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amend, or rescind in whole or in part, any of these Rules & Regulations pursuant
to Ohio Revised Code Section 737.13.

The Chief of Police reserves the right, as chief executive officer of the police
department, to alter, amend, or rescind in whole or in part, any departmental
order or directive.

The Chief of Police and the Director of Public Safety reserve the right to
discipline an employee for reasonable and just cause even though the specific
offense is not defined herein. Employees are presumed to have knowledge of
federal, state, and municipal ordinances in force, as well as the Rules &
Regulations within this manual. It shall be the responsibility of all employees to
become thoroughly familiar with the contents of this manual. In matters involving
discipline, employees shall be held accountable for any violations.

All previous rules, regulations or orders in conflict with this publication are
hereby revoked.

/}lﬂmﬁiﬂ _ U iy, &fwA/ 0. 4#&

Andrea Perry (] Jack O Angelo IIL/
Director of Public Safety" Chief of Police




Canton Police Department Rules and Regulations

Table of Contents

Chapter Page
Code Of EthiCS...ccciiiiiitiaiuinreretirieneieiacecececaseserrsssssssacasesessssssscesssssssasasssosesssssnns 04
Value and Mission Statement........ccccciuiuiuiiiniiiiiiiiiieiiiiuiiiiiieniceiececececesecececanaes 05
Canons of Police EthicCS....ccccctieiiiiiuiuiuiucrrieitieiecacasecrioesessscasesasasacecesecsssssssasess 06
I. Definitions And Terminology.....cccceiiiiiiiiiririnrieterincarieceressenscercasesssescnes 09
II. Authority, Command, Organization.........ccccceeieiuinrirnrieieiiiacnrciiiesececacacenns 18
0 N IE 5 /G L D e (o ncnanonono000m00c0 ST S SOOI 0, 00000000000000600000000000G000000000000 I 24
IV. \RulesiORECo nduCH OIS, (.. 5 ... .. ...} SO SNNNRNNTRINIE NSNS, , 58 62
V. Treatment of Persons Subject To Arrest.......ccccciierririiieiececacacecescssececacasens 70
VI. Departmental Records, Reports, And Property......cccccceeriiiiriniirincinirancncenens 71

VII. Enforcement And Management Of The Rules Of Conduct........ccc.cceuvurueeeene. 73



1.

CANTON POLICE DEPARTMENT

CODE OF ETHICS:

As a Law Enforcement Officer, my fundamental duty is to serve the community; to
safeguard lives and property; protect the innocent against deception, the weak against
oppression or intimidation, and the peaceful against abuse or disorder; and respect the
Constitutional rights of all to liberty, equality and justice.

I will keep my private life unsullied as an example to all and will behave in a manner that
does not bring discredit to me or to my agency. | will 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, 1 will be exemplary
in obeying the law and the regulations of my department. Whatever | 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 duty.

I will never act officiously or permit personal feelings, prejudice, political beliefs,
aspirations, animosities, or friendships to influence my decisions. With no compromise for
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
abuse and never accepting gratuities.

I recognize the badge of my office as a symbol of public faith, and | accept it as a public
trust to be held so long as | am true to the ethics of public service. | will never engage in acts
of corruption or bribery, nor will I condone such acts by other police officers. 1 will
cooperate with all legally authorized agencies and their representatives in the pursuit of
justice.

. 1 know that I alone am responsible for my own standard of professional performance and

will take every reasonable opportunity to enhance and improve my level of knowledge and
competence.

. 1 will constantly strive to achieve these objectives and ideals, dedicating myself before God to

my chosen profession — Law Enforcement.



CANTON POLICE DEPARTMENT
VALUE AND MISSION STATEMENT:

The Canton Police Department is committed to professional public service
reflecting recognition of the inherent value of each individual in society. Our
officers strive to earn and maintain trust, respect, and confidence by
exemplifying the belief that the freedoms, rights and dignity of all citizens must
be protected and preserved. To this end we pledge ourselves to the highest
standards of morality, fairness, honesty, dedication, professionalism and
courage.

The Canton Police Department shall protect the lives and properties of the
citizens of Canton, enforce laws, prevent crime and educate the public.

We, the men and women of the Canton Police Department shall perform these
duties with honesty, fairness, through strong leadership and continuous
training. We will strive to serve as role models for the community, applying
professtional standards and commitment to integrity, sensitivity and
compassion to those we serve. Canton Police Officers will strive to exemplify
our values by providing the highest quality of law enforcement and service to
the citizens, protecting their rights and property, predicting and responding to
the changing needs of society, respecting and preserving the dignity of the
individual, and educating toward safety, voluntary compliance, and a better
quality of life. Through innovation and cooperation, we strive to promote and
maintain the spirit of teamwork that is the tradition of the Canton Police
Department.

Members of the Canton Police Department will enforce the law equally and
impartially without regard to race, sex, creed, religion, national origin, social or
economic status. Members of the agency will act, speak, and conduct
themselves in such a manner as to treat all persons with courtesy and respect
due every other human being. They will not display any sexual, racial or
religious bias or prejudice against any group or individual. This agency
understands that the function of law enforcement is to apprehend those
suspected of having committed a crime and not punish them. Officers will use
only the minimal amount of force necessary to overcome resistance to arrest.

The Canton Police Department is both philosophically and legally committed to
fulfilling the nondiscrimination provisions of all state and federal rules and
regulations. The agency will not exclude any individual because of race,
religion, appointment, promotion, or retention. Members of the Canton Police
Department will continue to provide fair and meaningful service to all residents
and visitors of Canton.



CANTON POLICE DEPARTMENT

CANNON OF ETHICS:

Primary Responsibility of Job:

The Primary responsibility of police service and the individual officer, is the protection of the
people of the United States through the upholding of their laws; chief among these is the
Constitution of the United States and its Amendments. The law enforcement officer always
represents the whole of the community and it’s legally expressed will and is never the arm of any
political party or clique.

Limitations of Authority:

The first duty of a law enforcement officer, as upholder of the law, is to know its bounds upon
him/her in enforcing it. Because he/she represents the legal will of the community, be it local,
state, or federal, he/she must be aware of the limitations and proscriptions which the people,
through law, have placed upon him/her. He/She must recognize the genius of the American
system of government which gives to no person, absolute power, and he/she must ensure that
he/she, as a prime defender of that system, does not pervert its character.

Duty to be Familiar with the Law and with Responsibilities of Self and Other Public
Officials:

The law enforcement officer shall assiduously apply himself/herself to the study of the principles
of the laws which he/she is sworn to uphold. He/She will make certain of his/her responsibilities
in the particulars of their enforcement, seeking aid from his/her superiors in matters of
technicality or principle when these are not clear to him/her. He/She will make special effort to
fully understand his/her relationship to other public officials, including other law enforcement
agencies, particularly on matters of jurisdiction, both geographically and substantively.

Utilization of Proper Means to Gain Proper Ends:

The law enforcement officer shall be mindful of his/her responsibility to pay strict attention to the
selection of means in discharging the duties of his/her office. Violations of law or disregard for
public safety and property on the part of an officer are intrinsically wrong; they are self-defeating
in that they instill in the public mind a like disposition. The employment of illegal means, no
matter how worthy the end, is certain to encourage disrespect for the law and its officers.



Cooperation with Public Officials in the Discharge of their Official Duties:

The law enforcement officer shall cooperate fully with other public officials in the discharge of
authorized duties, regardless of party affiliation or personal prejudice. He/She shall be
meticulous, however, in assuring themselves of the propriety, under the law, of such actions and
shall guard against the use of his/her office or person, whether knowingly or unknowingly, in any
improper or illegal action. In any situation open to question, he/she shall seek authority from
his/her superior officer giving him/her a full report of the proposed service or action.

Private Conduct:

The law enforcement officer should be mindful of his/her special identification by the public as an
upholder of the law. Laxity of conduct or manner in private life, expressing either disrespect for
the law or seeking to gain special privilege, cannot but reflect upon the police officer and the
police service. The community and the service require that the law enforcement officer lead the
life of a decent and honorable man. Following the career of a policeman gives no man special
prerequisites. It does give the satisfaction and pride of following and furthering an unbroken
tradition of safeguarding the American republic; the officer who reflects upon this tradition will
not degrade it. Rather he will so conduct his/her private life that the public will regard him as an
example of stability, fidelity, and morality.

Conduct Toward the Public:

The law enforcement officer, mindful of his/her responsibility to the whole community, shall deal
with individuals of the community in a manner calculated to instill respect for its laws and its
police service. The law enforcement officer shall conduct his/her official life in such a manner as
will inspire confidence and trust. Thus he/she will neither be overbearing or subservient, as no
individual citizen has an obligation to stand in awe of him/her nor a right to command him/her.
The officer will give service were he can, and require compliance with the law. He will do neither
from personal preference or prejudice but rather as a duly appointed officer of the law
discharging his/her sworn obligation.

Conduct in Arrest and Dealing with Law Violators:

The law enforcement officer shall use his/her powers of arrest strictly in accordance with the law
and with due regard to the rights of the citizens concerned. His/Her office gives him/her no right
to prosecute the violator nor mete out punishment for the offense. He/She shall, at all times, have
a clear appreciation of his/her responsibilities and limitations regarding detention of the violator.
He shall conduct himself in such a manner as will minimize the possibility of having to use force
To this end he shall cultivate a dedication to the service of the people and the equitable upholding
of their laws whether in the handling of law violators or in dealing with the law abiding.



Gifts and Favors:

The law enforcement officer, representing government, bears the heavy responsibility of
maintaining, in his/her own conduct, the honor and integrity of all government institutions.
He/She shall, therefore, guard against placing himself in a position in which any person can
expect special consideration or in which the public can reasonably assume that special
consideration is being given. Thus, he/she should be firm in refusing gifts, favors, or gratuities,
large or small, which can, in the public mind, be interpreted as capable of influencing his/her
judgment in the discharge of his/her duties.

Presentation of Evidence:

The law enforcement officer shall be concerned equally in the prosecution of the wrong-doer and
the defense of the innocent. He shall ascertain what constitutes evidence and shall present such
evidence impartially and without malice. In doing so, he/she will ignore social, political, and all
other distinctions among the persons involved, strengthening the tradition of the reliability and
integrity of the officers word. The law enforcement officer shall take special pains to increase
his/her perception and skill of observation, mindful that in many situations his/her is the sole
impartial testimony to the facts of the case.

Attitude Towards Professionalism:

The law enforcement officer shall regard the discharge of his/her duties as a public trust and
recognize his/her responsibility as a public servant. By diligent study and sincere attention to
self-improvement shall he/she strive to_make the best possible application of science to the
solution of crime and in the field of human relationships, strive for effective leadership and public
influence in matters effecting public safety. He/She shall appreciate the importance and
responsibility of his/her office, and hold police work to be an honorable profession rendering
valuable service to his/her community and country.



