DIRECTIVE 1.1
LAW ENFORCEMENT AGENCY ROLE

Issue Date: 04/23/2020 By Order of Chief of Police
Rescinds: (Issue 05/05/2014) CALEA Standards
Referenced: 1.1.1; 1.1.2; 1.1.3
Pages: 10 &1.14

This directive consists of the following sections:

1.1.1 Oath of Office

1.1.2 Code of Ethics

1.1.3 Agency’s Role in Criminal Justice Diversion Programs
1.1.4 Consular Notification

POLICY AND PROCEDURE:

1.1.1 Oath of Office

Each member of the Miami Township Police Department, prior to assuming sworn status,
shall take and subsequently abide by an oath of office to enforce the law, uphold the
Constitution of the United States, the Constitution of the State of Ohio and the resolutions
of Miami Township.

The oath will be administered and a signed copy will be placed in the officer's personnel
file.

Miami Township Police Department Qath of Office

I, name of officer, do solemnly swear to uphold the Constitution of the United States of
America, the Constitution and Laws of the State of Ohio and the Resolutions of Miami
Township.

I recognize the badge of my office as a symbol of public faith and promise to be true to
the ethics of police service. As an officer of the Miami Township Police Department, I
shall faithfully serve all people within our jurisdiction with dignity, equality and
compassion.

Officer Date
Chief of Police Date
Township Fiscal Officer Date
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1.1.2 Code of Ethics

All members of the Miami Township Police Department are expected to uphold high
standards of ethical conduct. The Miami Township Police Department therefore
subscribes to the Canons of Police Ethics, the Law Enforcement Code of Ethics and the
Law Enforcement Code of Conduct as adopted by the International Association of Chiefs
of Police. All members are expected to abide by these ethics.

Canons of Police Ethics

Article 1: Primary Responsibility of Job

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

Article 2: Limitations of Authority

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

Article 3: Duty to be Familiar with the Law and with Responsibilities of Self and other
Public Officials

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

Article 4: Utilization of Proper Means to Gain Proper Ends

Law enforcement officers shall be mindful of his responsibility to pay strict attention to
the selection of means in discharging the duties of his 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
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disrespect for the law and its officers. If the law is to be honored, it must be by those who
enforce it.

Article 5: Cooperation with Public Officials in the Discharge of their Authorized 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
shall be meticulous, however, in assuring himself of the propriety, under the law, of such
actions and shall guard against the use of his office or person, whether knowingly or
unknowingly, in any improper or illegal action. In any situation open to question, he
shall seek authority from his superior officer, giving him a full report of the proposed
service or action.

Article 6. Private Conduct

The law enforcement officer shall be mindful of his 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 person. Following the career
of a police officer gives no person 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 private life that the public will regard him as an example of stability,
fidelity, and morality.

Article 7: Conduct Toward the Public

The law enforcement officer, mindful of his 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 official life in a
manner such as will inspire confidence and trust. Thus, he will be neither overbearing
nor subservient, as no individual citizen has an obligation to stand in awe of him nor a
right to command him. The officer will give service where he can, and will 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 sworn obligation.

Article 8: Conduct in Arresting and Dealing with Law Violators

The law enforcement officer shall use his powers of arrest strictly in accordance with the
law and with due regard to the rights of the citizen concerned. His office gives him no
right to prosecute the violator nor to mete out punishment for the offense. He shall, at all
times, have a clear appreciation of his 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
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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.

Article 9: Gifts and Favors

Law enforcement officer, representing government, bears the heavy responsibility of
maintaining, in his own conduct, the honor and integrity of all government institutions.
He 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 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 judgment in the discharge of his duties.

Article 10: Presentation of Evidence

The law enforcement officer shall be concerned equally in the prosecution of the
wrongdoer and the defense of the innocent. He shall ascertain what constitutes evidence
and shall present such evidence impartially and without malice. In so doing, he will
ignore social, political, and all other distinctions among the persons involved,
strengthening the tradition of the reliability and integrity of an officer's word.

Article 11: Attitude toward Profession

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

Law Enforcement Code of Ethics

As a law enforcement officer, my fundamental duty is to serve the community; to
safeguard lives and property; to protect the innocent against deception, the weak against
oppression or intimidation and the peaceful against violence or disorder, and to 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. I 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 both in my personal and official life, I will be exemplary in
obeying the law and the regulations of my department. Whatever I see or hear of a
confidential nature or that is confided to me in my official capacity will be kept ever
secret unless revelation is necessary in the performance of my duty. [ will never act
officiously or permit personal feelings, prejudices, political beliefs, aspirations,
animosities or friendships to influence my decisions. With no compromise for crime and

Directive 1.1 - Law Enforcement Agency Role 4



with relentless prosecution of criminals, I will enforce the law courteously and
appropriately without fear or favor, malice or ill will, never employing unnecessary force
or violence and never accepting gratuities. I recognize the badge of my office as a symbol
of public faith, and I accept it as a public trust to be held so long as I am true to the
ethics of police service. I will never engage in acts of corruption or bribery, nor will 1
condone such acts by other police officers. I will cooperate with all legally authorized
agencies and their representatives in the pursuit of justice. I 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.

Law Enforcement Code of Conduct

Primary Responsibilities of a Police Officer

A police officer acts as an official representative of government who is required and
trusted to work within the law. The officer’s powers and duties are conferred by statute.
The fundamental duties of a police officer include serving the community, safeguarding
lives and property, protecting the innocent, keeping the peace and ensuring the rights of
all to liberty, equality and justice.

Performance of the Duties of a Police Officer

A police officer shall perform all duties impartially, without favor or affection or ill will
and without regard to status, sex, race, religion, political belief or aspiration. All citizens
will be treated equally with courtesy, consideration and dignity. Olfficers will never
allow personal feelings, animosities or friendships to influence official conduct. Laws
will be enforced appropriately and courteously and, in carrying out their responsibilities,
officers will strive to obtain maximum cooperation from the public. They will conduct
themselves in appearance and deportment in such a manner as to inspire confidence and
respect for the position of public trust they hold.

Discretion

A police officer will use responsibly the discretion vested in his position and exercise it
within the law. The principle of reasonableness will guide the officer’s determinations,
and the officer will consider all surrounding circumstances in determining whether any
legal action shall be taken. Consistent and wise use of discretion, based on professional
policing competence, will do much to preserve good relationships and retain the
confidence of the public. There can be difficulty in choosing between conflicting courses
of action. It is important to remember that a timely word of advice rather than arrest—
which may be correct in appropriate circumstances—can be a more effective means of
achieving a desired end.
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Use of Force

A police officer will never employ unnecessary force or violence and will use only such
force in the discharge of duty as is reasonable in all circumstances. The use of force
should be used only with the greatest restraint and only after discussion, negotiation and
persuasion have been found to be inappropriate or ineffective. While the use of force is
occasionally unavoidable, every police officer will refrain from unnecessary infliction of
pain or suffering and will never engage in cruel, degrading or inhuman treatment of any
person.

Confidentiality

Whatever a police officer sees, hears or learns of that is of a confidential nature will be
kept secret unless the performance of duty or legal provision requires otherwise.
Members of the public have a right to security and privacy, and information obtained
about them must not be improperly divulged.

Integrity

A police officer will not engage in acts of corruption or bribery, nor will an officer
condone such acts by other police officers. The public demands that the integrity of
police officers be above reproach. Police officers must, therefore, avoid any conduct that
might compromise integrity and thus undercut the public confidence in a law enforcement
agency. Officers will refuse to accept any gifts, presents, subscriptions, favors, gratuities
or promises that could be interpreted as seeking to cause the officer to refrain from
performing official responsibilities honestly and within the law. Police officers must not
receive private or special advantage from their official status. Respect from the public
cannot be bought; it can only be earned and cultivated.

Cooperation with Other Police Officers and Agencies

Police officers will cooperate with all legally authorized agencies and their
representatives in the pursuit of justice. An officer or agency may be one among many
organizations that may provide law enforcement services to a jurisdiction. It is
imperative that a police officer assist colleagues fully and completely with respect and
consideration at all times.

Personal-Professional Capabilities

Police officers will be responsible for their own standard of professional performance
and will take every reasonable opportunity to enhance and improve their level of
knowledge and competence. Through study and experience, a police officer can acquire
the high level of knowledge and competence that is essential for the efficient and effective
performance of duty. The acquisition of knowledge is a never-ending process of personal
and professional development that should be pursued constantly.
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Private Life

Police officers will behave in a manner that does not bring discredit to their agencies or
themselves. A police officer’s character and conduct while off duty must always be
exemplary, thus maintaining a position of respect in the community in which he or she
lives and serves. The officer’s personal behavior must be beyond reproach.

Every member of the Miami Township Police Department shall abide by the
requirements of the State of Ohio Ethics Law and any supporting Ohio Revised Code
sections.

All newly hired personnel shall receive a copy of these canons and codes of ethics via
receipt of this policy during their first week of employment with Miami Township.
Additionally, all newly hired personnel shall receive a copy of the Ohio Ethics Law,
Chapter 102. Further ethics training shall be conducted at least biennially through
classroom instruction, shift briefings, computer-based training, bulletins or any other
combination of methods determined by the Chief of Police.

1.1.3 Agency’s Role in Criminal Justice Diversion Programs

There are a number of social service and criminal justice diversion programs that may be
used by officers in lieu of arrest or other formal action. These include detoxification
programs, mental health counseling, drug abuse counseling, diversion and other court
sanctioned programs such as mediation. An officer may exercise discretion and apply
any of these in lieu of arrest or in addition to arrest when it is the most reasonable for the
offender and the violation.

A decision to divert a juvenile from the juvenile justice system for whom legal
proceedings would be inappropriate or the use of other resources more effective should
include:

The nature of the alleged offense;

The age and circumstances of the alleged offender;

The offenders record, if applicable;

The availability of community-based rehabilitation or treatment programs and the
willingness of the parent/guardian to cooperate in directing the juvenile to such
programs.

Employees of Miami Township are provided a list of resources to which officers may
refer persons when in the officers opinion such referral is in the best interest of justice
and referral more adequately addresses the needs of the person being referred.

1.1.4 Consular Notification

It is the policy of the Miami Township Police Department to comply with all United
States Government treaty obligations regarding the arrest and detention of foreign
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nationals in Miami Township. The following information summarizes the basic
requirements of consular notification. These are mutual obligations that also pertain to
American citizens abroad. In general, a foreign national should be treated as you would
want an American citizen to be treated in a similar situation in a foreign county. This
means prompt, courteous notification to the foreign national of the possibility of consular
assistance, and prompt, courteous notification to the foreign nationals nearest consular
officials so that they can provide whatever consular services they deem appropriate.

e Foreign National - Any person who is not a United States citizen. The term
foreign national and alien are used interchangeably. Resident aliens who have a
resident alien registration card, commonly known as a green card, are considered
foreign nationals for the purposes of consular notifications, as are undocumented
or illegal aliens.

e Arrest - Any arrest, detention or other commitment to custody that results in a
foreign national being incarcerated for more than a few hours triggers the consular
notification requirements under this procedure. A brief traffic stop or an arrest
which results in a citation and release at the scene for an infraction or
misdemeanor would not require that consular notification is provided.

e Consular Official/Diplomat - A citizen of a foreign country employed by a foreign
government and authorized to provide assistance on behalf of that government to
that government's citizens in a foreign country. Diplomats are officials of a
foreign government assigned to an embassy in Washington, D.C. Diplomats may
also perform consular functions and should be treated as a consular officer.

Diplomatic and Consular Immunities from Arrest

International law requires that law enforcement authorities of the United States extend
certain privileges and immunities to members of foreign diplomatic missions and
consular posts. The purpose of these privileges and immunities is not to benefit
individuals but to ensure the efficient and effective performance of their official missions
on behalf of their governments. Most of these privileges and immunities are not absolute
and law enforcement officers retain their fundamental responsibility to protect and police
the orderly conduct of persons in the United States. The State Department booklet,
Diplomatic and Consular Immunity: Guidance for Law Enforcement and Judicial
Authorities clarifies the many issues of diplomatic immunity as it pertains to enforcing
the law. The publication offers a guide to the categories of foreign mission personnel and
the privileges and immunities to which each is entitled. It explains how to identify and
verify the identity of such persons and furnishes guidance to assist law enforcement
officers in handling incidents involving foreign diplomatic and consular personnel. This
publication is located in the patrol room, in the Consular Notification and Immunity
binder.
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Consular Notification Process

Whenever a foreign national is arrested or detained in the United States, there are legal
requirements to ensure that the foreign nationals’ government can offer him/her
appropriate consular assistance. Whenever a foreign national is taken into custody, the
detaining officer shall determine whether consular notification is at the option of the
foreign national or whether it is mandatory. In all cases, the arresting officer shall,
without delay, inform the foreign national of the right of consular notification and access.

Basic Rule Notification (Optional Notification)

If the detained foreign national is a citizen of a country not on the Mandatory Notification
Countries and Jurisdiction Listing, the requirement is that the foreign national be
informed without delay of the option to have his/her government's consular
representatives notified of the detention. The notification to the detainee and his
acceptance or refusal of consular notification shall be documented on the offense report.

Without Delay

Without Delay, as contained in the Vienna Convention on Consular Relations, generally
is understood to mean that there should be no deliberate delay and that notification should
occur as soon as reasonably possible under the circumstances.

Mandatory Notification

Arrests or detentions of foreign nationals from specific countries require notification to
the consulate of the foreign national regardless of whether the foreign national desires
that notification is made. These countries are listed in the Consular Notification and
Access binder located in the patrol room and on the Consular Notification and Access
Reference Card issued to all officers.

If mandatory notification is required, inform the foreign national of the mandatory
notification and document that notification on the offense report.

Privacy concerns or the possibility that a foreign national may have a legitimate fear of
persecution or other mistreatment by his/her government may exist in some mandatory
notification cases. The notification requirement should still be honored, but it is possible
to take precautions regarding the information about why a foreign national is in detention.
Should a detainee express a concern over disclosure, contact the State Department for
guidance. Contact information is maintained in the Consular Notification and Access
Binder and on the Consular Notification and Access Reference Card.

Documentation and Record Keeping

Fax sheets for notifying consular officials of arrests or detentions shall be maintained in
the Consular Notification and Access binder located in the patrol room. Upon completion
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and faxing of the document, the officer shall place the document and fax receipt with the
offense report to be forwarded to records. If the detainee is taken to the Clermont County
Sheriff's Office holding facility, a copy of the document shall be taken with the detainee
to be given to the holding facility personnel accepting the detainee.

Death or Serious Injury of a Foreign National

When a Miami Township Officer becomes aware of the death or a life threatening injury
of a foreign national in Miami Township, the Officer shall report it to the appropriate
Consulate office utilizing the appropriate fax sheet maintained in the Consular
Notification and Access binder. The faxed notification and receipt shall be maintained
with the incident report.
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DIRECTIVE 1.2

LIMITS OF AUTHORITY
Issue Date: 09/03/2020 By Order of Chief of Police
Rescinds: (Issue 04/23/2020) CALEA Standards

Referenced: 1.2.1; 1.2.2; 1.2.3;
1.2.4; 1.2.5; 1.2.6; 1.2.7; 1.2.8;
Pages: 17 1.2.9 & 1.2.10

This directive consists of the following sections:

1.2.1 Legal Authority Defined

1.2.2 Legal Authority to Carry and Use Weapons
1.2.3 Compliance with Constitutional Requirements
1.2.4 Search and Seizure

1.2.5 Arrests With / Without Warrant

1.2.6 Alternatives to Arrest

1.2.7 Use of Discretion

1.2.8 Strip / Body Cavity Search

1.2.9 Biased Policing

1.2.10 Duty to Intervene

POLICY AND PROCEDURE:

1.2.1 Legal Authority Defined

The Federal Constitution, Ohio Constitution and Ohio Revised Code define the scope and
limits of law enforcement authority as it pertains to the enforcement of laws, statues and
resolutions.

Ohio Revised Code section 505.48 allows the Trustees of any Township to "create a
Township Police district comprised of all or portion of the unincorporated territory of the
Township".

Ohio Revised Code section 505.49 (F) states, "members of the Police force of a
Township Police district... shall serve as peace Officers for the Township territory
included in the district".

Ohio Revised Code section 2935.01 (B) defines "Peace Officer" as including a "Police
Officer of a Township or joint Township Police district".
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Ohio Revised Code section 2935.03 (A) grants power to Police Officers of Township
Police districts to arrest people within their jurisdiction violating laws of the State of
Ohio or Resolutions of the Township.

O.R.C. 4513.39 (A) exclusively gives to state highway patrol officers, sheriffs, and
sheriff’s deputies “the power to make arrests for violations on all state highways, of
sections 4503.11, 4503.21, 4511.14 to 4511.16, 4511.20 to 4511.23, 4511.26 to 4511.40,
4511.42 to 4511.48, 4511.58, 4511.59, 4511.62 to 4511.71, 4513.03 to 4513.13, 4513.15
to 4513.22, 4513.24 to 4513.34, 4549.01, 4549.08 to 4549.12, and 4549.62 of the
Revised Code.” There is an exception to the aforementioned limit on jurisdiction. Under
O.R.C. 4513.39 (B)(2), if the township population is greater than fifty thousand, then the
township police agency has jurisdiction to make arrests and issue traffic citations for the
offenses enumerated under O.R.C. 4513.39(A).

For many years, “the power to make arrests” language under this code section was
construed to not include the issuance of traffic citations commanding the traffic violator
to appear in court. (See OAG 70-063) However, this interpretation of 4513.39 was struck
down by the Ohio Supreme Court in State v. Holbert. State v. Holbert, 38 Ohio St.2d 113
(1974). In Holbert, the Ohio Supreme Court held that township officers cannot stop
suspected traffic violators on state highways for the enumerated offenses in 4513.39. In
so holding, the Court noted that legislators intended the word “arrest” in 4513.39 to
include the right to stop and ticket motorists.

Several cases subsequent to Holbert have addressed the problems presented by this
interpretation of 4513.39. It is clear from these cases that citations for an OVI do not fall
within 4513.39 and township officers may make arrests on state highways for OVI
offenses. See e.g. State v. Davis, 1981WL 5139 (1981). Additionally, courts have found
arrests or citations made by township officers who were in “hot pursuit” permissible even
if the offense is one enumerated in 4513.39 and the stop occurs on a state highway. See
e.g. State v. Annis, 2002 —Ohio- 5866 (2002). While this “hot pursuit” exception gives
township officers some leeway to make stops on state highways for enumerated offenses,
there are a few important elements that must be present in order for the stop to be lawful
under the “hot pursuit” exception.

The “hot pursuit” exception is contained within O.R.C. 2935.03(D). Under this section, in
order to be in “hot pursuit,” three elements must be satisfied: (1) the township officer
must conduct the pursuit without unreasonable delay after the offense is committed; (2)
the pursuit must be initiated within the limits of the jurisdiction of the officer; and (3) the
offense involved must be: (A) a felony, (B) a misdemeanor of the first or second degree,
or (C) “any offense for which points are chargeable pursuant to section 4510.036 of the
Revised Code.” In the case of traffic stops, the officer’s pursuit will almost always be
without unreasonable delay and section 4510.036 contains a large number of traffic
offenses, including many of the offenses enumerated in 4513.39. The issue, then,
becomes the second prong that requires the pursuit to start within the territorial
jurisdiction of the pursuing officer. Because 4513.39 give exclusive jurisdiction over
state highways to the state patrol and sheriff’s office for the enumerated offenses,
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township officers are not within their territorial jurisdictions when the pursuit for an
enumerated offense in 4513.39 begins on a state highway.

O.R.C. 4513.39 only applies to citations for violations of the O.R.C.. The Ohio Supreme
Court in Village of Struthers v. Sokol (1923), 108 Ohio St. 263, 140 N.E.2d 519 held that
the Ohio Constitution provides municipalities of the state with police power directly
conferred by the people in all matters of local self-government. In State v. Parker, (1994),
68 Ohio St3d 283-284, the Ohio Supreme Court once again stated that the Ohio
Constitution grants authority to municipalities to regulate traffic within their respective
territories. As such, an officer from a municipality may issue traffic citations for
municipal ordnance violations.

In conclusion, section 4513.39 denies jurisdiction to township officers to make stops and
issue citations for any enumerated offenses that occur on interstate highways unless the
township’s population exceeds fifty thousand. The ‘“hot pursuit” exception allows
township officers to stop or arrest motorists on interstate highways for some enumerated
offenses, but only if all three elements of the “hot pursuit” exception are satisfied. The
last census indicates Union Township, Miami Township, and Milford each have less than
fifty thousand people. As such, their officers do not have jurisdiction to issue citations or
arrest motorists for violations listed under O.R.C. 4513.39.

1.2.2 Legal Authority to Carry / Use Weapons

Police Officers of the Miami Township Police Department are authorized to carry
weapons in the course of their official duties as described in the following Ohio Revised
Code sections: 109.71; 109.743; 109.75; 109.801; 2923.12; 2923.121; 2923.122;
2923.126(D); 2923.16; 2923.161 and 2923.17.

Officers on duty will carry the department issued weapons. Officers who are in an on -
duty status may also carry a department approved secondary firearm.

Officers off duty may carry their department issued firearm or their approved secondary
firearm as long as doing so does not conflict with any department directive or order or
violates any federal, state, local law, ordinance or resolution. Officers while carrying a
weapon off duty must have on their person or at hand, proper identification, including
department issued badge and identification card.

No officer shall carry any firearm while under the influence of alcohol and/or drug that
would impair the officer's performance.

Only those weapons and ammunition that meet the police department's authorized

specifications as approved by the Chief of Police will be used by Officers. [Reference -
Directive 4.3.1]
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1.2.3 Compliance with Constitutional Requirements

It shall be the duty of every officer to ensure that all Constitutional requirements are met
during criminal investigations and arrests. Officers will ensure that the Constitutional
rights of all persons are not violated.

