Remarks" section of 

the form:  "Confiscated or forfeited under provisions of Criminal Law Article, Title 4.


                       

                        
 

       
       



f.
To facilitate the timely disposal of stored property in cases where an arrest is made 

and property is held as evidence, the corresponding arrest tracking number(s) will be 

included in the Remarks section of the Property Records Form. 




NOTE:
Any remarks or notations regarding property will be made in the List of 


Articles section of the chain of custody sheet and the same notes will be carried in the 

investigative report.


3.
Property Value              



Federal, State and local law prohibits the sale of certain property, regardless of its condition.  
Certain items are required to be on property records for control purposes.  The following 
items are considered to fall within these guidelines:



a.
Firearms



b.
Ammunition



c.
Commercially manufactured knives



d.
Law enforcement uniforms & equipment



e.
Military uniforms and insignia



f.
Electronic/mechanical gambling machines



g.
Electronic surveillance devices and related equipment



h.
Tobacco products (intended for large quantities of contraband)



i.
Recorded material such as "pirated tapes", computer programs, etc.



j.
Any vehicle part with altered serial number



k.
Artificial limbs




NOTE:
The above information is to assist in determining if items stored by 


Department personnel for the purpose of the Property Record have a resale value.  

This does not affect the procedure for disposal of property.


                       

                        
 

       
       


4.
Monies



Money, insofar as use of a Property Record (MSP Form 67) is concerned, will be treated as 
property, but will be handled as indicated below:


a.
Monies that can be identified as to ownership, and not classified as evidence or 


subject to forfeiture as in (d) below, will be returned to the true owner or authorized 

representative as soon as possible.



b.
Monies (other than that listed above) that cannot be identified as to true ownership, 

and not classified as evidence will be placed into property on a separate property 

record from other items seized.  



c.
Monies, classified as evidence, will be entered on a separate property record.  Upon 

conclusion of the case, with authorization of the appropriate prosecuting authority, or 

when directed by the court to otherwise dispose of the monies, the Special 


Operations Lieutenant or his designee will do so, closing the record.



d.
Monies seized for forfeiture under state law, are seized only if there is probable cause 

to believe the money is connected with illegal drugs.  Such money will be handled as 

outlined below:



1)
The Criminal Investigation Unit will handle all monies seized or forfeited in 


connection with controlled dangerous substance investigations.  The Criminal 


Investigation Unit will assume responsibility for the maintenance of accurate 


records regarding the monies and forfeiture disposition.




2)
The Special Operations Lieutenant or designee shall review, for completeness, 


all reports relating to the seizure of money.  "Reports" means the Property 


Record, the OR or IR, and, if applicable, a copy of the application and return 


for any warrant.


                       

                        
 

       
       




3)
The Special Operations Lieutenant, or designee, will review each request for 


seizure for completeness and will forward the report copies to the State’s 


Attorney’s Office for Cecil County and/or the Drug Enforcement 




Administration (DEA).  The State’s Attorney’s Office and/or the Drug 



Enforcement Administration will be responsible for initiating and finalizing 


forfeiture proceedings.  Seized money can only be released upon the 



signature of an Assistant State’s Attorney assigned to the case or by court 


order.



e.
Any monies, such as collector's items and coins or currency worth more than face 

value, will be retained as originally received and no other currency substituted.



f.
Claims to money forwarded to the Special Operations Division shall be verified by the 

Special Operations Lieutenant or designee.  Verification shall be made by memoranda 

to the Chief of Police and shall include the full name and address and social security 

number of the claimant and the applicable property record number.  Seized money 

associated with the forfeiture process held by the department will be turned over to 

the Finance Office within ten (10) days of the seizure.  The Finance Office will deposit 

the money in a special account, and will be responsible for processing any claims, and 

forwarding the money to the claimant upon proper process as stated (SAO signature, 

court order, etc.).  If the seizure is to be processed through the DEA, the Special 


Operations Lieutenant or designee will have the Town’s finance office obtain a 


certified check which shall be made out to the United States Marshall’s Service in the 

amount of the seizure.   If the money is still being held in the property room the 


Special Operations Lieutenant or designee will be responsible for return of the money 

to the claimant. 



g.
Except as previously indicated, money coming into the Department's possession will 

be treated as personal property and recorded on the same property held record as 

other items.  The items and money will be handled according to procedures for 


storage, release and/or disposition of personal property as addressed elsewhere in 

this chapter. 



h.
When recording money on the Property Record, the various denominations will be 

itemized.  The words "total amount" and the exact total will be placed in the lower 

right corner of the item description section.  The seizing officer will have his/her 


supervisor verify the amount of money seized and place his signature on the property 

record under the total amount.


                       

                        
 

       
       


5.
Duty of the Seizing Officer



Money may be seized whenever there is probable cause to believe it has been used or is 
intended to be used in connection with the possession, distribution, manufacturing or 
importation of illegal drugs or in connection with illegal gambling.  A separate property record 
shall be completed for each individual from whom money is seized.  When money is not seized 
from the person of any individual, all individuals present are deemed to be in "constructive" 
possession of the money, unless one or more individuals asserts a claim to the money.  
Property record(s) shall contain:



a.
The name, address, and social security number of:




1)
The individual from whom the money was seized, and/or




2)
Any individual who makes a claim to the money, or




3)
All individuals present, if the money is in "constructive" possession of 



individuals and no individual asserts a claim to the money.  




NOTE:   The remarks section of the property record may be used to record additional 


information on names, addresses and social security numbers.



b.
Place the original of the completed Property Record and the money in a property 

envelope and place it in the temporary evidence locker; immediately place a copy of 

the completed property record in the Special Operations Lieutenant’s mailbox.



c.
A copy of the completed Property Record will be given to the owner(s) of the money 

seized.  The officer will note, in his initial Offense Report that a copy of the Property 

Report was given to the owner(s) of the money seized.  The officer will also advise the 

owner(s) of the money that the money is being seized and the reason for the seizure.  

The officer will also note this in his initial Offense Report.  


6.
Duty of Special Operations Lieutenant



The Special Operations Lieutenant or designee will be responsible for the transfer of any 
monies to the Town Finance Office for deposit into a special interest bearing account.  The 
transfer will take place within ten (10) days of the seizure.  A signature of the Finance Office 
employee receiving the money will be recorded on the Property Record.


                       

                        
 

       
       

C.
Distribution of Property Records 


1.
When property is released or disposed of:



a.
Fully complete release portion of original and have it signed by the person receiving 

the property.



b.
Forward the original and any supporting documents to the Special Operations 


Lieutenant or designee for filing in the Property File.


2.
Worthless Property to be Destroyed



a.
The Chief of Police will be provided with a list of any worthless property (no resale 

value) to be destroyed.  Upon approval of the Chief of Police, the Special Operations 

Lieutenant’s designee and other officer will witness destruction and sign the 


appropriate Property Record forms.  Opened and unopened alcoholic beverage 


containers seized as contraband that have no evidentiary value or when the owner is 

unknown, may be destroyed.  CDS or suspected CDS will be destroyed separately from 

other property.  When any property is removed from storage for destruction, the 

notation "destroyed" and date entry will be made in the "Property Released" section 

of the Property record.



b.
The Special Operations Lieutenant will inform the Chief of Police of any worthless 

property destroyed, citing property record number, names of witnesses to such 


destruction and reason for same.  


3.
Property Releases



a.
A release of all items listed on a Property Record will be accomplished by completing 

the release section in the lower portion of the Property Record.



b.
The Officer releasing the property will type/print, in the appropriate space, the name 

of the person to whom each item is being released and have that individual sign in the 

same space.  The releasing Officer shall sign and date the space provided for each 

item released.  


                       

                        
 

       
       

D.
Property Delivered to The EPD Property Room


1.
All unclaimed property which is held in the Department Property Room in excess of sixty (60) 
days, except those items outlined below, shall be disposed of in accordance with provisions in 
this Chapter.  CDS, evidence, and money are exempted from this procedure if they are exhibits 
in pending cases or are to be disposed of according to other procedures outlined elsewhere in 
this section.



Items such as bicycles, riding or push‑type lawn mowers, mopeds, or any other large item 
difficult to store in the Property Room, where the owner is unknown, may be placed in other 
Town storage facilities, and disposed of after sixty (60) days.  Found property, where 
ownership has not been established, or, in the case of a third party who does not want the 
property, may be disposed of after sixty (60) days of the seizure, in accordance with 
established procedures.  


2.
The original Property Record will be held in the Property Room until closed. Closed Property 
Records will be forwarded to the Support Services Lieutenant for filing.


3.
Official Use of Property of Known Ownership



a.
Useable items of property which were directly obtained by an employee of the 


Department in the pursuit of his official duties or which are released to the 


Department by a court order may, upon written approval of the Chief of Police, be 

converted to official use.  Photographs of the property will be attached to the report.  

A copy of the approval will be attached to the Property Record and the property will 

then be added to the Department capital inventory.



b.
Items of this type will be considered Department property and will be utilized, cared 

for, and if appropriate, disposed of according to established procedures.

E.
Files


1.
Property Record File 



a.
Open property records are maintained with the property; a log of these records is 

maintained through the records management system.  As the records are "closed," 

they will be placed in the closed file which will be maintained by the Special 


Operations Lieutenant or designee. 


                       

                        
 

       
       



b.
The Special Operations Lieutenant will also maintain a record of all property that has 

been disposed of in accordance with Elkton Police Department procedures or State 

statute.


2.
Property Record Issuance Log



A Property Record Issuance Log shows the number issued to each piece of property or 
evidence that is submitted to the property room.  The log is maintained electronically in the 
department Records Management System and indicates the status of each property number.

F.
Administration of Evidence Delivered to the MSP Crime Laboratory.


1.
The Department will usually submit evidence to the Maryland State Police Crime Laboratory 
for analysis.  Generally, the Department is responsible for transporting evidence to the 
Maryland State Police Laboratory in Pikesville.  


2.
Members of the Department may request the assistance of the Maryland State Police Crime 
Scene Unit Technician (North East Barracks), who, if available, may accept evidence for 
analysis at the Elkton Police station, or at the scene of a crime.  All evidence submitted for 
analysis will be properly packaged and sealed with evidence tape, and a Request for 
Laboratory Analysis (MSP Form 67) will be completed and attached to the evidence package. 


3.
The transporting officer will sign the chain of custody on the MSP Form 67 and transport the 
evidence to the Maryland State Police Crime Laboratory.


4.
In the case of CDS evidence, all items submitted for laboratory analysis must be accurately 
described and recorded on a Request For Laboratory CDS Examination (MSP Form 67A) and 
the evidence must be properly packaged.  Personnel assigned to the Maryland State Police 
Crime Laboratory Division will inspect the sealed evidence container(s), custody form(s) and 
laboratory request form for accuracy and completeness.  Sealed CDS evidence will be placed 
in the laboratory vault by lab personnel and the appropriate entry will be placed on the chain 
of custody by that individual.  The sealed evidence and proper documentation will remain 
secure and unopened until analysis by forensic chemists.  Any discrepancy between evidence 
reportedly submitted and evidence received by the laboratory chemist will be documented by 
the chemist and reported to the Elkton Special Operations Lieutenant.


                       

                        
 

       
       


5.
After analysis, the Crime Laboratory staff will return the evidence to the Special Operations 
Lieutenant, or designee, who will again sign MSP Form 67 or 67A.  One signed copy will be 
retained by the Crime Laboratory Division as the analyzing chemist case file copy.  The original 
copy of MSP Form 67 or 67A will remain with the evidence.  Upon destruction, the original 
copy of the MSP Form 67 or 67A will be attached to the analysis report, and forwarded to the 
Special Operations Lieutenant for filing.

G.
Storage


1.
Custodial Officer



The Special Operations Lieutenant will be the appointed custodial officer for all evidence 
controlled dangerous substances (CDS) and property.  Another police employee of his staff 
may be named to assist in the storage and security of the property room.  


2.
Storage Provisions



a.
A storage area for property held (CDS, evidence, found and recovered property) must, 

by its very nature, be a separate entity and not utilized to store Department firearms, 

ammunition, riot control equipment, auto supplies, records, or any other material not 

considered property held. 




1)
CDS shall be stored separately as outlined in CDS procedures of this Section.




2)
All evidence should be separated or physically stored apart from other 



property held. 




3)
Authorized Personnel ‑ Only personnel authorized by a Chief of Police will 


have access to the property held storage areas.  Efforts will be made to keep 


access of personnel to a minimum.  



b.
Whenever property comes into the possession of the Department, the officer will 

temporarily place the property in the temporary evidence lockers or a secure location.


3.
Identification  



a.
All stored property shall be properly identified by a Property Record number.



b.
A Property Held Tag (EPD Form 45) shall be attached to all property or containers 

holding such property, unless an evidence envelope or heat sealed pouch is used.


                       

                        
 

       
       


4.
Evidence Temporarily Removed from Storage



a.
The Chain of Custody portion of the property log will be completed any time that  

property is placed into or removed from storage.



b.
Laboratory Examination




1)
Evidence taken from the storage area to be analyzed at a laboratory or 



ballistics facility will be recorded on MSP Form 67.  The original copy of the 


MSP Form 67 will be transmitted with the evidence to maintain chain of 



custody.




2)
Upon acceptance of evidence by the Crime Laboratory Division, a copy of the 


Request for Laboratory Examination (MSP Form 67) will be issued.  This 



receipt will be returned to the Department and filed.




3)
After the analysis has been completed and the evidence returned to storage, 


the original Request for Laboratory Examination (MSP Form 67) and the 



Examination/Analysis Results will remain with the evidence.




4)
After final disposition of the property, the original MSP Form 67 showing the 


chain of custody and the Examination/ Analysis Results will be filed in the 


closed property record files.



c.
Court Exhibits




1)
Whenever evidence is taken from the Property Room to be used in courts as 


exhibits and is retained by the court, a completed Court Evidence Receipt will 


be obtained from the applicable court and filed in the property records room.  


The court will keep the property record.  Proper entry will be made to the 


Electronic Property Log.  If the court disposes of any property without 



returning it to the Department, a representative of the court should sign the 


release portion of the Property Record.  If such representative of the court 


refuses to sign, this fact will be so noted on the form.


                       

                        
 

       
       




2)
Personnel should not automatically consider a Court Evidence Receipt as a 


final disposition for purposes of property held procedures.  The Special 



Operations Lieutenant shall see that personnel follow-up on evidence 



retained by a court.  When the case has been adjudicated and the property 


has been retained by the court, personnel are to obtain the property and 


process according to Department policy.  If the court refuses to return the 


property or has disposed of same, it will be noted on the copy on file.  

H.
Inventories


1.
Semi-Annually during the months of March and September, the Special Operations Lieutenant 
or his designee will conduct a physical inventory of all property held by the Department.  This 
inventory is to consist of an item‑by‑item comparison between the stored property, the 
Property Records and the Property Log.  In cases where evidence or CDS is in properly sealed 
containers and careful examination does not indicate the seals have been tampered with, the 
package should not be opened.  Inventories shall be completed by the last day of the 
inventory month and approved by the Chief of Police.  A list of items held in the property 
room for each officer is disseminated; at which time the officer is required to return the 
report with the disposition appropriate for each item.


2.
At the end of each inventory, a memorandum will be forwarded to the Chief of Police.  The 
memorandum will enumerate all open property record numbers.  It will state whether or not 
the inventory was complete and note any discrepancies.