DEFINITIONS AND TERMINOLOGY
101 ACTING
Serving temporarily in a position to which the member is not ordinarily assigned, usually in a position of
higher rank. All of the authorities, responsibilities, and duties of the officer in the higher position devolve
upon the acting member.
102 ANNUAL LEAVE
Vacation period granted to all members annually.

103 APPOINTMENT

The designation of a person by the appointing authority to any position within the Division of Police. The
Director of Public Safety is the appointing authority.

104 ASSIGNMENT / TRANSFER

Any personnel placement made by direct order of the Chief of Police.
105 AUTHORITY

Legal or rightful power; a right to command or act.

106 AUXILIARY

Conferring help or aid; assistant; supporting.

107 BEAT / ZONE

A geographical area of variable size within the City to which one or more officers are specifically
assigned for patrol purposes, whether on foot or in a patrol vehicle.

108 BUREAU
A primary functional unit of the department.
109 CHAIN OF COMMAND

The unbroken line of authority extending from the Chief of Police through a single subordinate at each
level of command down to the level of execution.



110 CIVILIAN EMPLOYEES

Members who have not taken the oath of office and are not authorized to make arrests.
111 COMMAND

To have at command or command over, expectation of obedience. To govern.

112 COMMAND AUTHORITY

Legal or rightful power to command or have command over.

113 COMMANDING OFFICER

An officer who is in command of the department, a bureau, a division, a section, an officer, an area, a
district, a squad, or any other subdivision of the department.

114 BULLETIN

A Dbulletin issued containing information regarding wanted persons, crime types and locations, other
incidents calling for police attention, special notices, training and special locations calling for patrol.
Special bulletins issued by command-level officers have the force and effect of department orders.

115 DEPARTMENT

The Police Department.

116 DETAIL

Members of the department, sometimes from more than one unit, grouped together for the
accomplishment of a specific mission. When not engaged in a continuing operation, the detail is called a
special detail.

117 DISCHARGE (DISMISSAL)

The act of dispensing with or termination of the services of a member or employee.

118 DIVISION

The largest organic unit within a large department.

119 DUTY

Applies not only to tasks required by one's occupation but to those tasks which are imposed by one's rank
or status.
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120 EMPLOYEE

The word "Employee™ as used herein shall include all sworn and non-sworn personnel assigned to the
Police Department in any permanent or temporary Civil Service Classification.

121 FOLLOW-UP INVESTIGATION

A supplementary investigation following the preliminary investigation designed to record additional facts
directed towards the clearance of the particular crime, and the recovery of stolen property.

122 FUNCTION

Acts or operations expected of a person or to be performed by a person as a result of his/her position or
assignments.

123 GENDER

Use of the masculine gender herein shall also include, where applicable, the female gender.

124 Lexipol Policy

Written orders issued by the Chief of Police and Director of Public Safety outlining policy or procedure
on matters which affect the entire Police Department. A Lexipol Policy is the most authoritative directive
issued by the Department and may be used to amend, supersede, or cancel any other rule, regulation or
order. Lexipol Policy is permanent Department policy and remain in full force and effect until amended,
superseded, or cancelled by the Chief of Police or Director of Public Safety.

125 GOSSIP

The initiating or repeating of idle talk or rumors about others.

126 HEADQUARTERS

The police building that houses the headquarters staff and the members of this department.

127 IMMEDIATELY

The term “immediately”” means without delay; at once.

128 INCOMPETENCE

Incapable of satisfactory performance of police duties.
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129 INSUBORDINATION

Failure or deliberate refusal of any member or employee to obey a lawful order given by a superior officer
shall be insubordination. Ridiculing a superior officer of his/her orders, whether in or out of his/her
presence is, also, insubordination. Disrespectful, mutinous, insolent, or abusive language toward a
supervising officer is insubordination.

130 LAWFUL ORDER

Any written or oral directive issued by a superior officer to any subordinate or group of subordinates in
the course of police duty which is not in violation of any law, ordinance or any departmental rule or
regulation

131 LEAVE OF ABSENCE

The period of time during which an officer is excused from active duty and during which time he receives
no pay.

132 LENGTH OF SERVICE

The length of service is that time in which an officer has been engaged in the actual performance of police
duty. It includes the time served in the armed forces that is required by law to be recognized as active
duty, and also sick leave, and authorized leaves of absence.

133 MALFEASANCE

The doing of an unlawful act in office.

134 MAY / SHOULD

As used herein the words “may” and “should’” shall mean that the action indicated is permissive.

135 MEMBERS

All persons on the police department payroll, including both officers and civilian employees.

136 MEMORANDUM

A written memorandum issued by the Chief of Police for the purpose of keeping members informed and
aware of situations and matters that effect the department in general. Such memorandums are not official
orders but express the thinking of the issuing authority on the subject under consideration.

137 MILITARY LEAVE

The period of time during which an officer is excused from duty by reason of serving in the Armed
Forces of the United States in an active capacity as provided by law.
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138 MISFEASANCE

The wrongful doing of a lawful act in office.

139 NEGLECT OF DUTY

Failure to give suitable attention to the performance of duty. Examples include but are not limited to:
failure to take appropriate action on the occasion of a crime, disorder, or other act or condition deserving
police attention; absence without leave; failure to report to duty at the time and place designated;
unnecessary absence from the beat during a tour of duty; failure to perform duties prescribed in the police
manual; failure to conform to the department operating procedures.

140 NONFEASANCE

The omission of an act which should have been done while in office.

141 OFF DUTY

Those days, determined by the Chief of Police, on which a given member is excused from duty.

142 OFF THE AIR

In service but not available for radio communications.

143 OFFICERS

Every member duly appointed to the Police Department as a regularly salaried peace officer and who has
taken the oath as such. The term is applied without regard to sex, race, Division or duty.

144 ON DUTY

That state of a member during the period of day when he is actively engaged in the performance of his/her
duties, technically a police officer is Subject to call at all times.

145 ON THE AIR
In service with radio equipment in operation.
146 ORDER

An order is a command; a directive, given by one in authority and directed to a subordinate. It may be
either oral or written.

147 OUT OF SERVICE

Not available for radio communications.
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148 PATROL CAR

Radio equipped automobile used for patrol duty.

149 PLURALITY OF WORDS

Singular includes the plural and plural includes the singular.

150 POLICY

Any governing principle, broad plan, or course of action designed to accomplish an organization's goals.
151 POST

A fixed post or location to which an officer is assigned for duty, such as an intersection or crosswalk for
traffic duty; a spot or location for general duty, observation, and surveillance or for the apprehension of a
person wanted for, or about to commit a crime; or a designated desk or office.

152 PRELIMINARY INVESTIGATION

The initial investigation conducted by the department upon the report of a crime or attempted crime. The
preliminary investigation shall include statements from all persons concerned, details of the particular
crime that has been committed to include the pertinent elements of that crime, description of evidence,
and other property included in the case, and the action taken by investigating officers.

153 PRIVILEGE

The term “privilege” in reference to conditions of employment shall designate those Condi tions which
are not basic rights but are granted at the convenience of the Department.

154 PROBATIONARY PERIOD

Each member shall be required to serve a probationary period prior to permanent appointment to the
department.

155 PROCEDURE

The official method of dealing with any given situation as prescribed by Lexipol Policy Manual and
bulletins.

156 PROMOTION

A change from a position in one class to a position in a different class having a higher maximum rate of
pay.
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157 RANKING OFFICER

The officer having the highest rank or grade. Officers of the same grade shall rank according to date of
appointment to that grade, unless otherwise ordered by the Chief of Police.

158 REPORT
A written communication, unless otherwise specified, relating to police matters.
159 RIGHT

The term “right” in reference to conditions of employment shall designate those conditions specifically
outlined by City Ordinances or Civil Service Rules. For example: The member or employee has a “right”
to a specified annual leave.

160 RULES AND REGULATIONS

Directions issued by the Director of Public Safety and the Chief of Police to define the police purpose and
the duties and conduct of all members.

161 SENIORITY

Seniority in the department is established first by rank and second by aggregate time served in rank.
Where conflict occurs because of identical service or dates of appointment, the member with the highest
score on the promotional list from which appointments were made is deemed to be the senior. In
situations requiring decision or control, where the officers are of equal ranks, the senior officer will make
the decision and exercise control unless otherwise directed by higher supervisory officer and department
regulation.

162 SHALL /WILL

The words “shall” and “will”” as used herein shall indicate that the action required is mandatory.

163 SHIFT

That period of a calendar day during which a specified number of members is on duty. For reporting and
recording purposes, the following number of shifts have been established covering a full day:

1st Shift (Midnight), 2nd Shift (Day), 3rd Shift (Afternoon).

164 SHIFT COMMANDER

The Shift Commander is the ranking Patrol Shift supervisor on duty during any particular shift. He/She is
responsible for the effective operation of the uniform members of the department during that shift and all
department operations when the Chief of Police and the Division Commanders are off duty.

165 SICK LEAVE

The period of time during which an officer is excused from active duty by reason of illness or injury.
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166 SPECIAL DUTY

Police service, the nature of which requires that the member be excused from that performance of his/her
regular duties.

167 SPECIAL ORDERS

Are written directives issued by the Chief of Police outlining instructions covering particular situations.
Special Orders are automatically cancelled when this objective is achieved.

168 STAFF
Aid to an executive, helping him to plan and/or supervise the activities of others.
169 STAFF OFFICER

An officer having administrative or executive duties. These duties may be in addition to line or command
functions or as an exclusive function of assignment or rank.

170 SUPERIOR OFFICER

One having supervisory responsibilities, either temporarily or permanently, over officers of lower rank.
171 SUPERVISORY OFFICER

Any member of the Police Department who attains the rank of Sergeant or above.

172 SUSPENSION

The act temporarily denying an officer the privilege of performing his/her police duties in consequence of
dereliction or other violation of department regulations. Suspension is either the first step in the
disciplinary process or the penalty assessed. The suspended officer ordinarily does not receive pay. The
authority to suspend should be defined in department regulations.

173 THROUGH OFFICIAL CHANNELS

Through the hands of superior officers in the chain of command.

174 TENSE OF WORDS

The words used in the present tense include the future.

175 TRAINING BULLETIN

Bulletins regularly distributed by the department designed to keep officers of this department abreast of
new procedures and practices in the law enforcement field.
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176 WATCH
Time element, regardless of function.