Interviews

An interview is a non-accusatory conversation in which a police interviewer utilizes
questions and answers in an attempt to develop investigative and behavioral information
that will test the veracity of statements made by a suspect, victim or witness. Interviews
may occur in a variety of circumstances and locations. Although interviews are non-
accusatory conversations, officers engaged in interviews shall be aware of the nature of
questions, the location of the interview and the conditions present when conducting
interviews to ensure that the subject has no reason to believe that they are in custody.

Field Interviews

Field interviews are conducted to:

e Record the identification and actions of subjects;
e Prevention and suppression of criminal activity;
e Providing centralized records of such Field Interview contacts.

The identity and activities of persons shall be noted and recorded via computer entry on a
Field Interview Report by officers when such persons conduct, appearance, situation or
any other factor or combination of factors indicate to the officer that such recording of
information is in the interest of justice and the furtherance of the mission of the
department.

Officers must be cognizant of the limitations associated with the field interview. An
officer may not stop a person for the sole purpose of completing a field interview report.
The following are factors that should be taken into account when establishing reasonable
cause for the detaining of a person for the purpose of conducting a field interview:

e Rational suspicion by the officer that some activity out of the ordinary is
occurring or has taken place;

e Some indication should exist to connect the person under suspicion with the
unusual activity;

e There should be some suggestion that the activity may be related to a crime.

Interrogations

An interrogation is an accusatory procedure designed to elicit acknowledgement from a
person that they were involved in a specific activity. The activity is normally criminal in
nature, but an interrogation also involves an acknowledgement regarding omissions,
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truthfulness or prior statements and/or knowledge of another person's conduct. Sworn
members of the Miami Township Police Department may question suspects regarding
criminal activity. Whether the questioning is a custodial or non-custodial interrogation
will be determined by the circumstances.

Prior to interrogation of a suspect, whenever the suspect is in custody of otherwise
deprived of his freedom; an officer must first advise the suspect of their constitutional
rights (Miranda Warning). If an officer is in doubt about the custodial status of a person
being interviewed, the person being interviewed should be advised of their constitutional
rights.

A person who is entitled to be advised of their constitutional rights shall be informed:

e That they have a right to remain silent and that any statement made by them may
be used in a court of law against them. That they have the right to stop making a
statement at any time.

e That they have a right to an attorney and if they cannot afford an attorney the
courts will appoint an attorney to represent them.

All custodial interrogations of a suspect for aggravated murder, murder, voluntary
manslaughter, first or second degree involuntary manslaughter or vehicular homicide,
rape attempted rape or sexual battery that occur in a place of detention and are recorded
are presumed voluntary. Therefore, when possible, officers should record interrogations.
Both audio and audiovisual recordings are acceptable.

Senate Bill 77 uses a definition of custodial interrogation that is functionally equivalent
to “custody” for Miranda purposes.

Places of detention include a jail, police or sheriff’s station, holding cell, state
correctional institution, local correctional facility, detention facility or Department of
Youth Services facility. A law enforcement vehicle is not a place of detention for the
purpose of SB 77.

Access to Counsel

A person being questioned under Miranda must clearly understand their rights. When a
person who is being questioned under Miranda clearly expresses their desire to be
represented by an attorney, the officer shall stop the questioning/interrogation and take
appropriate steps to comply with the persons request for legal representation.

Miranda warnings are not necessary:

e Before questioning a person who was merely a witness to a crime or who may
know something about a crime but is not a suspect.

e Before questioning a motorist stopped for a routine traffic offense.
Directive 1.2 - Limits of Authority 5



e Before asking questions reasonably motivated by concern for public safety.

e Without express questioning or its functional equivalent, there is no interrogation
within the meaning of Miranda, even though the suspect may be in custody.

All questioning of person will be without coercion, threat or pressure of any kind implied
or direct by any officer of the Department.

1.2.4 Search and Seizure

The following guidelines are to be used by officers when conducting a search and/or
seizure without a warrant. While no policy can be wholly inclusive of the laws governing
warrantless search and seizure, officers when in doubt should seek the advice of their
supervisor.

Search with Consent

A law enforcement officer may search anyplace, anything or any person with the consent
of the person, owner, occupant or person authorized to give consent. Officers should
have consent to search form completed and signed by the person giving consent. If the
consent is obtained verbally, the officer should tape record the person when giving the
consent.

Stop and Frisk

A law enforcement officer may stop and frisk any person so long as the officer can
articulate reasons to fear for his safety or the safety of others, this includes areas that are
within the immediate reach of the person.

Vehicle Search

A law enforcement officer may search a vehicle without a search warrant or consent if
the officer has probable cause sufficient to justify a search warrant, or if the vehicle can
be moved before a search warrant can be obtained. Absent consent to search, an officer
must obtain a search warrant for a vehicle that has been impounded if evidence cannot be
destroyed before a search warrant can be obtained.

Crime Scenes

A law enforcement officer may search the area of the crime scene if any of the following
apply:

e Consent if given;

e The victim is the owner of the area to be searched and is deceased;

e If the evidence to be searched can be destroyed before the officer can obtain a
search warrant.
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Exigent Circumstances

A search warrant is not necessary if there is an immediate danger to the public.

Inventory Search

Any property that is seized by the Miami Township Police Department will be
inventoried, including containers or spaces found within seized property, upon seizure
and prior to being entered into custodial storage.

Incidental to Arrest

Searches incidental to arrest are permitted by the U.S. Supreme Court to protect the
officer, prevent escape and to avoid the destruction of evidence by the arrestee. Searches
incidental to arrest are allowed in any situation, but are governed by the following rules.

Must be a lawful arrest.

Officers may only search for weapons and evidence, but may confiscate
contraband and use it in court.

The search must be made at the time of arrest.

The arrest must be in good faith.

Officer may only search the area within the arrestee's reach or lunge, but not
locked areas.

Plain View

If officers are in a place where they have a legal right to be and observe contraband,
instruments, fruits or evidence of a crime, they may seize those items as evidence.

The items seized must be immediately apparent as contraband or evidence of a
crime. If the item must be moved or examined more closely, the plain view
doctrine does not apply.

Except in cases of exigent circumstances and motor vehicles, a plain view
observation of contraband or evidence does not justify a warrantless search of
constitutionally protected areas.

Other Situations

Officers may enter buildings without a search warrant to affect an arrest under the
following circumstances:

During a pursuit (either on foot or by vehicle), which takes place without
reasonable delay after the offense is committed. (ORC 2935.03(D)(1).

If the officer is in possession of an arrest warrant and the suspect is in the
building. (ORC 2935.12).
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1.2.5 Arrests With / Without A Warrant

A Miami Township Police Officer within the jurisdictional boundaries of Miami
Township, consistent with Ohio Revised Code 2935.05 may:

e Without a Warrant or until a warrant can be obtained, arrest and detain a person
whom the officer has reasonable grounds to believe has committed an offense of
the State of Ohio or Township Resolution.

e With a Warrant - arrest and detain any individual for whom they have an arrest
warrant. The officer must ensure that the person who is to be arrested is the
person named in the arrest warrant.

A Miami Township Police Officer may pursue outside the jurisdictional boundaries of
Miami Township and:

e Without a Warrant - arrest and detain a person whom the officer has reasonable
grounds to believe has committed an offense within the jurisdictional limits of
Miami Township when:

o The officer witnesses the offense or the pursuit of the offender takes place
without unreasonable delay after the offense is committed, and the pursuit
is initiated within the limits of Miami Township, and the offense involved
is a felony, a misdemeanor of the first or second degree, or any offense for
which points are chargeable pursuant to section 4510.036 of the ORC.

o Should an officer effect an arrest without a warrant outside the
jurisdictional boundaries of Clermont County within the State of Ohio, the
Officer must comply with Rule 4 of the Ohio Rules of Criminal
Procedure.

e With a Warrant - arrest and detain any individual for whom they have an arrest
warrant. The officer must ensure that the person who is to be arrested is the
person named in the arrest warrant.

o Should an officer affect an arrest with a warrant outside the jurisdictional
boundaries of Clermont County within the State of Ohio; the Officer must
comply with Rule 4 of the Ohio Rules of Criminal Procedure.

When there is reasonable ground to believe that a violation of 4506.15 or 4511.19 of the
Revised Code has been committed by a person operating a motor vehicle subject to
regulation by the public utilities commission of Ohio; under Title XLIX (49) of the
Revised Code, a peace officer with authority to enforce that provision of law may stop or
detain the person whom he had reasonable cause to believe was operating the motor
vehicle in violation of the division and, after investigation the circumstances surrounding
the operation of the vehicle, may arrest and detain the person.
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A member of the police force of a township police district created under section 505.48
of the Revised Code, a member of the police force of a joint township police district
created under section 505.481 [505.481.1] of the Revised Code, and a township constable
appointed in accordance with section 509.01 of the Revised Code, who has received a
certificate from the Ohio peace officer training council under section 109.75 of the
Revised Code may arrest and detain, until a warrant can be obtained, any person found
violating any section or chapter of the Revised Code, listed in division (E)(1) of this
section, other than sections 4513.33 and 4513.34 of the Revised Code, on the portion of
any street or highway that is located immediately adjacent to the boundaries of the
township police district or joint township police district, in the case of a member of a
township district or joint township police district police force, or the unincorporated
territory of the township, in the case of a township constable. However, if the population
of the township that created the township police district served by the member's police
force, or the townships that created the joint township police district served by the
member's police force, or the township that is served by the township constable, is fifty
thousand or less, the member of the township police district or joint police district police
force or the township constable may not make an arrest under this division on a state
highway that is included as part of the interstate system.

If a person is arrested without a warrant, the person arrested must be informed of the
officer's authority to make the arrest and the cause of the arrest, unless the person arrested
is engaged in the commission of the offense at the time of arrest.

The arresting officer will without unnecessary delay, take the person arrested before a
court or magistrate having jurisdiction of the offense, and shall file or cause to be filed an
affidavit describing the offense for which the person was arrested.

If the person arrested is incarcerated, the affidavit must be filed and served upon the
person arrested within forty-eight hours of the arrest.

See Directive 1.1 Section 1.1.4 and 61.1 Section 61.1.3 for procedures for handling
persons asserting diplomatic or other immunities from arrest.

Arrest Records

An officer will complete a report and arrest record on each person the officer arrests for a
criminal offense, verifying with the person arrested their current personal information
(address, employment information, etc).

Identification Fingerprints and Photographs

Any prisoner processed by the Miami Township Police Department will be fingerprinted
and photographed for felonies and offenses listed in ORC 109.572. This may be
accomplished by Clermont County Sheriff's staff on arrival at their facility or by the
Clerk of Courts when the person appears for court in accordance with ORC 109.60.

Fingerprinting and photographing of juveniles will be done only in accordance with ORC
2151.313 & 109.572.

Directive 1.2 - Limits of Authority 9



1.2.6 Alternatives to Arrest

The power of arrest granted to police officers is one of the alternatives available to them
under circumstances that require some form of police action. Additional alternatives that
are effective and still allow an officer an alternative to arrest and/or pre-arraignment
confinement are issuing a summons in lieu of arrest; summons after arrest without
warrant; permitting an O.R. Bond; minor misdemeanor citation and traffic citation.

Summons in Lieu of Arrest Without Warrant and Complaint on Such Summons

Criminal Rule 4(A)(3) of the Ohio Criminal Rules of Procedure states: "In misdemeanor
cases where a law enforcement officer is empowered to arrest without a warrant, the
officer may issue a summons in lieu of making an arrest, when issuance of a summons
appears reasonably calculated to assure the defendant's appearance. The officer issuing
such summons shall file, or cause to be filed, a complaint describing the offense. The
court shall not issue a warrant unless the defendant fails to appear in response to the
summons, or unless subsequent to the issuance of summons it appears improbable that
the defendant will appear in response thereto."

Summons After Arrest Without Warrant and Complaint on Such Summons

Criminal Rule 4(F) states that in misdemeanor cases where a person has been arrested
with or without a warrant, the arresting officer or their supervisor, without unnecessary
delay, may release the arrested person by issuing a summons when issuance of a
summons appears reasonable to assure the person's appearance. The officer issuing such
summons shall note on the summons the time and place the person must appear and, if
the person was arrested without a warrant, shall or cause to be filed a complaint
describing the offense. No warrant or alias warrant shall be issued unless the person fails
to appear in response to the summons.

Own Recognizance Bond

Upon the arrest of a misdemeanor violator, unless a Judge has filed an exception, an
officer has the option, with supervisory approval, of releasing the violator on their
personal recognizance if it has been reasonably calculated the violator will appear at the
criminal proceedings. Consideration should be given to the violator's employment,
character and mental conditions, length of residence in the community, record of
convictions and record of appearance court proceedings.

Minor Misdemeanor Citation

Criminal Rule 4.1 permits a law enforcement officer in minor misdemeanor cases to issue
a citation. A law enforcement officer who issues a citation shall complete and sign the
citation form, serve a copy of the completed form upon the defendant and without
unnecessary delay, swear to and file the original with the court.
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Uniform Traffic Citation

Ohio Traffic Rule 3 states, "A law enforcement officer who issues a ticket shall complete
and sign the ticket, serve a copy of the completed ticket upon the defendant and, without
unnecessary delay, file the court copy with the court".

In Lieu of Formal Action

In lieu of formal action, an officer may exercise discretion and choose informal action to
solve the problem, such as referral, informal resolution, and warning. The officer must
be able to articulate reasonable fact(s) that lead the officer to take informal action to
resolve a problem.

e Referrals - The officer shall offer referrals to other agencies and organizations
when, in the officer’s discretionary judgment, it is the most reasonable alternative
for the offender and the violation.

e Informal Resolution - An officer, at their discretion, may offer informal
resolutions to situations and conflicts when in the officer's judgment they can be
adequately resolved by use of a verbal warning, informing the proper agency or
organization, advising parents of a juvenile's activity, etc.

e Written Warning - A written warning may be issued by an officer when, in the
officer’s discretionary judgment, it is the most reasonable alternative for the
offender and the violation.

Release Without Charges

If a person is arrested on probable cause and further investigation by the arresting officer
determines that sufficient probable cause no longer exists; a supervisor will be
immediately notified. Once determined, the suspect must be released. It is imperative
that in these situations a detailed report of arrest is completed outlining the events that led
to the probable cause for the arrest.

1.2.7 Use of Discretion

Discretionary power is the power of free decision or latitude of choice within certain
legal bounds. When this power is poorly exercised, discretionary power may be viewed
by the public as favoritism, bias or corruption.

Therefore, it is imperative that when exercising discretionary power, officers take into
consideration the mission, goals and objectives of the Department, the best interest of the
public that is served, and any mitigating circumstances.

The directives, policies, procedures, rules and regulations of this department shall guide
officer's discretionary prerogative. The officer’s discretion may be limited due to
restrictions or circumstances and the directives contained within will address those
circumstances and their alternatives. [Reference Directive 61.1 regarding use of
discretion in traffic enforcement.]
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Each officer will be held accountable both internally and externally for their use or
misuse of discretion.

1.2.8 Strip / Bodyv Cavity Search

Except as authorized by ORC 2933.32, Section B., no law enforcement officer, other
employee of a law enforcement agency, physician or registered nurse or licensed
practical nurse shall conduct or cause to be conducted a body cavity search or a strip
search. O.R.C. section 2933.32 provides that a body cavity or strip search can be
performed on an arrested individual whenever the arresting or transporting officer has
reason to believe that the prisoner is concealing evidence of the commission of a criminal
offense, the fruits or tools of a crime, contraband or a deadly weapon, as defined by ORC
2923.11, that could not otherwise be discovered. Unless there is a legitimate medical
reason or medical emergency justifying a warrantless search, a body cavity search shall
be conducted only after a search warrant is issued that authorizes the search.
Additionally, the Chief of Police or the person specifically designated by the Chief of
Police must give a written authorization for either type of search. In those rare cases
where a strip search is authorized, the following procedures shall be followed.

e A body cavity search or strip search shall be conducted by a person or persons
who are of the same gender as the person who is being searched. In cases
involving trans-gender, gender-variant or non-binary individuals, the gender
preference is requested by the individual to be searched. The search shall be
conducted in a manner and in a location that permits only the person or persons
who are physically conducting the search and person who is being searched to
observe the search. ORC 2933.32B6. In cases involving juveniles, the same
procedures apply.

e Upon completion of the search, a detailed supplemental report to the arrest record
will be completed per the requirements of ORC 2933.32C and include a detailed
record of all unusual findings, (cuts, bruises, body vermin, needle scars and other
injuries.)

e A body cavity search shall be conducted under sanitary conditions and only by a
physician, or a registered nurse or licensed practical nurse who is registered or
licensed to practice in this state. ORC 2933.32B4

1.2.9 Biased Policing

Miami Township Police Department is committed to policing in an unbiased manner for
all its encounters between police officers and citizens; thus, maintaining public
confidence and trust through the provision of services in a fair and equitable fashion.

The Miami Township Police Department strives to treat everyone with respect and
dignity and to recognize and appreciate the diversity among the citizens of our
community. This diversity helps make our Township the interesting and culturally rich
place that it is. It is the policy of the Miami Township Police Department not to condone
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or tolerate any bias-based policing or discriminatory actions, to investigate complaints of
illegal practices and to train officers in the recognition and prevention of bias-based
policing or discrimination.

e Bias-Based Policing is the differential treatment of individuals in the context of
rendering police service based solely on a suspect classification, such as race,
ethnic background, gender, gender identity, sexual orientation, religion,
economic status, age or cultural background. Bias-based policing may also be
defined as a police action based solely on an assumption or belief that any of the
aforementioned classifications have a tendency to participate or engage in
criminal behavior. Use of the aforementioned classifications to identify a
specific suspect for questioning or apprehension shall not constitute bias-based
policing.

e Discrimination is the unequal or disparate treatment of an individual based upon
the person's race, ethnic background, gender, gender identity, sexual orientation,
religion, economic status, age or cultural background.

e Disparate is the differential treatment of an individual.

e Stop - The restraint of an individual's liberty by physical force or a show of
authority.

e Detention - The act of stopping or restraining an individual's freedom to walk
away, approaching and questioning an individual outside of a consensual
encounter, or stopping an individual suspected of being involved in criminal
activity.

e Search - The act of looking for or seeking out that, which is otherwise, concealed
from view.

Bias-Based Policing Prohibition

Bias-based policing of individuals for investigatory stops or warrantless arrests is strictly
prohibited.

In the absence of a specific report indicating race as an identifying characteristic, the race
or ethnicity of an individual shall not be a factor in:

e Determining the existence of probable cause to place in custody or arrest
an individual.

e In constituting a reasonable and articulate suspicion that an offense has
been or is being committed so as to justify the detention of an individual.

e The investigatory stop of a motor vehicle.
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In response to a specific credible report of criminal activity, the race or ethnicity of an
individual shall not be the sole factor in determining the existence of probable cause to
place in custody or arrest an individual.

Stops, detention, asset seizure and/or forfeiture based solely on race, age, gender, or
sexual orientation or any other prejudicial basis by any employee is prohibited.

The detention of any individual that is not based on factors related to a violation of or
investigation of a violation of Federal law, Ohio State statutes, Township resolutions, or
any combination thereof is prohibited.

Employees should respond to requests for service and/or information based on the merits
of the request and applicable departmental procedures and should not render a higher or
lower level of service based on race, ethnic background, gender, gender identity, sexual
orientation, religion, economic status, age or cultural background.

No officer shall stop, detain, or search any person when such action is solely motivated
by race, ethnic background, gender, gender identity, sexual orientation, religion,
economic status, age or cultural background.

Training

All police department sworn personnel will receive initial and annual training about the
harms of and legal aspects of bias-based policing and discrimination, including the
review of this policy. This training will be intended to supplement the initial cultural
diversity and awareness training officers receive in their basic recruit training.

In concert with appropriate disciplinary action, additional diversity and sensitivity
training shall be designated for employees with sustained biased-based policing or other

sustained discrimination complaints filed against them.

Authority, Responsibility & Corrective Action

Each supervisor will be responsible for continually monitoring and examining all areas of
police actions and activities under their purview to ensure the dictates of this directive are
being followed and to discover any indications of bias-based policing or discriminatory
practices.

Any employee who believes there is or is made aware of any violation of this policy will
immediately contact his/her supervisor.

All reports or complaints of discriminatory practices or bias-based policing will be
documented and investigated in accordance with the provisions of Directive 26.1.

Consistent with the provisions of Directive 26.1, the appropriate sanctions will be
implemented for noncompliance of this policy.
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In addition to required remedial training, officers who have sustained bias-based policing
or sustained discrimination complaints filed against them may also be re-assigned.

Failure to report any observed or known violations of this policy by any police
department employee will result in disciplinary action.

Collection of Data

The department shall collect data on all self-initiated traffic contacts to include, at a
minimum, the race and gender of the driver of the vehicle stopped.

Annual Review

The Chief of Police or his/her designee will complete an annual administrative review of
agency practices including citizen concerns, if any. The annual review will include but
not be limited to:

Data collected;

Listing each complaint;
Explaining any actions taken;
Recommending training needs;
Recommending policy changes.

Permissible Police Action

Nothing in this policy shall prohibit profiling of subjects, vehicles or containers based
upon a combination of characteristics and identifiers, where any resulting profile is not
based solely on race, ethnic background, gender, gender identity, sexual orientation,
religion, economic status, age or cultural background.

1.2.10 Duty to Intervene

It is the purpose of this policy to explain the legal and moral obligation of Miami
Township Police Department members known as the Duty to Intervene. The Department
is committed to protecting its members who act on their duty to intervene, to prevent or
minimize misconduct, by another member.

DEFINITIONS:

Intervene — to come between, whether verbally or physically, so as to prevent or alter a
result or course of events

Duty to Intervene

All members must recognize and act upon the duty to intervene to prevent or stop any
member from conducting any act that is unethical, or violates law or policy (e.g.,
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excessive force, theft, fraud, inappropriate language, sexual misconduct, harassment,
falsifying documents, inappropriate behavior, etc.). Intervention may be verbal and/or
physical. Failure to intervene may subject a member to disciplinary action up to
termination.