3.
The Special Operations Lieutenant will promptly forward to the Chief of Police a detailed 
report describing all discrepancies found during an inventory, and will initiate an investigation 
to resolve such discrepancies. 



If the investigation fails to explain the discrepancies and the property cannot be located, the 
Special Operations Lieutenant will request administrative closure of the items contained in the 
detailed report.


4.
The availability of court disposition information obtained via METERS or the Maryland 
Judiciary web site can be used to assist in determining the status of property being held as 
evidence.  The ultimate decision regarding the final disposition of property held as evidence or 
recovered property lies with the investigating/arresting officer.


5.
The Chief of Police, or designee, will periodically make checks of the Property Records and 
property storage areas to ensure the integrity of the system.


                       

                        
 

       
       


6.
Whenever there is a change of Special Operations Lieutenant or property room personnel, all 
property held will be physically inventoried by the officer who will be leaving and his 
replacement.

I.
Controlled Dangerous Substance Procedures                                          


The following procedures have been established for the handling of all alleged or known CDS and paraphernalia containing CDS, which has been acquired by members of the Department.


1.
General Provisions



a.
When CDS or suspected CDS is taken into custody it will be secured in a Department 

approved, heat sealed, clear polyester evidence pouch.  The package will be identified 

with the adhesive label provided.  Officers will use the following guidelines for 


securing CDS evidence:




1)
Do not staple the polyester pouch anywhere, except on the outside pre-sealed 


edges.




2)
Leave the evidence in the original package in which it was seized unless you 


are taking a random sample.  If the items were not seized in a package or 


container and you personally package them for security/safety reasons, make 


sure the evidence is visible, if possible, for verification of the contents during 


changes in custody and inventory inspections.




3)
Do not put loose material in the polyester pouches.  If there is more than one 


item package the items separately and then place them in the pouch.  If two 


or more items are placed into a pouch without being properly separated each 


will cross contaminate the other.




4)
Attach the case information label on the same side as the heat seal with the 


heat seal to the right of the label.




5)
The sealing officer will place their initial on the heat seal using an 



indelible/permanent ink felt tip marker.


                       

                        
 

       
       



b.
A Property Sheet (MSP Form 67 or 67A) will be immediately executed by the seizing 

officer for any amount of CDS or suspected CDS taken into possession regardless of 

how small.  CDS or suspected CDS, including paraphernalia containing CDS, seized as 

evidence or otherwise acquired will be recorded on a Property Record independent of 

any other property relating to the same incident.  




1)
The suspected CDS will be weighed by the seizing officer and verified by the 


on-duty patrol supervisor.  If the on-duty patrol supervisor seized the CDS, the 


CDS will be verified by an officer of equal or greater rank.  Residue in 



paraphernalia or packaging will not be weighed.




2)
The suspected CDS weight will be entered on the investigative or incident 


report to the right of the description of the CDS, after being confirmed by the 


patrol supervisor.  The supervisor’s approval signature indicates that the 


supervisor has verified the weight.  The weight will be followed by “GWT” 


(gross weight) when CDS is weighed in a package, bottle, or other container.




3)
The investigative or incident report will be the only form that indicates CDS 


weight determined by Department personnel.  Residue or trace suspected 


CDS will have the word “Trace” indicated on the investigative or incident 


report.  Example: suspected trace cocaine in small plastic bag.



c.
A Request for Laboratory CDS Examination (MSP Form 67A) will be completed for any 

CDS or suspected CDS evidence requiring analysis.  The form will be typed.  Do not 

hand print or write this form.  Five copies of MSP Form 67A will be submitted to the 

MSP Crime Laboratory Division with the CDS evidence. 




1)
Officers will insure that the description of evidence on the investigative or 


incident report matches that indicated on the MSP Form 67A.  Descriptions 


that are worded differently may cause confusion or defense counsel 



challenges.




2)
List the items on the MSP Form 67A and investigative or incident report in a 


descending order of importance.




3)
The suspects’ names must be typed on the MSP Form 67A.  Alias/A.K.A. 



names are permitted.


                       

                        
 

       
       




4)
Enter only one defendant on the form unless it is a constructive possession 


incident.




5)
The Chain of Custody on the MSP Form 67A must be complete and correct.





a)
Line 1 - Original Source - Enter the name of the person or the specific 



location from which the evidence was obtained, e.g., address, 




suspect’s vehicle, etc.




b)
Line 2 - Enter the signature of the person who takes possession of the 



evidence at the original source.





c)
Lines 3-13 - Enter the signature of the next person handling the 




evidence, or location where the evidence is placed, for example lock 



box or property room.  This includes the signature of the person who 



takes possession to move the evidence from a lock box to the 




property room.





d)
Line 4- The signature of a person or the name of the location where 



the evidence is placed will be recorded on the next available line in 



sequential order.





e)
Line 5- The path of the property will be recorded in sequential order 



until the disposition of the property is made. 




6)
Signatures must be legible.  If not, type it, and sign it.



d.
Only items that need to be analyzed will be submitted to the MSP laboratory. 


Paraphernalia (pipes, cigarette papers, empty capsules, spoons, plastic bags, bongs, 

etc.) absent evidence of CDS residue will not be recorded or packaged as prescribed 

for CDS.  Generally, unless the item contains evidence of CDS, it will be recorded, 

processed and disposed of according to those procedures established for personal 

property or evidence.  MD Crime Lab will no longer accept marijuana for testing when 

civil citation is issued.  


e.
The following procedures will be adhered to in obtaining forensic assistance from a 

Crime Laboratory chemist when circumstances specifically relate to the handling, 

preservation, transportation or analysis of substances normally associated with the 

manufacturing and/or trafficking of illicit drugs (i.e. liquid PCP, ether, hydrochloric 

acid, potassium carbonate, etc.).
                       

                        
 

1)
In order to ensure the safe handling and appropriate disposition of these illicit 


substances which may pose a threat to personal safety, Department 



personnel who encounter such substances (either by design or unintentionally 


during search and seizure, controlled buys, drug interdiction, etc.) shall seek 


the advice of a Maryland State Police on‑call forensic chemist as soon as 


reasonably possible.




2)
Individuals requesting consultation with a chemist should contact the Crime 


Laboratory Division, Monday through Friday, 0830 to 1630 hours.  At all other 


times, they should contact the MSP Telecommunications Division duty officer 


at (410) 653-4200.




3)
If it is determined that any substance poses a threat the following steps 



should be taken to minimize risk to personal safety:





a)
The immediate area around the substance will be vacated.





b)
The MSP Telecommunications Division duty officer will be contacted 



and requested to notify:






(1)
the appropriate explosive/ bomb specialist from the State Fire 




Marshal's Office when considered extremely volatile, or






(2)
the Hazardous Material Unit of the State Fire Marshal's Office 




for guidance and containment equipment.






(3)
The closest fire department will be requested to stand by with 




appropriate equipment until the situation is neutralized, 




when circumstances indicate the necessity.






(4)
When conditions are safe, a small sample of the substance 




should be collected for analysis and an order to destroy the 




remaining substance will be obtained from the State's 





Attorney.






(5)
The collected sample will be immediately transported to the 




Crime Laboratory by the investigator, Crime Scene Unit 





personnel or on‑call chemist, according to established 





Department procedures for a priority examination.


                       
                 
 

       
       




4)
If it is determined that the substance does not pose an immediate threat, the 


chemist and/or MSP Crime Scene personnel will collect, preserve and 



transport the substance to the laboratory for analysis according to established 


procedures as set forth elsewhere in this section.



f.
Hypodermic Syringes & Needles




1)
There are serious health hazards involved when handling hypodermic syringes 


and needles.  Therefore, they should be handled only when necessary and in a 


most careful manner.  All such items should be presumed to be infectious and 


extreme caution should be exercised to avoid pricking the skin with the 



needle or allowing any part of the syringe to come into contact with an open 


cut or scratch.  Rubber gloves should be worn anytime a possible infectious 


item is handled, as well as when making searches of areas where such items 


may be encountered.  Searches should first be made visually, if possible, using 


a mirror if necessary, to observe difficult areas, i.e., under vehicle seats, 



unexposed shelves, etc.  All such searches should be conducted in a careful, 


slow and deliberate manner.




2)
Hypodermic syringes and needles, unless absolutely critical to prosecution of 


a major case, will not be routinely analyzed by the MSP Crime Laboratory.  It is 


of paramount importance when determining the significance of such evidence 


to weigh the inherent dangers involved against the seriousness and probable 


disposition of the case if the analysis is not performed.  In many cases, there 


are other less hazardous exhibits emanating from the same case which can be 


introduced into evidence with more substantial results.




3)
All syringes and needles fall under the categories of infectious waste or 



hazardous materials and will be disposed of using an "Infectious Waste" 



Sharps container.  The container will be kept in the processing area, or similar 


location, and will be conspicuously marked with a "BIOHAZARD" sign. 




4)
The on duty patrol supervisor will make an immediate determination of the 


evidentiary value of the needle or syringe.  The criteria employed when 



making this decision should be the seriousness of the offense versus health 


hazards involved, coupled with predetermined procedures as established with 


the State's Attorney.  When possible, photographs should be used as second 


best evidence.


                       

                        
 

       
       




5)
Upon determining that necessary criteria for analysis has been met, the 



supervisor or his designee will sign the Request for Laboratory Examination 


(MSP Form 67) at the bottom of the "List of Articles" block indicating 



justification exists and the request is properly authorized.




6)
All syringes, needles and similar sharp hazardous objects which have no 



probative value or are determined not to be crucial evidence will be inserted 


into the "Infectious Waste" Sharps container.  They should be inserted needle 


point down without bending, cutting, snipping off, or, in any way tampering 


with the needle; leaving them capped if recovered capped and uncapped if 


recovered uncapped.




7)
When the container is reasonably full, it will be transported to Union Hospital 


for proper disposal, at which time a replacement container will be issued. 




8)
All syringes and needles will be disposed of in this manner.  No other disposal 


device or method will be substituted by Department personnel. 


 2.
Chain of Custody



a.
When CDS is originally placed in, removed from, or returned to storage, the date and 

ID number of the property officer will be recorded in the Chain of Custody Section of 

the Electronic Property Record.



b.
Laboratory Analysis




1)
All CDS and suspected CDS evidence requiring a laboratory analysis will be 


expeditiously transported to the laboratory by Elkton Police Department 


personnel.



2)
All CDS evidence transported to the laboratory must be properly sealed and 


accurately described on the Request for Laboratory CDS Examination (MSP 


Form 67A) because it will not be opened for visual inspection and verification 


until analysis by a chemist.  If the original seal of the evidence pouch(es) 


appears to have been tampered with, the laboratory evidence coordinator will 


have the individual transporting verify weight and count of evidence and 


reseal.  The individual transporting CDS to the laboratory will complete the 


chain of custody portion on the MSP Form 67A indicating receipt of the items 


and their deposit at the laboratory.   The evidence coordinator will verify 

                       

                        
 

       
       





receipt by date stamping all copies and give the individual transporting the 


CDS or suspected CDS a copy of the receipted MSP Form 67A and a receipt for 


the Department’s files.




3)
After analysis, the remaining CDS will be verified by weight or count and 


recorded by the analyst.  The CDS will then be resealed in the Evidence 



pouch(es).  The original Request for Laboratory CDS Examination (MSP Form 


67A) and the Examination/Analysis Results will be returned to the Department 


securely attached with the evidence for storage in the Department property 


room.




4)
When a large quantity of CDS or suspected CDS is seized, it is necessary to 


submit only a sampling for laboratory examination.  For CDS in capsule or 


tablet form in quantities of fifty or more identical items, 10 percent of like 


capsules or tablets would be submitted.  When bulk exhibits (greater than one 


kilogram) of Marijuana, Cocaine or other such substances are seized, submit 


random samples taken from each bale, kilo, etc.  Each sample should be about 


one gram and no more than ten samples from any one bale, kilo, etc. should 


be submitted.  Only random cuttings of leaves, flowering tips, stems and seed 


stalks from Marijuana plants larger than one foot should be submitted.  



Seizures, including large numbers of plants (more than twenty) should follow 


the 10 percent random sampling guide specified for tablets and capsules.  


Guidance pertaining to the submission and storage of large quantities of other 


CDS may be obtained directly from the MSP Crime Laboratory Division.  In the 


above instances the same property number with the addition of an alphabetic 


character will be assigned to cover any sample that is sent to the Crime Lab 


for analyses.  The officer creating the new number will do so manually in the 


records management system.  (EXAMPLE-00001758 will become 00001758A) 


no dash or space will be used.


                       

                        
 

       
       




5)
CDS or suspected CDS submitted for analysis will be entered in the Evidence 


Chain of Custody section of the Property File by the Property Room Custodian.  


Any time that portions of a larger amount of CDS are sent to the Crime Lab for 


analyses a supplemental report will be completed detailing those persons 


involved in the separating of the smaller portions and the weights or amounts 


taken.  Weights and amounts will be verified in the same manner described 


previously in this chapter.  Amounts of CDS, suspected CDS, and paraphernalia 


containing CDS remaining in the CDS evidence storage facility will be listed on 


the Property Record with the notation "Remaining in Storage" along with any 


package number(s) containing the material or paraphernalia.  For example, 


one property record is completed with the following entries:





a)
Twenty‑five capsules of suspected CDS submitted for analysis - 




package 96‑001 #1 of 5; 975 like capsules remain in storage ‑ package 



96‑001 #2 of 5





b)
Five pipes with suspected CDS residue remain in CDS storage facility ‑ 



package 96‑001 #3 of 5





c)
One package containing two grams of suspected CDS, submitted for 



analysis in package 96‑001 #4 of 5; 998 grams suspected CDS remain 



in CDS storage facility in package 96‑001 #5 of 5




6)
To assist in the successful prosecution of CDS cases, it may be advisable to 


photograph all large seizures of CDS prior to submission for analysis.



c.
Court Custody




1)
When CDS or suspected CDS is taken into custody by the court, the Court 


Evidence Receipt will be added to the original case file.  The Property Room 


Custodian will make the necessary entries to the Chain of Custody in the 


records management system, to establish that the property is no longer in the 


possession of the Department.  Upon completion of the judicial proceedings, 


and return of the evidence to the Department's custody, the completed Court 


Evidence Receipt will be entered into the case file and a copy attached to the 


property record (MSP 67 or 67A).  The Property Room Custodian will make 


entries in the Chain of Custody of the Property File to show that the property 


has been returned to the Property Room. 


                       

                        
 

       
       




2)
In the event it is necessary to open a sealed CDS evidence pouch for judicial 


proceeding or any other purpose, the weight or count shall be verified upon 


return to the Department and whenever a change of custody takes place 


thereafter.





NOTE:  During inventories or upon change of custody of the sealed pouch 


after laboratory analysis, the recipient or employee conducting the inventory 


shall inspect the evidence pouch and verify that the seal is intact.  Any 



indication that the seal or pouch has been tampered with or altered in any 


manner shall be cause to immediately notify the Chief of Police.  The Chief of 


Police shall be responsible to initiate appropriate action.


3.
Storage



a.
The Special Operations Lieutenant or designee is responsible for the security and 

storage of all CDS or suspected CDS and paraphernalia containing CDS.



b.
The storage containers for CDS evidence will be separate from other types of 


evidence.