177 WORK WEEK AND DAY

The Shift which an individ

17



Chapter 11

AUTHORITY / COMMAND / ORGANIZATION
I. DEPARTMENTAL AUTHORITY

Ohio Revised Code 737.05 provides that the Police Department of each city shall be composed of a Chief
of Police and such officers, patrolmen and employees as are provided by ordinance or resolution of City
Council.

In accordance with the above State Law and City Ordinance, City Council has authorized that the Police
Department shall be composed of the following positions:

Chief of Police
Captain of Police
Lieutenant of Police
Sergeant of Police
Patrol Officer
Civilian Employee

The above positions, including Civilian Employeeg, are in the classified list of the Civil Service, and all are
subject to the laws and rules of the Civil Service.

II. OPERATIONAL CONTROL

The Police Department is established on a semi-military basis with the authority descending from superior
to subordinate and responsibility ascending from subordinate to superior. The line of command in the
Department is divided into four collateral classifications: (1) Executive or Command Authority, (2)
Operational Authority, (3) Functional Authority and (4) Staff Authority. The explicit assignment of
responsibility to any superior officer in the Department does not relieve any subordinate officer of the
responsibility to properly carry out all orders and efficiently perform all duties assigned to him or inherent
in his/her rank.

Except as may be noted elsewhere, command and control over members and employees of the
Department shall be exercised in accordance with the following table of ranks, listed in descending order
of authority:
Chief of Police
Captain of Police
Lieutenant of Police
Sergeant of Police

18



A. EXECUTIVE /| COMMAND AUTHORITY

Executive or Command Authority is that authority which is inherent by reason of rank and is
automatically conferred upon and accepted by any member upon his/her execution of the oath of his/her
new office.

B. OPERATIONAL AUTHORITY

Operational Authority is that authority which is delegated to a supervisor to enable him to oversee the
performance of an explicit task by an assigned group of personnel.

C. FUNCTIONAL AUTHORITY

Functional Authority is that authority which is necessarily inherent in a particular Division, Bureau, or
unit in order that it may carry out a specialized program on a department wide basis. Thus, by reason of
its records keeping function, the Records Unit has department wide authority in matters concerning the
manner of taking, compiling and filing of reports. This authority shall be exercised in the name of the
Chief of Police through the line structure of the Department. Functional authority can be exercised only
by going through the chain of command and not by cutting across command lines.

D. STAFF AUTHORITY

Staff Authority is closely related to functional authority. A supervisor with functional authority may be
said to have staff authority in that he performs in a staff capacity to his/her superiors within the area of
his/her specialized activities. However, a supervisor may have staff authority delegated to him to enable
him to move freely into operational areas to study, develop or recommend procedures to be used on a
department wide basis. He neither issues orders nor exerts commands, he merely reports his/her findings
and recommendations to the superior who-originally delegated the staff authority. Any actions or orders
forthcoming as a result of the staff action will be issued by and in the name of the originating superior.

E. ACTING IN COMMAND

Any supervisory member assigned the status "Acting in Command" for any command-level officer shall
so act only during the periods of a stated time or lengthy absence such as vacation, authorized leave,
illness or injury, etc. When so assigned, the supervisor acting in-.command has full authority and full
responsibility of the command position he is occupying. The absent commanding officer is not bound by,
nor is he responsible for, the actions of the supervisor acting in command in his/her stead.

This status is distinguished from "Representative of the Commander" for in this latter case the supervisor
representing the commander does so for only short periods and is presumed to be under the direction and
control of the actual command-level officer, who retains administrative responsibility.

F. EXERCISE OF AUTHORITY

All officers holding any command or supervisory rank within the Department have authority over all
members and employees of any subordinate rank. Command or supervision will ordinarily be exercised
only within the scope of the member’s assignment but in an emergency or when the good of the
Department requires it, any command or supervisory officer may direct or correct the activities of any
subordinate member or employee.

19



G. CHAIN OF COMMAND

Any member or employee having information he desires to forward shall make such communications via
the official channels within the member or employee's own chain of command, except as provided below.

1. Members and employees of the Police Department shall not visit the Office of the Mayor,
Safety Director or members of City Council on matters pertaining to the Police Department, on
behalf of themselves or others without the prior knowledge of the Chief of Police.

2. When the information to be forwarded is of such a nature that it must be brought to the
immediate personal attention of the Chief of Police, the member or employee may bypass official
channels and contact the Office of the Chief of Police directly. Justification for this departure
from the established communications routine may, however, be required.

3. In the absence of the Chief of Police, the Captain of Police shall act in his/her capacity. In the
absence of the Chief of Police and Captain of Police, and the Chief of Police does not designate
an officer to act in his behalf, the senior ranking officer, by order of succession, shall be the
Acting Chief of Police. Seniority in all ranks shall be determined first by rank and second by
longevity of service in rank.

The Chain of Command and the order of rank in the Police Department shall be in the following order of
succession:
Chief of Police
Captain of Police
Lieutenant of Police
Sergeant of Police
Patrol Officer

When two or more officers of the same rank are working on the same assignment or detail, seniority of

rank shall not be exercised except in an emergency necessitating it, or if one officer, by competent
authority, has been designated as being in command.

H. ORGANIZATION

The following Divisions and Bureaus are hereby established in the Police Department under the following
titles:

Administrative Division Investigative Division Uniform Patrol Division
Staff Lieutenant Detective Bureau Uniform Patrol Shift
Training Academy Juvenile Bureau Holding Facility

Property Bureau SIU/Vice Bureau/Metro Traffic Bureau

Planning and Research FBI /ATF/ US Marshals Task Forces Impound Lot

Records Bureau SW.AT. Team Auxiliary Police Unit
Office of Professional Standards Crime Scene Unit Youth Corps

20



Staff Lieutenant: The Staff Lieutenant is responsible for the department’s Civilian employees. His/Her
primary responsibility is to oversee the effective operations of the Record Room, Communication Center,
Fleet Manager and Grant Administrator. The Staff Lieutenant is assigned to the Administrative Division
and is to be available to assist with any additional administrative duties to include overseeing the TAC
officer with issues and maintaining L.E.A.D.S and OHLEG systems compliance.

Property Office: The Property Office is responsible for receiving, recording, safeguarding, and
disposing of all property that is confiscated by Canton Police personnel to include property held in
evidence. The Property Office is responsible for ensuring that all evidence is presented in court and
returned to custody, and for receiving, maintaining, and distributing departmental supplies and materials.

Records Bureau: The Records Bureau is responsible for the orderly compilation, storage, and security of
all department documents, records, reports, and statistics. The Records Bureau is responsible for
providing public records requests as wells as submitting all State and Federally required reports and
statistics.

Firearms and Range Instructor: He shall be responsible for the planning, organizing, qualifications,
and directing activities associated with firearms training, care, maintenance, and operation of the indoor
and outdoor ranges. He is responsible for the procurement, inspection, and condition of the police
department firearms and the provision of ammunition.

Detective Bureau: The Detective Bureau is responsible for the investigation of all criminal cases, except
homicide by motor vehicle; The detection, arrest, and prosecution of criminal offenders; The recovery of
stolen property; to arrange the proper procedure for the return of fugitives to and from this city; any other
duty requested by the Chief of Police.

FBI Task Force: The FBI Task Force has the responsibility to work in conjunction with the local FBI
contingency in investigating terrorism, homeland security, and federal crimes in the local area; conduct
investigations and serve warrants on high risk fugitives; conduct surveillance and other undercover
activities. The FBI Safe Streets Task Force also works in conjunction with, and supports, CPD
investigations and operations.

Crime Scene Unit: The Crime Scene Unit is responsible for recording, fingerprinting, photographing,
and processing any crime scene that they are called to respond to; tagging and transporting all pertinent
evidence to the Stark County Crime Lab; maintaining a database of current employee photographs;
working with F.B.I., N.C.1.C. and B.C.I. in relation to fingerprinting standards and techniques.

Juvenile Bureau: The primary responsibility of Detectives assigned to investigate juvenile crime is to
analyze, control, suppress, and investigate juvenile delinquency; These detectives shall also investigate
all matters concerning the welfare of juveniles, including adults who have contributed to the delinquency
of a minor; complaints received in regards to delinquent, neglected, and dependent children;
investigations of all runaways or escapees from other jurisdictions.

SIU/Vice Bureau: The Vice Bureau is responsible for the investigation and prosecution of vice related
offenses including prostitution, drugs, gambling, liquor violations, and organized criminal offenses. The
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Vice Bureau is responsible for the enforcement of Federal and State laws, and City Ordinances regulating
the use of narcotics and drugs.

S.W.A.T. Team: The SWAT team is responsible for the safe deployment of various search warrants and
raid activities. The SWAT team is on call at all times in the event of any serious or critical incident that
their services could be utilized. The SWAT team will be deployed in hostage situations and as well as
other highly dangerous or critical incidents at the request of the Chief of Police.

Jail Bureau: The Jail Bureau is responsible for the safe custody of all prisons housed in the city jail for
court. The Jail Bureau is responsible to ensure that all prisoners are present for their court appearances
and returned to custody afterward. The Jail Bureau is responsible for the transportation of prisoners to
and from the County Jail and Canton Municipal Court.

Uniformed Patrol Shifts: The uniformed patrol shift has the responsibility of preserving the public
peace, maintaining law and order, protection of life and property, crime prevention and arrest of violators
of the law. The Uniformed Patrol Shift will quickly and efficiently answer all calls for service from
citizens and take all appropriate actions necessary including investigating, reporting and recording all
criminal complaints or violations of laws and ordinances as required. The uniformed patrol shift has the
responsibility to report unsanitary conditions, fire hazards, defective pavements, dangerous buildings, and
all other matters that are detrimental to public safety, health, or convenience. The Uniformed Patrol Shift
will also complete all other duties that are assigned by the Chief of Police.

Traffic Bureau: The Traffic/Accident Bureau is responsible for regulation or traffic flow, traffic safety,
parking control, traffic enforcement, accident investigations, accident prevention and the daily operation
of the City Impound Lot. The flow of traffic as it pertains to the supervision and control of traffic
involving special events such as parades and/or street festivals. Traffic functions, or any other functions
which may create a traffic problem.

K-9 Instructor: He shall be responsible to ensure the proper training and supervision of all canines and
officers who are assigned to K-9 unit. He is responsible that all canines are properly trained and safe for
law enforcement deployments and that all officers are adequately trained and equipped to properly
perform their assigned duties. He is responsible for submitting all required reports pertinent to his/her
office and all property, training aids, and equipment assigned to the K-9 unit are accounted for.

Youth Corps Advisors: Youth Corps advisors are responsible to safely and effectively train and
supervise the Youth Corps; to plan and schedule the Youth Corps at various events and to provide for the
administration and membership of the Youth Corps.