All members benefit when potential misconduct is not perpetrated or when a potential
mistake is not made. Preventing misconduct preserves job security and integrity of all
members, ultimately protecting members from destroying their careers as a result of
misconduct or, in some instances, as a result of a failure to intervene to prevent
misconduct by others.

Members Responsibilities

If aid is required by any individual, ensure that medical attention has been rendered.
Take a preventive approach, whenever possible, if observing behavior that suggests that
another member is about to conduct unethical or inappropriate behavior.

e Examine the circumstances surrounding the incident to determine the appropriate
form of intervention.

e Intervene verbally or physically, depending on the circumstances.

Take an active approach to intervene to stop any unethical behavior or misconduct when
such conduct is being committed by another member.

e If verbal interventions are not sufficient to stop the act, come between the
offending member and the other individual involved.

Immediately notify a supervisor after conducting any type of intervention, when safe to
do so. When a physical intervention was performed, document the incident.

Supervisor Responsibilities

Once learning of an incident involving a member intervening with another member,
separate all members involved in the incident. Conduct a preliminary investigation to
gather any pertinent information that would coincide with the reason for the intervention
(e.g., witnesses, BWC footage, videos, area canvass, etc.). Ensure all parties involved in
the incident complete the appropriate documentation detailing the circumstances that led
to the intervention and what, if anything, occurred once the member intervened.
Determine whether the actions leading to the intervention constitute misconduct,
unethical behavior, or protentional crime conduct.

Chief Responsibilities

Review reports of member interventions received by the supervisor. Ensure preliminary
investigation and findings have been documented fully. Make a recommendation that the
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incident be closed, or referred to one of the following for follow-up investigation,
training, and/or discipline, as appropriate:

¢ Internal Investigation/Affairs
e Training Section
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DIRECTIVE 2.1
AGENCY JURISDICTION AND MUTUAL AID

Issue Date: 04/23/2020 By Order of Chief of Police
Rescinds: (Issue 09/16/2015) CALEA Standards
Referenced: 2.1.1; 2.1.2; 2.1.3
Pages: 4 &2.14

This directive consists of the following sections:

2.1.1. Geographical Boundaries

2.1.2 Concurrent Jurisdiction

2.1.3 Written Agreements For Mutual Aid

2.1.4 Requesting Assistance: Federal LE / National Guard

POLICY & PROCEDURE

2.1.1 Geographical Boundaries

An accurate map depicting specific geographical and jurisdictional boundaries for Miami
Township is on display in the patrol room of the police building. The map will be
updated any time there is any change in the geographical or jurisdictional boundaries of
Miami Township.

Any questions of jurisdictional boundaries should be addressed to the on-duty shift
supervisor.

All sworn officers shall familiarize themselves with the geographical boundaries of
Miami Township.

2.1.2 Concurrent Jurisdiction

Authority of the Miami Township Police

Within the Township jurisdictional limits, the Miami Township Police Department will
enforce the resolutions of Miami Township and the laws of the State of Ohio. The police
department will carry out all duties and responsibilities attributed to the police
department by the Miami Township Board of Trustees and the Ohio Revised Code.

The Miami Township Police Department will enforce the traffic laws as denoted in the
Ohio Revised Code and the traffic resolutions of Miami Township on all Township
streets and county roadways within the Township limits.  Traffic stops on State
Highways are governed by ORC 4513.39. {MTPD Directive 1.2.1}
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The Miami Township Police Department has exclusive jurisdiction and responsibility in
matters concerning Miami Township Resolutions within the Township limits.

Concurrent Jurisdiction

Other agencies having jurisdiction within Miami Township are the Clermont County
Sheriff's Office, Ohio State Highway Patrol, Ohio Department of Natural Resources and
Federal Enforcement Agencies.

e Ohio Revised Code section 311.07 grants the Clermont County Sheriff general
law enforcement authority throughout the County, regardless of the presence of
political subdivisions.

e Ohio Revised Code section 5503.02 grants the Ohio State Highway Patrol law
enforcement authority on all state roads within the State.

e Ohio Revised Code section 1501.24 grants the Ohio Department of Natural
Resources law enforcement authority on property controlled by the Ohio
Department of Natural Resources.

Nothing prohibits officers of the Clermont County Sheriff's Office, Ohio State Highway
Patrol or Department of Natural Resources from taking action in situations that occur in

their presence within the Township limits.

Employees of this department will offer cooperation when situations arise where these
agencies must exercise their authority within the geographical limits of Miami Township.

Interagency Cooperation

Effective law enforcement is not a solitary effort but requires the cooperation and
interaction of many agencies. The Miami Township Police Department supports this
concept and will cooperate fully with other agencies in the discharge of these duties.

In any situation where a question arises concerning jurisdiction within Miami Township,
the responding officer will attempt to resolve the matter. If this is not possible, the matter
will be turned over to a supervisor for resolution. If no amicable solution can be reached,
this department should handle the matter. A written report will be made outlining the
situation and forwarded through the chain of command to the Chief of Police.

2.1.3 Written Agreements For Mutual Aid

Miami Township has executed a Mutual Aid Assistance Contract with the county,
townships, municipalities and other law enforcement agencies located in Clermont
County who have signed the Mutual Aid Assistance Contract.

The Accreditation Manager will keep a copy of this agreement on file.
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The Mutual Aid Assistance Contract provides all the necessary information to initiate
mutual aid activities either on behalf of our department or at the request of an agency of
the contract. The information addresses the following:

e The legal status of agencies and agency personnel responding to mutual aid
requests;

e Procedures for vesting provider agency personnel with the legal authority to act

within the receiver agency jurisdiction;

Procedures for requesting mutual aid;

Identity of persons authorized to request mutual aid;

Identity of persons to whom outside personnel are to report;

Procedures for maintaining radio communication with outside personnel;

Expenditures, if any, which should be borne by the receiver agency to compensate

for the use of the provider agencies resources.

The Mutual Aid Assistance Contract is a continuous agreement until the participating
parties in accordance with the procedures set forth in the agreement terminate it. In the
event of any revision to the contract, the Miami Township Law Director shall review the
contract to ensure that is describes the current legal status of, as well as current
information about the agencies that are a party to the agreement.

Requesting Aid

The shift supervisor is authorized to request assistance when in their opinion such
assistance is necessary to maintain the safety and security of Miami Township.
Assistance shall be obtained by contacting the Clermont County Communications Center
and requesting additional assistance. The supervisor should be specific as to the amount
and type of assistance needed.

Providing Available Aid

In the event the Miami Township Police Department is contacted by another police
department requesting short-term mutual aid, the road patrol supervisor on duty will be
immediately notified so the situation can be reviewed and a determination made as to the
number of officers and what type of equipment will be sent to the requesting department.

The safety and security of Miami Township are the department's primary concern and
only that manpower and equipment which can be sent without leaving the Township
unprotected will be sent.

Should the mutual aid request require a lengthy or extensive commitment or if the road
patrol supervisor feels a recall of personnel might be necessary or if township personnel
are injured or equipment is damaged, the road patrol supervisor shall notify the Patrol
Division Supervisor.
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2.1.4 Requesting Assistance: Federal LE / National Guard

Intrastate Mutual Aid Compact

Miami Township is a participating political subdivision of Clermont County and the State
of Ohio. The State of Ohio has entered into the intrastate mutual aid compact [ORC
5502.41] to complement existing mutual aid agreements. The purpose of this compact is
to provide for mutual assistance or aid among participating political subdivisions for
purposes of preparing for, responding to, and recovering from an incident, disaster,
exercise, training activity, planned event, or emergency, that requires additional
resources. The intrastate mutual aid compact may be initiated by a participating political
subdivision by:

e Declaring a state emergency and issuing a request for assistance or aid from any
other political subdivision

e Issuing a verbal or written request for assistance to another participating political
subdivision. If the request is made verbally, a written confirmation shall be made
no later than 72 hours after the verbal request is made.

All intrastate mutual aid compact requests shall be made through the County emergency
management agency [established under ORC 5502.26] or an official designated by the
chief executive of the participating political subdivision for which the assistance or aid is
requested. The request shall include:

e A description of the incident, disaster, exercise, training activity, planned event or
emergency;

e A description of the assistance or aid needed;

e An estimate of the length of time the assistance or aid is needed;

e The specific place and time for staging the assistance or aid and a point of contact
at that location.

The intrastate mutual aid compact does not preclude participation in the Mutual Aid

Assistance Contract with other law enforcement agencies that have signed into that
agreement in Clermont County.
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DIRECTIVE 3.1
CONTRACTUAL AGREEMENTS

Issue Date: 04/23/2020 By Order of Chief of Police

Rescinds: (Issue 09/23/2015) CALEA Standards
Referenced: 3.1.1 & 3.1.2

Pages: 2

This directive consists of the following sections:

3.1.1. Written Agreement For Services Provided
3.1.2 Employee Rights

POLICY & PROCEDURE

3.1.1 Written Agreement For Services Provided

A written agreement exists between Miami Township Police and the Milford Exempted
School District and Live Oaks Career Development Center governing School Resource
Officers. Although needs and concerns are addressed daily through amicable working
relationships, a Memorandum of Understanding between Miami Township and the
schools specifies services provided by the agency and includes:

Statement of the Specific Services to be Provided

The Miami Township School Resource Officers (SRO) will perform his/her regular
police patrol duties in addition to those duties listed in the School Resource Officer job
description. The assigned officer’s area of concern will be at an assigned school within
the boundaries of Miami Township.

Financial Arrangements Between the Parties

Miami Township will pay fifty (50%) of the School Resource Officer’s salary to include
yearly raises set forth by the department’s Collective Bargaining Agreement and benefits.
Miami Township will provide a marked police vehicle at no extra cost.

In return, the school district acquiring the SRO will pay fifty (50%) of the SRO’s salary
to include yearly raises set forth by the Miami Township Police Officer’s Collective
Bargaining Agreement. At the end of a school year, an invoice will be sent to the school
district for the agreed payment.

Records to be Maintained Concerning Performance of Services

Miami Township will maintain all payroll records related to the SRO, making them
available to the school district for viewing. The SRO will submit a monthly activity
report to his/her immediate supervisor.
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Duration, Modification and Termination of the Memorandum of Understanding

The agreement may be terminated when either party feels the program has lost its
effectiveness or is not in its best interest.

Legal Contingencies

The Department reserves the right to assign another officer to perform SRO duties on the
Campus. The Department agrees to notify and consult with Campus Administrators and
the School regarding any such change. The Department also reserves the right to assign
the Officer acting as SRO to other duties on days the School does not need SRO services.

The School also acknowledges and agrees that the Department may temporarily deploy
the Officer serving as the SRO without prior notice in case of an emergency. In such
event, the Department will return or temporarily replace the SRO as soon as practicable
under the circumstances.

Stipulation that Provider Agency Maintains Control Over Personnel

Miami Township will hire, train, equip, supervise, manage and evaluate personnel
selected for the SRO program. The evaluation process will include input from school
administrators. The SRO will participate in annual retraining during the summer months
and during the school year only when needed special training opportunities arise.

Use of Equipment & Facilities

The school district will provide adequate office space to conduct interview and other
business related to the SRO’s duties.

Process for Review and Revision, if Needed of the Agreement

The Memorandum of Understanding shall be signed and dated by a designated Miami
Township employee and the school district representative. Should review or revision of
the Memorandum of Understanding be needed, Miami Township shall draft a new
Memorandum that will be signed by both parties.

3.1.2 Emplovee Rights

Miami Township School Officers are afforded the same rights of employment as all other
officers under the Collective Bargaining agreement and Miami Township Policy and
Procedures. Participation in the SRO program shall not infringe on any employment
right, promotional opportunity, training opportunity or fringe benefits.
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DIRECTIVE 4.1
USE OF FORCE

Issue Date: 08/31/2020 By Order of Chief of Police

Rescinds: (Issue 03/19/2020) CALEA Standards
Referenced: 4.1.1; 4.1.2; 4.1.3;
4.1.4;4.1.5;4.1.6 & 4.1.7

Pages: 10 Ohio Standard 1

This directive consists of the following sections:

4.1.1 Use of Reasonable Force

4.1.2 Use of Deadly Force

4.1.3 Warning Shots

4.1.4 Use of Authorized Less Lethal Weapons

4.1.5 Rendering Medical Aid Following Police Actions
4.1.6 Vascular Neck Restrictions

4.1.7 Choke Holds

DEFINITIONS:

Active Aggression - means that the subject takes physical action toward any person, by
any means.

Aggravated Active Aggression - means that the subjects' actions may cause serious
physical harm to anyone or the subject is using deadly force against any person.

Deadly Force - means any force that carries a substantial risk that it will proximately
result in the death of any person. [ORC 2901.01A]

De-Escalation — taking action or communicating verbally or non-verbally during a
potential force encounter in an attempt to stabilize the situation and reduce the
immediacy of the threat so that more time, options, and resources can be called upon to
resolve the situation without the use of force or with a reduction in the force necessary.

Defensive Resistance - means that the subjects' actions or verbalization offer active
resistance to the officer, by attempting to escape the officer's control by any means.

Force - means any violence, compulsion or constraint physically exerted by any means
upon or against a person or thing. [ORC 2901.01A]

Immediate - means near to or related to present time.
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Less Lethal Force - means any force that is intended to incapacitate or stop a person
without causing death.

Objectively Reasonable - The amount of force that would be used by other reasonable
and well-trained officers when faced with the circumstances that the officer using force
was presented with at the time of the incident.

Passive Resistance - means that the subjects' actions offer no active opposition or
resistance to the officer's control.

Psychological Intimidation / Totality of Circumstances - means that the size of,
appearance of, gestures or any actions exhibited by a subject, or known indicators at the
time of the incident that may be perceived by the officer as a threat.

Physical Harm to Persons - means any injury, illness or other physiological impairment,
regardless of its gravity or duration. [ORC 2901.01A]

Physical Harm to Property - means any tangible or intangible damage to property that, in
any degree, results in loss to its value or interferes with its use or enjoyment. Physical
harm to property does not include wear and tear occasioned by normal use. [ORC
2901.01A]

Reasonable Belief - means the facts or circumstances the officer knows, or should know,
is such as to cause an ordinary and prudent person to act or think in a similar way under
similar circumstances.

Reasonable Force — that force which is necessary to accomplish lawful objective.

Risk - means a significant possibility, as contrasted with a remote possibility, that a
certain result may occur or that certain circumstances may exist. [ORC 2901.01A]

Secondary Firearm - means a personally owned firearm that an officer may carry as a
back up firearm while on-duty or as an off-duty firearm; subject to the provisions of this
directive.

Serious Physical Harm to Persons - means any of the following:

e Any mental illness or condition of such gravity as would normally require
hospitalization or prolonged psychiatric treatment;

e Any physical harm that carries a substantial risk of death;

e Any physical harm that involves some permanent incapacity, whether partial or
total, or that involves some temporary, substantial incapacity;

e Any physical harm that involves some permanent disfigurement or that involves
some temporary, serious disfigurement;
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e Any physical harm that involves acute pain of such duration as to result in
substantial suffering or that involves any degree of prolonged or intractable pain.
[ORC 2901.01A]

Serious Physical Harm to Property - means any physical harm to property that does
either of the following:

e Results in substantial loss to the value of the property or requires a substantial
amount of time, effort, or money to repair or replace;
e Temporarily prevents the use or enjoyment of the property or substantially

interferes with its use or enjoyment for an extended period of time. [ORC
2901.01A]

Substantial Risk - means a strong possibility, as contrasted with a remote or significant
possibility, that a certain result may occur or that certain circumstances may exist. [ORC
2901.01A]

Verbal Non-Compliance - means that the subject has verbalized the intent not to comply
with the officer's directions

Verbal Direction - means the verbalization by an officer directing a person to perform in
some manner.

POLICY AND PROCEDURE:

4.1.1 Use of Reasonable Force

Employees may only use the force which is reasonably necessary to affect lawful
objectives including: affecting a lawful arrest or overcoming resistance to a lawful arrest,
preventing the escape of an offender, or protecting or defending others or themselves
from physical harm.

The type and degree of force or weapons used will be based on the totality of the
circumstances and a reasonable belief of the need for such use of force in order to

accomplish a lawful objective.

Use of Force Guidelines

When officers are faced with confrontation, de-escalation tactics and techniques should
be utilized whenever possible. Calling for back up should be a priority.

Officers may display less lethal weapons whenever the officer has reasonable belief that
such display may diminish aggressive behavior by another.

Officers may display a fircarm whenever the officer has a reasonable belief there may
exist immediate danger of serious physical harm to any person or whenever the officer
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has a reasonable suspicion that a person may be armed with a deadly weapon or under
any circumstance where an officer is authorized to use deadly force.

Disengagement from confrontation shall be an option and officers are authorized to
disengage from a confrontational situation and retreat to a position of safety when in the
officers' opinion such disengagement may diminish the threat of immediate harm to the
offender, the officer or any other person.

The following use of force guidelines are to provide direction for officers in their
response to resistance or force which is encountered while in the performance of their
sworn duties and effecting lawful objectives.

An officer shall not be required to progress through lower levels of response action in
responding to resistance or force.

The use of vascular neck restraints is prohibited unless an officer is in a deadly use of
force scenario and all other reasonable means of response have been exhausted and it is

necessary for the defense of the officers’ life or the life of another.

Resistance/Force Encountered & Officer Response, Use of Force Continuum

Officers should attempt to achieve control through verbal commands. However, officers
need not apply force in gradually increasing steps to justify physical control or even
deadly force. Instead, officers need to respond with all the force reasonably necessary for
the circumstances in each specific situation. Members may use only that level of force
necessary to gain control when compliance cannot be achieved through verbal commands
and there is:

e Resistance to the officer’s performance of a lawful duty;

e A threat to the safety for the officers or another person; or

e A reasonable belief that there are no alternatives, or they would clearly be
ineffective.

Each use of force situation is unique, and this continuum is intended only as an
illustration of the various force options that are available to an officer facing a given level
of subject resistance.

This Use of Force Continuum is not intended to preclude a force option when that option
would not exceed the amount of force reasonably necessary to affect a lawful arrest
(Graham v. Connor, 490 U.S. 386 (1989). The ‘Graham Factors’ should be considered
during any force situation.

e The severity of the crime at issue;
e Whether the suspect poses an immediate threat to the safety of the officers or

others, and;
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e Whether the suspect is actively resisting arrest or attempting to evade arrest by
flight.

Good judgment and the circumstances of each situation will dictate the level on the
continuum of force at which an officer will start. Depending on the circumstances,
officers may find it necessary to escalate and de-escalate the use of force by progressing
up and down the force continuum. It is not the intent of this continuum to require officers
to try each of the options before moving to the next, if the level of force used is
reasonable under the circumstances.

Disengagement, area containment, surveillance, waiting out a suspect, summoning
reinforcements, or calling in specialized units may be an appropriate response to a
situation.

Force options may be used simultaneously, for instance, combining verbal commands
with use of chemical irritant. The officer must choose the necessary response based on
law, departmental policy, training, and experience. The officer must exercise proper use
of force decision making, which means the use of reasonable force, including proper
tactics, and de-escalation techniques.

Following any use of force resulting in a citizen’s injury, officers will ensure appropriate
first aid is rendered immediately once the incident scene is stabilized.

Passive Resistance

Verbal Direction

Empty Hand Techniques
Soft-Pressure Points
Escort Position

Verbal Non-Compliance

Verbal Direction

Empty Hands Techniques

Soft-Pressure Points

Escort Position

Chemical Agent = There is a perceived physical threat present.

Psychological Intimidation

Verbal Direction

Empty Hand Techniques

Soft-Pressure Points

Escort Position

CEW = There is a perceived physical threat present.

Chemical Agent = There is a perceived physical threat present.
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Defensive Resistance

Verbal Direction

Empty Hand Techniques

Hard-Pressure Points

CEW = There is a perceived physical threat present.
Chemical Agent

Police Canine

Active Aggression

e Tactical Baton
e CEW
e Chemical Agent

Aggravated Active Aggression

Lethal Force
Firearm

CEW

Tactical Baton

4.1.2 Use of Deadly Force

The preservation of human life is of the highest value in the State of Ohio. Therefore,
employees must have an objectively reasonable belief deadly force is necessary to protect
life before the use of deadly force. Deadly force may be used only under the following
circumstances:

e To defend themselves from serious physical injury or death; or,

e To defend another person from serious physical injury or death; or,

e In accordance with US and Ohio Supreme Court decisions, specifically,
Tennessee v. Garner and Graham v. Connor.

An officer may only use deadly force when the officer reasonably believes that the action
is in defense of human life, including the officers' own life, or in the defense of any
person in immediate danger of serious physical harm.

Officers will not discharge a firearm at or from a moving vehicle, unless all other
reasonable means have been exhausted and it is necessary for the defense of the officers’
life, the life of another, or the officer has reasonable cause to believe that the suspect
poses a significant threat of death or serious physical harm to the officer or another.

When reasonable, appropriate, and not prevented by physical environment, distance, or
other situational circumstances, officers should provide warning prior to the use of deadly
force.
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Annually, definitions of conditional terms or similar terms shall be reviewed during in-
service training.

4.1.3 Warning Shots

Officers are never justified in discharging a firearm to fire a warning shot.

4.1.4 Use of Authorized Less Lethal Weapons

Officers may only use less lethal weapons within the scope of their employment and
authority to use such weapons and then only with the degree of force necessary to affect
the officers' lawful objective.

Officers may only carry or use an approved less lethal weapon after documented
proficiency training.

Officers are prohibited from carrying or using any less lethal weapon other than those
approved by the Chief of Police.

Expandable Baton

The current approved and issued expandable baton is an expandable baton of metal
construction. The department will issue each officer an expandable baton. Uniformed
officers shall carry on their duty belt the issued expandable baton in the issued baton
holder.

Chemical Agent

The department will issue each officer an approved chemical agent spray for use.
Uniformed officers shall carry on their duty belt the issued chemical agent container
within the department issued chemical agent holder.

If possible, a verbal warning should be issued prior to the use of the chemical agent
unless exigent circumstances exist that would make it imprudent to do so.