4.
Procedures for Destruction of Controlled Dangerous Substances



a.
CDS or suspected CDS and paraphernalia containing CDS which is not needed as 


evidence will be destroyed semi-annually during March and September.  In cases 

where CDS awaiting destruction is creating a storage or security problem, special 

arrangements may be made with the Chief of Police for its immediate destruction.  

The Special Operations Lieutenant, with the concurrence of the Chief of Police, will 

identify which CDS and paraphernalia containing CDS that is in custody is to be 


destroyed.



b.
The Special Operations Lieutenant is responsible for coordinating and transporting all 

CDS, suspected CDS and/or paraphernalia containing CDS, which is available for 


destruction.  Upon receipt of the items for destruction, the release portion of the 

Property Record shall be executed. 


                       

                        
 

       
       



c.
The Special Operations Lieutenant shall record the following information on all CDS or 

suspected CDS and paraphernalia containing CDS received for destruction:




1)
Property Record Number




2)
Date received




3)
Date destroyed




4)
Signature of person destroying CDS or suspected CDS and CDS paraphernalia




5)
Signatures of person(s) witnessing destruction

5.
Storage Problems Requiring Destruction of Large Amounts of Drugs.



The destruction of drugs may be carried out when long term storage, if a large quantity of 
marijuana seized, is impractical.  The procedure for such destruction is as follows:



a.
Obtain written authorization, prior to the destruction, from the state's attorney's 

office prosecuting the case and the Chief of Police.



b.
Photograph the drugs to be destroyed in its entirety.



c.
Retain random samples for prosecutorial purposes, if necessary.



d.
Have the Special Operations Lieutenant or designee destroy the drugs only by 


incineration at an incineration site.



e.
Appoint employees to witness the destruction.



f.
Immediately following the destruction, the Special Operations Lieutenant or designee 

will forward to the Chief of Police, a report listing the date, time, location and method 

of destruction, description of the drugs destroyed, name of the employee who 


destroyed the marijuana, and names and rank of witnesses to the destruction.  Attach 

to the report photocopies of the closed   property records and the state's attorney's 

written authorization to destroy the drugs.


6.
CDS for Display, Demonstration and Investigative Purposes



Except for laminated marijuana leaves, all CDS samples contained on display boards or 
plaques, in kits, or in other educational or public information materials maintained by the 
Department or under the control of any employee of the Department shall be simulated.


                       

                        
 

       
       

J.
Firearms        


1.
Determining Ownership



a.
Police employees who seize or otherwise receive a firearm shall attempt to identify 

ownership by searching the Maryland State Police firearms registration file or the 

Baltimore City Police Department's firearm registration file (if the owner is believed to 

be a Baltimore City resident).  The Officer requesting the trace should personally 

examine the weapon to determine the manufacturer, the type of weapon, model 

designation, caliber or gauge, magazine or cylinder capacity, barrel length, finish, 

serial number, identifying marks, and any other information that would aid in tracing 

ownership.  The reason for the trace should accompany every such request.



b.
A request for a trace will be done in-house through the ATF website.



c.
Whenever any handgun comes into the possession of the Department, or whenever 

an individual is found to be in possession of a handgun, either with or without a 


handgun permit, the following procedures will be followed:




1)
The upper portion of MSP Form 97‑A will be completed and forwarded to the 


Licensing Division, Handgun Permit Unit.  The employee completing the form 


will indicate whether the form is being utilized as a "Stop and Frisk Report, 


"Firearms Incidental to Arrest Report, "Trace Report," or as any combination 


of the three.  The Handgun Permit Unit will complete the lower portion of the 


form, indicating ownership history of the handgun, whether the weapon or 


the owner has been the subject of other inquiries, any handgun permit 



violation which may be involved, any other pertinent information, and return 


the form to the employee initiating the report.




2)
Information on handguns may be requested by METERS, telephone, or in 


person if circumstances require an immediate response.  However, in all 


instances, such inquiries must be followed with a completed MSP Form 97.




3)
Whenever a confiscated gun requires test firing the determination as to the 


necessity of the test will be made by the investigating officer and his 



supervisor.  (Review of charges or circumstances of the confiscation) if a test 


fire is required the Property Room custodian will arrange with the 



Departments Armorer to conduct the test.  The Armorer will determine if the 


weapon can be safely test fired and then make arrangements to fire the 



                       

                        
 

       
       




weapon at a firing range that is normally used by the Department for annual 


fire arms qualifications.  If it is determined that the weapon cannot be safely 


fired the weapon may be sent to the Maryland State Police Crime Lab for testing.


2.
Handguns        



a.
Authority




The disposition of seized handguns in Maryland is regulated by Criminal Procedure

Article §§13-201-13-206, Annotated Code of Maryland.  The following procedures 

shall be used in the handling and disposition of handguns that come into the 


possession of employees of the Elkton Police Department.



b.
Disposition




1)
When a handgun is confiscated pursuant to Criminal Law 4-203, or has 



otherwise come into the possession of an employee of the Elkton Police 



Department, the Special Operations Lieutenant will make disposition of the 


handgun.  Such disposition may include:





a)
A return of the weapon to the owner after review of the case has 



indicated it is not needed as evidence and that the owner did not use 



the weapon or knowingly permit it to be used in violation of Criminal 



Law 4-203





b)
Retention of the weapon for use as evidence in a criminal case or 



criminal investigation.  If the weapon is used as evidence, it will be 



returned to the department for disposition (destruction or returned 



to owner). 





c)
Retention of the weapon if evidence indicates it was used in violation 



of Criminal Law 4-203.




2)
Release Requirements:





a)
Proof of positive ownership





b)
The claimant must not:






(1)
Have been convicted of a crime of violence


                       

                        
 

       
       






(2)
Have been convicted of a misdemeanor crime of domestic 




violence (as defined under Title 18 of the United States Code)






(3)
Be a fugitive of justice






(4)
Be an unlawful user of or addicted to alcohol, marijuana, 




depressant or stimulant drugs or narcotics






(5)
Have been adjudicated as mental defective or committed to a 




mental institution






(6)
Be under the age of 21 for handguns or under 18 for long guns






(7)
The firearm in question must not be illegal or considered 




contraband.




3)
The owner, if identified, shall be properly notified by certified mail, "Return 


Receipt Requested," by the Special Operations Lieutenant concerning the 


disposition of all firearms.



c.
Appeal




1)
When the reviewing officer has determined that the handgun should be 



forfeit the owner shall be notified as previously provided for and may apply 


within thirty days to the Elkton Police Department for a review to determine 


whether he knew or should have known that the handgun was worn, carried, 


transported, or used in violation of Criminal Law 4-203 and whether he is 


qualified to possess it.  Qualification for possession is the same as for sale or 


transfer under Public Safety Article , Title 5.  Knowingly giving false 



information or making a material misstatement in the application for review 


or any investigation pursuant thereto subjects the appellant to the penalties 


set forth in the Public Safety Article , Title 5 of the Annotated Code of 



Maryland.




2)
Upon timely receipt of an application, the Special Operations Lieutenant shall 


review the appeal, paying particular attention to whether the owner knew or 


should have known of the use or intended use of the handgun in violation of 


Criminal Law 4-203.  If the Special Operations Lieutenant rules in favor of the 


owner, the handgun shall be released to the owner, if he is qualified to 



possess it, unless it is needed as evidence in a criminal case or investigation.  


                       

                        
 

       
       





In the latter case, it shall be disposed of by the court at the conclusion of the 


litigation.




3)
If the Special Operations Lieutenant determines that the handgun should be 


forfeit, the owner shall be so notified at his last known address by "Certified 


Mail, Return Receipt Requested," and may, within thirty days thereafter, 


petition the appropriate District Court to release the handgun to him.  The 


Special Operations Lieutenant shall be responsible to coordinate with the 


State's Attorney, or designee in presenting the State's position to the District 


Court at such a review.  When an appeal is made to the District Court, a copy 


of the papers filed by the individual and a copy of the investigation will be 


forwarded to the Chief of Police.  He will review the matter and assist in 



coordinating the Department's position with the State's Attorney, or designee.




4)
In a proceeding in a criminal case involving a seized handgun, a Court may 


order forfeiture or release of the seized handgun in accordance with the 


criteria established for release in Criminal Procedures Title 13.  Persons who 


have made written claim of ownership of a handgun to the Elkton Police 


Department or the State's Attorney shall be notified of the judicial 



proceedings and of the claimant's right to present his claim at those 



proceedings, except that a claimant who has completed the review procedure 


provided by the seizing Department shall not have the right to a review before 


the Court.




5)
If no timely application for a review by the Department or the District Court is 


effected, or order for the release of the handgun by the Criminal Court is 


issued, it shall be forfeited without further proceedings and destroyed or 


disposed of pursuant to Criminal Procedure Article §§ 13-201 – 13-206, 



Annotated Code of Maryland.  


3.
Disposition of Confiscated Firearms  



All confiscated firearms which are no longer of evidentiary value and are in the possession of 
the Department and have remained unclaimed for at least sixty days will be destroyed.  


                       

                        
 

       
       


4.
Handling of Confiscated Firearms



a.
When CI Unit Investigators or the MSP Crime Scene Unit personnel are requested at a 

crime scene, firearms associated with a crime scene, when possible, will be kept in the 

actual condition and location in which they are found with the exception of firearms 

that are cocked.  All firearms found cocked at a crime scene will be un-cocked as soon 

as safe conditions so permit.  CI Unit Investigators and/or MSP Crime Scene Unit 

personnel will handle and transport confiscated firearms in accordance with 


established evidential procedures.



b.
Confiscated firearms not requiring the attention of investigators or the MSP Crime 

Scene Unit will be made safe, unloaded, as soon as safe conditions so permit.



c.
As a general rule, confiscated firearms will be placed in the trunk when being 


transported in Department vehicles.



d.
As a general rule confiscated firearms will be made safe, unloaded, prior to being 

brought into the Police Station for storage in the property room.



e.
Confiscated firearms that cannot be unloaded because of unfamiliarity with a weapon 

or a weapon malfunction will be so tagged and stored in the property room.  As soon 

as possible, the Department armorer or firearms instructor will be requested to make 

such weapons safe.  Notes will be made on the conditions under which such weapons 

are confiscated and made available to the armorer or firearms instructor.



f.
Unloading weapons at the Department will be done in a safe location.  Firearms will 

be unloaded outside with the muzzles pointed in a safe direction.

K.  Hazardous Materials         


1.
With the ever changing technology, the likelihood of Department personnel having to deal 
with hazardous 
materials is greatly increased.  Not only are these materials being legally 
transported and used throughout the State, but they are finding their way into the criminal 
atmosphere, i.e. hazardous waste dumping, CDS laboratories, explosives, etc.  The following 
guidelines are established to assist personnel when confronted with such material in its safe 
and proper disposition.


                       

                        
 

       
       


2.
Supervisors are to ensure the handling, security, transportation and release of hazardous 
materials is performed in strict compliance with the following procedures.


3.
When it becomes apparent that the Department must deal with the storage of a hazardous 
material (defined in Chapter 32) as in the case of evidence in a criminal investigation or 
property storage situations, personnel will immediately notify the Special Operations 
Lieutenant or his designee, supplying information as to the nature of the incident and the 
details of the hazardous material in question.  Personnel will not handle, transport or store 
any hazardous materials without authorization from the Special Operations Lieutenant or his 
designee.  Supervisors will ensure that every attempt is made to provide for a safe disposition.  
Assistance may be obtained from:



a.
the Hazardous Waste Division, Waste Management Administration, Office of 


Environment Programs, Department of Health and Mental Hygiene; or



b.
the Maryland State Fire Marshal's Office; or



c.
the distributor of the material in question.


4.
Every attempt will be made to release such materials to authorized personnel at the scene for 
storage and/or disposition.


5.
Should the hazardous material be evidence necessary to a criminal prosecution, the following 
procedures will apply:



a.
Photograph the items to include proper identification, labels, placards, etc.



b.
See that the material is properly disposed of by authorized personnel 



c.
Complete a Chain of Custody and have the release signed by the representative of the 

authorized Department removing the material.



NOTE:  Should laboratory analysis and storage be necessary, members of the Maryland 

Hazardous Waste Laboratory, Spill Response Team can supply information and assistance.  
Due to substantial cost and potential hazards, commanders should utilize all "expert" 
resources available when dealing with hazardous materials.


                       

                        
 

       
       


6.
Personnel discovering violations of the hazardous waste laws, i.e. illegal dumping, storage, 
transportation, etc., will contact the Office of the Attorney General, Environmental Crimes 
Section.  This unit has the responsibility for all investigation and prosecution dealing with 
hazardous waste materials.


7.
If the hazardous material(s) are not required as evidence, a Property Record shall be 
completed and signed by the person taking custody of the material.


8.
The Property Records will follow the distribution as specified elsewhere in the chapter.  In 
criminal proceedings, the Property Records and photographs, along with other documents, 
should prevail under the "Next Best Evidence" rule.


                       

                        
 

       
       

A.
Introduction            


Disposing of vehicles abandoned, involved in accidents, or otherwise part of the many situations which may be brought to the attention of an Officer is recognized as a routine function.  It is, nevertheless, one which must be approached with a great deal of discretion for the result of misguided authority may be civil liability, or in the case of an investigation, inadmissible evidence and the resultant embarrassment of an acquittal.  The inability to respond before the fact to all of the occasions where operating guidelines may be desirable is readily recognized; consequently, it is the purpose of the Section to offer direction, in a general way, to the Officer so that he may operate on a sound, legal basis when disposing of vehicles that must be towed and stored.  It must be understood that these guidelines, where they are not governed by statute, are intended to be flexible and allow for wide discretion by the Officer in those situations where a clear-cut procedure is not prescribed.

B.
Inventory of Vehicles                     


1.
Except where specifically noted otherwise in this Chapter, whenever any vehicle is towed by a 
Department dispatched towing service or taken into custody at the direction of an Officer, a 
Vehicle Report (EPD Form 19) will be initiated. 


2.
Since the primary purpose of having the vehicle towed to a place of storage is to protect 
property from loss or damage, the Officer will examine the vehicle prior to its removal by the 
tow truck and prepare an inventory of all property therein.  All property included in the 
inventory will be recorded on the Vehicle Report (EPD Form 19), or if additional space is 
needed, on a Supplemental Report which will be attached to the report.  The same case 
number will be used for both reports. 


3.
All property in the vehicle must be inventoried, including items in unlocked baggage, unsealed 
cartons, etc.  Items in the trunk and glove compartment should be inventoried as should items 
in locked suitcases or containers, but only if a key is available.  Forced entry to a trunk, glove 
box, suitcase or other item is not permitted to complete an inventory unless express 
permission has been granted and the Consent to Search and Seize Form (EPD Form 44) has 
been signed by the owner.  Items such as clothing in a suitcase or tools in a tool kit need not 
be individually itemized, but can, for example, be described on the inventory and the Property 
Record simply as "women's clothing" or "auto mechanic tools."


                       

                        
 

       
       


4.
Certain limitations are imposed on the scope of an inventory and each inventory must be 
justified by its own circumstances.  An inventory may extend to any part of the vehicle where 
personal property would ordinarily be kept; looking elsewhere will call into question the 
Officer's motives.  Unlocked packages may be opened for the mutual protection of the Officer 
and the owner.  Evidence or contraband discovered in the conduct of a bona fide inventory 
may be seized and used to prosecute.  The burden is on the Officer, however, to show that the 
inventory was reasonable and pursuant to Department policy.