Crime Laboratory: The Crime Laboratory is under the direct control of the Chief of Police and
S.C.C.0.G. It is charged with the responsibility of processing and analyzing evidence and interpreting
such evidence in its relation to specific crime and individuals involved. It is also responsible for the
processing of fingerprints, firearm examinations, restoration of serial numbers, dermal nitrate and dermal
trace metal examinations, testing for blood and other body particles, examination of seminal stains,
alcoholic beverage analysis, poison analysis, footprint, tire track, tool mark, glass, and paint comparisons,
narcotic and drug analysis, or any other type of evidential examination that may be brought to the
attention of the Crime Laboratory.
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Office of Professional Standards The Office of Professional Standards is under the direct command of
the Administrative Division Commander to investigate all reports from within or without regarding to
personnel or policy problems of an internal or intra-departmental community nature.

Community Involvement Unit: The Community Involvement Unit is responsible for maintaining
effective relations with residents of the City of Canton. Duties in this unit include: Social Media,
Recruitment, Mediation, Walking beat, School Safety Officers, and participating and planning
neighborhood functions. In addition to these activities the Community Involvement Unit houses our
Domestic Violence Officer and our Mental Health Officer who both work directly with victims and
outside agencies to provide much needed resources.
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RANKS AND DUTIES

301 CHIEF OF POLICE

The Chief of Police shall be the Chief Executive Officer of the Police Department. He/She shall have
exclusive control of stationing and transfer of all supervisors, patrol officers and employees in the
department under such general rules and regulations as the Director of Public Safety prescribes. (Ohio
Revised Code 737.06)

301.2 He/She shall promptly execute all directives of the Director of Public Safety and issue such orders
to the Police Department as may be required for proper law enforcement.

301.3 He/She shall organize, direct and control all resources of the Police Department for the most
efficient discharge of their duty to preserve the peace, protect persons and property and obey and enforce
all laws of the United States of America, laws of the State of Ohio and the ordinances of the City of
Canton. (Ohio Revised Code 737.11)

301.4 He/She shall develop the organizational structure of the Police Department in accordance with
professional standards and, by the consideration of sound management principles integrate related
activities under the control of intermediate supervisors. He/She shall hold them accountable for effective
performance of such activities.

301.5 He/She shall plan and execute police programs designed to prevent and repress crime, apprehend
and prosecute offenders, recover property, and regulate noncriminal conduct. He/She shall modify these
programs to combat current trends as they are referred by analyses of records and reports.

301.6 He/She shall cooperate with the Civil Service Commission and others in devising acceptable
standards and procedures for recruitment, selection and promotion of members of the Department.

301.7 He/She shall work for the enactment and strengthening of laws and ordinances for
the restraint of criminal activities.

301.8 He/She shall cause an adequate and progressive program of training to be organized and conducted
for members of employees of the Police Department.

301.9 He/She shall initiate investigation into all cases of alleged or apparent misconduct by department
personnel or for any other reasonable and just cause. (Ohio Revised Code 737.12). He/She shall suspend
from duty and prefer charges against any member or employee preparatory to a hearing before the
Director of Public Safety or apply alternate authorized disciplinary measures when they are deemed
appropriate.
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301.10 He/She shall at all time inform himself of the affairs of the Police Department and be assured that
the duties and responsibilities of his/her subordinate are being properly discharged.

301.11 He/She shall visit and cause to be visited at irregular and unannounced times, all departmental
properties, bureaus, and sections for inspection of the efficiency of their operation.

301.12 He/She shall exercise general supervision and inspection of all public places within the City and
cause the laws and ordinances concerning them to be obeyed.

301.13 He/She shall develop and conduct a sound public information program to promote public
confidence and support, and shall interpret police policies and objectives to members and employees of
the Police Department, the press and general public.

301.14 He/She shall maintain suitable and productive relationships between the Police department and
other governmental agencies, and with private organizations, particularly those concerned with traffic or
crime prevention and the administration of justice

301.15 He/She shall submit those reports required of him/her to the Director of Public Safety in such
form and detail as to clearly depict conditions and police action taken. He/She shall publish an annual
report which presents the problems, services, and activities of the Police Department.

301.16 He/She shall insure prompt reporting to other city agencies of any important matters falling within
their jurisdiction. He/She shall conduct periodic meetings with their staff to discuss and resolve current
problems, establish policy and disseminate information.

301.17 He/She shall maintain an active alliance with professional police authorities and participate in
programs for the mutual improvement of proficiency in combating crime and traffic problems.

301.18 He/She shall develop or adopt new techniques to improve the effectiveness in the discharge of
primary police obligations of the Police Department.

301.19 He/She shall supervise the preparation and presentation of realistic annual budget estimates.

301.20 He/She shall administer the fiscal affairs of the Department in a manner calculated to convert
available resources into maximum effective police service, economically employed, in areas of
demonstrable need.

301.21 He/She shall have custody and control of all books, records, machines, weapons, apparatus and
equipment of every kind necessary for the department functions and shall have control of all public
property pertaining to and connected therewith and belonging thereto.

301.22 He/She shall be responsible for the training of all members of the Department. This includes the
preliminary training of members upon their appointment to the department, and the continued training of
all members of the department to improve their ability to serve the public more efficiently and to keep
them abreast of new developments in the law enforcement field.

301.23 He/She shall continually strive to improve employee working conditions in order to achieve
maximum efficiency and morale.
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303 ADMINISTRATIVE / TRAINING DIVISION CAPTAIN

The Administrative Captain shall have direct control and supervision over all officers and employees
assigned to his/her command. He/She shall be responsible for the operation of the administrative arm of
the Police Department and report directly to the Chief of Police. He/She shall also be responsible for the
duties and responsibilities as set forth under the Commanding Officers description (Section 304 of the
department's Rules and Regulations).

303.1 He/She shall have specific responsibilities for all training programs, and the firing ranges.

303.2 He/She shall organize and direct an annual progressive in-service training program with the
assistance of Division and Bureau commanders and as directed by the Chief of Police.

303.3 He/She shall prepare the training curriculum which satisfies department needs and shall procure
qualified instructors to present the subject matter.

303.4 He/She shall supervise the preparation of lesson plans and maintain a lesson plan file. He/She shall
furnish materials, such as audio visual aids, to assist in the preparations and presentation of the subject
matter.

303.5 He/She shall control the quality of presentation through advance examination of lesson plans and
by monitoring classroom instruction.

303.6 He/She shall arrange the hours of class instruction in the Academy and publish the complete
schedule.

303.7 He/She shall provide special treatment or modify presentations when an analysis of student
perfornlance indicates a need.

303.8 He/She shall be constantly alert to changes in policy, practice and regulations affecting law
enforcement and revise instructions to conform to current developments.

303.9 He/She shall be responsible for the firearms training program and shall prepare and schedule the
members of the department for such training.

303.10 He/She shall closely evaluate the performance and capabilities of all trainees and report their
achievements and his/her recommendations to the Chief of Police.

303.11 He/She shall keep such records, as department procedure specifies, as to each officer's ability on
the firing ranges and shall become a component of each officer's efficiency and departmental record.

303.12 His/Her administrative duties shall include planning and organizing the activities of assigned
personnel and the maintenance of harmonious relationships with other police units.

303.13 He/She shall obey and transmit promptly all orders of the Chief, ensuring uniform interpretation
and full compliance.

303.14 Ordinarily his/her hours of duty shall be in accordance with the needs of his/her assignment,
responding punctually to all assignments.
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303.15 He/She shall familiarize himself/herself with the administrative policy of the Department and
diligently execute the service program within his/her area of responsibility.

303.16 He/She shall be diligent in the enforcing of high ethical standards in the operation and conduct of
subordinates.

303.17 He/She shall when required assist with inquiries involving members of the Police Department.

303.18 He/She shall at all times inform himself/herself of the affairs of his/her Division and assure the
duties of his/her subordinates are being properly discharged.

303.19 He/She shall at irregular and unannounced times visit units under his/her command, inspecting
them for condition efficiency and conformity and take corrective action when needed.

303.20 He/She shall supervise the preparation and presentation of a realistic annual budget estimate for
his/her Division.

303.21 He/She shall submit written reports when necessary concerning incompetency, misconduct and
neglect of duty violations. These reports shall give a recommendation of action.

303.22 He/She shall review all departmental plans, including operational plans to see they are suitably up
to date. He/She shall make adjustments when necessary to policy and procedure.

303.23 He/She shall propose improvements and modernization of operational methods.

303.24 He/She shall review communication procedures with the help of the Dispatch Lieutenant and plan
for their modernization and increased efficiency.

303.25 He/She shall with the Administrative Coordinator design and control requisitions.

303.26 He/She shall with the Record Room Supervisor establish up to date record systems and
procedures.

303.27 He/She shall keep himself/herself, along with the assistance of Planning and Research, informed
of all Federal, State, and private funding that relates to the improvement of law enforcement and utilize
such programs for the prevention, detection, and suppression of crime.

303.28 He/She is responsible for the proper and effective functioning of the Internal Affairs Office and
their ability to investigate all reports from within or without regarding to personnel or policy problems of
an internal or intra-departmental community nature.

303.29 He/She shall have supervision over the indoor pistol range and the Greenport Road Outdoor
Range and shall be responsible for the care and safeguarding of the ranges and the equipment used on
these ranges.

303.30 He/She shall function as a representative of the Department to all public and private agencies
concerned in the training of police officers.
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303.31 He/She shall be responsible for the assignment of officers assigned to the Speakers Bureau and
shall coordinate this activity by supplying the most knowledgeable speaker as it relates to the subject
matter.

303.32 He/She shall be responsible for scheduling all Hall of Fame security as it pertains to officers of the
Canton Police Department.

303.33 He/She shall when time permits conduct a Citizens Police Academy to familiarize citizens in
police duties and functions.

303.34 He/She shall be responsible for the background investigations of all police candidates as
prescribed by Canton Civil Service and shall be chairman of the police interview committee.

303.35 He/She shall be an advisor in recruitment matters to the EEOC of the City of Canton and attend
meetings for recruitment strategies when called upon.

303.36 He/She shall be responsible for the overall selection process and interview of all interested K-9
handler candidates during the bid process.

303.37 He/She shall be responsible for the semi-annual Physical Fitness testing and scheduling of police
officers.

304 UNIFORM PATROL DIVISION CAPTAIN

The Patrol Division Captain shall have direct control and supervision, subject to the orders of the Chief of
Police, over all officers and employees assigned to his/her command. He/She shall be responsible to and
will report directly to the Chief of Police. He/She shall be responsible for the efficiency and effectiveness
of his/her subordinates and shall coordinate the functions and activities of the various units of his/her
respective command. He/She shall, at all times, require his/her shift to cooperate with other shifts,
Divisions and Bureaus of the department and shall suppress any friction which may arise between shifts,
Divisions and Bureaus and/or between officers.