When spraying chemical agent, target a subject’s face and upper torso. It is
recommended to deliver the chemical agent in one-half to one second bursts and if unable
to control the subject resort to other means of force.

Absent exigent circumstances, officers should remove the subject from the contaminated
area and face them into the wind. EMS will be called to the scene to assist with

decontamination and to assess any health concerns of the subject.

Larger quantities of chemical agents may be stored in each patrol supervisor's vehicle for
use in large disturbances.
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Conducted Electrical Weapon (CEW)

The department issues approved CEWs for use in the field. Only properly functioning
and charged CEWs are to be carried. Uniformed officers working road patrol will carry a
CEW.

The CEW must be worn on the non-dominant side in either a non-dominant draw or cross
draw position.

When deploying a CEW against a fleeing suspect, the officer should consider, along with
the Graham Factors in the Use of Force Guidelines:

e Have proper instructions to halt been issued?
e The landing location(s): asphalt, railroad tracks, grass, stairwells or bodies of
water, etc.

Officers must be trained concerning:

e The ability of an electrical charge to act as an ignition for combustible materials.

e The preferred targeting is the center mass of the subject’s back; however, it is
recognized that it is not always possible to get behind the subject. Where back —
targeting is not possible, frontal targeting should be lower center mass, and
intentional deployments to the chest shall be avoided where possible. Officers
shall make all reasonable efforts to avoid striking persons in the head, neck, eyes
or genitals.

e The effectiveness of the CEW when deployed on persons wearing heavy or
layered clothing.

e Use of the CEW should be combined with physical restraint techniques to
minimize the total duration of the struggle and CEW use. Additional officers on
the scene of a CEW deployment should attempt to restrain and handcuff a subject
during an active CEW cycle. Officers should transition to a different force option
if multiple CEW deployments fail to gain compliance or continued CEW
applications are not making enough progress toward gaining compliance.

e When possible, avoid prolonged, extended, uninterrupted discharges or extensive
multiple discharges. Minimizing the successive number of CEW discharges
against an individual when possible but being aware when back-up officers are
unavailable, that multiple applications may be necessary to gain or maintain
control of an active aggressive individual.

e No more than one officer deploying a CEW against a single individual at the same
time.

e The CEW is not to be used as a punitive measure.

e [t is recommended to give a verbal warning prior to each discharge to warn other
officers that a deployment is about to occur and to give the subject an opportunity
to comply with your orders.
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e Discharging a CEW at animals. The CEW is an effective tool for stopping the
aggressive behavior of wild or potentially dangerous animals. The CEW is
especially effective for vicious and /or dangerous dogs. Officers using a CEW on
an animal may need to adjust their aim to ensure contact is made with both
probes.

Officers will not use a CEW on a subject(s) who are operating a motor vehicle.

Officers should avoid using the CEW on unarmed persons who reasonably appear to be,
or are known to be, young children, elderly persons, medically infirm, pregnant or users
of a cardiac pacemaker. Officers are not prohibited from using the CEW on such
persons, but use is limited to those exceptional circumstances where the potential benefit
of using the CEW (i.e. injury reduction) reasonably outweighs the risks and concerns.

Officers carrying a CEW shall conduct a function test at the beginning of their shift. If a
CEW other than the officer’s assigned unit is being used, the officer’s supervisor will
note the CEW serial number tested by the carrying officer’s name on the shift activity
report.

Emergency Situations

If an officer is confronted with an emergency in which the use of deadly force is justified,
the officer may use anything at his/her disposal to avoid death or serious physical harm.

4.1.5 Rendering Medical Aid Following Police Actions

Anytime an officer uses force against any person, the officer shall as soon as appropriate
and when they are able to do so, determine if an injury has occurred or the person needs
medical assistance. If the officer determines that there is a need for medical aid or if the
person upon whom force was used requests medical aid, the officer shall summon
medical aid via contact of Clermont County Communication Center. Clermont County
Communication Center will request Miami Township Fire/EMS to respond to officer’s
location for medical aid.

Officers shall render any immediate medical assistance that they are trained and able to
perform.

Officers using a CEW may remove darts embedded in a subject’s skin using the
appropriate technique provided the darts are not embedded in soft body tissue, i.e.
genitals, breast tissue, or any that are above the collar bone. If the darts are embedded in
the soft body tissue a paramedic or EMT will be requested for removal.

Used CEW cartridges and darts are considered a biohazard. All necessary precautions

such as gloves will be used when removing and or collecting the darts. The used
cartridge and darts will be placed in a biohazard receptacle.
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All persons who have been the subject of a Conducted Electrical Weapon deployment
shall be monitored for a period with a focus on symptoms of physical distress. Any
person, who appears to be having any form of physical distress following the deployment
of a CEW, shall be transported to a medical facility for a medical examination. It should
be noted that studies indicate that persons who suffer from excited delirium may not be
immediately impacted and the onset of physical difficulty may occur after the police
control event.

Mandatory Medical Clearance at the Hospital is required:

e If the person has been struck in a sensitive area: eyes, head, genitals, female
breasts.

e When the probes have penetrated the skin and Officers’EMS cannot safely
remove darts in accordance with this policy.

e For persons who do not appear to have fully recovered after a short period of
time.

e For persons who fall into one of the vulnerable classes such as juveniles, pregnant
women, persons who officers become aware have a pre-existing medical
condition that increases danger and the elderly.

4.1.6 Vascular Neck Restrictions

The use of vascular neck restraints is prohibited unless an officer is in a deadly use of
force scenario and all other reasonable means of response have been exhausted and it is
necessary for the defense of the officers’ life or the life of another.

4.1.7 Choke Holds

The use of choke holds or any technique restricting the intake of oxygen for the purpose
of gaining control of a subject is prohibited unless an officer is in a deadly use of force
scenario and all other reasonable means of response have been exhausted and it is
necessary for the defense of the officers’ life or the life of another.
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DIRECTIVE 4.2
USE OF FORCE REPORTING AND REVIEW

Issue Date: 09/01/2020 By Order of Chief of Police
Rescinds: (Issue 03/23/2020) | CALEA Standards Referenced:
4.2.1;4.2.2;4.2.3; 424 & 4.2.5

Pages: 6 Ohio Standard 1

This directive consists of the following sections:

4.2.1 Reporting Uses of Force

4.2.2 Written Use of Force Reports and Administrative Review
4.2.3 Removal from Line of Duty Assignment

4.2.4 Analyze Reports

4.2.5 Assault on Sworn Officer Analysis

POLICY AND PROCEDURE:

4.2.1 Reporting Uses of Force

A written Use of Force report is submitted whenever an employee:

e Discharges a firearm, for other than training or recreational purposes;

e Takes an action that results in, or is alleged to have resulted in, injury or death to another
person;

e Applies force using lethal or less lethal weapons, or;

e Applies weaponless physical force.

All officers have a duty to ensure that all use of force and any citizen allegation of excessive force
are reported to the Police Department. Whenever an officer uses deadly force, force, hard hand
tactics, chemical irritant, a CEW; or confronts resistance that results in an injury or the complaint
of injury to a citizen, or of excessive force, the officer will immediately notify a supervisor. The
supervisor or command officer investigating the incident must be of at least the next higher rank
than the officer(s) who used the force unless an exception is approved by the Chief of Police.

The primary officer will complete and file a written Use of Force Report anytime they use physical,
weaponless, less lethal or lethal weapons against another person, whether injury or death results
from such use of force, regardless if the force was intentional, unintentional or accidental. Support
officers involved shall complete a thorough statement of facts to be included in the report. Prior
to the filing of the written Use of Force report, the officer involved or alleged to have been involved
will immediately contact the shift supervisor and give an oral report concerning the incident.
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If the officer involved is unable to complete the proper reports, then the supervisor will file the
appropriate reports. Any report that is filed by a supervisor for an officer will be supplemented
with a written report filed by the officer involved, as soon as practical after the incident.

4.2.2 Written Use of Force Reports and Administrative Review

The department will investigate all incidents were an officer uses force or is alleged to have used
force against any person. The investigation will conclude with a review by the Chief of Police of
the incident to determine if the action by department personnel were within guidelines set forth in
the policies of the department.

The shift supervisor, will as required, make the appropriate notifications and then investigate the
incident. The shift supervisor will complete the Supervisor’s Use of Force report. The shift
supervisor will compile all appropriate information from the incident and forward the report along
with the officers’ use of force report, photos, recordings, statements, evidence, etc....to the Patrol
Division Supervisor.

The Patrol Division Supervisor will review the report for accuracy, completeness and
reasonableness. The Patrol Division Supervisor will make a recommendation to the Chief of

Police of whether the Use of Force was within policy, out of policy or accidental.

The report will be submitted to the Chief of Police for review and disposition of the investigation.
Disposition of the case will conclude with a finding of within policy, out of policy or accidental.

4.2.3 Removal from Line of Duty Assiecnment

When death or serious physical injury has resulted from the use of force or any other action by an
employee (auto accident or other means), the employee as soon as practical, will be removed from
line duty assignment or they may be placed on paid administrative leave until completion of an
administrative review of the incident. This review will be completed as soon as practical following
the incident.

When an employee has or has been alleged to have been involved in an incident that has resulted
in the death or serious injury of a person, the employee may be required to undergo a debriefing
with a psychologist. The department will afford the services of a professional psychologist and/or
psychiatrist to an employee who has or has been alleged to have used force or any other action that
resulted in the death of a person. When an employee elects to use this service, it shall be protected
by the physician-patient relationship.

The Chief of Police may also grant relief from duty when an employee has been involved in a
critical incident. Such incident is defined as an occurrence that brings an overwhelming emotional
response from the employee witnessing it and the emotional effect goes beyond the employees
coping abilities.
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4.2.4 Analyze Reports

Annually, the agency conducts an analysis of its use of force activities, policies and practices that
shall identify:

Date and time of incidents;

Type of encounters resulting in use of force;

Trends or patterns related to race, age and gender of subjects involved;
Trends or patterns resulting in injury to any person including employees;
Impact of findings on policies, practices, equipment and training.

All assaults on sworn officers

The review will be conducted by the Patrol Division Supervisor and will include reviewing each
use of force report required by this directive and determining over all if department procedures
and practices should be changed due to legal decisions, requirements of the department or in the
interest of the community served. The Patrol Division Supervisor shall upon review, determine if
additional or alternative training is necessary for department personnel dealing with any aspect of
the application or reporting of the use of force. This analysis and all revisions/recommendations
shall be submitted to the Chief of Police.

4.2.5 Assault on Sworn Officer Analysis

All assaults on officers are reported and reviewed by the Patrol Division Supervisor. An annual
review is conducted by the Patrol Division Supervisor or their designee to enhance officer safety,
revise policy and address training needs for Police Chief’s review and approval. The annual review
will be included in the annual Use of Force analysis report.
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DIRECTIVE 4.3
WEAPONS AND TRAINING

Issue Date: 03/23/2020 By Order of Chief of Police
Rescinds: (Issue 06/07/2019) CALEA Standards Referenced:
4.3.1;4.3.2; 4.3.3; 4.3.4 & 4.3.5

Pages: 9 Ohio Standard 1

This directive consists of the following sections:

4.3.1 Authorization: Weapons and Ammunition

4.3.2 Demonstrating Proficiency with Weapons

4.3.3 Annual/Biennial Proficiency Training

4.3.4 Prerequisite to Carrying Lethal/Less Lethal Weapons
4.3.5 Firearms Range

POLICY AND PROCEDURE:

4.3.1 Authorization: Weapons and Ammunition

Only those weapons and ammunition that meet the police department's authorized specifications
as approved by the Chief of Police will be used by officers in law enforcement responsibilities.

Authorized Lethal Weapons

Officers on duty will carry the department issued firearm. Officers who are in an on-duty status
may also carry a department approved secondary firearm.

Officers off duty may carry their department issued firearm or a firearm that does not conflict with
any federal, state, local law, ordinance or resolution.

Officers while carrying a firearm off duty must have on their person or at hand proper
identification, including department issued badge and identification card.

No officer shall carry any firearm while under the influence of alcohol and/or drug that would
impair the officer's performance.

Firearm Specifications

0 Department Firearms

o Issued personal firearm shall be a Glock Gen 5 Model 45 — 9mm.
o Patrol rifle shall be an AR-15 style 5.56 NATO and/or .223 calibers.
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0 Secondary Firearm

o Secondary firearms may be an approved revolver or semi-auto pistol of 38 special,
380 auto, 40 S&W, 45 auto or 9mm (9x19) caliber. The secondary weapon must
be approved by a Department Firearms Instructor utilizing the Request to Utilize
Secondary Firearm form.

Authorized Less Lethal Weapons

Officers may only use less lethal weapons within the scope of their employment and authority to
use such weapons and then only with the degree of force necessary to affect the officers' lawful
objective. Officers are prohibited from carrying or using any less lethal weapon other than those
approved by the Chief of Police.

Expandable Baton

The current approved and issued expandable baton is an expandable baton of metal construction.
The department will issue each officer an expandable baton. Uniformed officers shall carry on
their duty belt the issued expandable baton in the issued baton holder.

Chemical Agent

The department will issue each officer an approved chemical agent spray for use. Uniformed
officers shall carry on their duty belt the issued chemical agent container within the department
issued chemical agent holder.

Larger quantities of chemical agents may be stored in each patrol supervisor's vehicle for use in
large disturbances.

CEW

The department issues approved CEWs for use. Only properly functioning and charged CEWs are
to be carried. Uniformed officers working road patrol will carry a CEW.

Authorized Ammunition

Only department approved and issued ammunition will be used in any firearm carried by an officer
in either an on duty or off duty status.

Ammunition Specifications

. Department Firearms Ammunition

o 9mm Federal HST2 147 grain.
o 5.56 NATO and/or .223 62 grain Speer Gold Dot.
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. Secondary Firearms Ammunition

9mm (9x19) 147 grain Gold Dot Hollow Point;

380 auto 90 grain Gold Dot Hollow Point;

40 cal. 180 grain Gold Dot Hollow Point;

45 auto 230 grain Gold Dot Hollow Point;

38 special +P caliber 135 grain Gold Dot Hollow Point;
10 mm 200 grain.

O O O O O O

. Training Ammunition

o 9mm 147 grain American Eagle Full Metal Jacket Flat Point;
o 5.56 NATO and/or 223 62 grain Full Metal Jacket.

Euthanizing Animals — Authorized Weapons & Ammunition

The following steps shall be followed:

e Request permission from shift supervisor to euthanize a sick/injured animal;

e Euthanize the animal in a safe manner and direction;

e Complete an incident report to include the following information: Supervisor granting
permission, type of weapon and number of rounds used.

The handgun will be used to euthanize large animals such as deer that are sick or injured. The .22
rifle should be used on smaller animals such as raccoons.

Should the animal euthanized be small, such as a raccoon, officers will place carcass in a plastic
garbage bag and transport to Day Heights Veterinary Clinic (5628 Wolfpen Pleasant Hill Road,
Milford, OH 45150). If during business hours, officer will contact staff informing them of carcass
and ask where to place it. After hours, officer is to place the bag at the rear of the building next to
the rear door. Somewhere on the outside of the bag, officer needs to identify it as being from
Miami Township Police Department.

Review, Inspection & Approval of Weapons

Department Owned Firearms

Every department owned firearm shall be inspected by a department firearms armorer upon
original receipt of the firearm, before placing the firearm in an operational readiness status. The
inspection shall be made to determine if the firearm meets department specifications, is safe and
in good working order. The armorer completing the inspection shall complete the Firearms
Inspection Report form.

After issuance or being placed in an operational readiness status, department owned firearms shall

be inspected by a department firearms armorer annually. This annual inspection shall be made to
ensure maintenance and care guidelines have been followed and that the weapon is safe and in
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good working order. The armorer completing the inspection shall complete the Firearms
Inspection Report form.

Secondary Firearms

A firearm that an officer requests to utilize as a secondary firearm must meet the department
established requirements for such firearms. Prior to use in any capacity, the officer shall complete
a Request to Utilize Secondary Firearm form. The secondary firearm shall be inspected by a
department firearms armorer to determine that the firearm meets department specifications, is safe
and in good working order. This inspection shall be documented on the request form.

After the initial inspection and approval by the Chief of Police, a department firearms armorer
shall inspect approved secondary weapons annually. This annual inspection shall be made to
ensure maintenance and care guidelines have been followed and that the weapon is safe and in
good working order. This inspection shall occur at the annual qualification and be documented on
the Firearms Qualification Report form.

Less Lethal Weapons

e CEW’s are inspected upon initial issuance and by officers at the beginning of each shitft.
e Expandable batons and chemical agents are inspected upon issuance and during each Less
Lethal Weapon qualification.

Removal of Unsafe Weapons

Any department owned firearm found to be in an unsafe condition shall be immediately seized. A
report concerning the circumstances shall be made and forwarded to the Patrol Division
Supervisor.

Any secondary firearm found to be in an unsafe condition shall immediately revoke the
authorization to utilize the firearm. A report concerning the circumstances shall be made and
forwarded to the Chief of Police who shall rescind the secondary firearm authorization form.

No weapon, which is removed from use because of an unsafe condition, shall be returned to use
until which time the unsafe condition has been corrected and a firearms armorer has inspected, test
fired and approved the weapon for use. This re-inspection shall be documented on the Firearms
Inspection Report form.

Any less lethal weapon found to not be functioning properly shall immediately be removed from
service by the officer discovering the malfunction. A report concerning the circumstances shall

be made and forwarded to the Patrol Division Supervisor.

No less lethal weapon removed from service shall be returned to use until the weapon is repaired
or replaced.
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Record of Agency Approved Weapons

Department Owned Weapons

A designated firearm/less lethal weapon instructor shall maintain a master list of department
owned and approved lethal and less lethal weapons.

The designated firearm/less lethal weapon instructor shall forward to the Support Services
Lieutenant and the designated Sergeant of uniform/equipment issuance, the make, model, serial
number and location of the weapon or to whom the weapon was issued. The Support Services
Lieutenant shall update the agency owned property listing. The designated Sergeant in charge of
maintaining the officers record of issued uniform and equipment shall update the
uniform/equipment issuance form.

Secondary Firearms

Upon approval of a secondary firearm, the Request to Utilize Secondary Weapon form shall be
forwarded to the Training Coordinator, who shall place the secondary firearm approval form in the
officers Weapons & Qualification training file.

Storage of Agency Authorized Firearms

Department authorized firearms are to be secured at all times. This includes when the weapon is
on the officers’ person, while in transport and at home.

Department firearms that are not issued are to be stored and secured in the department's armory.

Department issued shotguns and AR-15's are to be secured in their assigned vehicle utilizing the
locking gun mounts (when applicable).

4.3.2 Demonstrating Proficiency with Weapons

Each officer will display understanding and proficiency through qualification and testing annually
(fircarms & CEW) or biennially (expandable baton & chemical agent) under the department use
of force directive to be authorized to carry or use any firearm or less lethal weapon.

In addition to any other qualification for proficiency, each officer must achieve a minimum of
score of 90 percent on a written test that covers the police department's directives on the use of
force. This written exam will be administered no less than once each year in conjunction with use
of force training and proficiency qualification.

All sworn personnel, upon hiring and during Phase One of the Field Training Program will display

understanding and proficiency through qualification and testing under the department use of force
directive to be authorized to carry or use any firearm or less lethal weapon.
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Firearms Proficiency

Annually, each officer will qualify with all department issued firearms and approved secondary
firearm. The firearm qualification course will be drawn up by the department firearms instructors
and will be approved by the Chief of Police. Qualification courses shall require the officer to use
the weapons in the same manner as they are accustomed to using them. No less than once each
year the course of fire will at a minimum meet the State of Ohio minimum firearms qualification
guidelines.

Less Lethal Weapon Proficiency

Annually, each officer authorized to carry a CEW will demonstrate proficiency with the CEW.

Biennially, each officer will demonstrate proficiency with the less lethal weapons: expandable
baton & chemical agent.

The less lethal proficiency requirements will be drawn up by certified less lethal weapon
instructors and will be approved by the Chief of Police.

4.3.3 Annual/Biennial Proficiency Training

Annually, each officer will qualify with all department issued firearms and approved secondary
firearms.

Annually, each officer authorized to carry a CEW will demonstrate proficiency with the CEW.

Biennially, each officer will qualify with the less lethal weapons: expandable baton and chemical
agent. This qualification includes testing in weaponless control techniques.

A certified weapons or tactics instructor shall monitor firearm, less lethal weapons and weaponless
control techniques testing and proficiency.

The results of all firearms, less lethal weapons and weaponless control techniques proficiency and
testing shall be in writing and the results shall be filed with the department training coordinator.

Officers who fail any of the following shall not be authorized to carry such weapon until which
time they have successfully completed a course of remedial training under the instruction of a
certified weapons or tactics instructor.

e Firearms

Failure to obtain a qualifying score with all issued & secondary firearms;
Failure to pass the written test as provided in this directive;

Failure to display proficiency in the handling and care of firearms;
Failure to attend an annual qualification and testing.

0O O O O
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e Less Lethal Weapons

o Failure to obtain a passing score with less lethal weapon proficiency testing;

Failure to pass the written test as provided in this directive;

o Failure to attend an annual (CEW) or biennial (expandable baton and chemical agent)
qualification and testing.

(@]

Officers after receiving a course of remedial instruction in the areas where they failed to meet the
department's required qualification guidelines and who after receiving such instruction continue to
fail qualification and/or proficiency testing with their issued weapons or the written test, will be
referred by the certified instructor to the Patrol Division Supervisor with a recommendation for
medical evaluation, additional training, recession of privilege to carry the weapon or disciplinary
action. The Patrol Division Supervisor shall within forty-eight hours of being notified of such
deficiency, review each officer’s individual circumstances and make a written report as to the most
appropriate course of action to be taken. The Patrol Division Supervisor shall guide his action and
decision toward bringing the deficient officer into compliance with the department's weapon
directive requirements.

Retired Officer Annual Application/Qualification

Miami Township offers an annual application/qualification process for retired Miami Township
Officers.