5.
Promptly after evidence is discovered during an inventory, the inventory should be halted, the 
property secured, and a search warrant obtained.  Only after execution of the search warrant 
should the inventory be completed.  (Refer to Chapter 28, Vehicle Searches.)


6.
Except for evidence, only items with a marketable value or those with an obvious attraction 
which may result in its disappearance, should be removed and placed on a Property Record.  
Personnel shall consider each item in the vehicle in connection with the circumstances 
necessitating the inventory, as well as their obligation to safeguard property when deciding 
what will be stored.  An obviously broken CB set has little appeal and/or resale value as 
compared to a leather brief case which is empty; or a soldering gun, as compared to a 
hammer.  When deciding to store property, personnel are encouraged to use good judgment 
in light of the circumstances involved, Department policy and legal requirements as addressed 
elsewhere in the patrol manual.  Vehicle equipment listed on the Vehicle Report, e.g. spare 
tire, will not be listed on the inventory nor removed from the vehicle.  



Items not removed will be locked in the vehicle, preferably in the trunk.  Those items listed on 
a Property Record will also be listed on the inventory and identified with the symbol "PH" 
(Property Held).  Permitting personal containers to be secured at the Department when the 
contents are not known may be subjecting personnel and the Town to an unreasonable and 
significant liability; therefore, luggage or other containers that are locked will not be removed 
or described on a Property Record but only on the inventory.  Even if the apparent value of 
the locked luggage or container seems significant, they will not be removed, but will remain 
locked in the vehicle, preferably in the trunk.

C.
Traffic Accidents     


1.
In those instances when the vehicle has been involved in an accident but is operable, and the 
owner/operator is able to move it, he should move it from the travel portion of the roadway 
and park it in a safe location.


                       

                        
 

       
       


2.
Where a vehicle is rendered inoperative as the result of an accident, but there is no necessity 
for having the vehicle removed immediately, the owner/operator or some other responsible 
person designated by the owner/operator must be given the option of making disposition of 
the vehicle.  However, the owner/operator should be advised that the vehicle will be classified 
as an "abandoned vehicle" if allowed to remain on public property more than forty-eight 
hours and may be towed on the authority of the Elkton Police.



a.
If the owner desires to have the vehicle towed, his choice of the business to do the 

towing will be respected subject to local and state statutes, ordinances, and 


regulations or unless the requested tow vehicle cannot respond within a reasonable 

period of time and prompt removal of the damaged vehicle is necessary.



b.
When the vehicle must be removed and such removal cannot be effected within a 

reasonable period of time by the requested tow service, the investigating Officer will 

so inform the owner/operator or other responsible person and either give him the 

opportunity to call a closer towing service or arrange through the on-duty office 


associate (with or without the owner's/operator's consent) for an approved towing 

service to respond.


3.
When the vehicle is inoperable and/or the person responsible for it cannot make immediate 
disposition, and it is impeding the free flow of traffic or creating a traffic hazard, the vehicle 
must be removed.  In these instances the Officer will arrange through the on-duty office 
associate for a Department approved tow vehicle.



a.
The investigating Officer shall request a tow vehicle through the on-duty office 


associate.  The request will include the reason why it is being made, the location of 

the vehicle, the make and registration of the vehicle, and the need for special 


equipment, i.e., a dolly for a vehicle without wheels, a heavy tow vehicle for a tractor-

trailer, etc.



b.
Only that towing vehicle dispatched by the on-duty office associate will be permitted 

to tow the disabled vehicle unless the owner/operator pays the costs incurred by the 

dispatched tow vehicle.  An officer will not request services of a particular tow vehicle; 

all requests will be made through the on-duty office associate.  The office associate 

will call the next tow service on the list.  The only exception will be in a crucial 


situation where the next tow service is not readily available. In those instances, the 

“not available” box will be checked on the Towing Log (EPD Form 21), and then next 

service will be contacted.


                       

                        
 

       
       

D.
Obstruction ‑ Unsafe Vehicles                             


1.
A vehicle that is illegally parked where it unreasonably obstructs or impedes the free flow of 
traffic or the movement of pedestrians; or where a vehicle is being operated on the highway 
in an obviously unsafe condition or is for any other reason being operated contrary to law, 
shall be removed in the manner hereafter prescribed:



a.
Where appropriate, the owner/operator shall be issued a citation for the appropriate 

violation 



b.
If the vehicle is parked and obstructing the free flow of traffic or pedestrians the 

owner/operator shall be required to move the vehicle.  If the owner/operator is 


unwilling or unable to move the vehicle then the Officer shall arrange for the vehicle 

to be removed by an authorized dispatched tow vehicle and placed in the custody of 

the tow company.


2.
If the vehicle, because of its condition, may not be legally moved on the highway, it must 
remain where it was stopped unless the location where it is to be left restricts parking in some 
manner.  If the vehicle must be moved, then the owner/operator shall be allowed to make 
suitable disposition, but in lieu of arrangements for removal by the owner/operator, the 
Officer may have the vehicle removed in the manner previously described.

E.
Owner/Operator Removed From Custody/Incapacitated                                                 


Where the owner/operator in possession of a vehicle is arrested for a traffic violation or for some other offense or is physically unable to continue operating his vehicle, and the vehicle is not required as evidence or need not be impounded for any other reason, the investigating Officer will adhere to the following procedures:


a.
Advise the owner/operator that he may, if he so desires, release the vehicle to a licensed 
driver who is willing to assume full responsibility for the vehicle and all property contained 
therein.


b.
Advise the owner/operator that he may, if he desires, secure the vehicle and allow it to 
remain at the scene, providing it will be parked in an unrestricted parking area, and the 
owner/operator agrees to assume full responsibility for the vehicle and all property left 
therein.


                       

                        
 

       
       



The owner/operator should also be advised that if the vehicle is left unattended for forty-eight 
hours and/or becomes a traffic hazard, it may be disposed of according to established 
procedure


c.
If the owner/operator chooses not to release the vehicle to a third party, or is not competent 
or is otherwise unable to make disposition of his vehicle, or will not agree to secure and 
assume full responsibility for the vehicle and property left therein, the vehicle shall be 
removed by an authorized dispatched tow vehicle and personal property shall be secured 
and inventoried in the manner prescribed by Department policy.

F.
Recovered Stolen/Wanted Vehicles                                


If a stolen vehicle, a vehicle used without the authority of the owner, or a vehicle used in connection with a criminal offense is recovered, the investigating Officer will:


a.
If necessary and feasible, arrange for the vehicle to be processed at the scene for evidence


b.
If there is no reason for holding the vehicle, release may be made directly to an authorized 
person.  Prior to the release, the Officer will complete a Vehicle Report (EPD Form 19) and a 
Car Release Authorization Certificate (EPD Form 22)


c.
If the owner of the vehicle is not available, and there is no reason for holding the vehicle, 
request the approved tow service for removal and storage 


d.
If the vehicle must be retained as evidence or for further processing, it should be removed to 
The Police Impound Yard and kept there until such time as it is no longer needed as evidence 
and has been properly claimed.  In every case, prior approval for such removal will be 
obtained from the Investigating Officer, Property and Evidence Custodian, and the Special 
Operations Lieutenant or designee.



1)
Whenever possible, a vehicle to be retained as evidence or for further processing 

should be driven from its place of recovery to the Police Impound Yard by the 


investigating Officer to provide for the proper safeguarding and chain of custody of 

evidence.


                       

                        
 

       
       



2)
When it is not possible to drive the vehicle from its place of recovery to the Police 

Impound Yard, the investigating Officer shall arrange for such removal by an approved 

tow service.  The Officer should secure the vehicle prior to towing and follow the 

vehicle as it is being towed to its destination to provide for the proper safeguarding 

and chain of custody of evidence.



3)
When a vehicle is being towed to the Police Impound Yard to be retained as evidence 

or for further processing, the investigating Officer will remain in constructive custody 

of the vehicle.



4)
The Elkton Police Department Vehicle Impound Yard is located in the southeast corner 

of the grounds of the former Town of Elkton Waste Water Treatment Plant on Pulaski 

Highway.  The yard is exclusively used for the storage of vehicles that are being held 

under the following circumstances:




Evidence processing




Seized as part of a criminal investigation (Pending Forfeiture)




Forfeited vehicles




Vehicles used by the Vice/Narcotics Unit




Under special circumstances and with the approval from the Support Services 


Lieutenant, the Cecil County Drug Task Force may store a limited amount of vehicles in 

the yard.




a)
Because vehicles may be stored as evidence the Impound Yard is a secured 


facility and access will be limited to Supervisory Personnel assigned to the 


Support Services Division.




b)
Generally when vehicles are being seized with the intent of proceeding with 


asset forfeiture, an Officer or Investigator assigned to the Support Services 


Division will be involved in the case.  In a situation when Support Services 


personnel are not involved and may not be available the on-duty supervisor 


will ensure that the vehicle is secured by impounding the vehicle following the 


procedures outlined elsewhere in this chapter.  If the vehicle is to be stored as 


evidence the duty Officer will ensure that the vehicle is temporarily secured at 


the Elkton Police Station garage and all evidence procedures are followed.


                       

                        
 

       
       

A.
Disposition of Unattended/Abandoned Vehicles  


1.
The disposition of abandoned vehicles in Maryland is regulated by the Transportation Article, 
Title 2S.  This statute provides the police with authority to take custody and to remove and 
dispose of abandoned vehicles found on public property and on private property.  The 
following policy will be adhered to by members of the department when investigating an 
abandoned or unattended vehicle. 


2.
Prior to removing an abandoned vehicle as provided in this Chapter, every reasonable attempt 
will be made to have the vehicle removed by the owner or the person responsible for leaving 
the vehicle unattended/abandoned.  Abandoned vehicles may be removed at the direction of 
the Elkton Police Department and placed in storage in any facility used for the purpose of 
vehicular storage pursuant to Section 25‑203 of the Transportation Article.  Such vehicles shall 
be construed to be in the possessive custody of that facility.


3.
Abandoned vehicles and mobile homes (Real Property Article, Tital 8A, Subtitle 14) found on 
private property shall not be removed or taken into custody at the direction of or by the 
Elkton Police Department, except when such vehicle is evidence in a criminal case.  
Transportation 
Article Section 25‑202 prohibits anyone from abandoning a vehicle on public 
property or abandoning a vehicle on private property without the consent of the property 
owner or lessee.  Appropriate enforcement action will be taken whenever a violation is 
determined and the person responsible is known.


4.
Abandoned vehicles are not to be sold at public auction except in those cases where the 
vehicle is taken into "police custody" whereby the Elkton Police Department actually takes 
physical possession of the vehicle and it is held in storage on Elkton Town property and meets 
all of the requirements of an abandoned vehicle under the provisions of the law.  In such 
event, the Chief of Police shall coordinate with the Town Administrator and Finance Office 
when making arrangements for disposition of the vehicle.


5.
Nothing in this order is intended to prevent any person, firm, or corporation who possesses an 
abandoned vehicle from disposing of that vehicle under laws applicable to the situation, 
provided the methods of disposal do not interfere with the responsibilities charged to the 
police under the Transportation Article, Title 25, Subtitle 2. 


                       

                        
 

       
       

B.
Unattended/Abandoned Vehicle on Public Property                                               


Where vehicles are found unattended/ abandoned on public property, the following procedures will be adhered to:


1.
Determine if the vehicle is stolen, wanted, or has been previously reported as unattended.  If 
the vehicle is found to be stolen or wanted, it should be processed as per established 
procedures.



2.
A Complaint Control Number is the only report required when the vehicle is not stolen or 
wanted and not previously reported.  


3.
The officer reporting the incident will make a reasonable effort to contact the owner and 
advise him to remove the vehicle within 48 hours or it will be removed and stored as an 
abandoned vehicle.  Reasonable effort will be made to telephone contact or personal contact, 
when feasible in the department's area, and telephone contact elsewhere within Maryland 
and adjoining states, when practical.         


4.
If a vehicle has been recorded as unattended for 48 hours, removal and storage may be 
directed by the patrol supervisor.  The patrol supervisor will verify that reasonable effort has 
been made to contact the owner prior to storage.  


5.
If a vehicle has been left unattended on any portion of a primary or secondary highway, and is 
in violation of any of the provisions of ' 22‑408 of the Transportation Article, the patrol 
supervisor may authorize its removal and storage as an abandoned vehicle.  The patrol 
supervisor will insure that reasonable effort has been made to contact the owner prior to 
storage.

6.
The actual removal of a vehicle abandoned on public property will be covered as a separate 
incident under a separate Complaint Control Number.  The officer will complete and submit a 
Vehicle Impound Report, indicating that the vehicle is abandoned on public property and has 
been stored.  The vehicle's VIN will be physically verified.

C.
Abandoned Vehicle on Private Property


In response to complaints of vehicles and mobile homes (Real Property Article, Title 8A, Subtitle 14) abandoned on private property, the following procedures will be adhered to: 


1.
The Department will initiate a Complaint Control Number covering the abandoned vehicle 
incident.   


                       

                        
 

       
       


2.
Upon contact with the complainant, the assigned officer will determine if the vehicle in 
question is stolen or wanted.  If so, it will be processed as per established procedures. 


3.
The officer will assist the complainant in the completion of MVA Form #CS‑77, Application to 
Dispose of an Abandoned Vehicle.  In every case, this form must be signed by the complainant 
and the vehicle's VIN verified by the officer.


4.
In addition to the above form, the officer will complete a Vehicle Impound Report, noting the 
facts pertaining to the abandonment of the vehicle and the notification procedures that have 
been taken.


5.
Upon completion of the initial incident investigation, the Vehicle Impound Report will be 
submitted with the completed MVA Form #CS‑77 attached.

D.
Abandoned Vehicles in Garages


In response to complaints of vehicles abandoned in a garage used or parking, towing, storing, servicing, repair or maintenance of vehicles, certain procedures will be adhered to.


1.
The responding officer will initiate a Complaint Control Number covering the abandoned 
vehicle incident, except that in the case of a vehicle stored at the facility by direction of the 
Elkton Police Department, the incident will be handled as a follow-up to the original impound 
incident.


2.
Upon contact with the complainant, the assigned officer will determine if the vehicle in 
question is currently listed as stolen or wanted and, if so, it will be processed as per 
established procedures.


3.
If the vehicle is not stolen or wanted, ascertain if:



a.
the vehicle has been at the garage in excess of ten days following a notice by 


registered mail, return receipt requested by the addressee, to the owner to pick up 

the vehicle.



b.
the vehicle has been at the garage in excess of ten days after the period when, 


pursuant to contract, the vehicle was to remain on the premises.



c.
the vehicle has been at the garage in excess of ten days after it was left by someone 

other than the registered owner or by a person authorized to have possession of the 

vehicle
under a contract or use, service, storage, or repair.


                       

                        
 

       
       


4.
If any of the above conditions have been met and after the officer obtains copies of any 
documents verifying that they have been met, the complainant will be assisted in completing  
MVA Form #CS‑77, Application to Dispose of an Abandoned Vehicle.  In every case, the form 
must be signed by the complainant and the vehicle's VIN number verified by the officer.