304.1 He/She shall have administrative duties which will include planning, organizing, and directing the
activities of assigned personnel and the maintenance of harmonious relationships with other Divisions,
Bureaus, and allied agencies.

304.2 Ordinarily, his/her hours of duty will be established by his/her assignment, but he/she shall be
available for duty at all times in cases of special need or emergency. He/She shall respond punctually to
all of his/her assignments.

304.3 He/She shall familiarize himself/herself with the administrative policy of the Police
Department and execute the Division and Bureau service program in accordance with said policy.

304.4 He/She shall be responsible for seeing that all property (confiscated, held in evidence, recovered)

processed through his/her Division or Bureau is property marked, tagged, identified and immediately
channeled to the property clerk.
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304.5 He/She shall familiarize himself/herself with the administrative policy of the Department and
diligently execute the program within his/her area of responsibility providing for:

1. Prevention and suppression of crime.

2. Protection of life and property.

3. Apprehension and prosecution of offenders.
4. Preservation of peace.

5. Enforcement of regulatory measures.

304.6 He/She shall be diligent in enforcing the observance of high ethical standards of performance and
conduct of members and employees of the Police Department.

304.7 He/She shall, under direction of the Chief of Police, assist in the administration of the Department
program for:

1. Organizing and conducting personnel training programs.

2. Improving working conditions for maximum efficiency and morale.

3. Using personnel records and performance evaluations for individual guidance and improvement.
4. Improving efficiency and cooperation in areas of common responsibility.

5. Advancing the Public Information Program for promoting public support, understanding and
confidence.

6. Insuring the proper and economical use of police manpower, property and equipment.

7. Promoting personnel and fleet safety.

304.8 He/She shall insure the proper conduct of roll call assembly during which members are instructed
and inspected. Instruction shall include the complete transmission of orders and information both from
officers to their command and from relief to relief.

304.9 He/She shall investigate systematically all cases of apparent or alleged misconduct by his
subordinates, preparing reports and recommendation for high-authority with a copy to the Chief of Police.

304.10 He/She shall cause to be kept in his office, records of all transactions of his/her Division or
Bureau, including assignments and work performed by each member of his/her command, all
communications pertaining to the Division or Bureau and such other operational records as may be
required.

304.11 He/She shall supervise all communications concerning matters between the Divisions
or Bureaus and other law enforcement agencies. All communications shall be under the name of the Chief
of Police.

304.12 He/She shall at all time inform himself/herself of the affairs of his/her Division or Bureau and be
assured that the duties and responsibilities of his subordinates are properly discharged.

304.13 He/She shall analyze crime and incident reports daily to determine trends as a basis for tactical
deployment of resources and direction of police operations.

304.14 He/She shall assign personnel by time and by area to most efficiently meet the objectives of the
Division or Bureau.
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304.15 He/She shall make daily examination of personnel reports and other reports to insure proper
deployment and control of members and employees under his/her command.

304.16 He/She shall examine reports for confolD1ity with approved procedures as outlined by various
authoritative instructions, referring improper or incomplete reports in reverse order through original
channels for corrections and explanation of deficiency.

304.17 He/She shall, at irregular and unannounced times, visit all parts of the Division or Bureau under
his/fher command to observe conditions, efficiency of operation and conformity with regulations and
orders, initiating corrective action or disciplinary measures as deemed necessary.

304.18 He/She shall exercise a general supervision and inspection of all public places within his/her area
of assignment and cause the laws, ordinances and regulations to be enforced.

304.19 He/She shall be responsible for the preparation of required correspondence, reports and
maintenance of records relating to the activities of his/her command. He/She shall be responsible for the
communicating of information up and down the chain of command as required.

304.20 He/She shall be responsible for the proper use and maintenance of quarters, equipment, supplies
and material assigned to his command.

304.21 He/She shall not send any member of his command outside the County or State without the
expressed consent of the Chief of Police.

304.22 He/She shall be responsible to the Chief of Police for regulation of Division or Bureau functions,
and the proper and effective utilization of personnel assigned to his command.

304.23 He/She shall be responsible for the scheduling of days off for members of his/her command. This
shall be accomplished in conformance with department policy and procedure.

304.24 He/She shall insure prompt reporting to other city agencies of any important matter within their
jurisdiction.

304.25 He/She shall furnish staff supervision, resources, and services of his/her assignment to other
Divisional units so that they may achieve common objectives.

304.26 He/She shall extend such cooperation to representatives of the press, radio, television and other
media as may be consistent with the policies of the Chief of Police and endeavor to maintain harmony and
accord between such media and the Police Department.

304.26 He/She shall be responsible for all training programs for the Auxiliary Police Unit.
304.27 He/She shall keep records of all activities of the Police Auxiliary Unit, such as hours worked,
personnel assignments, and those police functions in which the Auxiliary assisted. He/She shall be

charged with the proper issuance of Auxiliary uniforms and equipment, their care and storage when not in
use.
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305 INVESTIGATIVE DIVISION CAPTAIN

The Captain of the Investigative Division shall have direct control and supervision over all officers and
civilian employees assigned to his/her command. The Captain shall be responsible for all operations
within the Investigative Division and shall reply directly to the Chief of Police. The Captain is
responsible for the proper performance of assigned duties by subordinates in accordance to established
rules, regulations, policy and procedures related to: 1) employee performance and conduct and 2) the
appropriate resolution of criminal investigations assigned in the Division under his command. The
Captain will provide for continuation of his command and/or supervision during his absence.

305.1 He/She shall be responsible for the administrative duties which include the planning, organizing
and directing of the investigations and activities of his/her assigned personnel. He/She shall be
responsible for the maintenance of harmonious working relationships between his/her assigned Bureaus,
other department Divisions and Bureaus, and outside allied criminal justice agencies. He/She shall
exercise staff supervision over all functions relating to the Police Department's criminal investigations,
resulting arrests and prosecutions.

305.2 He/She shall normally work his/her hours of duty as determined by his/her assignment, but will be
available for duty at all times in cases of special needs or emergency. He/She shall respond punctually to
all of his/her assignments.

305.3 He/She shall be responsible for the complete, accurate and prompt preparation of departmental
reports pertaining to cases assigned to the Division. He/She shall be responsible for seeing that all
property (confiscated, evidentiary, or recovered) processed through his/her Division is properly marked,
tagged, identified and immediately channeled to the property section in accordance with established
departmental procedures.

305.4 He/She shall review the scheduling of all officers under his/her command to ensure the personnel
resources of the Division are utilized in the most efficient and effective manner possible. Final personnel
scheduling decisions are the responsibility of the Investigative Division Captain. He/She shall be
responsible for the punctual attendance of all personnel within his/her command and shall see that
appropriate records are completed concerning each subordinate's attendance, overtime, days off, vacation,
sick days and leave of absence as reported by departmental policy and procedure. He/She shall be
responsible to the Chief of Police for regulation of Division and Bureau functions and the effective
utilization of personnel assigned to his/her command.

305.5 He/She shall be diligent in enforcing the observance of high ethical standards of performance and
conduct of employees under his/her command. He/She shall at all times inform himself/herself of the
affairs of his/her Division and be assured that the duties and responsibilities of his/her subordinates are
properly discharged. He/She shall investigate systematically all cases of apparent or alleged misconduct
by his/her subordinates, preparing reports and recommendations for the Chief of Police. He/She shall, at
irregular and unannounced times, visit all parts of the Division or assigned Bureaus under his/her
command to observe and inspect conditions, efficiency of operation and conformity with regulations and
orders, initiating corrective action or disciplinary measures as deemed necessary and appropriate.

305.6 He/She shall cause to be analyzed crime and incident reports in a timely fashion to determine trends
as a basis for special investigation. He/She shall assign detectives to special investigative assignments as
deemed necessary to investigate specific crimes or circumstances. He/She shall closely monitor and
review the activities of the special assignment detail and report back directly to the Chief of Police in a
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timely fashion. The establishment or discontinuation of special investigative assignments shall have prior
approval of the Chief of Police.

305.7 He/She shall be responsible for the filing of all felony charges resulting from assigned cases
investigated by the Division. He/She shall give all necessary aid to subordinates in the preparation of their
cases and when in doubt as to the status of the case, he/she shall consult with the proper authorities so
there will be no mistrial caused by neglect on the part of members of his/her command. He/She shall be
accountable for the preparation, attendance and presentation of cases in Court by members of his/her
command. He/She shall be responsible for the prompt service of all official notices or subpoenas which
may be sent to his/her Division by the proper authority. He/She shall keep the Chief of Police fully
apprised as to the work of the Division and when important cases are under investigation, he/she shall
consult frequently and advise the Chief of Police such progress being made with the investigation.

305.8 He/She shall be responsible for the preparation of required correspondence, reports and
maintenance of records relating to the activities of his/her command. He/She shall be responsible for the
communication of information up and down the chain of command as required. He/She shall be
responsible for the proper use and maintenance of quarters, equipment, supplies, and material assigned to
his/her command. He/She shall furnish staff supervision, resources, and services of his/her assignment to
other Divisional units so that they may achieve common investigative objectives.

305.9 He/She shall extend such cooperation to representatives of the press, radio, television, and other
media as may be consistent with departmental policy. He/She shall endeavor to maintain harmony and
accord between such media and the investigative Division. He/She shall not permit any person access to
the investigative Division premises for the purpose of selling or offering for sale goods of any description,
or canvas or solicit for any purpose whatsoever without the expressed permission of the Chief of Police.

305.10 He/She shall be responsible for the enforcement within the investigative Division of all Federal
Laws, Laws of the State of Ohio, and Ordinances of the City of Canton coming within his/her command.

306 COMMANDING OFFICER

Subject to direction from the Chief of Police, a commanding Officer has direct control over all members
and employees within his command. A Commanding Officer may hold the rank of Captain or Lieutenant.
A Commanding Officer in the Department will consist of any Captain or the Lieutenant in charge of the
Detective Bureau, Traffic Bureau, Staff Lieutenant, Special Investigations Unit, Training Bureau, Office
of Professional Standards, and or any new bureau designated by the Chief of Police. He/She is
responsible for the direction and control of personnel under his/her command to assure the proper
performance of duties and adherence to established rules, regulations, policies and procedures. He/She
will provide for continuation of command and/or supervision during their absence.

306.1 He/She shall have administrative duties which will include planning, organizing, and directing the
activities of assigned personnel and the maintenance of harmonious relationships with other Divisions,
Bureaus, and allied agencies.

306.2 Ordinarily, his/her hours of duty will be established by his/her assignment, but he/she shall be
available for duty at all times in cases of special need or emergency. He/She shall respond punctually to
all of his/her assignments.