The Range Master will make an annual notification to retired officers that will include range date
and time and notification to complete the Retired Law Enforcement Firearm Qualification
Application with a due date.

Retired Miami Township Officers who complete the Retired Law Enforcement Firearm
Qualification Application and who are approved to participate by the Chief of Police will be
scheduled to qualify during a Miami Township scheduled range date.

The Retired Law Enforcement Firearm Qualification Application and any accompanying
documentation will be maintained with department firearm records.

4.3.4 Prerequisite to Carrying Lethal/Less Lethal Weapons

Each officer will display understanding and proficiency through qualification and testing during
phase one of the field training program and thereafter, annually (firearms & CEW) or biennially
(expandable baton, chemical agent & weaponless control techniques) under the department use of
force and use of deadly force directive and policy statements to be authorized to carry or use any
firearm or less lethal weapon.

A receipt showing that an officer has access to, has read and understands the police department's

use of force and use of deadly force directive and policy statements will be signed by the officer
and maintained by the training coordinator as indicated.
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e Upon initial employment;
e Upon any revised issuance of this directive.

4.3.5 Firearms Range

Purpose Range Utilized

The Miami Township Police Department utilizes various firearms range locations. The purpose
of utilizing the firearms range is to provide firearms training to sworn or retired officers of the
Miami Township Police Department. The firearms range will be used for approved law
enforcement training and qualifications. The firearms range will first be approved by a firearms
instructor to determine any range restrictions before the start of any training. Law enforcement
personnel or authorized participants of the training are the only individuals allowed on the range
during any of these events.

Safety Procedures and Range Rules

Range rules may vary depending on the managing entity. However, documented safety procedures
and range rules will be reviewed with all participants prior to any training event. The department’s
Firearms Instructors oversee range discipline. Officers failing to comply with the rules of

the range could be requested by the department Firearms Instructor(s) to leave the range and be
subject to disciplinary action. Standard safety procedures utilized by departmental firearms
instructors include:

e Eye and ear protection are mandatory and will be worn at all times when on the range.

e Body armor will be worn at the discretion of the Range Master/Firearms Instructor while
the firearms range is in use.

e Handle all firearms as if they were loaded.

e Keep your firearm pointed downrange.

e Weapons will not be loaded until the command to load is given by the Range Master or
Firearms Instructor.

e No person shall advance forward of the firing line until the line has been declared clear and
safe by a range officer.

e The firing line will be considered safe by the range officer when all weapons are unloaded
or holstered.

Carelessness and horseplay are prohibited

Keep your finger out of the trigger guard until you are ready to fire.

Shooters will only shoot from designated areas.

Shooters will only use ammunition and targets authorized by policy and the training
section.

All injuries will be reported to the firearms instructor or supervisor on duty.

e Cease fire should be called by ANYONE who observes an unsafe condition.

Range Supervisor

The range will be under the exclusive control of the Firearms Instructor(s). All members
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attending will follow the directions of the Firearms Instructor(s). The Instructor(s) will maintain a
roster of all members attending the range and will submit the roster to the Training Coordinator
after each range date. The Firearms Instructor(s) have the responsibility of making periodic
inspections, at least once a year, of all duty weapons carried by officers of this department to verify
proper operation. The Firearms Instructor(s)/Armorer has the authority to deem any department-
issued or privately owned firearm unfit for service. The member will be responsible for all repairs
to his/her privately-owned firearm. It will not be returned to service until inspected and approved
by the Armorer. The Firearms Instructor(s) has the responsibility for ensuring each member meets
the minimum requirements during training shoots, and on at least a yearly basis, can demonstrate
proficiency in the care, cleaning, and safety of all firearms the member is authorized to carry.

The Firearms Instructor(s) shall complete and submit to the Chief of Police and Training
Coordinator documentation of the training courses provided. Documentation shall include a lesson
plan of the training provided and a list of each member who completes the training. The Firearms
Instructor(s) should keep accurate records of all training, qualifications, repairs,

maintenance, or other records as directed by the Chief of Police and/or Training Coordinator.

Authorized Weapons, Ammunition, Targets and Equipment

Only Miami Township Police Department approved weapons, targets, ammunition, and equipment
will be used during any firearms qualifications and training.

Required Safety Equipment

All personnel on the range shall wear hearing protection. All shooters on the line shall wear hearing
and eye protection, as well as a ballistic vest. A first aid kit, fire extinguisher, portable radio, and
cell phone will remain readily accessible at all times while there is training at the range. Any
injuries sustained during training at the range shall be immediately reported to the Firearms
Instructor(s) or range staff. Written notification will then be provided to supervisory personnel.

Training and Certification Requirements for Range Instructors

All personnel working in the capacity of a Firearms Instructor shall complete the appropriate
training to be a certified Firearms Instructor. Firearms Instructors shall receive emergency medical
response training and/or first aid training.

Storage of Ammunition and Weapons

All personnel are responsible for the weapons and ammunition issued to them. Firearms and
ammunition shall be worn or stored appropriately and safely at all times. All authorized
ammunition being stored at the Department must be secured (padlocked) in a police officer’s
assigned locker or be stored in the armory.
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DIRECTIVE 11.1
ORGANIZATIONAL STRUCTURE

Issue Date: 09/03/2020 By Order of Chief of Police

Rescinds: (Issue 04/23/2020) CALEA Standards
Referenced: 11.1.1

Pages: 5

This directive consists of the following sections:
11.1.1 Description of Organization

POLICY & PROCEDURE

The organizational structure of the Miami Township Police Department consists of a
Chief of Police and Liecutenants, who oversee three Divisions: Patrol Division,
Investigations Division and a Support Services Division.

An explanation of the department organizational structure is available to all personnel
through disseminated policy.

11.1.1 Organizational Structure and Functions

The Chief of Police is the administrative head of the Miami Township Police
Department, responsible for the overall effective and efficient management of the police
department.

Chief of Police Functions

The Chief of Police has the ultimate responsibility for the preservation of life and
property, preservation of law and order, investigation of crimes, suppression of vice and
enforcement of state law and township resolutions. He/she shall direct the assignment of
personnel, establish training programs, maintain records, cooperate with other law
enforcement agencies, establish rules, regulations, policies and procedures and provide
advice to the Township Administrator on matters pertaining to the police department.
He/she shall develop annual budget proposals and control budgeted expenses. The Chief
of Police is responsible for the planning for and direction of all activities of the
department. This direction will be accomplished through written and oral orders,
policies, procedures, directives, guidelines and guidance as well as personal leadership
exerted through subordinate supervisors and officers. The Chief may delegate or grant
authority to any member of the department as necessary for the efficient administration of
the department.
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The following personnel report directly to and perform tasks determined by the Chief of
Police:

Administrative Assistant;
Patrol Division Lieutenant;
Investigations Lieutenant
Support Services Lieutenant.

Administrative Assistant Functions

The Administrative Assistant reports to and performs tasks determined by the Chief of
Police. This civilian employee is responsible for administrative reports, assists with
maintenance of the accreditation process, fiscal management of the budget and
purchasing process, performs as the department Training Officer and administers the
Recruitment & Selection process. The Administrative Assistant shall perform such other
duties or functions as may be assigned by the Chief of Police.

Patrol Division

The Patrol Division consists of Patrol Sergeants, Corporals and Patrol Officers working
in four districts. The Patrol Division is under the direct command of the Patrol Division
Lieutenant who 1is directly responsible for supervision of all personnel and functions
assigned to the Division. The Patrol Sergeants shall report to the Patrol Division
Lieutenant and shall perform the duties of primary shift supervisor. Corporals shall
report to the Patrol Sergeant. In the absence of the Patrol Sergeant, Corporals shall report
to the Patrol Division Lieutenant and perform the duties of primary shift supervisor.

e Staffing in each of the four districts consists of Patrol Sergeants supervising
District Patrol Officers and Corporals which operate within 12-hour shifts.

e In addition, District Patrol Officers are complimented by traffic safety officers
and split shift officers.

The Patrol Division Lieutenant has the authority and responsibility for the management,
direction and control of the operations of the division to include:

e Scheduling work for the personnel assigned to the division;

e Determining special enforcement needs and implementing programs or tactics to
deal with such needs;

e To interact with other personnel and township departments for the efficient
provision of services to the community in fulfillment of the mission of the police
department;

e Deploying personnel within the division to deal with problems or tactical
situations identified by crime analysis, arrest patterns or special events.
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Patrol Functions

The Patrol Division is responsible for the protection of life and property, prevention of
crime, apprehension of offenders and the maintenance of order.

Personnel assigned to district patrol functions shall perform such other duties or functions
as may be assigned by the Patrol Division Lieutenant, Patrol Sergeant or Corporal as are
necessary to accomplish the goals and objectives of the division and consistent with the
mission of the department.

All officers in the Patrol Division are expected to use the community policing and
problem-solving approach to chronic problems encountered within their districts/assigned

arcas.

Traffic Safety Officers Responsibilities

In addition to the responsibilities outlined in Patrol Functions, officers of the traffic safety
unit shall be responsible for directed traffic enforcement within Miami Township;
analysis and documentation of traffic problem areas and written submission of measures
to correct such problems; acquire, interpret, prepare and distribute information dealing
with pertinent traffic related matters through the appropriate channels to affected
department personnel; prepare and conduct traffic safety education courses as directed;
processing of documentation and vehicles pursuant to immobilization and maintenance of
department records and equipment used for breath testing and traffic enforcement.

Investigations Division

The Investigations Division consists of Detectives, a Clermont County Narcotics Unit
member, School Resource Officers and Record Clerks. The Investigations Division is
under the direct command of the Investigations Lieutenant who is directly responsible for
supervision of all personnel and functions assigned to the division. The Investigations
Lieutenant shall report to the Chief of Police and shall perform the duties of primary
supervisor.

The Investigations Lieutenant has the authority and responsibility for the management,
direction and control of the operations of the Investigations Division to include:

e Scheduling work for personnel assigned to the division;

e Determining special needs and implementing programs or tactics to deal with
such needs;

e Providing for the functions of Criminal Investigation, Criminal Intelligence and
Vice/Organized Crime Control;

e To interact with other personnel and Township Departments for the efficient
provision of services to the community in fulfillment of the mission of the police
department.
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Detectives Functions

Personnel assigned as Detectives and Clermont County Narcotics Unit members have the
primary duty of supporting the efforts of the Patrol Division. The responsibilities of
these officers are to accomplish follow-up investigation of criminal offenses; to identify,
apprehend and assist in the successful prosecution of criminal offenders; to assist patrol
and other assigned police personnel with the investigation, preparation and presentation
of criminal cases; to review department records, including connections; dissemination of
information necessary to other department personnel and agencies to aid in investigation
of offenses, apprehension and prosecution of offenders; maintaining informant contacts;
collection, review and arranging for examination by experts, of evidence found at crime
scene and vice and organized crime investigation and control.

Personnel assigned to the Investigations Division shall perform such other duties or
functions as may be assigned by the Investigations Lieutenant as are necessary to

accomplish the goals of the division and consistent with the mission of the department.

School Resource Officer Functions

The School Resource Officers will act as a liaison between their assigned school and the
police department. They are responsible for crime detection and apprehension, crime
prevention, community relations, problem solving and case follow-up within their
assigned school.

Records Clerk Functions

Records clerk personnel report to and perform tasks determined by the Investigations
Lieutenant. Civilian clerical personnel assigned as records clerks have the primary
responsibility for maintenance of department records; to provide at all times the
respective divisional services and functions in accordance with the needs, directives and
policies and procedures of the department; to interact with other personnel and Township
Departments for the efficient and effective provision of services to the community in
fulfillment of the mission of the Police Department; perform data entry into the
department in-house computer system; control of police reports, to include accessibility,
availability and confidentiality; maintenance of departmental records, including
distribution, numbering, retention, purging and transcribing recorded statements; retrieval
of records, including requests for information; compiling statistical information needed
by the department's divisions, units or functions; assisting department personnel with
business matters and correspondence; handle calls and information coming into the
department by telephone, other electronic means or in person and directing such call or
information to the appropriate person, unit, division or function either inside or outside
the department and performing such other assigned functions that may be needed from
time to time.
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Support Services Division

The Support Services Division is under the direct command of the Support Services
Lieutenant who is directly responsible for all personnel and functions assigned to the
division. The Support Services Lieutenant shall report to the Chief of Police and shall
perform the duties of primary supervisor to assigned personnel.

e The Support Services Division consists of a Support Services Lieutenant, Crime
Prevention/Community Relations/Accreditation Manager Officer(s), and a DARE
Officer. The Support Services Division is complimented by volunteer Police
Chaplains, Citizens Police Academy Alumni Association volunteers and
facility/vehicle maintenance personnel.

The Support Services Lieutenant has the authority and responsibility for the management,
direction and control of the operations of the Support Services Division to include:

e Scheduling work for personnel assigned to the division;

e Determining special needs and implementing programs or tactics to deal with
such needs;

e Providing for the functions of Crime Prevention, Community Relations,

Accreditation Manager, the DARE program and police volunteers;

Supervision of Citizen’s Police Academy program;

All matters related to police vehicles and police equipment;

All matters related to facility maintenance;

To interact with other personnel and Township Departments for the efficient

provision of services to the community in fulfillment of the mission of the police

department.

Crime Prevention/Community Relations/Accreditation Manager Functions

Personnel assigned as Crime Prevention/Community Relations/Accreditation Manager
Officer(s) are responsible for crime detection and apprehension, crime prevention,
community relations, problem solving, case follow-up and maintenance of the
accreditation process.

DARE Officer Functions

The DARE Officer is responsible for implementing the Drug Abuse Resistance
Education program in schools located within Miami Township and the Milford School
District, in the development of a safe and resourceful community, through work with
adolescents.
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Organizational Chart

The organizational chart reflects the chain of command and the lines of authority and
communication within the Department. The organizational chart will be reviewed and
updated each time a change in its structure occurs. The organizational chart shall be
made accessible to all personnel and posted in a conspicuous place.
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DIRECTIVE 11.2

UNITY OF COMMAND
Issue Date: 09/03/2020 By Order of Chief of Police
Rescinds: (Issue 04/23/2020) CALEA Standards

Referenced: 11.2.1

Pages: 2

This directive consists of the following sections:
11.2.1 Direct Command, Component

POLICY & PROCEDURE

11.2.1 Direct Command, Component

To avoid confusing employees and to establish accountability, each division is under the
direct command of only one supervisor and the personnel therein are under the direct
command of only one supervisor.

Chief of Police

Under the general direction of the Township Administrator, the Chief of Police serves as
Chief Executive Officer of the Miami Township Police Department and is granted the
authority to manage, direct and control the Miami Township Police Department.  The
Chief of Police supervises the Administrative Assistant, the Patrol Lieutenant,
Investigations Lieutenant and Support Services Lieutenant.

Administrative Assistant

The Chief of Police will appoint a civilian Administrative Assistant to perform tasks
determined by the Chief of Police and assist with managing the accreditation process.
The Administrative Assistant reports directly to the Chief of Police.

Patrol Lieutenant

The Chief of Police will appoint a Patrol Lieutenant to supervise the Patrol Division.
The Patrol Lieutenant reports directly to the Chief of Police. The following personnel
report directly to the Patrol Lieutenant: Patrol Sergeants and Corporals
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Patrol Sergeants

The Chief of Police will appoint Patrol Sergeants to supervise the day to day activities of
officers assigned to patrol functions. The following personnel report directly to Patrol
Sergeants.

e Corporals, Patrol Officers and Traffic Safety Unit Officers.
Corporals

The Patrol Lieutenant will appoint Corporals to supervise the day to day activities of
officers assigned to road patrol functions during the absence of the Patrol Sergeant.

Investigations Lieutenant

The Chief of Police will appoint an Investigations Lieutenant to supervise the
Investigations Division. The Investigation Lieutenant reports directly to the Chief of
Police. The following personnel report directly to the Investigations Lieutenant:
Detectives & Clermont County Narcotics Unit Member, School Resource Officers and
Records Personnel.

Support Services Lieutenant

The Chief of Police will appoint a Support Services Lieutenant to supervise the Support
Services Division. The Support Services Lieutenant reports directly to the Chief of
Police. The following personnel report directly to the Support Services Lieutenant:
Crime Prevention/Community Relations/Accreditation Manager Officer(s), DARE
Officer, Facility and Vehicle Maintenance personnel, Police Chaplains and Police
Volunteer personnel.
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DIRECTIVE 11.3
AUTHORITY AND RESPONSIBILITY

Issue Date: 04/23/2020 By Order of Chief of Police
Rescinds: (Issue 07/23/2008) CALEA Standards
Referenced: 11.3.1, 11.3.2;
Pages: S 11.3.3 & 11.34

This directive consists of the following sections:

11.3.1 Responsibility / Authority

11.3.2 Supervisory Accountability

11.3.3 Notify CEO of Incident With Liability
11.3.4 Police Action Death Investigations

POLICY & PROCEDURE

At every level within the department, personnel are given authority to make decisions
necessary for the effective execution of their responsibilities. ~The department's
delegation of authority will be consistent with the Department's Mission Statement and
Organization Values.

11.3.1 Responsibility / Authority

Whenever responsibility for a task or function is designated to a particular employee, that
employee is authorized to make decisions and take actions that are necessary for the
effective execution of those responsibilities. The decisions and actions shall be
consistent with the directives, policies and procedures of Miami Township and the Miami
Township Police Department. Any employee who is delegated such authority, is
responsible and fully accountable for the use of such delegated authority, as well as for
the failure to use it, and shall be held accountable for their performance.

11.3.2 Supervisory Accountability

Supervisors will be held accountable for the performance of the employees under their
immediate supervision. Supervisors may delegate tasks or functions to subordinates but
remain responsible and accountable for the accomplishment of those delegated tasks.

Emplovee Accountability

To promote efficiency and responsibility, employees are accountable to only one
supervisor at any given time. Each employee can identify one, and only one, supervisor
to whom the employee is accountable.
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11.3.3 Notification CEO of Incident with Liability

The Chief of Police shall be notified of events where there may be a question of agency
liability or those events that may result in heightened community interest. Events listed
in Directive 41.2.4, Notification Procedures, specify events that automatically require
notification of the CEO. Should any event occur that is not listed in Directive 41.2.4 that
an employee believes there may be liability or heightened interest, the employee with any
doubt should resolve in favor of notification of the Chief of Police via the Chain of
Command.

11.3.4 Police Action Death Investigations

It is the purpose of this section to provide guidelines for police officers and supervisors in
the event of an officer-involved critical incident which results in the death or serious
injury of a person. It is important to note that this policy is not designed to provide
instruction on the investigation of, or a tactical response to, an officer-involved critical
incident.

It is the policy of this department that an officer-involved critical incident, whether on
duty or off, be investigated to determine whether the officers’ actions conform to current
laws, department policy, procedures, rules and training.

The preferred course of action, when a Miami Township Police Officer is involved in a
critical incident is to request the incident be investigated by an outside law enforcement
agency having legal jurisdiction.

e The Chief of Police may, at his or her discretion, request the assistance of an
outside law enforcement entity.

e Miami Township Police Officers, Detectives, and Command Staff Officers will
assist, as needed, with the investigation by the outside entity.

An investigation by this department will be initiated in the event a police officer from an
outside agency is involved in a critical incident in Miami Township, unless otherwise
directed by the Chief of Police. This investigation may run concurrently with a separate
investigation conducted by the involved officer’s department.

DEFINITIONS:

Companion Officer - An officer assigned to another officer to provide emotional support
and assistance following a critical incident. The assigned officer may be an officer who
has had a similar experience, a close friend or both.

Officer Involved Shooting - The discharge of a firearm by any officer while on-duty or
off-duty, which results in the death or serious injury of any person.
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Involved Officer - A sworn officer who, whether on-duty or off-duty, discharges a firearm
which results in the death or serious injury of any person.

Witness Olfficer - Refers to personnel, sworn or non-sworn, on-duty or off-duty, who are
direct witnesses to an officer involved critical incident, or who were present at the scene
of such an event.

First-Line Supervisor Scene Responsibilities

e The ranking officer at the scene shall serve as the initial incident commander
unless officially relieved.

e Identify any remaining threats and take necessary action.

e Determine the physical condition of the officer(s), suspect(s) and third parties.
Provide emergency first-aid if necessary and ensure that emergency medical
assistance has been summoned.

e Establish and secure the crime scene(s), protecting evidence and the safety of all
persons. (Refer to MTPD Homicide Protocol if applicable; Standard 42.2)

e Gather information individually from the involved officer(s), witness officer(s),
covering only information necessary to focus initial police response and to assist
with the preliminary investigation. The initial information should cover items

such as:

o Type of force used.

o Direction and approximate number of shots by officer(s) and suspect(s).

o Location of injured or deceased person(s).

o Description of at-large suspect(s), direction of travel, time since the suspect(s)

were last seen and weapons they may still have in their possession.

Description and location of any known victim(s) or witnesses.

Description and location of known evidence.

o Any other information to ensure public safety and to assist in the apprehension
of any at-large suspects.

o O

Command Staff Responsibilities

The Patrol Division Supervisor or designee will direct the officer involved care and
companion officer responsibilities:

e Ensure notification of the involved officer(s) family, per officer critical incident
notification form.

¢ Ensure contractual notifications are made per Miami Township CBA.

e If the officer(s) are hospitalized, ensure a liaison officer is assigned to the family
and the officer.
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The Patrol Division Supervisor or designee will ensure continuity of command, maintain
communication with the Chief of Police and assist the Chief of Police with media
relations.

The Chief of Police or designee will facilitate notification of the incident to the following
entities:

e The Clermont County Prosecutors Office.
e The Miami Township Trustees/Miami Township Administrator.

Reporting

The agency investigating the officer-involved critical incident will coordinate with the
Chief of Police and or his/her designee and prepare a final written report as prescribed by
their department’s protocol.

e An MTPD use of force report will be completed in accordance with MTPD
Directive 4.2.1.

e While officers may be asked to provide pertinent information soon after a critical
incident to aid the initial investigative process, it is recommended that all written
and/or recorded interviews are conducted no sooner than twenty-four hours,
preferably thirty-six hours after the incident unless otherwise directed by a
medical professional.

e All interviews of involved officers shall be conducted with an officer’s legal
advisor or union representative present pursuant to the Miami Township CBA.

e The involved officer should anticipate collection of their weapon and uniform if
involved in a critical incident which results in the death or serious injury of
another.