5.
In addition to the above form, the officer will complete a Vehicle Impound Report, noting the 
facts pertaining to the abandonment of the vehicle and the notification procedures that have 
been taken.  In the case of a vehicle that was placed in the garage by direction of the Elkton 
Police Department, a Supplemental Report will be used as a follow-up to the original Vehicle 
Impound Report that was submitted.

E.
Administrative Procedures                         


1.
The Chief of Police shall establish an abandoned vehicle program designed to implement the 
provisions of the Abandoned Vehicle Laws.  The Support Services Lieutenant shall be in charge of 
this program.  In addition to the procedures specified hereunder, the Support Services Lieutenant 
will be responsible for the maintenance of the Vehicle Impound Files.


2.
The notification procedures required by law and as outlined in this Order will not be necessary 
when the abandoned vehicle is over eight years old and has no engine or is otherwise totally 
inoperable, and these facts have been verified by an on‑site physical inspection of the vehicle by 
the Support Services Lieutenant.  When completed Vehicle Impound or Supplement Reports 
dealing with an abandoned vehicle are received, one copy with attachments, when required, will 
be turned over to the radio dispatcher.  Upon receipt of reports, the Office Associate will initiate a 
METERS inquiry to the State Motor Vehicle Administration to determine the owners and lien 
holders associated with the abandoned vehicle.  The METERS printout received will be retained 
with other documentation pertaining to the abandoned 
vehicle.


3.
If the abandoned vehicle investigation indicates that the vehicle may be titled or registered in 
another jurisdiction, that jurisdiction should be contacted and reasonable attempts should be 
made to establish ownership.  If the owner and/or lien holder can be established, the Support 
Services Lieutenant will as soon as reasonably possible and in any event within seven days, 
prepare and mail a Notice of Intention to Dispose of an Abandoned Vehicle (MVA Form 
#CS‑88).  
This notice shall be sent to the last registered owner and lien holder by certified 
letter, return 
receipt requested, signed by the addressee.  In all cases, one copy of the Form #CS‑88 will be 
retained for the Vehicle Files.  In the case of an abandoned vehicle removed at the direction of the 
Elkton Police Department, one copy of Form #CS‑88 will be forwarded to the licensed auto wrecker 
having custody of the vehicle.


                       

                        
 

       
       


4.
If the registered owner and lien holder is unknown and cannot be reasonably determined, the 
Support Services Lieutenant will prepare a notice for posting in the Cecil County Court House.  
The notice shall appear within fifteen days from the date of removal of the abandoned vehicle 
from public property or from the date application for disposal was made, except that in the 
case where the registered or certified mail is returned as undeliverable, the notice shall be 
published within seven days of such return.  One copy of the notice will be retained for the 
Vehicles File.

F.
Suggested guide ‑ Court Notice


NOTICE OF INTENT TO DISPOSE OF ABANDONED AND STORED VEHICLE(S)


The motor vehicle(s) described below have been found abandoned at Crouse Auto Body, 378 W. Main Street, Elkton, MD.  The owner(s) and lien holder(s) are hereby informed of their right to reclaim the vehicle(s) upon payment of all charges and costs resulting from the towing, preservation and storage of the vehicle(s).


The failure of the owner(s) or lien holder(s) to reclaim the vehicle(s) within three weeks of the date of this notice shall be deemed a waiver by the owner(s) or lien holder(s) of all rights, title and interest and thereby consent to the sale of the vehicle(s) at public auction or to have it otherwise disposed of in a manner provided by law.  For information, contact the Elkton Police Department at (410)398-4200.                                   


Make:
Model:    Year:
Serial no.:
(MVI No.)  (EXAMPLE:)


Ford 
2 DS
1949
48B‑67582
(96-001)


If the abandoned vehicle is not reclaimed within three weeks from the date notification was mailed or within three weeks of the date publication appeared in a newspaper, the following disposition will be made:


1.
If the abandoned vehicle was removed from public property at the direction of the Elkton 
Police Department, the abandoned vehicle supervisor will prepare a Vehicle Release 
Authorization Certificate, and forward same to the licensed wrecker or scrap processor having 
custody of the vehicle.  This form will contain a comment to the effect that notification 
procedures required by law have been complied with and the licensed wrecker or scrap 
processor is free to dispose of the vehicle through procedures provided in the law.  A copy of 
the release form will be retained by the abandoned vehicle supervisor and it will serve to close 
the active file on that particular vehicle.


                       

                        
 

       
       


2.
If the vehicle was abandoned on private property or in a garage, the complainant will be 
granted authority to dispose of the vehicle to a licensed auto wrecker or scrap processor by 
issuing MVA Form #CS‑78, Certificate of Authority to Dispose of an Abandoned Vehicle.  A 
copy of this Form will be retained by the abandoned vehicle supervisor.  In the case of vehicles 
abandoned on private property and vehicles placed in a garage by someone other than the 
Elkton Police Department, the retained copy of Form #CS‑78 will serve to close the active file 
on the vehicle in question.  If the vehicle was originally placed in a garage by direction of the 
Elkton Police Department, a Vehicle Release Authorization Form will be completed and will be 
forwarded to the garage along with MVA Form #CS‑78.  In this case, copies of the Release 
Certificate and MVA Form #CS‑78 will serve to close the active file on the abandoned vehicle.


                       

                        
 

       
       

A.
General       


1.
The purpose of these procedures is to provide administrative control over the storage and 
release of vehicles.


2.
The Support Services Lieutenant will be assigned the additional responsibility of supervising 
the provisions of this section.


3.
When authorizing the release of stored vehicles officers shall not be concerned with any 
financial matters resulting from said storage.


4.
In every instance when a vehicle is stored at the direction of the Elkton Police, every 
reasonable attempt will be made to immediately notify and advise the owner of the involved 
vehicle concerning the storage of the vehicle and the procedures for obtaining its release.


5.
When vehicle removal and/or storage is requested by Department personnel the shift 
supervisor should be contacted and informed of the circumstances when there is a need for 
specialized equipment, i.e. dollies, crane, flatbed, heavy loads, customized motorcycles, etc.  
The shift supervisor will authorize the removal/storage and have the authorized towing 
service to be contacted, indicating any special requirements to ensure a prompt disposition.

B.
Motor Vehicle Inventory Log   


1.
Maintenance of the Motor Vehicle Inventory Log (EPD Form 20).



a.
Individual log forms will be accumulated in a binder that will be maintained in the 

Records Division.



b.
Each entry will be assigned a motor vehicle inventory number (MVI #).  The first two 

digits will indicate the year of the entry to be followed by the sequential number of 

that entry, i.e., 84-001, 84-002, etc.  The number will be cut off annually; the last entry 

indicating the number of vehicles stored for that year.  The number will be recorded 

on the Vehicle Report in the space provided.  The number is intended as a cross 


reference for the Support Services Lieutenant to insure proper closure of all entries.


2.
It will be the responsibility of the on-duty office associate to enter initial information 
concerning a stored vehicle onto the MVI log upon receipt of a completed Vehicle Report (EPD 
Form 19) covering the storage of that vehicle.  Once necessary information is entered onto the 
MVI log, the Vehicle Report will be processed and filed as per established procedures.


                       

                        
 

       
       


3.
The on-duty office associate will also be responsible for completing MVI log entries upon 
receipt of a Vehicle Release Authorization Certificate (EPD Form 22).

C.
Release of Stored Vehicles


1.
Release of vehicles in storage to an authorized person shall require the completion of a Stored 
Vehicle Release Authorization Certificate by a police employee.


2.
Vehicles may be released to the following persons or under the following circumstances:



a.
To the owner



b.
To an authorized agent of the owner with a notarized form from the owner giving 

such authorization.  A FAX copy or photocopy is acceptable.



c.
Upon presentation of a court order



d.
Upon presentation of a notarized form or document indicating that the person or firm 

named in the form or document is lawfully entitled to the stored vehicle.  A FAX copy 

or photocopy of the documentation is acceptable.


3.
EPD Form 22 will be completed in its entirety. The NCR copy will be attached to the MVI File 
and will be submitted for appropriate processing.


4.
A copy of the EPD Form 22 will be given to the person authorized to take possession of the 
vehicle.  This person, upon presentation of the certificate to the garage agent involved, will be 
entitled to possession of the vehicle.  The involved garage agent may discard the certificate 
after he has released the vehicle.

D.
Garage Inventory


1.
During the months of April and October of each year, an on‑site inventory of vehicles stored 
at the direction of the Elkton Police will be conducted by the Support Services Lieutenant or 
designee.


2.
In conducting these inventories, the following procedures will be followed:



a.
The Support Services Lieutenant, given the responsibility for supervising the provisions 

of this Section will cause a review of the appropriate files to be made to identify those 

vehicles for which there has been no Stored Vehicle Release Authorization Certificate 

issued.


                       

                        
 

       
       



b.
To verify the records, the Support Services Lieutenant will conduct an on‑site 


inventory of those garages having custody of the vehicles identified above.



c.
Information resulting from the inventory confirming records or noting discrepancies 

will be reported to the Chief of Police or his designee.



d.
The Support Services Lieutenant will assure that appropriate remarks are entered on 

the applicable vehicle reports in spaces provided on the rear of the form.  Noted 

discrepancies will be resolved after consultation with the Chief of Police or his 


designee.  The MVI log will be adjusted as necessary.

                      

                        
 

       
       

A.
Authority


Maryland Annotated Code, Criminal Procedures Title 12, as amended from time to time, provides for the seizure and forfeiture of property of any kind which is used or intended for use in drug trafficking and all property that has been bought with drug money.

B.
Policy


It is the policy of the EPD to seize and forfeit property of any kind which is used, or intended for use, in drug trafficking and all property which has been bought with drug money.  Additionally, the EPD will sell any and all forfeited property (other than motor vehicles) at public auction or otherwise dispose of the property in accordance with existing law.

C.
Seizure of Personal Property Other than Motor Vehicles


1.
Personal property other than motor vehicles shall be seized whenever there is probable cause 
to believe that:



a.
the property was purchased with drug money; or



b.
the property is equipment used to facilitate drug trafficking, its manufacture, 


distribution, or possession.



Race or ethnicity of the owner will not be a factor in determining probable cause.  The value of 
the property will not be the sole factor in deciding whether it should be seized.


2.
Probable Cause



Probable cause is the totality of circumstances which would lead a reasonable law 
enforcement officer to believe that property was purchased with drug money or is otherwise 
forfeitable as described in 3.1 of this section.  A circumstance which tends to show probable 
cause is that the property was acquired by its owner during a period in which the owner was 
distributing drugs and that there was no other likely source of money other than the proceeds 
from the illegal drug dealing or the expensive purchase price of the property combined with 
the relatively low income of the claimant.

                      

                        
 

       
       

D.
Reports - Contents - Routing


1.
Once property has been seized for possible forfeiture the reports relating to the seizure will 
be immediately forwarded to the Special Operations Lieutenant for review.  After review of 
the reports by the Special Operations Lieutenant, the reports relating the seizure will be 
forwarded to the Chief of Police.  After review of the reports by the Chief of Police and the 
State's Attorney's Office, if it is decided that forfeiture is warranted, forfeiture proceedings 
will be initiated.


2.
In cases where forfeiture proceedings are not initiated, the Special Operations Lieutenant will 
ensure that the property is released according to EPD policy.

E.
Conversion of Property


1.
Prior to disposing of any forfeited personal property the Special Operations Lieutenant or 
designee will prepare a list of all such property and submit the list to the Chief of Police.  Only 
property so designated by the Chief of Police is to be converted to EPD use.


2.
The Special Operations Lieutenant or designee will deliver and transfer converted property to 
the Quartermaster along with a copy of the approved request for conversion.  The original 
Property Record shall be closed by the Special Operations Lieutenant or designee.

F.
Asset Seizure and Forfeiture


1.
Purpose:  To ensure uniform compliance with the Criminal Procedure Section of the 
Annotated Code of Maryland regarding asset seizure and forfeiture.  


2.
Procedure:  



a.
Property Subject to Seizure:  As per the Criminal Procedure § 12-102, the following 

property is subject to forfeiture: 




1)
Controlled dangerous substance manufactured, distributed, dispensed, 




acquired, or possessed in violation of the Controlled Dangerous Substance law.  




2)
Raw materials, products, and equipment used, or intended for use, in 



manufacturing, compounding, processing, delivering, importing, or exporting 


a controlled dangerous substance in violation of the Controlled Dangerous 


Substance law.

                      

                        
 

       
       




3)
Property used or intended for use as a container for property described above.



4)
With some exceptions, conveyances, including aircraft, vehicles, or vessels 


used or intended to be used to transport, or facilitate the transportation, sale, 


receipt, possession, or concealment of property described above.  



5)
Books, records, and research, including formulas, microfilm, tapes and data 



used or intended for use in violation of the Controlled Dangerous Substance law.




6)
Money or weapons used or intended to be used in connection with the 



unlawful manufacture, distribution, dispensing, or possession of a controlled 


dangerous substance or controlled paraphernalia.  Money or weapons that 


are found in close proximity to a controlled dangerous substance, controlled 


paraphernalia, or forfeitable records of the importation, manufacture, or 


distribution of controlled dangerous substances are contraband and 



presumed to be forfeitable.  



7)
drug paraphernalia



8)
controlled paraphernalia  



9)
The remaining balance of the proceeds of a sale by a holder of an installment 


sale agreement under 12-626 of the Commercial Law Article of goods seized.




10)
with some exceptions, real property  



11)
Everything of value furnished, or intended to be furnished, in exchange for a 


controlled dangerous substance in violation of the Controlled Dangerous 


Substance law.  All proceeds traceable to the exchange, and all negotiable 


instruments and securities used, or intended to be used, to facilitate violation 


of the Controlled Dangerous Substance law.


b.
Seizure of Property Subject to Forfeiture: As per the Criminal Procedure Section of the 

Annotated Code of Maryland, ,sub section 12-202, the following guidelines for seizure 

of forfeitable property exist:




1)
Seizure with or without a warrant - property subject to forfeiture may be 


seized:

                      

                        
 

       
       





a)
on a warrant issued by a court that has jurisdiction over the property, 





b)
without a warrant when:






(1)
The seizure is incident to an arrest or a search under a search 




warrant.






(2)
The seizure is incident to an inspection under an 





administrative inspection warrant.






(3)
The property subject to a seizure has been the subject of a 




prior judgment in favor of the State in a criminal injunction or 




forfeiture proceeding.






(4)
There is probable cause to believe that the property is directly 




or indirectly dangerous to health or safety.






(5)
There is probable cause to believe that the property has been 




used or is intended to be used in violation of the Controlled 




Dangerous Substance law.




2)
The seizing authority that seizes money that is contraband shall immediately:





a)
Photograph the contraband money and record the quantity of each 



denomination of coin or currency seized;  





b)
Deposit the money to the account of the appropriate local financial 



authority.  



c.
Seizure of Motor Vehicles:   As per the Criminal Procedure section of the Annotated 

Code of Maryland, sub section 12-204, the following rules exist for the seizure of 

motor vehicles.  In exercising the authority to seize motor vehicles, the seizing 


authority shall apply the following standards:  




1)
A motor vehicle used in violation of the Controlled Dangerous Substance law 


shall be seized and forfeiture shall be recommended to the forfeiting 



authority if:

                      

                        
 

       
       





a)
Any quantity of a controlled dangerous substance is sold or attempted 



to be sold in violation of the Controlled Dangerous Substance law.





b)
An amount of the controlled dangerous substance or paraphernalia is 



found that reasonable shows that the violator intended to sell the 



controlled dangerous substance in violation of the Controlled 




Dangerous Substance law.  