32



306.3 He/She shall familiarize himself/herself with the administrative policy of the Police
Department and execute the Division and Bureau service program in accordance with said policy.

306.4 He/She shall be responsible for seeing that all property (confiscated, held in evidence, recovered)
processed through his/her Division or Bureau is property marked, tagged, identified and immediately
channeled to the property clerk.

306.5 He/She shall familiarize himself/herself with the administrative policy of the Department and
diligently execute the program within his/her area of responsibility providing for:

1. Prevention and suppression of crime.

2. Protection of life and property.

3. Apprehension and prosecution of offenders.
4. Preservation of peace.

5. Enforcement of regulatory measures.

306.6 He/She shall be diligent in enforcing the observance of high ethical standards of performance and
conduct of members and employees of the Police Department.

306.7 He/She shall, under direction of the Chief of Police, assist in the administration of the Department
program for:

1. Organizing and conducting personnel training programs.

2. Improving working conditions for maximum efficiency and morale.

3. Using personnel records and performance evaluations for individual guidance and improvement.
4. Improving efficiency and cooperation in areas of common responsibility.

5. Advancing the Public Information Program for promoting public support, understanding and
confidence.

6. Insuring the proper and economical use of police manpower, property and equipment.

7. Promoting personnel and fleet safety.

306.8 He/She shall insure the proper conduct of roll call assembly during which members are instructed
and inspected. Instruction shall include the complete transmission of orders and information both from
officers to their command and from relief to relief.

306.9 He/She shall investigate systematically all cases of apparent or alleged misconduct by his
subordinates, preparing reports and recommendation for high authority with a copy to the Chief of Police.

306.10 He/She shall cause to be kept in his office, records of all transactions of his/her Division or
Bureau, including assignments and work performed by each member of his/her command, all
communications pertaining to the Division or Bureau and such other operational records as may be
required.

306.11 He/She shall supervise all communications concerning matters between the Divisions
or Bureaus and other law enforcement agencies. All communications shall be under the name of the Chief
of Police.

306.12 He/She shall at all time inform himself/herself of the affairs of his/her Division or Bureau and be
assured that the duties and responsibilities of his subordinates are properly discharged.
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306.13 He/She shall analyze crime and incident reports daily to determine trends as a basis for tactical
deployment of resources and direction of police operations.

306.14 He/She shall assign personnel by time and by area to most efficiently meet the objectives of the
Division or Bureau.

306.15 He/She shall make daily examination of personnel reports and other reports to insure proper
deployment and control of members and employees under his/her command.

306.16 He/She shall examine reports for conformity with approved procedures as outlined by various
authoritative instructions, referring improper or incomplete reports in reverse order through original
channels for corrections and explanation of deficiency.

306.17 He/She shall, at irregular and unannounced times, visit all parts of the Division or Bureau under
his/her command to observe conditions, efficiency of operation and conformity with regulations and
orders, initiating corrective action or disciplinary measures as deemed necessary.

306.18 He/She shall exercise a general supervision and inspection of all public places within his/her area
of assignment and cause the laws, ordinances and regulations to be enforced.

306.19 He/She shall be responsible for the preparation of required correspondence, reports and
maintenance of records relating to the activities of his’/her command. He/She shall be responsible for the
communicating of information up and down the chain of command as required.

306.20 He/She shall be responsible for the proper use and maintenance of quarters, equipment, supplies
and material assigned to his command.

306.21 He/She shall not send any member of his command outside the County or State without the
expressed consent of the Chief of Police.

306.22 He/She shall be responsible to the Chief of Police for regulation of Division or Bureau functions,
and the proper and effective utilization of personnel assigned to his command.

306.23 He/She shall be responsible for the scheduling of days off for members of his/her command. This
shall be accomplished in conformance with department policy and procedure.

306.24 He/She shall insure prompt reporting to other city agencies of any important matter within their
jurisdiction.

306.25 He/She shall furnish staff supervision, resources, and services of his/her assignment to other
Divisional units so that they may achieve common objectives.

306.26 He/She shall extend such cooperation to representatives of the press, radio, television and other
media as may be consistent with the policies of the Chief of Police and endeavor to maintain harmony and
accord between such media and the Police Department.

306.27 He/She shall be responsible for the punctual attendance of all personnel within his command and
shall see that records are completed of each member's attendance, overtime, days off, leave of absence,
sick days and vacations in such a manner and form as directed by the Chief of Police.
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306.28 He/She shall, in accordance with the direction of the Chief of Police, observe probationary officers
assigned to his command; and prior to the expiration of their probationary period, he/she shall submit to
the Chief of Police a detailed report concerning qualifications to secure permanent status.

306.29 He/She shall be responsible for the enforcement within his/her command of all Federal Laws,
Laws of the State of Ohio and Ordinances of the City of Canton corning within the jurisdiction of the
Police department.

306.30 He/She shall give all necessary aid to subordinates in the preparation of their cases and when in
doubt as to the status of the case, he/she shall consult with the proper authorities so there will be no
mistrial caused by any neglect on the part of the members of his/her command. He/She shall be
accountable for the preparation, attendance and presentation of cases in Court by members of his/her
command.

306.31 He/She shall, when a member of his command is reported unable to perform duty on account of
iliness or other disability, after three days, visit such member to ascertain the circumstances attending
such disability. He/She shall continue to visit said sick and disabled member each and every five day
period. A progress report on such member shall be forwarded to the Chief of Police. When such member
returns to duty, the time and date shall be noted and the member shall sign the prescribed form. He/She
shall review the form and affix his signature to it indicating either approval or disapproval of the
member’s absence.

306.32 He/She shall be responsible for the prompt service of all official notices or subpoenas which may
be sent him/her by proper authority.

306.33 He/She shall carefully read and explain to the members of his/her command all general orders and
all special orders when so indicated. All such orders, after having been so read and explained, shall be
posted on the bulletin board provided for that purpose for a reasonable length of time, after which they
will be filed. Members who for reason of absence are not officially informed of such orders shall be so
instructed thereof.

306.34 He/She shall not permit any person in the police building for the purpose of selling or offering for
sale goods of any description, or canvass or solicit for any purpose whatsoever without the expressed
permission of the Chief of Police.

306.35 In the event of death of any member of his/her command, he/she shall personally call the home of
the deceased, acquaint himself/herself with the family conditions and forward the information to the Chief
of Police so that the necessary assistance will be provided.

307 TRAFFIC COMMANDER

The Traffic Coordinator shall exercise staff supervision over all functions related to traffic safety, traffic
control and traffic enforcement in the City. He shall have direct control and supervision over all officers
and employees assigned to his command and shall be directly responsible to the Uniformed Patrol
Division Captain. He shall be responsible for the duties and responsibilities as set forth in this section
and, also, in the Commanding Officer (Section 307 Rules and Regulations)..

307.1 He/She shall be responsible for the efficient and proper enforcement of all state statutes and City
Ordinances pertaining to traffic, pedestrian movement and the parking of motor vehicles.
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307.2 He/She shall have supervision of traffic matters involving special events such as parades, street
festivals, athletic functions, or any other public event which may present a traffic problem.

307.3 He/She shall make regular inspections of the City, noting traffic conditions and shall assign the
personnel under his command in such a manner as to accomplish the greatest efficiency in traffic
regulation, parking control, traffic enforcement and accident investigations and prevention.

307.4 He/She shall at irregular and unannounced times visit locations where traffic situations require
police attention, making inspections of the police operations and initiating corrective action where
deemed necessary.

307.5 He/She shall be responsible for the maintenance of records that are necessary in evaluating the
effects of enforcement as it pertains to traffic.

307.6 He/She shall be responsible in supervising subordinates in the making of proper investigations of
accidents and the prosecution of traffic violators.

307.7 He/She shall have supervision over the Police Auto Impound Lot and City Parking Decks and
Attendants.

307.8 He/She shall be constantly alert and advised as to any amended or new laws or ordinances
pertaining to traffic and shall take such action as is required in the posting of proper traffic signs and
enforcement procedures.

307.9 He/She shall function as the department representative to all public and private agencies concerned
with traffic problems.

307.10 He/She shall prepare or cause to be prepared a "Daily Lineup Roster", copies of which shall be
forwarded to the Chief of Police, Uniform Division Commander and Communications Center.

307.11 He/She shall personally respond to the scene of a major accident during his duty hours and assume
full command of the investigation.

307.12 He/She shall process all traffic accident reports involving Police and City owned vehicles and
such reports shall be channeled to the proper authorities.

307.13 He/She shall serve as the Liaison to the Canton Police Auxiliary Unit and the Youth Corps
program to ensure each unit is properly trained and monitored.

307.14 He/She shall oversee the Canton Metro Crash Team in all responses, investigations and training.
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308 SIU/CRIMINAL INTELLIGENCE BUREAU COMMANDER

The Commanding Officer of the SIU Unit shall have direct control and supervision over all officers and
employees assigned to his command. He shall be totally responsible for the operation of the Vice Unit and
report directly to the Investigative Division Captain. He shall be responsible for the duties and
responsibilities as set forth in this section and, also, in the Commanding Officer (Section 307. Rules and
Regulations).

308.1 He shall be responsible for the processing of all cases pertaining to gambling, prostitution, liquor
violations, obscene materials, narcotics, drugs and sexual activity.

308.2 He shall at all time keep the Chief informed and advised as to the activities of his Bureau and shall
as frequently as is necessary consult with the Investigative Division Captain on vice matters.

308.3 He shall when formulating the Unit's program, deploy and utilize the personnel of his command
toward the most efficient enforcement program and shall provide for:

1. Inspection of public and commercial amusement places.

2. Investigation of conditions affecting the moral welfare of the community.

3. Enforcement of all laws, ordinances, and regulations for the control and suppression of illegal traffic
and activities in liquor, narcotics, drugs, gambling and prostitution.

4. Any other phase of police function which may be assigned to his Bureau by the Investigative Division
Commander.

308.4 He shall cooperate with Federal Agencies in the suppression of gambling and prostitution where
such acts are in violation of Federal laws.

308.5 He shall be responsible for the enforcement of State laws and City ordinances prohibiting the
editing, publishing, selling, offering for sale, or distributing obscene printed books, articles, cards,
pamphlets, leaflets, photographs, phonograph records and movies.

308.6 He shall function as the department representative to all public and private agencies concerned with
vice control and narcotic and drug control.

308.7 He shall supervise the marking, identifying and tagging of all evidence held in connection with
official cases. He shall be responsible for the processing of all evidence as per Departmental procedures.
309 FISCAL MANAGER (Civilian)

The Fiscal Manager of the Police Department shall be responsible for the operation making purchases,
invoice payment and for the duties and responsibilities as set forth in this section. He/She shall report

directly to the Administrative Division Commander.