Investigative Process

The investigation of officer-involved critical incidents shall be conducted in two separate
parts and by separate authorities; a criminal investigation and an administrative
investigation. The criminal investigation should be conducted by investigators of an
outside agency in conjunction with the administrative investigation. The administrative
investigation will be conducted by person or persons designated by the Chief of Police.

Criminal Investigation Phase

The lead investigator or his/her designee shall manage the criminal investigation unless,
by interagency agreement, the lead is passed to another investigative authority. Parallel or
sequential criminal investigations; one investigation related to state offenses and the other
by federal authorities related to offenses under federal law, may be undertaken but is not
typical. Upon completion of the criminal investigation, findings shall be submitted to the
Chief of Police and the appropriate prosecuting attorney’s office.
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Administrative Investigation Phase

The administrative investigation will be undertaken by the Patrol/Investigations
Supervisors or another investigative body determined by the Chief of Police. This
investigation must be kept separate and apart from the criminal investigation. It is
intended to determine whether violations of departmental policies, procedures, rules, or
training protocols have occurred and, if so, whether disciplinary action should be
recommended or modifications to policy, procedure, or training should be considered.

e Criminal investigators will not be present during internal administrative
questioning nor may information gained as a result of administrative interviews
be shared with criminal investigators.

e Interviews will be audio and videotaped, if possible, to provide evidentiary record
of statements.

Role of Prosecutor’s Office

As in any other criminal offense, the Prosecutor’s Office is responsible for reviewing
detailed case information to determine the appropriateness of criminal charges.

Public Information Plan

The Chief of Police or designee will provide basic details of the event during an initial
press briefing. If the incident is turned over to another agency for investigation, any
subsequent press briefing will be conducted by that agency, unless otherwise requested
by that agency and agreed to by all agencies involved.

Training for Agency Personnel

Upon promotion, supervisory personnel will be provided an instruction that covers the
entire process for managing an incident involving a police action resulting in death or
serious injury. Periodically, all supervisory personnel will participate in training on the
process for handling these types of incidents via policy review.

Awareness Training for All Personnel

As part of the annual use of force training, sworn personnel will review the process for
both criminal and administrative investigations involving departmental personnel. All
other department personnel will be provided an awareness level training brief which
documents the process for their knowledge.
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DIRECTIVE 11.4
GENERAL MANAGEMENT AND ADMINISTRATION

Issue Date: 04/23/2020 By Order of Chief of Police
Rescinds: (Issue 03/11/2019) CALEA Standards
Referenced: 11.4.1; 11.4.2;
Pages: 3 11.4.3;11.44 & 11.4.5

This directive consists of the following sections:

11.4.1 Administrative Reporting Program

11.4.2 Accountability For Agency Forms

11.4.3 Accreditation Maintenance

11.4.4 Computer Software Policy

11.4.5 Electronic Data Storage - N/A by Function

POLICY & PROCEDURE

11.4.1 Administrative Reporting Program

Miami Township has an administrative reporting system for the timely and reliable
collection and distribution of information to be used in decision-making by management
personnel and for predicting the needs and directing the resources of the department.

Monthly Report

The monthly report has several components that provide a mechanism to report
department activities both within and outside the immediate structure of the department.
Significant events and/or statistical information are provided for the following:

Successes of the Month;

Calls for Service;

Criminal Offense Data;

Traffic Crash & Traffic Enforcement Data;

Criminal Enforcement Activities;

Community Relations & Crime Prevention Activities;
Quality Control & Improvement.

The monthly report is sent to the Township Administrator for distribution.
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Annual Report

The annual report highlights challenges, accomplishments and statistical information of
the previous year to summarize progress toward achieving the department’s mission and
goals. The annual report is sent to the Township Administrator for distribution.

The monthly and annual reports are prepared by the Administrative Assistant and any
other person directed by the Chief of Police. Copies of the reports are available to
citizens and employees requesting a copy.

11.4.2 Agency Forms Accountability

The Accreditation Manager is responsible for forms development, modification, control,
review and approval. The Accreditation Manager will ensure that the information
captured on department forms is not duplicated and that the forms are reviewed to ensure
that all the necessary information is collected.

Form Development

Any member of the department may request that a new form be implemented that will
assist in managing the information and data required to be maintained by the department.
Whenever a form is developed, it shall be forwarded to the Accreditation Manager for
review then forwarded to the Chief of Police for final approval. If the form is
implemented, the training coordinator may cause training to be conducted on the new
form.

Form Modification

Any form requiring modification shall also be submitted to the Accreditation Manager for
review and forwarded to the Chief of Police for final approval.

Form Approval

Prior to form issuance or modification, forms must be approved by the Chief of Police or
his designee.

Form Review

Department forms are reviewed as a part of the review of all Miami Township directives.
The forms used in conjunction with the directive under review shall be assessed and
modified if necessary, to comply with any changes in the requirements of the directive or
to provide for a more efficient collection, distribution or management of such information
collected or controlled by the form. The Accreditation Manager conducts this review.

Form Control

Controlled forms are those forms that generally have a number imprinted on them and/or
may be the subject of an audit. Controlled forms include but are not limited to traffic

Directive 11.4 - General Management and Administration 2



citations, warning citations, misdemeanor and minor misdemeanor citations. These
forms are under the control of records personnel and require a signature for issuance.

Forms that are not pre-numbered and are used by the department to conduct business both
within and outside of the department do not require a signature for issuance.

11.4.3 Accreditation Maintenance

The Accreditation Manager reviews CALEA Appendix E ‘List of Time Sensitive
Activities’ quarterly in order to ensure that periodic reports, reviews and other activities
mandated by applicable accreditation standards are accomplished.

All reports, reviews and documented activities mandated by accreditation standards shall
be submitted to the Accreditation Manager and copied to the supervisor of the person
creating the report. Reports are due as directed by department policy. The Accreditation
Manager shall review the submitted report and forward it to the Chief of Police for final
approval. Upon the Chief of Police approval, the Accreditation Manager shall be
responsible for causing the distribution to all appropriate personnel.

The Accreditation Manager will assist and train, if necessary, those employees that are
responsible for the generation of reports/reviews/activities.

11.4.4 Computer Software Policy

The introduction of external data or software from non-secure sources could result in a
corruption of the Miami Township computer system.

All installed software must be registered and licensed to the Township. License
information and the original media must be stored with the Multi-Media Coordinator. It
is permissible to make a single copy of any Township software for reference or back-up
purposes. There will be no downloading or installing of any external data or software that
is not used for Township business. The communication system shall not be used to
knowingly send, upload, or receive any unauthorized copyrighted materials, including,
but not limited to, trade secrets, proprietary financial information, or similar materials
without appropriate authorization of the Township Administrator or their designee.

11.4.5 Electronic Data Storage — N/A By Function

Miami Township Police Department does not participate in Electronic Data
Storage.

Directive 11.4 - General Management and Administration 3



DIRECTIVE 11.5
TEMPORARY/ROTATING ASSIGNMENTS

Issue Date: 11/27/2019 By Order of Chief of Police
Rescinds: (Issue: 11/27/2019) CALEA Standards
Pages: 3 Referenced: 11.5.1

This directive consists of the following sections:
11.5.1 Rotating Assignments

POLICY & PROCEDURE

The delivery of efficient and effective services requires that the Miami Township Police
Department have enough officers and/or employees trained and experienced in a variety
of specialized duties to successfully accomplish our mission. A system of rotation shall
be utilized for specialized assignments that are identified in 11.5.1.

11.5.1 Rotating Assignments

This system shall apply to officers within the specialized assignment on a tenured basis
according to assignment date. The following objectives may be met with the rotation
system:

e Development of officers resulting in a broadened base of experience and skill;

e Career growth by providing opportunities to develop technical skills;

e Increase departmental understanding of various aspects of all divisions of police
service;

e Creation of patrol officers with a wide breadth of experience.

Specialized assignments available and the duration of assignment from appointment date:

Patrol Corporal — 5 to 7 Years

Detective — 5 Years

DARE Officer — 8 Years

Crime Prevention/Community Relations/Accreditation Officer — 5 to 8 Years
Crime Scene Technician — 8 Years

Narcotics Task Force Officer — 4 Years

School Resource Officer — 5 Years
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The following rules and exceptions apply to the rotation of specialized assignments.

e All rotations are to take place in January except for school related assignments,
which will take place based on the annual school calendar.

e All assignments will be eligible for a full-term reassignment if no viable candidate
exists.

e The duration of assignment may be extended in one-year increments to meet
organizational exigencies.

e Officers requesting removal from an assignment must show enough reason
through the chain of command to the Chief of Police for such removal. If
removal from a position is granted and no viable candidate exists, a replacement
shall be named by the Chief of Police or his/her designee.

e The Chief of Police or designee may determine that any promotions, retirements,
required training, etc. which occurred during the year may obviate the need for an
additional rotation to take place at the end of the year.

e Previous experience may be a consideration for reassignment to a rotational
assignment.

e Officers who do not perform at an acceptable level in a specialized assignment
may be removed prior to the duration stated in this policy. Replacement to the
position shall be based on rank order previously established by the selection
committee.

e Personnel whose assignment requires extensive training (Crime Scene
Technician, DARE) are expected to remain in the assignment a minimum of 5
years.

e An officer may apply for a position in any other rotational assignment after
rotating out of another.

Specialized Assienment Review

Miami Township will conduct a documented annual review of all specialized
assignments for the purpose of determining the value and overall cost versus benefit to
the operation of the agency to continue the assignment. The review shall justify or negate
the continued existence or addition of additional personnel to the assignments. The
review shall consist of:

e A listing of all specialized assignments;

e A statement of purpose for each specialized assignment;

e The evaluation of the initial problem or condition that required the
implementation of the specialized assignment.

Specialized Assienment Selection Process

Anticipated specialized assignment openings for positions listed in 11.5.1 shall be
advertised by written announcement by the Chief of Police or his/her designee.  The
announcement shall state the position available, the skills, knowledge and abilities
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necessary and indicate any other special requirements of the position. Any position
requiring evaluation beyond the scope of an oral interview shall be explained in detail on
the position announcement.

Interested personnel shall submit a letter of interest and a resume via their chain of
command, expressing their interest and relevant qualifications to the supervisor
responsible for the specialized assignment.

A minimum of 14 calendar days shall be allotted for the submission of the letter
of intent and resume after the initial publication of a position vacancy.

These letters shall remain active until the next formal announcement publicizing
an opening, at which time new letters of interest and resumes shall be solicited
and reviewed.

Upon the announcement of a new opening, all letters received from a prior
announcement shall become obsolete.

All qualified personnel applying shall be afforded an interview by a group of at
least three persons designated by the Chief of Police or his/her designee.

The selection of personnel for a specialized assignment shall be based upon specific
criteria:

Skills, knowledge and abilities required for the specialty.

Previous performance ratings and overall evaluation ratings.

Formal education requirements, if any.

Length of experience required, if any.

Use of sick leave in excess of the department threshold may be used to evaluate a
candidate’s suitability for specialized assignments since such assignments are not
subject to minimum staffing and excessive absenteeism can adversely impact
operational effectiveness.

Applicants must have successfully completed probation and have no less than
three years of police service before being appointed to a specialized assignment.

The Chief of Police shall make all appointments to specialized assignments, based on the
posted criteria and the selection process established.
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DIRECTIVE 12.1

DIRECTION
Issue Date: 04/06/2020 By Order of Chief of Police
Rescinds: (Issue 06/07/2019) CALEA Standards
Referenced: 12.1.1; 12.1.2;
Pages: 4 12.1.3 & 12.1.4

This directive consists of the following sections:

12.1.1 CEO Authority and Responsibility

12.1.2 Command Protocol

12.1.3 Obey Lawful Orders

12.1.4 Functional Communication / Cooperation

POLICY & PROCEDURE

It is the policy of the Miami Township Police Department to provide clear written
guidelines to all department personnel regarding the recognition, authority and
responsibility of the Chief Executive Officer of the Miami Township Police Department
and to establish supervisory accountability and designate the chain of command during
the absence of the Chief.

This directive provides guidelines for the obedience to orders and resolution of
conflicting orders or instructions and establishes procedures for communication,

coordination and cooperation among all agency functions and personnel.

12.1.1 CEO Authority and Responsibility

The Chief of Police is the Chief Executive Officer of the Police Department of Miami
Township, Clermont County, Ohio. The Chief of Police is responsible for the protection
of lives and property within Miami Township through the effective utilization of police
functions. The Chief of Police is responsible for the organizing, controlling and directing
of personnel and resources of the police department.

The Chief of Police is an unclassified position and serves in accordance with the
provisions of the State of Ohio, functioning in accordance with general policy established
by the Board of Trustees of Miami Township. The Chief of Police has considerable
latitude in the exercise of independent judgment and discretion in the management and
operation of the police department.
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12.1.2 Command Protocol

DEFINITION:
Patrol Supervisor — An officer holding the rank of Sergeant or Corporal. On some rare
occasions, an officer who is assuming the role of duty-officer when a Sergeant or

Corporal are not working.

Absence of the Chief Executive Officer

If the Chief of Police is incapacitated, off duty, out of town or otherwise unable to act, the
descending order of command will be as follows unless specifically designated otherwise
in writing.

e Patrol Lieutenant
e Investigations Lieutenant
e Support Services Lieutenant

Should the personnel above be unavailable to take command of the department,
command of the department shall fall upon the first Sergeant available in descending
order of seniority beginning with the most senior sergeant.

Exceptional Situations

In the event of an exceptional situation or emergency and if the Chief of Police cannot be
notified, command of the department shall rest with the highest-ranking officer available.

Personnel of Different Functions in Single Operation

The patrol supervisor is always in charge of road patrol operations, unless properly
relieved of command by the Patrol Lieutenant. If a non-planned operation is in a
specialty area such as investigations, fatal or serious traffic crash, narcotics or vice
operations, the patrol supervisor shall relinquish control of police resources to a
Supervisor charged with that function. This Supervisor may then assume command of all
personnel assigned specifically to that operation.

Pre-planned special events and operations shall have the Supervisor of the
event/operation designated in the Special Event Plan, which shall be distributed to all
affected personnel.

Any dispute in command authority for a function or situation shall be resolved in favor of

the Supervisor charged with that function and may later be reviewed by the Chief of
Police.
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Normal Day-to-Day Operations

In the normal day-to-day operations of the department, the chain of command, as
established by the organizational structure and directives of the department, shall be
followed by all officers.

A Corporal for each squad is designated by the Patrol Division Supervisor to supervise
the shift in the absence of the regularly assigned shift Sergeant. Said designation may be
made or rescinded at any time without notice. The Corporal performs all duties usually
assigned to the shift Patrol Sergeant, excluding the preparation and conducting of
performance evaluations for other employees. The Corporal may be directed by the
Patrol Division Supervisor to prepare employee evaluations during a long absence of a
shift Patrol Sergeant.

12.1.3 Obey Lawful Orders

Lawful Orders

Employees of the Miami Township Police Department shall promptly obey any lawful
order issued to them from a superior officer, including any order relayed from a
supervisor by an employee of the same or lesser rank.

Conflicting Orders

Employees of the Miami Township Police Department who receive a lawful order that
conflicts with a previous order or instruction, will respectfully inform the officer who
issued the second order of the conflict.

If the conflicting order is not altered or redacted, then the last issued order will stand.
Responsibility for countermanding the original order shall be upon the officer who issued
the conflicting (second) order. Employees that must obey the conflicting order will not
be held responsible for disobedience to the original order or instruction.

In the event neither issuing officer can be readily advised of the conflict, the employee
will carry out the most recent order. The employee will inform a supervisor as soon after

the event as possible of the conflicting order.

Unlawful Orders

No supervisor or officer shall knowingly issue an order, which is in violation of a law,
resolution or departmental rule or regulation.

Obedience to Unlawful Orders -- Obedience to an unlawful order is not considered a
defense for an unlawful action, therefore, no officer or employee is required to obey an
order which is contrary to federal, state or municipal law. Responsibility for refusal to
obey rests with the officer or employee. The officer shall be strictly required to justify the
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action.

Obedience to Incorrect Orders -- Officers and employees who are given orders they feel
to be unjust or contrary to rules and regulations, must first obey the order to the best of
their ability, except when ordinary and prudent knowledge would indicate that the order
would be detrimental to the department or the physical well-being of any person, and
then proceed to appeal through the departmental complaint process as established in
Directive 26.2 Internal Investigations Organizational Integrity.

12.1.4 Functional Communication & Cooperation

All department functions will encourage and support the exchange of information
between functions to coordinate activities and to fulfill the stated mission of the
department.

Informational exchange between department functions may be accomplished by the
following means:

Staff meetings;

Employee-management meetings;

Attendance of Detectives at roll call;

Communication by formal and informal memos, emails;
Dissemination of required reports.
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DIRECTIVE 12.2

WRITTEN DIRECTIVES
Issue Date: 09/01/2020 By Order of Chief of Police
Rescinds: (Issue 04/06/2020) CALEA Standards

Referenced: 12.2.1 & 12.2.2

Pages: 5

This directive consists of the following sections:

12.2.1 Written Directive System
12.2.2 Dissemination and Storage

POLICY & PROCEDURE

Miami Township Police Department utilizes a formal Written Directive System that
provides employees with a clear understanding of the constraints and expectations
relating to the performance of their duties. After initial issuance, directives will be
reviewed at least annually to determine whether or not they will be cancelled, revised or
continued in their present form. The Written Directive System provides rapid access to
individual directives, policies, procedures, rules and regulations by a computerized and/or
manual system.

Written Directives define how the organization is arranged and directed, so that the
department may obtain an efficient and effective delivery of services to the community
and to accomplish stated goals and achieve its overall mission and values statement.

12.2.1 Written Directive System

Agency Mission Statement

The mission of the Miami Township Police Department is to continually improve the
delivery of unparalleled services, foster effective partnerships, and in turn preserve the
quality of life residents have come to enjoy.

Core Values

Commitment to serve the citizens of Miami Township as we would want to be served
while advancing partnerships and open lines of communication inside and outside of
Miami Township.

Integrity - Consistent uncompromised honest behavior with high moral character.
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Accountability - Responsibility for our actions or inactions that influence the community
and those around us, while effectively and efficiently utilizing Township resources.

Authority of Chief Executive Officer

No written directive shall be issued until approved by the Chief of Police. The Chief of
Police may cancel, delete, revise or amend any directive of the department. The Chief of
Police may issue or initiate any new or additional directives whenever the Chief deems
such action necessary.

Should a change occur with the Chief Executive Officer position, it is important to ensure
policies remain relevant and contemporary. This should be accomplished without
disruption to services provided by the agency and with a bridging document. This
bridging document indicates until otherwise amended or remanded, all polices of the
organization remain in effect.

Directives

Directives are issued for the purpose of governing Department personnel and functions.
These written directives serve to establish the Department policies, procedures, rules and
regulations. Directives document the 'General Orders' of the department and address both
administrative and operational areas of the department. The following are proper subject
matters for directives:

¢ Institution of permanent procedures, policies, rules and regulations.

e Permanent changes in the organization.

e Permanent personnel policies and procedures including recruiting, selection,
training and promotional policies.

e Use of funds, facilities and equipment.

e Relationships within the agency, with other agencies and citizens.

Special Orders

Special Orders are issued for the purpose of instructing or directing personnel about a
particular circumstance or event. Special orders may be directed at specific personnel or
components within the department. These orders are temporary in nature and are
automatically canceled when the objective has been achieved. The following are
examples of proper subject matters for Special Orders:

e Specific instructions to accomplish a particular objective, once accomplished
there will be no need for continuing instructions.

e Temporary orders designed to cover a special occurrence that is of a temporary
nature such as parade or records destruction.

e Orders to a specific unit or units that do not influence the operations of others and
for which no organizational change is needed.

Directive 12.2 - Written Directives 2



Personnel Orders

Personnel orders are issued to make notification to the department of changes in
personnel assignments. These orders shall be used to announce promotions, transfers and
assignments.

The Chief of Police or his/her designee issues special orders and personnel orders.

Written Directive System Format

Directives

Directives may contain statements of policies, procedures, definitions, general and
specific guidelines or rules and regulations as component parts. Directives are issued in
outline form and include directive number, directive topic, issue date, revised issue date,
CALEA standards referenced and total pages.

Special & Personnel Orders

Special and personnel orders will consist of a title of 'Special Order' or 'Personnel Order’
and include the topic, number and effective date.

Indexing, Purging and Revising Directives

Directives - Indexing

All directives will be maintained by the Accreditation Manager. Directives on the police
computer system and the mobile data computers are indexed by directive number and
title.

Special & Personnel Orders - Indexing

Special and personnel orders will be maintained by the Accreditation Manager. These
orders will be maintained in PowerDMS.

Directives - Purging

Directives shall remain in effect until the Chief of Police issues an official replacement.
The Accreditation Manager shall remove the purged directives and maintain those

records in accordance with the Miami Township Records Retention and Disposition
Schedule.

Special & Personnel Orders - Purging

Special orders are automatically purged whenever the circumstance or event occurs that
was the subject matter of the Special Order.
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Personnel orders will remain in effect until they are rescinded by order of the Chief of
Police.

The Accreditation Manager shall remove the purged orders and maintain those records in
accordance with the Miami Township Records Retention and Disposition Schedule.

Directives - Revision

Directives may be revised to reflect changes necessary to accomplish the objectives of
the department. Revised directives shall have a revised issue date. The Accreditation
Manager shall make all required revisions to directives and the revised directive shall be
issued by order of the Chief of Police. The Accreditation Manager shall archive any
directives replaced by the revised directive and maintain those records in accordance with
the Miami Township Records Retention and Disposition Schedule.