2)
The total circumstances of the case dictate that seizure and forfeiture 



are justified such as:




a)
the possession of controlled dangerous substances  





b)
an extensive criminal record of the violator





c)
a previous conviction of the violator for a controlled 





dangerous substance crime





d)
evidence that the motor vehicle was acquired by use of 





proceeds from a transaction involving a controlled dangerous 




substance





e)
circumstances of the arrest; and





f)
the way in which the motor vehicle was used.



d.
Deadlines for Filing Complaint Seeking Forfeiture:  As per the Criminal Procedure 

Section of the Annotated Code of Maryland, sub section 12-304, the following 


deadlines for filing exist:




1)
In general, a complaint seeking forfeiture shall be filed within the earlier of





a)
90 days after the seizure; or





b)
1 year after the final disposition of the criminal charge for the 




violation giving rise to the forfeiture.




2)
Forfeiture of a Motor Vehicle - a complaint for the forfeiture of a motor 



vehicle shall be filed within forty-five days after the motor vehicle is seized.

                      

                        
 

       
       




3)
Proceedings about Money - A proceeding about money shall be filed within 90 


days after the final disposition of criminal proceedings that arise out of the 


Controlled Dangerous Substance law.





a)
If the State or political subdivision does not file proceedings about 



money within the 90 day period, the money seized under this title 



shall be returned to the owner on request by the owner.





b)
If the owner fails to ask the return of the money within 1 year after the 



final disposition of criminal proceedings, the money shall revert to:






(1)
The political subdivision in which the money was seized;






(2)
The State, if the money was seized by State authorities.



e.
Elkton Police Department Handling of Asset Seizure for Forfeiture:




1)
The seizing officer shall complete the Maryland State Police Chain of Custody 


form for currency and property seizures, excluding motor vehicle seizures.  


The forms will be completed by the seizing officer with the items seized 



described completely.  



2)
Currency is to be listed by denomination and number of each denomination.  


The total amount seized will be listed and a supervisor will be required to 


verify the amount seized.




3)
Other property seized is to be listed including the description of the item, 


including serial numbers where applicable.




4)
The seizing officer shall complete the Elkton Police Department Vehicles 


Impound Report for all motor vehicles seized.  The report shall indicate 



“Seizure” in the reason towed location of the form.




5)
The seizing officer shall notify the Criminal Investigation Division Sergeant 


immediately of any currency, property, or vehicles seized for the purpose of 


forfeiture.  The notification may be in person or in written form and shall 


include providing a copy of the offense report relating to the asset seizure and 


photocopies of the currency seized.

                      

                        
 

       
       




6)
The seizing officer shall notify the Criminal Investigation Division Sergeant of 


all court appearances relating to the offense for which the seizure was made 


and the disposition of each court appearance.  




7)
The seizing officer shall ensure that the Assistant State’s Attorney assigned to 


handle each court appearance is made aware of the asset forfeiture 



associated with the criminal offense and shall ensure that the Assistant State’s 


Attorney includes the asset seizure in any plea agreement for disposition 


purposes.  If a court ordered or agreed forfeiture is applied to the asset 



seizure, the seizing officer shall obtain the written order and provide same to 


the Criminal Investigation Division Sergeant immediately.  




8)
The Criminal Investigation Division Sergeant shall immediately log the asset 


seizure into the Elkton Police Department Asset Forfeiture Log and assign an 


asset forfeiture number.




9)
The Criminal Investigation Division Sergeant shall complete the Elkton Police 


Department Asset Forfeiture Summary Report.




10)
The investigating officer shall photograph/photocopy all currency seized and 


attach same to the asset forfeiture file.




11)
The Criminal Investigation Division Sergeant shall transfer all seized currency 


to the Finance Office of the Town of Elkton to be deposited into the 



designated fund pending final disposition of the currency.




12)
The Criminal Investigation Division Sergeant shall prepare a letter to the Office 


of the State’s Attorney regarding the asset seizure for the signature of the 


Chief of Police.




13)
The Criminal Investigation Division Sergeant shall prepare a file including all 


submitted documentation.  A copy of the file will be supplied to the Office of 


the State’s Attorney immediately.  The Criminal Investigation Division 



Sergeant shall coordinate any necessary forfeiture proceedings regarding the 


asset seizure with the assigned Assistant State’s Attorney.

                      

                        
 

       
       




14)
The Criminal Investigation Division Sergeant shall maintain a log of assets 


seized and make notification to the Finance Office of the Town of Elkton upon 


final disposition for the purpose of transferring to the assigned working 



account for the use of the Elkton Police Department.
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A.
Court of Appeals


1.
The Court of Appeals is the highest tribunal of the State of Maryland.  The Court is composed 
of seven judges, five of whom shall sit in each case unless the Court shall direct that an 
additional judge or judges sit for any case.  One judge is to be elected from each of the first 
five Appellate Judicial Circuits and two from the Sixth Appellate Judicial Circuit, which is 
Baltimore City.  The terms of the judges are for fifteen years.  The Governor designates the 
Chief Judge.


2.
The Court hears certain appeals from the decisions of the Circuit Courts and the several courts 
of Baltimore.  Chapter 56, Acts of 1973, vests exclusive initial appellate jurisdiction over any 
renewable judgment, decree, order, or other action of a Circuit Court or Orphans' Court in the 
Court of Special Appeals, effective January l, 1975.  After that date, the Court of Appeals will 
review decisions from below only by writ of certiorari (Code 1957, 1968 Repl. Vol., 1973 Supp., 
Art. 5, Sects. 5A‑5B).

B.
Court of Special Appeals


1.
The Court was originally composed of five judges, each of whom was elected from a special 
appellate circuit.  Its jurisdiction was limited to hearing primarily criminal appeals, except 
where the death sentence was imposed.


2.
By Chapter 99, Acts of 1970, the number of judges was increased from five to nine.  The 
special appellate judicial circuits were abolished and the new law provided that each judge 
should be elected from each of the five Appellate Judicial Circuits and two from the Sixth 
Appellate Judicial Circuit representing Baltimore City.  By Chapter 361, Acts of 1972, the 
number of judges was increased from nine to ten. Three judges are elected from the State at 
large.  Cases before the Court are to be heard by a panel of not less than three judges.  The 
terms of the judges are for fifteen years and the Governor designates one member of the 
court as the Chief Judge.


3.
The same act enlarged the jurisdiction of the Court to encompass appeals in numerous civil 
matters, such as negligence cases arising out of motor vehicle accidents.  Workmen's 
Compensation cases, domestic cases and paternity proceedings.  Chapter 56, Acts of 1973, 
increased the jurisdiction of the Court of Special Appeals to include appeals taken in the 
following:  any equity case, declaratory judgments, zoning cases, and cases from an orphans' 
court.

                      

                        
 

       
       

C.
Circuit Court             


The Circuit Court is the highest common-law and equity court of record exercising original jurisdiction within the state.  Each court has full common-law and equity powers and jurisdiction in all civil and criminal cases within its judicial circuit, and all the additional powers and jurisdiction conferred by the Constitution and by law, except where by law jurisdiction has been limited or conferred exclusively upon another tribunal.  (Courts Article, section I‑501.)

D.
District Court              


1.
A proposed constitutional amendment in 1969 which was ratified by the voters in the State at 
the November, 1970 General Election brought into existence the Maryland District Court, a 
statewide court of limited jurisdiction.


2.
The court functions on a statewide basis in every county in the State and Baltimore City.  The 
District Court is part of the State's judicial system and is a court of record.  It replaces entirely 
the theretofore existing justices of the peace, the county trial magistrates, the People's Courts 
in certain counties, the People's Court of Baltimore City, and the Municipal Court of Baltimore 
City.  It has uniform jurisdiction throughout the State and in Montgomery County only, it has 
also been given juvenile court jurisdiction as existed prior thereto in the People's Court for 
that county.  Although the District Court is a court of limited jurisdiction, it has been given 
expanded jurisdiction over the prior existing lower court systems.

3.
In accordance with constitutional provisions, the first Chief Judge of the District Court was 
appointed by the Governor.  Any subsequent chief judges will be appointed by the Chief Judge 
of the Court of Appeals from among the judges of the court.  By statute, the State is divided 
into twelve judicial districts.  In addition to the Chief Judge, eighty associate judges are 
authorized by law.  District Court judges are appointed by the Governor for ten-year terms, 
subject to confirmation by the Senate.  At the expiration of a ten-year term, the name of the 
judge is automatically presented to the Senate for confirmation for an additional term.  Judges 
must meet the same qualifications set out in the Constitution for judges of the appellate 
courts and courts of general jurisdiction.  They must devote their full time to their judicial 
duties, and they are strictly prohibited from engaging, in any way, in the practice of law.

                      

                        
 

       
       


4.
Within the District Court system, there is a Chief Clerk appointed by the Chief Judge.  The 
Chief Judge also designates from among the judges an Administrative Judge for each district.  
Each district also has an administrative clerk.  In addition, a District Court Clerk for each county 
within a district and all other necessary court employees has been chosen.  Further, 
commissioners will be appointed by the administrative judge of the district with the approval 
of the Chief Judge to function in each county and in Baltimore City as may be needed. The 
commissioners will perform functions similar to the old committing magistrates with respect 
to issuance of arrest warrants, setting bail or collateral, or other terms of pre‑trial release, 
pending a hearing or incarceration prior to hearing.


5.
The District Court of Maryland was created by an amendment to the Maryland Constitution 
and came into existence on July 5, 1971.  It is a fully state-funded court of record possessing 
statewide jurisdiction.  The jurisdiction of the court includes all landlord-tenant cases, replevin 
actions, motor vehicle violations, misdemeanors and certain felonies.  In civil cases the District 
Court has exclusive jurisdiction in claims for $5,000 or less, and concurrent jurisdiction with 
the circuit courts in claims for amounts above $5,000 but less than $30,000.  The jurisdiction 
of the District Court is concurrent with that of the circuit court in criminal cases, classified as 
misdemeanors and certain felonies, in which the penalty may be confinement for 3 years or 
more or a fine of $2,500 or more.  The District Court does not conduct jury trials.


6.
The traffic jurisdiction of the court extends to every violation of the vehicle law.


7.
In civil cases, the District Court has exclusive jurisdiction if the amount claimed does not 
exceed $2,500 and in cases involving landlord and tenant, forcible entry and detainer, and 
grantee suits regardless of amount involved.  When the claim exceeds $2,500, up to a 
maximum of $5,000, it has concurrent jurisdiction with the trial courts of general jurisdiction.  
If the amount in controversy in a civil suit is in excess of $500 then either party has the right to 
demand a jury trial in which event, upon timely demand made, the case will be transferred 
from the District Court to a trial court of general jurisdiction.  In criminal and traffic cases a 
right to trial by jury exists if demanded prior to trial, if the punishment for the crime may 
exceed confinement for a period of over three months.  The State may not demand a jury trial.

                      

                        
 

       
       


8.
Appeals from decisions of the District Court are taken to the Circuit Court in the county in 
which the judgment was rendered.  In Baltimore City they are taken in criminal and traffic 
cases to the Criminal Court of Baltimore City and in civil cases to the Baltimore City Court.  In 
criminal and traffic cases and in civil cases of less than $500 the appeal shall be tried de novo 
unless the parties agree to an appeal on the record.  In civil cases involving claims of more 
than $500 the appeal shall be on the record.  The time for noting an appeal in all cases must 
be within thirty days from the date of judgment in the District Court.

E.
Juvenile Court


The Juvenile Court exercises original complete jurisdiction over all juveniles who are identified as such in Chapter 28, Section III. 

F.
Grand Jury



1.
A grand jury is a required number of persons chosen from the citizens of a county by a court of 
competent jurisdiction, and sworn to inquire of public offenses committed or presented for 
trial with the county. The individual selected to serve as a member of the grand jury is usually 
a person of some substance in the local community, a citizen and voter selected by lot from a 
special "blue ribbon" type of panel.  Generally, 23 jurors make up a grand jury.  Sixteen are 
necessary to constitute a quorum, and a majority of 12 affirmative votes is necessary for 
action. The grand jury holds secret meetings to review legal evidence regarding the guilt of 
persons not usually present.  The persuasive arts of the assigned State's Attorney and the 
domination of his technical competence serve to motivate the thinking of many jurors.  Now 
and then, the scope of the role of members of the jury takes on new dimensions, and the jury 
acts on its own.  These "runaway" grand juries often do great civic good.


2.
The role of a grand juror may be as a participant in a lengthy investigation or a brief hearing of 
witnesses.  All grand jurors are thoroughly instructed in the fact that the duty of the grand jury 
is to screen accusations which are without foundation and only formally accuse those persons 
against whom the evidence seems to be substantial. It is frequently difficult for most people 
to distinguish their task from the role of a trial jury in deciding guilt or innocence.  Time and 
again, a grand juror will be cautioned by his foreman or a State's attorney that it is only 
necessary to have prima facie evidence to vote for an indictment; the trial of the offender will 
determine guilt or innocence.  When the grand jury returns an indictment against an 
individual, the matter is then presented to the circuit court for trial. Should the grand jury fail 
to return an indictment the matter is then dismissed.

                      

                        
 

       
       

A.
Definitions


1.
Subpoena/Summons ‑ A process to cause a witness to appear and give testimony, 
commanding him/her to lay aside all pretenses and excuses, and appear before a court 
therein named at a time mentioned to testify for the party named under the penalty therein 
mentioned.


2.
Subpoena Duces Tecum ‑ A subpoena requiring the production of records, books, papers, and 
other things described in the subpoena which are in the possession of the person 
subpoenaed.


3.
Deposition ‑ Oral testimony recorded for use in court when a witness is unable to attend a 
trial or hearing.

B.
Summonses, Subpoenas ‑ Requests for Appearance as a Witness or to Provide a Deposition in a Traffic or Criminal Case                                                     


1.
The following paragraphs outline the procedure to be followed in serving a summons on an 
employee of the Department when that summons or subpoena is in reference to his 
appearance as a witness in a criminal or motor vehicle prosecution or in a civil proceeding 
arising out of a criminal or motor vehicle case.


2.
All subpoenas and summonses for service on employees of the Department will be delivered 
to the office associate in the Records Division.  All subpoenas and summonses will be entered 
into the Court Notification Log (EPD Form 18), and placed in file under the employee’s name.  
It will be the responsibility of each individual officer to check the Court Notification Log each 
day that he/she is on duty, pick up the summonses/subpoenas in the Roll Call Room and sign 
the Court notification Log (EPD Form 18) for each summons/subpoena received.


3.
All subpoenas or summonses received by an employee compelling only the production of 
criminal records processed by the Department should be forwarded directly to the Records 
Division.  In motor vehicle accident investigations, subpoenas or summonses for records only 
will be forwarded to the records division.  The procedures outlined above will not be utilized 
when an employee of the Department has been subpoenaed or summoned in a particular 
case and the Department records are part of his investigation.  

                      

                        
 

       
       

C.
Lawsuits and Subpoenas


The following procedures are intended to expedite the handling of legal processes filed against the Department and/or against its’ individual employees, and to assure a consistency in the manner in which these processes will be disposed of by the Department.