309.1 He/She shall have complete authority over the functions of the Fiscal Manager and be directly
responsible to the Administrative Division Captain.
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309.2 He/She shall have the responsibilities for:

1. Managing the Police Department Budget, acquiring needed supplies and ensuring all invoices are paid.
2. The maintaining of personnel efficiency records.

3. The maintaining of personnel service records.

4. All department classification records.

5. Taking yearly inventory and the records applicable thereto.

6. Administrating and record keeping for all insurance and compensations as indicated or prescribed by
departmental procedure.

309.4 He/She shall be responsible for assisting in the preparation of the annual department budget and
shall forward such budget to the Chief of Police for his approval.

309.5 He/She shall be responsible for the supervision of equipment and supply requisitions and shall be
charged with the distribution of such equipment and supplies.

309.6 He shall be responsible for the processing of all purchase orders relating to Police Department
purchases.

310 DETECTIVE BUREAU LIEUTENANT

A Lieutenant assigned to the Detective Bureau shall be under the direct supervision of the Commanding
Officer of the Investigative Division and shall be responsible for the efficient operation of his/her
assignment in conformance with established procedures and policies. He/She shall be responsible for the
duties and responsibilities as set forth in this section and, also, in the Commanding Officers (Section 307.
Rules and Regulations).

310.1 He/She shall exercise authority commensurate with their responsibility and be accountable to
his/her Commanding Officer.

310.2 He/She shall obey, and transmit to all personnel under their supervision, all legitimate orders, and
shall be sure that all orders are fully understood and executed efficiently and diligently.

310.3 Ordinarily his/her hours of duty shall be established by his/her assignment but he/she shall be
available at all times in case of special need or emergency, he/she shall respond punctually to all of
his/her assignments.

310.4 He/She shall familiarize themselves with the administrative policy of the Detective Bureau and
diligently execute the programs within his/her area of responsibility providing for:

1. Prevention and suppression of crime.

2. Protection of life and property.

3. Apprehension and prosecution of offenders.
4. Preservation of peace.

5. Enforcement of regulatory measures.

310.5 He/She shall assist his Commanding Officer in the investigation of all apparent or alleged
misconduct by his/her subordinate personnel, and shall procure evidence sufficient to sustain or refute
such allegation.
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310.6 He/She shall follow-up the activities of Sergeants and investigators under his/her supervision, to
determine whether police duties, orders and instructions are promptly and efficiently performed. He/She
shall interview complainants and see that complaints have received proper attention.

310.7 He/She shall require from his subordinates the proper attitude of respect and obedience at all times,
and shall on all occasions maintain proper decorum as a supervising officer.

310.8 He/She shall be observant, discreet and logical in his/her deductions, loyal and impartial in the
performance of his duty, and set an example of sobriety, character, efficiency, observance of discipline,
neatness and cleanliness in person and equipment.

310.9 He/She shall, in the absence of the Commanding Off icer of the Detective Bureau, respond to the
scene of any major crime which may occur during his/her hours of duty and take charge of the scene until
relieved by a superior officer.

310.10 He/She shall under the direction of his/lher Commanding Officer assist in the administration of the
Detective Bureau Program for:

1. Personnel training.

2. Improving working conditions for maximum efficiency and morale.

3. Using personnel records and performance individual guidance and evaluations for improvement.

4. Improving efficiency and cooperation in areas of common responsibility.

5. Advancing the Public Information Program for promoting public support, understanding and
confidence.

6. Proper and economical use of division property and equipment.

310.11 He/She shall be held accountable for the conduct and appearance of subordinates, and will be
deemed guilty of neglect of duty and inefficiency when those under his supervision are habitually lax or
indifferent in the performance of duties.

310.12 He/She shall familiarize himself with administrative policy and execute the service program
within his area of responsibility.

310.13 He/She shall be diligent in enforcing the observance of high ethical standards in the performance
and conduct of members and employees under his supervision.

310.14 He/She shall devote the maximum possible time to the appropriate exercising with his
subordinates inspection and supervision of his noting deficiencies and making corrections and
recommendations, always degree of leadership commensurate responsibility.

310.15 He/She shall provide for and supervise periodic inspection of all police equipment and motor
vehicles used by personnel assigned to him.

310.16 He shall make reports and keep records necessary to the efficient operation of his assignment or as
prescribed by his Commanding Officer or the Deputy Chief in charge of the Investigation Division.

310.17 He/She shall be alert to the need for improved techniques for operation of his assignment and
submit pertinent recommendations for their adoption through his Commanding Officer.
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310.18 He/She shall examine reports for conformity with the procedures outlined in current directives for
complete investigating and reporting.

310.19 He/She shall, at the beginning of his hours of duty, secure all information pertinent to the proper
conduct of business from the Commanding Officer or Lieutenant in charge of the preceding shift, and at
the conclusion of his hours of duty impart such information to the Commanding Officer or Lieutenant in
charge of the relieving shift.

310.20 He/She shall assist the Commanding Officer of the Detective Bureau with Roll Call, or conduct
Roll Call in his absence, and shall communicate all orders and necessary information, and shall issue duty
assignments to the personnel under his supervision.

310.21 He/She shall take necessary corrective action and report in writing to his immediate supervisor
every serious breach of discipline or neglect of duty by any member or employee under his supervision.

310.22 He/She shall be thoroughly familiar with the City Ordinances, Federal and State Laws, and all
phases of the duties of a Sergeant and Investigator and shall instruct the personnel under his supervision
in the proper performance of their duties.

310.23 He/She shall serve all legal warrants assigned to him and execute required returns.

311 OFFICE OF PROFESSIONAL SERVICES COMMANDER

The Commander of the Office shall be the rank of Lieutenant and shall have command and control of the
Office of Professional Standards and all officers working under his command and shall report directly to
the Chief of Police. He shall be responsible for the duties and responsibilities as set forth in this section
and, also, in the Commanding Officer (Section 307. Rules and Regulations).

311.1 The Office of Professional Services Commander is responsible for the thorough investigation of all
administrative and inter-departmental investigations that are lodged by citizens, police officers or the
Chief of Police in regards to officer misconduct or violations of departmental rules or regulations.

311.2 The Office of Professional Services Commander has the ultimate responsibility to ensure that all
cases assigned to his bureau are carefully and thoroughly investigated to the best of his/her ability and in
conformance with State and Federal laws.

311.3 He/She shall ensure that the officers assigned under their command are properly and efficiently
utilizing their time in order to handle the large caseload assigned to the bureau.

311.4 He/She shall obey, and transmit to all personnel under his/her supervision, all legitimate orders, and
shall be sure that all orders are fully understood and executed efficiently and diligently.

311.5 Ordinarily his/her hours of duty shall be established by their assignment but they shall be available

at all times in case of special need or emergency, he/she shall respond punctually to all of their
assignments.

40



311.6 He/She shall familiarize themselves with the administrative policy of the department and diligently
adhere to and execute it within their area of responsibility.

311.7 He/She shall follow-up the activities of any officers under their supervision, to determine whether
police duties, orders and instructions are promptly and efficiently performed. He/She shall interview
complainants and see that complaints have received proper attention.

311.8 He/She shall require from their subordinates the proper attitude of respect and obedience at all
times, and shall on all occasions maintain proper decorum as a supervising officer.

311.9 He/She shall maintain the department’s digital telephone logger system in accordance with
departmental rules and regulations.

311.10 He/She shall be observant, discreet and logical in his deductions, loyal and impartial in the
performance of their duty, and set an example of sobriety, character, efficiency, observance of discipline,
neatness and cleanliness in person and equipment.

311.11 He/She shall be able to learn to operate all the equipment associated with the daily operation of
the Office including personal computer and peripheral equipment, audio recording devices, fax machines,
copiers, telephones and other equipment unique to the Office of Professional Standards.

311.12 He/She shall investigate problems arising from group conflicts and work toward the alleviation of
such tensions.

311.13 He/She shall conduct investigations into allegations of improper conduct of police department
employees that would constitute a violation of work rules or a violation of law and to obtain evidence
necessary to affirm or dispel the allegations of improper or illegal activity.

311.14 He/She shall interviews and/or interrogates witnesses, suspects, victims, and others, both
cooperative and hostile, to obtain information relevant to the investigation.

311.15 He/She shall conduct searches for evidence in a systematic manner and determine the existence of
a criminal or administrative violation using investigative methods and techniques.

311.16 He/She shall examine crime scenes to gather physical evidence and other information relevant to
the investigation.

311.17 He/She shall administer the preparation and secure storage of Profession Standards case files.
311.18 He/She shall administer the records retention schedule for his/her Bureau.

311.19 He/She shall ensure the history of each case being investigated, preparing comprehensive
documentation for the department and the Chief of Police with recommendations for the disposition of the

investigation.

311.20 He/She shall present evidence and investigative findings during disciplinary hearings, and court
trials for employee misconduct and violations of law.

311.21 He/She shall create duplicate audio tapes and recorded telephone conversations when authorized
through proper departmental procedures.
41



311.22 He/She shall investigate any other case or perform any other duty assigned to him/her by the Chief
of Police.

312 PATROL SHIFT COMMANDER

Each patrol shift will have a Lieutenant assigned as a Patrol Shift Commander who is directly responsible
to the Uniformed Division Captain for the proper performance and utilization of his/her specifically
assigned shift. He/She shall also be responsible for the duties and responsibilities as set for the under the
Commanding Officers description (Section 304 of the department’s Rules and Regulations). The Patrol
Shift Commanders will act as the Officer in Charge (OIC) of the daily departmental operations when the
Chief of Police and Division Commanders are not on duty. In the absence of the Patrol Shift
Commander, the senior sergeant on duty for that shift will be “Acting in Command” for the purposes of
serving as the Officer in charge.

312.1 He/She shall be responsible for the proper assignment of all officers under his/her command to
effectively patrol the city and respond to any emergency promptly.

312.2 He/She shall provide for the daily inspection of police officers assigned to patrol and correct any
non-compliance with departmental standards of uniform or equipment.

312.3 He/She shall provide for all significant changes in departmental rules, regulations, policies, and
procedures to be explained first at roll call ensuring that each man assigned to his supervision understands
them.

312.4 He/She shall coordinate the deployment and activities of Patrol personnel.

312.5 He/She shall be responsible for the conduct of roll calls, dissemination of information and/or
materials, and inspection of officers for fitness for duty.

312.6 He/She shall ensure the proper use of radio procedures by all members under his command.

312.7 He/She shall ensure that inspections of motor vehicles and equipment are carried out and that the
results of such inspections are properly reported by current departmental procedures.

312.8 He/She shall provide for the security, cleanliness, and maintenance of headquarters and department
equipment during his/her tour of duty.