Any employee of the department may initiate a review for possible revision of a directive
by submitting a request for review to the Accreditation Manager. The request for review
must include the reason for the requested revision and a suggestion for modification.

Special & Personnel Orders - Revision

Special orders and Personnel orders are not revised and any changes will be made by
issuance of a new order.

Authority and Applicability of Directives

Directives are issued for the purpose of governing Department personnel and functions.
These written directives serve to establish the Department policies, procedures, rules, and
regulations and are to be considered as guidelines for carrying out departmental activities.
Directives are generally mandatory when the terms "shall", "will" and "must" are used in
the directive. Directives are generally advisory when the terns "may", "can" or "should"
are used in the directive. Latitude for deviation from a directive by an officer is permitted

whenever any of the following apply:

e Circumstances in a particular incident are such that common sense dictates a
deviation from the directive. Whenever this deviation occurs an officer must be
prepared to offer reasons that would lead most supervisory officers in the
department to believe that adherence to directive in that instance would have been
detrimental to the effective delivery of police work.

e When specifically ordered by a supervisor to handle a situation differently than as
specified by department directive. In the event an officer has a question as to the
decision to violate department directive, the officer should follow the order and
then seek clarification for the deviation from directive through the chain of
command.

e Whenever a procedure conflicts with federal law, state law or township ordinance,
the applicable law or township ordinance will supersede departmental directive. If
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a discrepancy should arise, the officer handling the incident will document the
conflict in writing and forward it through the chain of command to the Chief of
Police as soon after the event as possible.

Each employee shall become thoroughly familiar with departmental directives and shall
not deviate from the directives except under circumstances as listed above. Violation of
mandatory provisions of directives may be processed as a disciplinary action under the
rules and regulations of the department. If an officer claims an exception under the
circumstances listed above, the Chief of Police will appoint a panel of supervisors to
review the incident and make a report with their findings and recommendations.

Directive Review System

The Chief of Police shall review all new or revised directives before their general
distribution. A draft copy of a new or revised directive that affects a specific group of
officers (TSU, SRO) may be sent to the individuals or groups responsible for its
implementation for comments before general distribution.

12.2.2 Dissemination & Storage of Directives & Orders

Directives

Upon issuance, the Accreditation Manager shall announce all new and revised directives
via PowerDMS to all police personnel. All personnel will be advised of the required
receipt and review date. The mandatory receipt and review will be accomplished via
signoff by each employee. It is the responsibility of police supervisors to ensure their
personnel complete the required sign off.

The department maintains a computerized copy of all Directives accessible to all
personnel.

Special Orders

Upon issuance, Special Orders will be sent via email or by placement on the police
computer system assessible to all personnel.

The Accreditation Manager shall place a copy of the special order in the manual of
Special Orders in his/her office.

Personnel Orders

Upon issuance, Personnel Orders will be sent via email or by placement on the police
computer system accessible to all personnel.

The Accreditation Manager shall place a copy of the personnel order in the manual of
Personnel Orders in his/her office.
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DIRECTIVE 15.1
PLANNING AND RESEARCH

Issue Date: 09/03/2020 By Order of Chief of Police
Rescinds: (Issue 04/23/2020) CALEA Standards
Referenced: 15.1.1; 15.1.2,
Pages: 3 15.1.3 & 15.4

This directive consists of the following sections:

15.1.1 Activities of Planning and Research

15.1.2 Organizational Placement / Planning and Research
15.1.3 Multi-Year Plan

15.1.4 Succession Planning

POLICY & PROCEDURE

Planning and research activities are essential to effective management of the Miami
Township Police Department. Overall planning responsibility for the department shall be
the responsibility of the Chief of Police. All elements of the police department shall
contribute to the overall planning function.

15.1.1 Activities of Planning & Research

Coordination of functions related to planning and research shall be the responsibility of
the Chief of Police. Specific planning responsibilities may be assigned to the
Administrative Assistant as determined by the Chief of Police.

The following specific planning responsibilities shall be assigned to the Chief of Police:

Research & Strategic Planning
Fiscal Management

Internal Investigations

Public Information

The following specific planning responsibilities shall be assigned to the Administrative
Assistant:

e Budget Management

The following specific planning responsibilities shall be assigned to the Division
Commanders as determined by the Chief of Police:
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Patrol Operations

Criminal Investigations

Crime Analysis

Emergency & Contingency Plans
Civil Disturbances

Special Operations

Unusual Occurrences

Community Relations/Crime Prevention Operations
Juvenile Operations

Volunteer Operations

Property & Equipment Management
Facility & Fleet Management
Recruitment and Selection

Training and Career Development
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15.1.2 Organizational Placement of Planning & Research

Personnel assigned to planning and research functions shall have direct access to
informational sources necessary to review and formulate plans and programs for bringing
about desirable future conditions for the Miami Township Police Department.

Personnel assigned to planning and research functions shall have direct access to the
Chief of Police as necessary to conduct such functions and provide programmatic

recommendations.

15.1.3 Agency Multi-Year Plan

The department may, at the direction of the Chief of Police, develop a five-year plan that
will be used to anticipate future goals, needs and problems as well as provide a
framework to address these items. This plan shall provide the department with guidance
so that current management decisions can be made to provide the most desirable outcome
for the department, as well as providing efficient and effective service to the community.

The five-year plan shall include the following within its framework:

e Development of goals and operational objectives based in part on administrative
needs and forecasts, including a plan for achieving them. Input may be solicited
from all employees in the same manner as for the annual goals and objectives.

e Anticipated population trends and economic development in Miami Township
and other demographic data, which may have an impact on workload
requirements.

e Anticipated personnel levels using budget projections, service demands and
manpower studies.
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e Projections for capital improvements and equipment needs based on legislative
requirements, depreciation of existing equipment and improvements in the quality
and level of service provided to the public.

e Updating of the five-year plan will be on an as needed basis, but no less than once
every four years.

15.1.4 Succession Planning

The department sees the value of having a succession plan to provide continuity in
leadership and avoid extended and costly vacancies and provides opportunities for
individuals through education, training, mentoring and specialty assignments.

The department will maintain a Succession Plan and review it annually.
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DIRECTIVE 15.2

GOALS AND OBJECTIVES
Issue Date: 04/23/2020 By Order of Chief of Police
Rescinds: (Issue 09/02/2015) CALEA Standards

Referenced: 15.2.1 & 15.2.2

Pages: 2

This directive consists of the following sections:

15.2.1 Annual Updating / Goals and Objectives
15.2.2 System For Evaluation / Goals and Objectives

POLICY & PROCEDURE

To ensure the direction, unity of purpose and to provide for measurement in the
attainment of its mission statement, the Miami Township Police Department will
formulate written goals and objectives to guide the agency and its organizational
components. These goals and objectives are derived from the agency Strategic Plan.

Mission Statement

The mission of the Miami Township Police Department is to continually improve the
delivery of unparalleled services, foster effective partnerships, and in turn preserve the
quality of life residents have come to enjoy.

15.2.1 Annual Updating / Goals and Objectives

Goals and objectives for the agency are based on the agency Strategic Plan and will be
updated annually.

It is important for all employees to have an opportunity to offer input in formulating the
goals and objectives of the department. The Chief of Police will post an announcement
requesting such employee input.

When requested or wupon personal initiative, personnel shall make written
recommendations for updates to the annual Goals and Objectives through the chain of
command. Recommendations received will be reviewed and forwarded to the office of
the Chief of Police, with any appropriate comments or suggestions. The Police
Command Staff shall review all comments and suggestions for their merit.

Prior to January of each year, a memorandum outlining adopted goals and objectives of
the department will be made available to all personnel. A copy of the departmental goals
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and objectives will be placed in a conspicuous place in the lobby and on the department
Informational Bulletin Board in the employee break room.

15.2.2 Svstem For Evaluation / Goals and Objectives

Supervisors shall keep the Chief of Police informed of the progress made in attaining
goals and objectives established for their areas of responsibility through staff meetings,
oral summaries or by written reports when requested.
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DIRECTIVE 17.1

FISCAL MANAGEMENT
Issue Date: 04/24/2020 By Order of Chief of Police
Rescinds: (Issue 07/23/2008) CALEA Standards

Referenced: 17.1.1

Pages: 1

This directive consists of the following sections:
17.1.1 CEO Authority and Responsibility

POLICY & PROCEDURE

The department values the responsibility and accountability entrusted to it by the
community for the fiscal functions and activities. The Miami Township Police
Department will be responsible for and held accountable for the provision of police
services to the community in the most cost effective and efficient manner.

17.1.1 CEO Authority and Responsibility

The Chief of Police shall be vested with the responsibility, authority and accountability
for the department’s fiscal management. The Chief of Police shall be responsible to
supervise and approve budget recommendations and purchase requests.
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DIRECTIVE 17.2

BUDGET
Issue Date: 04/24/2020 By Order of Chief of Police
Rescinds: (Issue 07/29/2015) CALEA Standards

Referenced: 17.2.1 & 17.2.2

Pages: 1

This directive consists of the following sections:

17.2.1 Budget Process and Responsibility Described
17.2.2 Functional Recommendations to Budget

POLICY & PROCEDURE

The Chief of Police is designated as having the authority and responsibility for the Miami
Township Police Department budget preparation and submission. The budget shall be
developed in cooperation with all major organizational components.

17.2.1 Budget Process and Responsibility Described

Annually, the Chief of Police shall submit a budget request to the Township
Administrator for the police department.

The Chief of Police shall give notice to all persons required to submit budget requests
and costs. Persons submitting budget requests and costs to the Chief of Police shall do so
by the required date.

Any member of the department may submit items for consideration in the budget; these
requests shall be made to their immediate supervisor and forwarded through the chain of
command.

The Chief of Police shall then prepare a budget request for the department utilizing the
budget requests and costs submitted and approved by the Chief of Police and forward the
department’s budget request to the Township Administrator.

17.2.2 Functional Recommendations to Budget

Any person required to submit budget requests and costs shall be responsible for
preparing their budget requests and costs based on the functional goals and objectives for
their areas of responsibility. These personnel will be accountable for their portion of the
departments approved budget.
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DIRECTIVE 17.3

PURCHASING
Issue Date: 04/24/2020 By Order of Chief of Police
Rescinds: (Issue 06/26/2018) CALEA Standards

Referenced: 17.3.1

Pages: 3

This directive consists of the following sections:
17.3.1 Requisition and Purchasing Procedures

POLICY & PROCEDURE

The department shall make purchases within the guidelines set forth by the Board of
Trustees as governed by state law. Each expenditure by the Miami Township Police
Department of police district funds shall be through a numbered purchase order.

The Chief of Police shall designate an employee with the Fiscal Management
responsibilities of the department. It shall be the responsibility of the designee to obtain
the best quality, price and service for items purchased by the Miami Township Police
Department. The designee will be responsible for developing specifications for items
requiring standardized purchase or which may be subject to bid.

17.3.1 Requisition and Purchasing Procedures

Standardized Purchases

Purchase requests shall be submitted to the Fiscal Management designee via email.
Purchase requests shall contain a complete description of the item or service to be
acquired and the unit price. Should a new vendor be requested, the vendor’s name,
address, telephone number and contact person must be included in the purchase request.

The designee shall be responsible for the management and control of all department
purchases and purchase order processing. The Chief of Police has final authority, subject
to the Board of Trustees for approval of department purchases.

Upon submission of a purchase request, the designee shall verify the budget
appropriation for the purchase and select a vendor for the purchase.

Should no budget appropriation have been made for a requested purchase, the Chief of

Police or designee shall inform the person making the purchase request if funds from the
appropriate fund are or not available.
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The designee shall submit a purchase order electronically in the financial accounting
system for approval. Upon approval by the Chief of Police, the purchase order is
forwarded to the Township Fiscal Officer and Township Administrator for final approval.
The Township Administrator may approve purchase orders up to $2500.00. Purchase
orders greater than $2500.00 also require the approval of a majority of the Township
Trustees.

Upon approval of the purchase order, the designee will either order the purchase of the
item or service requisitioned or make notification to the requestor to proceed with the
purchase or requisition. Unless directed by the Chief of Police or designee, no other
employee shall place an order for any item or service.

Upon verification of the purchase, the designee shall enter the invoice information in the
financial accounting system authorizing payment and submit the invoice to the Township

Fiscal Office for processing.

Bidding Procedures

Bidding procedures for bidders shall be handled by the Miami Township Fiscal Office,
pursuant to Township policy and the requirements of the Ohio Revised Code, Section
9.312. The Chief of Police shall recommend the most appropriate vendor on bid items to
the Board of Trustees.

Selection of Vendors and Bidders

Criteria for the selection of vendors and bidders shall be selected based on the listed
criteria.

e Past performance, reputation and references;
e Cost of the items and or services to be provided;
e Quality of the items and or services to be provided;
e Availability of delivery time.
Emergency Purchases

In the case of an exigent operational need, items/services may be purchased without an
approved purchase order with the permission of the Chief of Police or designee. Upon
approval of an emergency purchase, the designee shall enter a purchase order request.

Should the exigent purchase be made on an established blanket purchase order, an

additional purchase order request shall not be needed unless the purchase amount exceeds
the remaining balance on the existing purchase order.
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Emergency Appropriations/Fund Transfer of Operating Funds

In the event additional funds are needed for the operation of the police department, the
Chief of Police will discuss with the Township Administrator and Fiscal Officer the facts
outlining and supporting the request for supplemental appropriations or transfer of
operating funds in the police budget. It will then be decided whether a request for
supplemental appropriation or fund transfer is required.

The approval for such funding shall be upon approval of the Board of Trustees with such
funds coming from a transfer of funds from one fund to another or by additional funding
supplied by the Township. Such fund transfers shall be in compliance with applicable
state law.
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DIRECTIVE 17.4

ACCOUNTING
Issue Date: 04/24/2020 By Order of Chief of Police
Rescinds: (Issue 07/26/2018) CALEA Standards

Referenced: 17.4.1;174.2 &
Pages: 3 17.4.3

This directive consists of the following sections:

17.4.1 Accounting System
17.4.2 Cash Fund / Accounts Maintenance
17.4.3 Independent Audit

POLICY & PROCEDURE

17.4.1 Accounting System

The Miami Township Fiscal Office shall maintain a computerized department accounting
system for the purpose of monitoring the department budget and tracking department
expenditures. The actual accounts are maintained by the Township Fiscal Officer who is
responsible for the disbursement of funds upon approval as requested.

The department accounting system shall provide for the account status by the following:

Account number and initial appropriations for each account or program;

Y ear-to-date expenditures from each account;

Balances at the commencement of the monthly period for each account;
Expenditures and encumbrances from each account made during the previous
month;

Outstanding encumbrances;

The unencumbered balance of each account.

The Fiscal Office shall supply the department a monthly fund balance report to include
account status of all police funds.

17.4.2 Cash Fund/Accounts Management

The Miami Township Police Department does not receive cash for any services provided.
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Special Investigative Funds

The Miami Township Police Department does maintain a Special Investigative Fund.
Distribution of Special Investigative Funds may only be made with the approval of the
Chief of Police or the Special Investigation Funds Agent and then only in accordance
with the following criteria:

e The information from an informant has a direct bearing on the seizure of illicit
drugs and or controlled substances or the seizure of stolen property.

e Information from an informant leads directly to the apprehension of a fugitive or
persons being sought by this or any other department.

e The information to be obtained has a direct bearing on the arrest and or
prosecution of a felony or misdemeanor case or information that leads to an arrest
or prosecution which clears multiple criminal acts.

e To help fund and conceal the identity of undercover officers during covert
operations.

The Special Investigations Fund Agent shall maintain SIF monies not to exceed three
thousand dollars ($3,000.00). The department account shall be restored to the maximum
amount whenever the department account is reduced to five hundred dollars ($500.00) or
less.

The Chief of Police shall requisition additional monies from the Township Fiscal Office
as needed to maintain the department account, upon advisement by the Special

Investigations Fund Agent of the need to restore the account to its authorized level.

Special Investigative Funds Ledger

The Special Investigations Fund Agent shall maintain the departmental records and
receipts for all departmental transactions involving SIF monies. An account ledger shall
be maintained showing the initial balance, credits, debits and the cash amount on hand.

Receipts/Documentation for Cash Received

The Special Investigations Fund Agent or their designee is authorized to receive monies
into the department SIF account. An entry shall be made into the accounting ledger and a
receipt issued upon receiving monies into the fund from any source.

Authorization for Cash Disbursement

Disbursement for investigative purposes shall only be made by the Special Investigations
Fund Agent or their designee. Disbursements in an amount of one thousand dollars
($1,000.00) or more require approval of the Chief of Police.
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Receipts/Documentation for Cash Disbursements

The Officer receiving monies from the Special Investigative Agent or their designee shall
obtain a receipt upon receiving such monies. An entry will be made by the Special
Investigations Agent into the accounting ledger of the disbursement transaction. The
accounting ledger shall contain the date of the disbursement, the reason for the
disbursement, the amount of the disbursement and department case number of the offense
for which the monies are being used (if applicable). Disbursements to confidential
informants shall include the informants Department Confidential Informant Registry
Number.

Should the monies be used for multiple purchases of drugs or articles, a voucher
completed by the officer making the purchase shall be made of each individual
disbursement from the original total amount. The voucher shall be returned to the
Special Investigative Agent or their designee and an entry of the transaction made into
the fund accounting ledger.

Should the officer be using the monies for payment to a confidential informant, the
officer shall complete a voucher and have the confidential informant place an inked
impression of their right thumb on the face of the receipt.

Payment to persons other than the registered confidential informants require the person to
which payment is made to provide the officer making such payment with a social security
number which shall be verified by the officer prior to payment of any monies. All such
transactions require the payment to be witnessed by one additional officer who shall also
sign the voucher.

Quarterly Accounting of Special Investigative Fund

The Township Fiscal Officer or a person designated by the Township Fiscal Officer shall
audit the Special Investigative Fund quarterly and a written report shall be submitted to
the Chief of Police.

17.4.3 Independent Audit

The Board of Trustees may, when deemed necessary provide for an audit of all or any
part of department funds by a certified public accountant.

The Auditor of the State of Ohio shall in accordance with Ohio Revised Code 117.11
conduct an independent audit at least once every two fiscal years.
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DIRECTIVE 17.5

AGENCY PROPERTY
Issue Date: 04/24/2020 By Order of Chief of Police
Rescinds: (Issue 07/29/2015) CALEA Standards

Referenced: 17.5.1 & 17.5.2

Pages: 3

This directive consists of the following sections:

17.5.1 Inventory and Control of Agency Property
17.5.2 Operational Readiness

POLICY & PROCEDURE

Miami Township Police Department has a responsibility to ensure that department owned
property and equipment is properly inventoried, issued and or reissued and in a state of
operational readiness. This directive is a means to govern agency owned property, by
providing for the accounting, control and maintenance of such property.

17.5.1 Inventory and Control of Agency Property

The department shall inventory all items valued at one thousand and five hundred dollars
($1,500.00) or more. A computerized master list of such agency property shall be
maintained by the Support Services Supervisor.

The following information shall be maintained on each item (if applicable):

Description of item;

Miami Township Inventory Control tag;
Serial or model number of item;
Location or assignment of item;

Date acquired;

Manufacturer of such item.

An inventory control tag shall be affixed to property valued at one thousand and five
hundred dollars ($1,500.00) or more upon receipt to the department when the
construction of such item will reasonably accommodate the control tag.

The Support Services Supervisor or his/her designee shall be responsible to receive,

inspect, affix an inventory control tag to and enter the item into the departments
computerized inventory list.
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No less than triennially, the Support Services Supervisor shall have an inventory
conducted of all agency property. Should discrepancies be uncovered, the Support
Services Supervisor shall prepare a report to the Chief of Police and have the
computerized inventory updated.

Issuance/Reissuance of Agency Property

Property owned by the Miami Township Police Department which may be assigned to
department personnel shall be accounted for by a Sergeant designated by the Chief of
Police. The officer receiving such property shall sign out such property and shall be held
accountable for all such property signed for. Information pertaining to such issued
equipment shall be maintained by the designated Sergeant.

Officers receiving replacement personal uniform or equipment items may be required to
return to the designated Sergeant the uniform and equipment items for which replacement
items are being issued.

The Sergeant designated by the Chief of Police shall ensure that all property issued to an
employee is returned upon the discontinuation of employment with the department.

Equipment which may be loaned to other township departments or other government
agencies shall require the approval of the Chief of Police and must be signed out/signed

m.

17.5.2 Operational Readiness

All property that is stored and not issued will be maintained in a constant state of
operational readiness. A designated Sergeant will be responsible for maintaining the
operational readiness of such property. The designated Sergeant will be responsible to
inspect such property as needed but no less than quarterly, to assure each item’s
operational readiness.

Supervisors are responsible to ensure that property being used within their areas of
responsibility is in a constant state of readiness. This shall be completed via observation
and/or scheduled inspections of personnel, equipment, facility, etc.

Department personnel are responsible to ensure that all property issued to them for which
they are personally responsible for is in a constant state of readiness; this includes
individually issued items as well as vehicles.

Problems regarding the condition or maintenance of agency owned property will be
directed to the Supervisor of the employee discovering the problem. The Supervisor shall
take suitable action to correct the inappropriate condition or maintenance of such
property. This includes agency owned property which has become inoperable/unusable.
Any officer finding property that has become inoperable/unusable as the result of abuse,
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negligence or improper care shall forward a memo to their immediate supervisor who
shall forward the memo through the chain of command to the Chief of Police.

A constant state of readiness includes the proper storage (if applicable), care, cleaning,
preventive maintenance, maintenance, repair, workability and responsiveness of an item.
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DIRECTIVE 21.1

TASK ANALYSIS
Issue Date: 04/27/2020 By Order of Chief of Police
Rescinds: (Issue 07/14/2015) CALEA Standards
Pages: 1 Referenced: 21.1.1

This directive consists of the following sections:
21.1.1 Task Analysis
POLICY AND PROCEDURE:

21.1.1 Task Analysis

The Miami Township Police Department provides a written task analysis for every class
of full-time employee in the agency. Additionally, a written task analysis is provided for
the assignments of Detective, Narcotics Investigator, Crime Prevention/Community
Relations, School Resource/DARE Officer and Traffic Officers.