1.
A subpoena or summons received requesting the production of official Department personnel 
records or files, reports of internal investigation, or other official reports, such as disciplinary 
records, etc., are to be immediately forwarded directly to the Chief of Police, who may 
forward the subpoena or summons to the Town Attorney for legal review and guidance.  In 
most cases, the court will allow sufficient time for these processes to be routed through 
normal channels.  If, however, the subpoena directs production of the records less than 
forty‑eight hours from the time it was received, the Chief of Police will immediately be 
notified by telephone of the receipt of the subpoena.


2.
Any lawsuit filed against, and served on any employee as the result of the operation of any 
Department vehicle, is to be forwarded immediately to the Chief of Police.  The Chief of Police 
will forward the subpoena/summons to the Town Administrator, who will then forward all 
relevant documents to the Town's insurance company for appropriate processing and 
representation. 


3.
When any employee of the Department is sued in any court in this State for any act arising out 
of his official duties, he is to immediately forward the suit papers together with all supporting 
documents, reports, etc. to the Chief of Police.  The Chief of Police will then forward the 
documents to the Town Administrator and Town Attorney for review.  This provision, however 
will not apply to any suits against employees of the Department arising out of accidents with 
Department owned vehicles.


4.
In any instance where the Department or any individual employee of the Department is 
served with an injunction or other type of process requiring some type of immediate relief, 
the Chief of Police is to be notified immediately so that proper action may be taken in the 
matter.


5.
All lawsuits against the Chief of Police or the Department are to be immediately forwarded to 
the Chief of Police.  If the subpoena or summons attached to the lawsuit requires a response 
in less than forty-eight hours, the Chief of Police will notify the Town Attorney so that he may 
properly dispose of the suit papers.  Any summons or subpoena received by the Department

                      

                        
 

       
       



compelling the attendance of the Chief of Police is to be immediately forwarded directly to 
the Chief of Police.  If the summons or subpoena requires a response in less than forty-eight 
hours, the Chief of Police should be advised immediately.


6.
The attorney for the Town of Elkton will only be contacted by employees of the Department 
after they receive approval from the Chief of Police or the Town Administrator.  


7.
Because of the growing volume of litigation in the Federal courts, the courts have decreed 
that Complaints/Summonses may now be served by mail rather than by personal service.  
When a Department employee receives a Federal Complaint/Summons through the mail, he 
will complete the form enclosed with the Complaint/Summons entitled "Notice and 
Acknowledgment for Service by Mail."  The form must be signed, dated and mailed 
immediately to the clerk's office of the U.S. District Court.


8.
When the employee requires legal representation from the Department, a copy of the 
completed form, a copy of the summons/ complaint, and all material relevant to the case will 
also be forwarded to the Chief of Police for review and disposition.

D.
Request for Appearance as a Witness or to Provide a Deposition for a Defendant              


1.
There are occasions when a Department employee may be summoned as a witness or to 
provide a deposition for a defendant.  Generally, this testimony will be confined to character 
references and the product of personal knowledge of a defendant.


2.
When providing testimony about the character of a defendant, a Department employee shall 
do so as a private citizen.  An employee shall not allow the fact that he is a police officer to 
influence the opinion expressed in a character reference.


3.
If the employee is summoned to testify for a defendant in a case which was investigated by 
him, the employee shall testify to the facts of the case as they are known to him.


4.
Whenever an employee is summoned to give testimony for a defendant, he shall notify his 
supervisor immediately in writing. This notification shall include the name of the defendant, 
the date and place of trial, and the issues about which the employee will be testifying.


5.
The supervisor shall forward a copy of the correspondence to the Chief of Police.  The 
supervisor shall also contact the State's Attorney's Office and apprise them that the employee 
will be appearing as a witness or that he will be providing a deposition for a defendant.

                      

                        
 

       
       

A.
Personal Appearance of Employees Testifying                                           


1.
An employee testifying shall give proper attention to his person and clothing to insure that he 
presents a neat, clean, and business‑ like appearance.  The clothing shall be clean, in good 
repair, and properly pressed.


2.
A police employee, when appearing in court as a representative of the Department, shall wear 
the prescribed issue uniform unless otherwise directed by his supervisor.  In any instance, 
when a police employee of the Department testifies in any capacity other than as a 
representative of the Department, he shall not wear the Elkton Police Department uniform.  
Male civilian employees and male police employees wearing civilian clothing or assigned to 
other than the uniform force shall dress in a business suit or sport coat, slacks, shirt and tie.  
Female civilian employees and female police employees assigned to other than the uniform 
force shall be dressed in a suit, or an appropriately formal skirt and blouse or dress.

B.
Notification to Patrol Supervisor


The officer should leave his assignment in time to arrive at court at least fifteen minutes before his scheduled appearance. When his court appearance is completed, the officer, if still on duty, shall report back to his assignment. The patrol supervisor must be notified when the officer leaves his assignment and when he returns.

C.
Tardiness


1.
If for any reason an officer is unable to appear in court at the required time, he shall inform 
the State's Attorney's office or the Court as far in advance as possible.  If he arrives late, 
through unexpected causes, he shall make explanation to the State's Attorney in charge of the 
case or the court.  The officer shall not leave until the conclusion of the case, unless given 
permission by either the State's Attorney or the court.


2.
Sergeants will notify the Court in writing any time that an officer requests leave.  The 
notification will include the dates of the leave and the reason (example, vacation, personal, 
etc.).  Notifications should be done as soon as possible after receiving a leave request.  The 
Department training officer will ensure that court notifications are completed for any officer 
assigned to training by the Training Division.  Sergeants will keep a copy of any court 
notification for verification purposes.

                      

                        
 

       
       

D.
  Subpoenas


 When an employee is subpoenaed/summoned to appear in two different courts at the same time, he shall notify the State's Attorney or other persons concerned with the assignments so that proper arrangements can be made for his appearance in one of the courts at a later time.

E.
Jury Service


1.
An employee who is selected for jury service shall notify his supervisor of such selection without 
delay, who will forward the information to the Chief of Police.  Where the public interest 
requires that such employee should not be absent from his duties, the Chief of Police may 
request the appropriate judge to excuse the employee. The Town of Elkton will be 
responsible for compensating the employee for his wages regardless of the length of Jury Duty.


2.
Employees will receive their regular wages during this period, with the understanding that 
prior to receiving any compensation from the Town, they must turn in verification of time 
served, as well as all monies received for Jury Duty service to the Town’s Finance Department.


3.
If, after reporting for jury duty, it is determined that the employee’s services are not required 
and he is dismissed for the day, if time will permit, he is required to return to his regular job.
                      

                        
 

       
       

A.
Function of Employee Testifying in Court                                        


The primary function of an employee testifying in court is to furnish evidence which will assist the court or jury in arriving at a just verdict.

B.
  Pre‑Trial Preparation


A complete and exhaustive investigation, during which adequate notes are made, is the foundation for a satisfactory court appearance.


1.
The employee shall carefully review his notes shortly before appearing in court.  This will 
insure that events about which he may testify are fresh in his mind.  An employee testifying 
before the Grand Jury, Criminal Court, or Civil Court shall have available all notes, reports, and 
evidence of the case.


2.
Any original notes which the employee may require during his appearance in court shall be 
readily available on his person.  It must be remembered that notes used to testify in courts are 
subject to review by both the court and defense attorney.


3.
He shall assemble and have readily available any physical evidence which he has gathered and 
which may be required during the trial.


4.
Ordinarily, the prosecuting attorney should arrange an interview with the officer before the 
trial.  If such an arrangement is not made, it may be wise, depending upon the circumstances 
of the case, for the officer to request such an interview; the officer will thus learn in advance 
the line of questioning he may expect, and will be enabled to assist and advise the prosecutor 
of all factors relating to the case.

C.
  Actual Testimony


The importance of knowing how to testify properly in court cannot be overemphasized.  The purpose is not that an officer's testimony unduly influences the court or jury, but that his testimony be given the full weight and credit to which it is entitled.  The officer's efforts in preparing his case must not be wasted by poor presentation of testimony in court.  Certain principles for testifying in court are set forth below, and should be followed in every case.


1.
When called to the witness stand he shall walk to it erect, in a calm and dignified manner. 

                      

                        
 

       
       


2.
While taking the oath he shall face the administering officer.  He shall raise his right hand, with 
fingers extended, to shoulder height, and respond clearly and positively.  (Exceptions: Usually 
the oath is not administered in cases in which a defendant pleads guilty; therefore, in such 
cases, the officer shall not raise his hand unless ordered to do so.  If called to the stand more 
than once during the same trial, the witness is sworn only on the first occasion.)


3.
After the oath has been administered he shall sit comfortably and erectly on the witness chair.  
He shall fold his hands and avoid any mannerisms which would indicate nervousness or tend 
to distract the jury.


4.
The employee taking the witness stand shall provide his full name, official title, and 
department.


5.
The employee's testimony shall be responsive, concise, factual and worded in plain everyday 
language.  He shall speak in a conversational tone and with sufficient clarity and distinction 
that the court, jury, and counsel may easily hear his testimony.  As he testifies, the officer shall 
face the judge or the jury directing his testimony to them; although he may face the 
interrogator while being asked a question.


6.
The employee shall be respectful both in manner and speech to all parties in the proceeding.  
He shall address the court as "Your Honor," an attorney as "Sir," and refer to the person on 
trial as "the defendant."  He must answer questions of both prosecution and defense in 
exactly the same manner insofar as his tone, manner, and readiness of response are 
concerned, otherwise he may give the impression of prejudice.

7.
The employee shall be certain that he understands a question before answering it.  He may 
ask to have the question repeated if he did not hear it or if its meaning was not clear.


8.
He should pause briefly before answering a question.  This is done for the following reasons:  
it assures that the question is complete, preventing misinterpretation of such question; it 
gives the court stenographer an opportunity to record the question; it gives the opposing 
counsel time to object, if he so desires; it gives the officer a chance to analyze the question 
and to frame a complete and accurate answer.  However, this pause should not be too long, as 
hesitation may be interpreted as indecision or uncertainty.


9.
Answers should be complete and to the point, free of immaterial or irrelevant details.  To 
avoid the possibility of being misunderstood, the employee should avoid using long or 
complex sentences, or words with which he is not familiar.  

                      

                        
 

       
       


10.
If the employee has made a mistake while testifying, he will immediately acknowledge and 
correct the mistake.


11.
He shall, insofar as is practicable, relate events in the order of their occurrence.


12.
The employee shall be sincere and impartial.  By his testimony and demeanor while testifying, 
these qualities will be apparent to the jurors.
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A.
Purpose

The purpose of this policy is to provide law enforcement officers with guidelines for the use, management, storage and retrieval of audio/visual media recorded by in-car video systems.

B.
Policy


The use of an in-car video system can provide powerful evidence of criminal activity.  The in-car Camera has also proven to be a valuable tool for law enforcement practitioners by documenting their honesty, integrity and professionalism.  By virtue of their authority, law enforcement personnel are held to a higher degree of accountability by the community and must continuously strive to ensure that this contract is not violated.  Therefore, by keeping this trust and maximizing the effectiveness of this valuable tool, the below procedures for In-Car Camera equipment use are set forth.
C.
Definitions


Recorded media  - refers to any media that captures and records audio-visual signals.  This includes: analog (VHS, SVHS, HI 8mm) or digital (wavelet, JPEG, MPEG) media.


In-Car Camera System and Mobile Video Recording (MVR)  - are synonymous and defined as any recorded media that captures audio and visual signals.


Supervisor  - Personnel holding the rank of Corporal and above, or senior officers formally appointed in writing as in charge of a departmental components.


MVS Technician  - Personnel trained in the operational use and repair of MVR’s, duplicating methods, storage and retrieval methods, procedures, and possess a working knowledge of video forensics and evidentiary procedures.


Degaussing  - refers to the cleansing of analog recordings media, which returns the media to its original state and ready for the imprinting of new images.

D.
Procedures

1.
Program Objectives - The agency has adopted the use of In-Car Cameras to accomplish the 
following:



a.
To provide an accurate depiction of events for courtroom presentation.



b.
To accurately capture statements and events during the course of an incident.  
                     

                        
 

       
       



c.
To enhance the officer’s ability to document and review statements and actions for 

report purposes and for courtroom preparation.



d.
To provide an impartial measurement for the self-critique and field evaluation during 

recruitment and new officer training.



e.
To be used as an investigative tool to capture visual and audio information and to 

further existing and future investigations.


2.
General Procedures



a.
It shall be the responsibility of the agency to ensure that the audio-video recording 

equipment is properly installed according to the manufacturer’s recommendations.



b.
The MVR equipment shall be installed in a manner which ensures that the system will 

automatically activate when the emergency equipment (lights) are operating, 


activated via a wireless transmitter, or when the system is manually activated using 

the record “REC” button on the control panel affixed to the interior of the vehicle.



c.
Officer safety shall be the primary consideration for placement of the system 


components within the vehicle and the use of the equipment.  It shall be the 


responsibility of the issuing agency to ensure that the officer is provided with 


adequate training in the use and operation of the in-car camera equipment and in 

departmental policies prior to holding the practitioner responsible for its proper 

operation.


3.
Officers’ Responsibilities - MVR equipment installed in the departmental vehicles shall be the    
responsibility of the officer assigned to that vehicle and operated in accordance with the 
manufacturer’s 
recommended guidelines and departmental policies.  Prior to beginning each 
shift, the assigned officer shall perform a pre-operational inspection to ensure the MVR is 
performing in accordance with the manufacturer’s recommendations.



a.
Remote Audio Transmitter functional:




1)
Adequate power source




2)
Connected to the recording equipment




3)
Remote activation of system via transmitter

                     

                        
 

       
       



b.
Camera Lens:




1)
Windshield and camera lens free of debris




2)
Camera facing intended direction



c.
Recording mechanism is capturing both audio and visual information:




1)
System plays back both audio and visual tracks




2)
Officers will stand in front of their vehicle, activate the wireless mike and 


state their name, rank, the date/time and shift or detail being worked.



Any malfunctions of the in-car camera equipment shall be reported to the immediate 
supervisor prior to the unit being placed in service.  The supervisor shall make the 
determination in regards to the status of the unit being placed in service.  If the vehicle is 
placed in service without an operating MVR, a notation shall be made to the communications 
department via audio radio transmission.



Damage or theft of an MVR shall be documented and reported to the immediate supervisor.


4.
The following procedures apply:  



a.
The following incidents shall be both audibly and visually recorded:




1)
All traffic stops ( to include but not limited to traffic violations, stranded 



motorist assistance and all crime interdiction stops)




2)
All priority responses




3)
All vehicle pursuits




4)
All prisoner transports




5)
All crimes in progress




6)
Any situation or event that the officer, through his/her training and 



experience, believes should be audibly and visually recorded.