312.9 He/She shall advise and assist subordinates in all phases of police work requiring his/her expertise.

312.10 He/She shall ensure that all persons coming into Headquarters are treated courteously.
312.11 He/She shall ensure proper processing of all complaints received by citizens.

312.12 He/She shall maintain the order and security of headquarters and the proper conduct of officers.
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312.13 He/She shall examine for approval or disapproval all reports or records submitted by officers
under his/her command. If approved, sign the report or record in the proper place. If disapproved, order
the police officer to correct the deficiencies and resubmit the report or record.

312.14 He/She shall brief the on-coming Shift Supervisor on actions occurring during his shift and
current equipment status.

312.15 He/She shall be responsible for ensuring the prompt and effective service of all summons,
subpoenas, warrants, and other official documents forwarded by proper authorities.

312.16 He/She shall provide reviews and appraisals of the performance of subordinate supervisors.

312.17 He/She shall personally respond to any emergency or occurrence of a serious or unusual nature
which arises within his jurisdiction, unless his/her presence at headquarters would be of more value under
the circumstances. Under the latter circumstance, he/she shall assign a supervisory officer to take
command at the scene of the emergency.

312.18 He/She shall report any unusual occurrence, homicide, attempted homicide or other aggravated
crimes to the Chief of Police immediately.

312.19 He/She shall be responsible for the treatment of prisoners while in the station or jail and under no
circumstance will unnecessary violence be allowed in the management of a prisoner.

312.20 He/She shall be responsible for the efficiency, discipline and morale of all members of his/her
command. He/She shall submit written reports, through the proper channels, concerning incompetency,
misconduct, neglect of duty or violations of rules and regulations by his subordinates. These reports shall
contain recommendations as to what action shall be taken against the subordinate.

312.21 He/She shall closely supervise the activities of his/her subordinates, making corrections where
necessary and commending good work where appropriate. He/She shall have a working knowledge of the
duties and responsibilities of his/her subordinates and be available for assistance or instructions as may be
required. He/She shall critically observe procedures affecting the operation of his/her command and shall
recommend changes designed to increase its effectiveness.

312.22 He/She shall be expressly required to see that all complaints and requests for service anywhere in
the City are promptly and properly investigated and that appropriate action is taken.

312.23 He/She shall summon the member in charge of the Detective Bureau in all homicide cases. The
member in charge of the Detective Bureau will take charge of the investigation when he arrives at the
scene.

312.24 He/She shall require members of his command to give special attention to places where criminals,
gamblers, prostitutes, vagrants and persons associated with them may congregate. All legal means shall
be employed to arrest them for eventual prosecution and suppress their activities.

312.25 He/She shall counsel subordinate officers in the performance of their duties and shall take suitable
action in the cases of any laxity, misconduct, incompetence, inefficiency or neglect of duty that may come
to his attention.
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31.26 He/She shall see that all members of his command are inspected and shall see that all members are
properly uniformed and equipped. Such inspections shall be held prior to the start of each shift.

312.27 He/She shall perform any other duty or complete any other task assigned to him/her by the Patrol
Division Commander, or Chief of Police.

313 POLICE SERGEANT

A Police Sergeant shall be responsible for the efficient operation of his assignment in conformity with
established procedures and policies of the Police Department.

313.1 He/She shall exercise authority commensurate with their responsibility and be accountable to an
assigned supervisor.

313.2 He/She shall obey and submit promptly all legitimate orders, insuring uniform interpretation and
full compliance.

313.3 Ordinarily, his/her hours of duty shall be established by their assignment, but they shall be available
at all times and in cases of special need or emergency. He/she shall respond punctually to all of their
assignments.

313.4 He/She shall familiarize themselves with the administrative policy of the department and diligently
execute the programs within thier area of responsibility providing for:

1. Prevention and suppression of crime.

2. Protection of life and property.

3. Apprehension and prosecution of offenders.
4. Preservation of peace.

5. Enforcement of regulatory measures.

313.5 He/She shall familiarize themselves with administrative policy and execute the service program
within their area of responsibility.

313.6 He/She shall be diligent in enforcing the observance of high ethical standards in the performance
and conduct of members and employees of the Police Department.

313.7 He/She shall, under the direction of his supervisor, assist in the administration of the departments
program for:

1. Personnel training.

2. Improving working conditions for maximum efficiency and morale.

3. Using personnel evaluations for improvement. Records and performance individual guidance and

4. Improving efficiency and cooperation in areas of common responsibility.

5. Advancing the Public Information Program for promoting public support, understanding and
confidence.

6. Proper and economical use of department property and equipment.

44



313.8 He/She shall assemble personnel under their command for pre-tour briefing, inspect their persons,
uniforms, and equipment, and provide them with instructions and guidance necessary to the performance
of their duties.

313.9 He/She shall take necessary corrective action and report to their immediate supervisor any instance
of un-fitness detected at inspection or during his tour of duty.

313.10 He/She shall take necessary corrective action and report in writing to their immediate supervisor
every serious breach of discipline or neglect of duty by any member or employee.

313.11 He/She shall exercise the general supervision of inspection in all public places within their
assignment, and cause the laws, ordinances, regulations concerning their operations to be enforced.

313.12 He/She shall devote the maximum possible time to the inspection and supervision of their
subordinates, noting deficiencies and making appropriate corrections and recommendations, always
exercising a degree of leadership commensurate with their responsibility.

313.13 He/She shall provide for and supervise periodic inspection of all police equipment and motor
vehicles used by personnel assigned to him/her.

313.14 He/She shall make reports and keep records necessary to the efficient operation of their
assignment or as prescribed by higher authority.

313.15 He/She shall be alert to the need for improved techniques for operation of his/her assignment and
submit pertinent recommendations for their adoption through their immediate supervisor.

313.16 He/She shall examine reports for conformity with the procedures outlined in current directives for
complete investigating and reporting.

314 DETECTIVE BUREAU INVESTIGATOR

A Patrol Officer assigned to the Detective Bureau shall be responsible through supervisors to the
Commanding Officer of the Detective Bureau for the efficient operation of his/her assignment in
conformance with established procedures and policies.

314.1 He/She shall be charged with the investigation of criminal cases, arrest of criminal offenders,
location of missing persons, recovery of lost and stolen property, and the proper processing of fugitive
requisitions.

314.2 He/She shall acquire a thorough knowledge of the criminal code of law and the elements that
constitute criminal acts and violations of various section thereof; and shall have a thorough knowledge of
the rules of evidence and search seizure. He shall familiarize himself with the criminal classes, acquiring
knowledge of their practices, haunts and associations and acquaint himself with various methods used by
criminals in the commission of crime and evading detection.

314.3 He/She shall follow-up each case assigned to him until there is a final official disposition of such
case. He/She shall interview and advise complainants in person at reasonable intervals relative to the
status of the case number investigation in which the complainant is concerned.
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314.4 He shall cooperate with all members of the Police Department in the prevention and detection of
crime, the arrest of criminals and the enforcement of all laws and ordinances.

314.5 Ordinarily, his/her hours of duty shall be established by their assignment, but he/she shall be
available at all times in case of special need or emergency, they shall respond punctually to all of their
assignments.

314.6 He/She shall submit written supplementary offense reports relative to assigned cases and shall keep
His/her intermediate supervisor advised daily of the progress and development of major and serious cases
assigned to him/her.

314.7 He/She shall not enter into official Detective Bureau correspondence over their signature, nor shall
they convey official Bureau communications by telephone or otherwise outside the City, except by
express permission of his Commanding Officer.

314.8. He/She shall, when leaving the City on police business for a period of more than twenty-four
hours, notify their intermediate supervisor upon their arrival at the destination. He/She shall keep in close
communication with the Detective Bureau at all times during their absence and prior to leaving for the
return to the City, communicate the time of departure. If his/her assignment calls for bringing back a
prisoner, they shall inform their commanding officer whether or not his is returning with or without the
prisoner.

314.9 He/She shall, after their absence from the City on police business, render to the Fiscal Manager a
correct account of expenses incurred, together with the receipts of such items of expenditures. Such
information will be audited and approved by letter and submitted to the Investigation Division
Commander.

314 .10 He/She shall, at the beginning of their tour of duty, unless otherwise notified, report for duty at
Police Headquarters. If assigned to a radio equipped vehicle, he/she shall notify the radio operator by the
use of the car radio as to their availability.

314.11 He/She shall, when assigned to a radio equipped vehicle or any other radio equipment, be
responsible for the same rules and regulations that have been adopted for proper and efficient use for the
radio communications system.

314.12 He/She shall dress in civilian clothes and keep themselves neat and clean, properly armed and
their appearance businesslike and presentable at all times.

314.13 He/She shall, at all times, have with them a standard loose leaf notebook in which they shall make
an official record of their investigations and the names of persons taken into custody by them and such
other relative information in case that may be important in the trial thereof; and all other transactions,
information and matters of importance relative to the discharge of their official duty. Such notebook shall
be subject to inspection by their Commanding Officer at any time.

314.14 The fact that he/she is assigned to the Detective Bureau does not relieve them of the responsibility

of taking prompt action in the matter of any violation of laws, ordinances or regulations coming to their
attention.
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314.15 He/She shall be responsible for the condition, care and proper use of motor vehicles and any other
equipment assigned to them.

314.16 He/She shall attend Roll Call, familiarize themselves with the activities of the day and record
needed information and receive and execute any orders or assignments given to him/her by their
Commanding Officer. At the conclusion of their hours of duty, they shall submit on prescribed forms
written reports of their activities which occurred during their tour of duty to their intermediate supervisor.

314.17 He/She shall learn the procedure, preparation and develop such skills to make them an effective
witness. They shall also become familiar with the rules of evidence, Court and presentation of cases as
will enable him/her to be an effective investigator.

314.18 He/She shall acquire all possible information concerning all places in the City known to be or
suspected of being frequented by criminals or questionable characters and direct the attention of the
Detective Bureau personnel and the other Bureau and Division Commanders of such places.

314.19 He/She shall improve his effectiveness by his attention to the study of, and application of:

1. Use of records and reports.

2. Conduct of interviews.

3. Cultivation of informants.

4. Investigative techniques.

5. Development of perception and observation.

6. Proper collection, identification, analyses, preservation and presentation of evidence.

314.20 He/She shall use every legal means at his disposal to detect and solve crime and prosecute
offenders, and thoroughly investigate all information received from any source.

314.21 He/She shall maintain good relationship with other law enforcement agencies, cooperating with
them as much as possible and improving their sources of aid-and information.

314.22 He/She shall be prepared at all times, regardless of the special nature of his assignment, to respond
to any need for police service, and shall perform such other duties as are prescribed or to what 