                     

                        
 

       
       



b.
In addition to the aforementioned events, officers may record events with the audio 

portion disabled for law enforcement purposes any time the officer believes such 

recording may have merit.



c.
Officers may audibly and visually record any event in which all parties consent.



d.
At the beginning of any public contact or traffic stop, the officer shall notify the citizen 

that the events are being audibly and visually recorded.  This notification does not 

apply for crimes in progress where notification is impractical.



e.
When the MVR is activated, officers shall ensure that the audio portion is also 


activated to ensure that all events are properly documented.  Officers are encouraged 

to use the audio portion of the recording to narrate events as they occur to provide 

the best evidence for courtroom presentation.



f.
To prevent bleed over and/or noise from other MVRs, only the primary officer 


initiating the contact shall activate their audio recording.  Officers responding in 


support capacity shall leave their audio transmitters in the off position.  This does not 

preclude supporting officers from activating their visual recording equipment to 


obtain another perspective of the scene.



g.
Officers are encouraged to review the recordings when preparing written 


documentation of events: Using the recording as a tool when completing written 

reports will ensure the accuracy and consistency of events.



h.
Officers shall ensure the volume from other electronics devices within the police 

vehicle such as; radios, scanners, CD players, etc. are disabled or turned off when MVR 

is activated (this does not apply to police radios).



i.
Officers shall not erase, alter, reuse, modify or tamper with MVS recordings.



j.
To prevent damage to the original recorded media, at no time will the original media 

be reviewed in any equipment other than the equipment issued or authorized by the 

agency.

                     

                        
 

       
       



k.
MVS recordings containing arrests, assaults, physical or verbal confrontations, vehicle 

pursuits, vehicle searches in which contraband is recovered, driving while intoxicated 

or under the influence arrests, or any prisoner transport shall be treated as evidence 

and held for criminal prosecution.



l.
When the MVR is activated to document an event, it shall not be deactivated until the 

event has been concluded.  Exceptions: In the event of an extended incident or detail 

i.e., traffic control or accident scene; the officer may deactivate the system to 


conserve recording time.  The officer should document the reason for stopping the 

tape, either by orally noting the intention to stop the tape or by written notation in 

the officer’s notes.



m.
When the officer detects that the recording time remaining on the media is less than 1 

hour (for long playing media lasting 6-8 hours) or 30 minutes (Hi8 analog or digital 

media with recording time 5 hours, or digital lasting less) he/she shall replace the 

media with a new one.



n.
In the event the media being surrendered contains evidence needed for prosecution, 

the officer shall notify the supervisor receiving the media to place a hold on the media 

and mark it as evidence. 




o.
Media containing evidentiary content will be placed into property at the end of the 

officer’s shift except under circumstances previously stated in the policy.


5.
Supervisors’ Responsibilities



Supervisors’ are responsible for the issuance of unrecorded media.  All media prior to issuance 
shall be assigned an identification number, which is to be affixed to the exterior of the media.  
This numbered media is then recorded in the Chain of Custody Log.


a.
The Chain of Custody Log shall include, but is not limited to:




1)
Tracking number of media  




2)
Date issued




3)
Officer or vehicle issued to




4)
Date submitted

                     

                        
 

       
       




5)
Officer submitting the media




6)
Hold for evidence indicated



b.
The supervisor shall be responsible for collecting all completed media.  Once the 

media is surrendered, the supervisor shall:




1)
Ensure it is placed in a secured location with limited authorized access




2)
Make appropriate entries in the Chain of Custody Log




3)
All Media will be entered as evidence under the pre-assigned property 



number and will be accompanied by the following form MSP 67




4)
All Media will be replaced when it is indicated that there is thirty minutes or 


less tape remaining.



c.
When an incident arises that requires the immediate retrieval of the recorded media 

(serious crime scenes, departmental shootings, departmental accidents, etc.) a 


supervisor shall respond to the scene and remove the recorded media and either 

place the media into evidence or surrender the media to the authorized investigative 

personnel.  Once this task has been accomplished, the appropriate notation shall be 

made in the Chain of Custody Log.


6.
Key Retention/Responsibility



Each patrol supervisor will be issued the necessary keys for accessing all unrecorded and 
recorded media.  Keys will include:



a.
Media storage cabinet



b.
Supervisors key box



c.
Vehicle video vault
                     

                        
 

       
       

A.
PURPOSE:  The general use of the Body Worn Cameras (BWC) is to enhance police services to the  community by accurately documenting, by video and audio, events, actions, conditions, and statements made during citizen contacts, traffic stops, arrests, searches, and calls for police service.  In addition to these general services, there are also specific purposes as outlined below:


1.
To capture crimes in-progress, whether perpetrated against the officer or the community and 

to maintain this capture as evidence for court presentation.


2.
To accurately document a crime scene, the discovery of evidentiary items and to accurately 

represent the actions of police pursuant to investigation.


3.
To aid in the documentation of victim, witness, suspect or accused statements pursuant to an 

on-scene response and /or to document advice of rights, if applicable. 


4.
To act as a deterrent for purposes of officer safety when a potential suspect or accused should 

reasonably know his or her actions and statements would be recorded. 


5.
To reduce unreasonable or false complaints made against officers during the course of their 

police duties.


6.
To serve as a training mechanism to ensure the courtesy, professionalism, and safety of all 

Elkton police officers.
B.
POLICY: The use of Body Worn cameras (BWC) is to enhance services to the community by accurately 
documenting events, actions, conditions and statements made during citizen contacts, traffic stops, 
arrest, searches, and other incidents.

Officer Responsibilities


1.
Operational Readiness:  The care of the issued BWC is the responsibility of the Officer. They 

will be operated and maintained according to the manufacturer’s instructions and 


recommendations.


a.
Each officer operating a BWC will ensure that the camera is operational (e.g. the 


camera turns on, goes into “standby” mode, and can be set to record). Officers will 


immediately bring to the attention of their supervisor any malfunctioning BWC. 



Arrangements will be made to repair/replace the BWC as soon as possible.


                     

                        
 

       
       


b.
The BWC will be positioned on the outer clothing of the Officer and placed within the 

Manufacturer’s recommended guidelines. The mounts for Taser BWC are as follows:
· Sunglass Mount
· Collar Mount
· Above the Ear/Head Mount
· Shoulder Mount
· Ballistic Helmet Mount

2.
Operational Procedures:


a.
Criteria for Use



1.
The BWC will be worn at all times the officer may become involved in an 


enforcement situation.



2.
Officers wearing a BWC will, at the beginning of a police contact or as soon as 


feasible, regardless of consent, announce their identity as police officers and 


notify persons that the contact is being both audibly and visually recorded.



3.
Exception: The use of the BWC by members of the CID of Special Operations 


Officers is on a discretionary basis when dealing with confidential sources. 



b.
Consent: House Bill 533*, signed into law on May 12, 2015, addresses concerns raised 

as to whether the use of body-worn cameras violated Maryland’s two party consent 

requirement under the State’s wiretap and electronic surveillance provision, House 

Bill 533 makes it lawful for a law enforcement  officer in the course of the officer’s 

regular duty to intercept an oral communication with a “body-worn digital recording 

device” or an “electronic control device” capable of  recording video and oral 


communications under specified circumstances. The bills make the interception of an 

oral communication by a law enforcement officer lawful if:

· The officer is in uniform or prominently displaying the officer’s badge or other insignia

· The officer is making reasonable efforts to conform to standards for the use of either type of device capable of recording video and oral communications

                             

                        
 

       
       

· The officer is a party to the oral communication

· The officer notifies, as soon as possible, the individual that the individual is being recorded, unless it is unsafe, impractical, or impossible to do so

· The oral interception is being made as part of a videotape or digital recording 


*Note: This Statue Will Be Found Within Public Safety Article 3-510*


c.
Scope of Use:  Officers utilizing a BWC will, at the beginning of a police contact or as 

soon as feasible, announce their identity as police officers and notify persons that the 

contact is being both audibly and visually recorded. The BWC will be utilized, pursuant 

to Criteria for Use above, during all enforcement or investigative contacts to include, 

but not limited to:
· All calls for service
· Traffic stops and citizen contacts
· Consensual encounters
· On-view events
· Search warrants
· Special assignment, when directed to by the highest ranking officer in charge
· Investigative stops
· On scene interviews

Recording such contacts shall be the rule not the exception.        

                        
 


d.
Recording:  Officers will activate the BWC prior to making contact with a citizen in any 

of the circumstances listed in Criteria for Use.


1)
As noted previously, officers will identify themselves as police officers and 


notify persons that the contact is being both audibly and visually recorded.
                     

                        
 

       
       



2)
Once activated, the recording will not be intentionally terminated until the 


conclusion of the incident or until the other parties have left the scene (this 


includes recording of statements). If such termination occurs, the officer with 


the BWC must demonstrate compelling reasons (e.g. privacy issues). When 


victims, witnesses or other individuals wish to make a statement or share 


information, but refuse to do so while being recorded, or request that the 


camera be turned off, officers may turn off the BWC in order to obtain the 


statement of information.  If the encounter begins when the BWC is not 



actively recording, the officer may, but is not required to, temporarily  



activate the BWC for the sole purpose of documenting the person’s refusal to 


be recorded. Failure to comply with this procedure may result in disciplinary 


action.


3)
Additional arriving units to a scene will begin recording as soon as practical 


and continue to record until the completion of the incident, or until other 


parties left the scene (this includes recoding of statements).



4)
Officers are responsible for ensuring that the BWC is turned in daily (at end of 


shift) for video transfer. Failure to comply with this procedure may result in 


disciplinary action. If this device becomes full prior to the end of the shift, the 


officer will turn it in as soon as possible.


5)
Officers will not attempt to erase, reuse, alter, or destroy is any manner any 


audio and/or video recorded on a BWC.

e.
Restricted Uses:



1)
Any use of the BWC for any purpose other than official law enforcement 


business is a violation of this policy. Non-law enforcement business can 



include, but is not limited to:




a)
Covertly recording other law enforcement personnel; 




b)
Recording any communications with a supervisor, council member, or 



other government employee;




c)
Personal use of the BWC; and

                     

                        
 

       
       




d)
Recording a conversation that the other officer is not party to, unless 



the officer is handling a law enforcement incident and is in a lawful 



position when the recording occurs.



2)
The BWC will not ordinarily be activated in places where a reasonable 



expectation of privacy exists, such as dressing rooms or restrooms.



3)
Officers will not use the BWC to record a particular person based solely on the 


person’s race, color, age, sex, marital status, sexual orientation, gender 



identity, creed, religion, ancestry, national origin, or disability.



4)
The BWC will not be used to record confidential informants or undercover 


officers.


5)
The BWC will not be used to record a strip search.

f.
Reporting:


When the BWC is used in any investigation or during a police contact, this fact 


will be documented on any citation and/or report prepared regarding the 


contact.


g.
Data Management:



1)
After each recording using the BWC officers will label each video prior to going 


off duty each day. This can be completed via the officer’s cell phone or 



computer.  Each recording should be labeled with the following information: 


Incident number, Category, Location, and Type of call.  


2)
BWC recordings can only be downloaded to the Taser/Evidence .com secured 


storage site.  This site is specifically designed and secured for Law 



Enforcement BWC videos.



3)
Before going off-duty, officers will turn in the BWC and dock it into the 



docking station so that the officer’s video will be downloaded into the secured 


storage site.  Squad supervisors will ensure that each member has turned in 


their BWC at the end of the shift.

       
       



4)
Officers will note in the incident report and related reports with audio/video 


recordings were made during an incident. The system Administrator will 


provide the States Attorney with access to the department’s secured video 


storage area. The States Attorney will have access to view and download 


videos for court purposes only.




PLEASE NOTE:  Data will not be released to another criminal justice agency for 


trial or other reason without having a duplicate copy made and returned to 


safe storage.



5)
Data will not be released to any outside non-criminal justice entity, regardless 


of the content without explicit authority from the Chief of Police or their 


designee. Request for data made under the Maryland Public Information Act 


will be immediately directed to the Town Attorney and Chief of Police.



6)
Digital copies for purposes not associated with the investigation or 



prosecution of violation of law will only be made and or created subject to 


one of the following:




a)
Permission from the Chief of Police or their designee; or




b)
Required by court order


h.
Retentions:  The Department will archive recordings according to the following 


schedule: (In the event an incident needs to be saved longer then the categorized 

retention period, the officer shall contact their respective Bureau Commander to 

make the necessary changes).
· Uncategorized



158 weeks
· Motor Vehicle Accident/injury

158 weeks
· First Degree Assault


Until Manually Deleted
· Burglary



158 weeks
· Domestic Violence/Injury

158 weeks
· CDS Violations      


158 weeks
•
Felony Theft



158 weeks
•
Homicide



Until Manually Deleted
•
Internal Complaints/Civil

Until Manually Deleted
•
Officer Injury



Until Manually Deleted

•
Robbery



158 weeks
       
       


•
Traffic Stop



158 weeks
•
Use of Force 



Until Manually Deleted
· DWI/DUI



158 weeks
· Training



Until Manually Deleted


i.
Tagging Videos: Evidence.com allows for the searching of videos by a variety of 


criteria.  For ease of searching and uniformity the following criteria will be followed 

when tagging videos:




1)
ID Number – This is the county event number issued to all activities (not the 


incident number generated for a report).




2)
Title – This is the address of the event, either the specific numerical address, 


where available, or for other events such as traffic, DWI’s and accidents, it is 


to be the road on which the event occurred and a cross street or reference i.e. 


Rout 40 @ West End Gardens, Rout 40 @ Delancy Road.



j.
Administrative Sanctions:  




1)
Failure to activate the BWC when required to by this policy may result is 


disciplinary action.




2)
Failure to turn in the BWC at the end of an officer’s shift or when it is full may 


also result in disciplinary action.


k.
Review of Recordings: Officer may review recordings for the following reasons:                     

1) Report writing or preparation of other official documents;

2) Court preparation;

3) Review of prosecution evidence;

4) Victim/witness/suspect statements;

5) Crime Scenes;

6) Statement of Charges;

7) Administrative investigation;
       

8) Training;

9) Performance review;

10) Incident critique;

11) Maryland Public Information Act (MPIA) request;

12) Policy compliance;

13) Disclosures required by law.
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(hrt)


ORDER NO.  01-9401 (hrt)


(hrt)		(1 blank line)


TO: (hrt)


(hrt)		(1 blank line)


SUBJECT:  Subject matter in unnumbered paragraph form. (hrt)


(hrt)		(1 blank line)


	This is where the first paragraph would start.  Paragraphs will be indented 5 spaces.


(hrt)		(3 blank lines)


(hrt)


(hrt)


	Name and Rank


	Title








		(6 spaces from the top)


ORDER NO.  01-9401 (continued)  (hrt)


	(1 blank line)


SUBJECT:  As on first page


					-2-


		(page number one inch from bottom of page)
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ELKTON POLICE DEPARTMENT


TO:  Lt. A.B. Smith    	  			DATE:  June 7, 2004    


FROM:  Cpl. E. W. Jones  ����������______________________________________________________________________________________________________________________________________________________________________ 


__ For your Information				 __  Take Charge of  


__ As Requested					__  For additional Information 


__Approve and Return				__  For Comments


__Note and Return					__  Give Me Facts


__See Me						__  Prepare Reply  


_____________________________________________________________________________________________________________________________________________________________________  


(1 blank line)


SUBJECT:  Start subject 2 spaces after the colon.


				(1 blank line)


	This will be the first paragraph.  Each paragraph will be indented 5 spaces.


			(1 blank line between each paragraph)  


	This will be the second paragraph.











(1 INCH FROM THE TOP OF PAGE)


Lt. A. B. Smith – June 7, 2004


SUBJECT:  Crime Prevention Patrol





	Subsequent pages of the report, including those used for endorsements, are headed in this matter.  When endorsements are carried over to a second page, “Endorsement Continued” should appear as a part of the heading one blank line below “Subject.”  The guides for spacing are the same on second and subsequent sheets as they are for the first sheet.
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		(Page number is one inch from the bottom of the page)
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