The task analysis sets forth the responsibilities and duties of individual positions and
provides guidance to employees and supervisors in understanding what is expected of
each employee. The task analysis cannot be seen as all encompassing. Employees may
in the course of providing effective police service be expected to perform tasks or assume
responsibilities not set forth in the written task analysis. These exceptions may be
dictated by the circumstances of a particular incident or may be assigned by a superior.

Task analysis also set forth the minimum qualification requirements for recruitment,
selection, appointment and promotion and serves as a basis for the determination of a
position classification plan.

Each task analysis will include:

Work Behaviors: Duties, responsibilities, functions and tasks of each position;
The approximate frequency with which the work behavior occurs;

How critical the work behaviors are, and

The job related skills, knowledge and abilities needed to perform the work
behaviors effectively.

o o6 o o

The task analysis will be updated when significant changes occur in any position,
department functions and organizational strategies.
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DIRECTIVE 21.2

CLASSIFICATION
Issue Date: 09/04/2020 By Order of Chief of Police
Rescinds: (Issue 04/27/2020) CALEA Standards
Referenced: 21.2.1; 21.2.2;
Pages: 3 2123 & 21.24

This directive consists of the following sections:

21.2.1 Classification Plan

21.2.2 Job Descriptions, Maintenance and Availability
21.2.3 Position Management System

21.2.4 Workload Assessment

POLICY AND PROCEDURE:

21.2.1 Written Classification Plan

Classification involves describing the different kinds of work performed in an agency and
consolidating similar jobs into classes based upon similarity of duties and responsibilities.
A structured classification plan allows the Miami Township Police Department to
achieve more efficient administration and ensure more equitable treatment of its
personnel. Each department member is designated as falling into a specific rank or
position. The employee’s specific classification is based upon an assessment of his or her
duties, responsibilities and qualification as compared to the job description.

Every position/job title in the Miami Township Police Department is assigned a
Classification of Sworn or Non-Sworn, Full-Time or Part-Time.

The following positions/job titles are Classified as Sworn, Full-Time, Part-Time or
Volunteer.

Chief of Police
Lieutenant
Sergeant
Corporal
Police Officer

Sworn members compensation for the class specifications of Chief of Police and
Lieutenant are paid in accordance with adopted Personnel Resolutions set by the Board of
Trustees based on duties, responsibilities and qualifications. =~ Sworn members
compensation for the positions of Sergeant and Police Officer are paid in accordance with
the salary and wage schedule adopted by the Miami Township Trustees through the
Collective Bargaining Agreement.
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The following positions/job titles are Classified as Non-Sworn, Full-Time or Part-Time
as indicated on the Job Description.

e Administrative Assistant
e Police Records Clerk

Non-Sworn members compensation are paid in accordance with adopted Personnel
Resolutions set by the Board of Trustees based on duties, responsibilities and
qualifications.

Employees may be reclassified (promoted or demoted) in accordance with the Fraternal
Order of Police Bargaining Agreements, Miami Township Personnel Policies &
Procedures and applicable Miami Township Police Directives. The final decision of
reclassification for all personnel rests with the Miami Township Board of Trustees.

21.2.2 Job Descriptions, Maintenance & Availability

The Miami Township Police Department shall maintain job descriptions covering all
employees regardless of Full-Time, Part-Time or Volunteer status. Job descriptions shall
be available via Power DMS for any person desiring to review a job description.

It is the responsibility of the Chief of Police or his/her designee to ensure that a job
description is developed anytime a new position, rank or permanent assignment is added

to the Miami Township Police Department.

The job descriptions covering all employees shall be reviewed and documented
quadrennially.

21.2.3 Position Management System

The Accreditation Manager shall develop and maintain a staffing table that provides the
following information:

e The number and type of each position authorized,
e The location of each authorized position within the organizational structure;
e The position status information, whether filled or vacant for each authorized

position in the department.

The Accreditation Manager shall update the staffing table as needed.
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21.2.4 Workload Assessments

The Department may allocate personnel to Divisions based on workload assessments.
The Chief of Police or his/her designee may prepare a workload assessment for the
department and each of its components at least quadrennially.

The workload assessment shall include at a minimum:

e Number of incidents/tasks handled;

e Average time required to handle an incident/task;

e Time lost through days off, holidays, vacation and other leaves compared to the
total time for each assignment;

e Calculations of the percent of time, on the average, that should be available to
personnel for handling incidents during a specified period (shift).

The workload assessment system shall be documented, including calculations and source
documents utilized.

The Chief of Police shall assess current workloads of each organizational component and
may reallocate personnel accordingly.

It will be the responsibility of the Chief of Police and Division Supervisors to distribute

their personnel in accordance with the workload assessments for their divisions to obtain
the most effective and efficient utilization of personnel.
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DIRECTIVE 22.1
COMPENSATION AND BENEFITS

Issue Date: 04/29/2020 By Order of Chief of Police

Rescinds: (Issue 09/01/2019) CALEA Standards
Referenced: 22.1.1; 22.1.2;
22.1.3; 22.1.4; 22.1.5; 22.1.6;

Pages: 23 22.1.7;22.1.8 & 22.1.9

This directive consists of the following sections:

22.1.1 Salary Program

22.1.2 Leave Program

22.1.3 Benefits Program

22.1.4 Personnel Support Services Program

22.1.5 Victim Witness Services / Line of Duty Death
22.1.6 Clothing and Equipment

22.1.7 Employee Assistance Program

22.1.8 Employee Identification

22.1.9 Military Deployment and Reintegration

POLICY & PROCEDURE

Management and employees of the police department mutually recognize that
compensation is essential for the department to provide excellent service at a reasonable
cost, to compete for and retain competent personnel, and to reward superior performance.
This directive is to outline compensation for employees of the Miami Township Police
Department.

Management and employees of the police department mutually recognize that benefits
are essential to compete for and retain competent personnel. This directive is to outline

benefits for employees of the Miami Township Police Department.

22.1.1 Salary Program

Salary Plan

An employee of the Miami Township Police Department shall be paid a salary or wage in
accordance with the salary and wage schedule adopted by the Miami Township Trustees
through the Collective Bargaining Agreements and Personnel Resolutions. The specific
salaries/wages of the employees that are governed by a Collective Bargaining Agreement
shall be made available to all employees through the utilization and downloading on
PowerDMS. The Township Administrator shall maintain a written list of salaries
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provided to other employees of the police department. This list shall be made available to
all employees who request a copy. This request shall be in written form and be directed
to the Chief of Police for forwarding to the Township Administrator. Employees of the
Miami Township Police Department covered under Collective Bargaining Agreements
shall be paid their respective salary/wage in accordance with Article 15, Section 15.5
(Sergeants) 15.5 (Other CBA Members). Those employees not covered under Collective
Bargaining Agreements shall be paid their respective salary/wage in accordance with the
Miami Township Personnel Policies and Procedures Manual, Section III, 3.5.

Entry Level Salaries

Newly hired full-time employees covered under the Collective Bargaining Agreement
will start within the salary range designated in the Collective Bargaining Agreement,
Article 15, Section 15.1 through 15.8. Newly hired employees not covered under a
Collective Bargaining Agreement shall have a salary set by the Miami Township Trustees
through a Personnel Resolution. The salary shall be fixed after consultation with the
Chief of Police, and will reflect the experience, education, training, qualifications, and
responsibilities of the perspective employee.

Salary Differential Within Ranks

Newly hired or promoted employees covered under the Collective Bargaining
Agreements are paid at the rate of pay determined by the Miami Township Trustees and
set forth in the Collective Bargaining Agreements, Article 15. Those employees are then
entitled to step raises as outlined in the Collective Bargaining Agreements Article 15.
Employees not covered under a Collective Bargaining Agreement shall have a salary set
by the Miami Township Trustees through a Personnel Resolution. The salary shall be
fixed after consultation with the Chief of Police, and will reflect the experience,
education, training, qualifications, and responsibilities of the employee.

Salary Differential Between Ranks

Salary differential between sworn personnel ranks shall be determined by the Miami
Township Trustees and is set forth in the Collective Bargaining Agreements, Article 15.
Employees not covered under a Collective Bargaining Agreement shall have a salary set
by the Miami Township Trustees through a Personnel Resolution. The salary shall be
fixed after consultation with the Chief of Police, and will reflect the experience,
education, training, qualifications, and responsibilities of the employee.

An employee covered under the Collective Bargaining Agreements assigned to duties of

Corporal or Investigations shall entitle the employee to a pay adjustment in accordance
with Article 15.6 (CBA Members) of the Collective Bargaining Agreements.
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Salary Levels for Those with Special Skills

Field Training Officer/Police Training Officer Assignment

An employee covered under the Collective Bargaining Agreements assigned to duties of
Field Training Officer/Police Training Officer shall entitle the employee to a pay
adjustment in accordance with Article 15.6 (Sergeants) and Article 15.6 (CBA Members)
of the Collective Bargaining Agreements.

Compensatory Time

Compensatory time for an employee covered under the Collective Bargaining
Agreements is set forth in the Collective Bargaining Agreements Article 14, Section 14.3.
Those employees not covered under a Collective Bargaining Agreement may elect
compensatory time in lieu of overtime pay in accordance with the Miami Township
Personnel Policies and Procedures Manual, Section I11.3.2.

e An employee who elects to receive compensatory time in lieu of pay for overtime
compensation shall request so through the submission of an overtime form
indicating compensatory time versus pay.

An employee who requests compensatory time in lieu of pay shall receive compensatory
time at the rate specified and in no amount greater than specified in the Collective
Bargaining Agreements, Article 14, Section 14.3 or the Miami Township Personnel
Policies and Procedures Manual, Section 111.3.2.

e An employee who desires to use compensatory time in lieu of scheduled work
hours shall request so through the submission of a compensatory leave request
form. Requests for compensatory time usage may be approved by the supervisor
in charge of the shift covering the requested time if the leave does not prompt
departmental overtime to meet minimum manpower staffing levels.

e The employer shall not unreasonably refuse to grant the compensatory time off
requested by the employee; however, the granting of the use of any compensatory
time shall not interfere with the effective and efficient operation of the
department.

Overtime

Overtime for an employee covered under the Collective Bargaining Agreements is set
forth in the Collective Bargaining Agreements Article 14, Section 14.2. An employee not
covered under the Collective Bargaining Agreements, who is entitled to overtime pay,
shall have such overtime pay calculated in accordance with the provisions set forth in the
Miami Township Personnel Policies and Procedures Manual, Section II1, 3.2.
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Court time/Call Out Time for an employee covered under the Collective Bargaining
Agreements is set forth in the Collective Bargaining Agreements Article 16, Sections
16.1 through 16.4. An employee not covered under the Collective Bargaining
Agreements who is required to appear before a court or who is called out for emergency
work outside his/her regularly scheduled hours shall receive compensation in accordance
with the Miami Township Personnel Policies and Procedures Manual, Section I1I, 3.2.

Generally, overtime will be approved for the following duties:

e Hours worked when employees are called in to work for emergencies on days and
hours they are not scheduled.

e Hours worked when situations extend work beyond the end of scheduled work
hours.

e Any special event approved for pay by a supervisor in advance.

e Attendance for court purposes.

e Required training sessions not conducted during the employees scheduled work
hours.

Employees must have prior authorization from their supervisor or the supervisor in
charge of the event, to which the employee is assigned, for overtime work beyond their
authorized scheduled work period. Employees may not work more than 16 hours in a 24-
hour period. The 16 hours are actual hours worked and includes: duty shifts, off duty
details, overtime and actual time spent at court.

An employee shall complete the appropriate overtime payment form for supervisory
approval. An employee will only be granted compensation for overtime work hours for
which the employee received authorization from their supervisor documented on the
appropriate form and submitted in accordance with this procedure.

Overtime will be calculated and paid with the regular pay and within the same pay period
in which it was earned when possible.

Salary Augmentation

Educational Incentive Bonus

An employee covered under the Collective Bargaining Agreements is entitled to
Educational Incentive Bonus pay in accordance with the provisions set forth in the
Collective Bargaining Agreements Article 35, Section 35.4. An employee not covered
under the Collective Bargaining Agreements is not entitled to Educational Incentive
Bonus pay.

Assignment Above Job Classification

An employee covered under the Collective Bargaining Agreements assigned to duties of
a position with a higher pay range than the employee’s own rate of pay shall entitle the
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employee to a pay adjustment for working above their classification in accordance with
Article 32, Sections 32.1 through 32.4 (CBA Members) through 32.5 (Sergeants).

22.1.2 Leave Program

Administrative Leave

When death or serious physical injury has resulted from the use of force or any other
action by an employee (auto accident or other means), the employee as soon as practical,
will be removed from line duty assignment or they may be placed on administrative leave
until completion of an administrative review of the incident. This review will be
completed as soon as practical following the incident.

Administrative leave shall be without loss of pay and benefits and such leave shall not be
interpreted to imply that the employee acted improperly. This administrative leave will
continue until terminated by the Chief of Police.

When an employee has or has been alleged to have been involved in an incident that has
resulted in the death of a person, the employee may be required to undergo a debriefing
with a psychologist. The department will afford the services of a professional
psychologist and/or psychiatrist to an employee who has or has been alleged to have used
force or any other action that resulted in the death of a person. When an employee elects
to use this service, it shall be protected by the physician-patient relationship.

The Chief of Police may also grant relief from duty when an employee has been involved
in a critical incident. Such incident is defined as an occurrence that brings an
overwhelming emotional response from the employee witnessing it and the emotional
effect goes beyond the employees coping abilities.

Administrative Leaves (Other)

Personal Leave

An employee who is covered under the Collective Bargaining Agreements is entitled to
Personal Leave benefits in accordance with Article 20 of the Collective Bargaining
Agreements. An employee not covered under a Collective Bargaining Agreement is
entitled to Personal Leave benefits in accordance with Section III, 3.12 of the Miami
Township Personnel Policies and Procedures Manual.

An employee designated by the Chief of Police is tasked with monitoring the use of sick
leave/entitlement of personal days. No other employee of the agency shall add personal
leave time to their leave bank or the leave bank of any other personnel. Additionally, no
employee of the agency should be entering personal leave payout to the bank or the leave
bank of any other personnel. All personnel should notify the Chiefs designee of any
request for the addition or payout of personal leave.
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An employee who elects to use an earned Personal Day shall complete the appropriate
form and forward to their immediate supervisor for approval.

Bereavement Leave

An employee who is covered under the Collective Bargaining Agreements is entitled to
Bereavement Leave as provided in Article 19, Section 19.6 of the Collective Bargaining
Agreements. An employee who is not covered under a Collective Bargaining
Agreements is entitled to Bereavement Leave as provided for in Section III, 3.7 of the
Miami Township Personnel Policies and Procedures Manual.

An employee who elects to use Bereavement Leave shall complete the appropriate form
and forward to their immediate supervisor for approval.

Unpaid Leave of Absences

An employee covered under a Collective Bargaining Agreement may request an unpaid
leave of absence in accordance with the Collective Bargaining Agreements, Article 28,
Section 28.1 A. An employee not covered under the Collective Bargaining Agreement
may request an unpaid leave of absence for the reasons specified in the Miami Township
Personnel Policies and Procedures Manual Section III, 3.8.

To request an unpaid leave of absence the employee must submit in writing through the
chain of command a letter to the Chief of Police. The letter must explain in detail the
circumstances under which the employee is requesting the leave, including the beginning
and ending dates of the leave. Unless extenuating circumstances exist, the employee
shall direct such a request to the Chief of Police no less than sixty days prior to the
beginning date of the leave request.

Jury Duty Leave/Witness Summons

Any employee of the Miami Township Police Department is entitled to Jury Duty
Leave/Witness Summons in accordance with the provisions of the Miami Township
Policies and Procedures Manual Section 111, 3.10.

Injury Leave

An employee covered under a Collective Bargaining Agreement may be granted injury
leave in accordance with the provisions of the Collective Bargaining Agreements, Article
21. An employee not covered under a Collective Bargaining Agreement may be granted
injury leave in accordance with the provisions of the Miami Township Personnel Policies
and Procedures Manual, Section III, 3.13.
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Holiday Leave

An employee covered under a Collective Bargaining Agreement shall be entitled to
holiday benefits in accordance with the Collective Bargaining Agreements, Article 17.
An employee not covered under a Collective Bargaining Agreement shall be entitled to
Holiday benefits in accordance with the Miami Township Personnel Policies and
Procedures Manual Section 111, 3.3.

Sick Leave

An employee who is covered under a Collective Bargaining Agreement is entitled to Sick
Leave benefits in accordance with the provisions of Article 19, Sections 19.1 — 19.5. An
employee who is not covered under a Collective Bargaining Agreements is entitled to
Sick Leave benefits in accordance with the provision of Section III, 3.6 of the Miami
Township Personnel Policies and Procedures Manual.

An employee who calls off sick shall inform the on-duty supervisor of the specific
circumstances as to the illness which prohibits the employee from reporting to work.
The employee shall not involve themselves in recreational activities outside of their
primary residence that would have not been available to the employee had they reported
to work.

Upon return from sick leave, an employee shall complete the appropriate form and
forward it to their supervisor for approval.

Vacation Leave

An employee covered under a Collective Bargaining Agreement shall be entitled to
vacation benefits as specified in the provisions of the Collective Bargaining Agreements,
Article 18. An employee not covered under a Collective Bargaining Agreement shall be
entitled to vacation benefits as specified in the Miami Township Personnel Policies and
Procedures Manual, Section 111, 3.4.

An employee who elects to use vacation leave shall complete the appropriate form and
forward it to their supervisor for approval.

Family and Medical Leave

Any employee of the Miami Township Police Department is entitled to Family or
Medical Leave in accordance with the provisions of the Miami Township Policies and
Procedures Manual Section 111, 3.9.

Short-Term Military Leave

An employee who is covered under the Collective Bargaining Agreements is entitled to
short-term Military Leave as provided in Article 27 of the Collective Bargaining
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Agreements. An employee not covered under a Collective Bargaining Agreement is
entitled to Military Leave as provided for in III, 3.11 of the Miami Township Personnel
Policies and Procedures Manual.

An employee shall provide the employer with required documents as evidence for such
duty no less than two weeks prior to the beginning of such leave period unless

extenuating circumstances exist.

22.1.3 Benefits Programs

Retirement Programs

All police department employees are enrolled in the Public Employees Retirement
System of Ohio (PERS). Sworn personnel are enrolled under the PERS law enforcement
retirement program as provided in Article 34, Section 34.5 of the Collective Bargaining
Agreements. Any employee not covered under a Collective Bargaining Agreement shall
participate in accordance with the provisions of the Miami Township Policies and
Procedures Manual Section V, 5.3.

Employees may voluntarily participate in the Ohio Public Employees Deferred
Compensation Program. The employer shall when authorized withhold a portion of the
employee’s compensation for payment to the program.

An employee covered under a Collective Bargaining Agreement shall be entitled to other
benefits upon their retirement as specified in the Collective Bargaining Agreements
Article 34, Article 18, Section 18.6, Article 19, Section 19.3 and Article 29.

An employee not covered under a Collective Bargaining Agreement shall be entitled to
other benefits upon their retirement as specified in the Miami Township Personnel

Policies and Procedures Manual, Section 111, 3.6.

Health Insurance Programs

An employee covered under a Collective Bargaining Agreement shall be provided health
insurance as provided for in the provisions of the Collective Bargaining Agreements,
Article 22, Section 22.1 & 22.2.

An employee not covered under a Collective Bargaining Agreement shall be provided
health insurance as provided for in the Miami Township Personnel Policies and
Procedures Manual. Section V, 5.1.

Disability & Death Benefits

For an employee covered under a Collective Bargaining Agreement, the employee may
be entitled to disability benefits, subject to the conditions of the provisions of the
Collective Bargaining Agreements, Article 28 B. & C.
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An employee not covered under the Collective Bargaining Agreement shall be provided
disability leave as provided in the Miami Township Personnel Policies and Procedures
Manual Section V. 5.2

Total service-connected disability benefits are provided by the Ohio Public Employees
Retirement System.

An employee covered under a Collective Bargaining Agreement shall be provided life
insurance as provided in accordance with the provisions of the Collective Bargaining
Agreements, Article 22, Section 22.4.

An employee covered under a Collective Bargaining Agreement is entitled to other
provisions outlined in the Collective Bargaining Agreements, Death of a Police Officer or
Bargaining Unit Member, Article 30.

An employee not covered under the Collective Bargaining Agreement shall be provided
life insurance as provided for in the Miami Township Personnel Policies and Procedures

Manual Section V, 5.1.

Liability Protection Program

For an employee covered under the Collective Bargaining Agreement, Miami Township
will indemnify and defend any employee from actions arising out of the lawful
performance of their official duties as required by 2744.07 of the Ohio Revised Code &
Article 22, Section 22.3 of the Collective Bargaining Agreements.

For an employee not covered under a Collective Bargaining Agreement, Miami
Township will indemnify and defend any employee from actions arising out of the lawful
performance of their official duties as provided for in the Miami Township Personnel
Policies and Procedures Manual Section V, 5.4.

Emplovee Educational Benefit Programs

For an employee covered under a Collective Bargaining Agreement, Miami Township
will provide tuition assistance in accordance with the provisions of the Collective
Bargaining Agreements Article 35, Section 35.1 through 35.3.

An employee covered under a Collective Bargaining Agreement shall be entitled to
Educational Incentive Bonus in accordance with the provisions of the Collective
Bargaining Agreements, Article 35, Section 35.4 & 35.5.

For an employee not covered under a Collective Bargaining Agreement, Miami

Township shall provide tuition assistance and reimbursement as provided for in the
Miami Township Policies and Procedure Manual, Section V, 5.6 & 5.7.
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An employee not covered under a Collective Bargaining Agreement is not entitled to
Educational Incentive Bonuses.

22.1.4 Personnel Support Services Program

The Employee Benefits Program for all Miami Township employees is administered by
the Township Administrator or his/her designee. Any employee requiring assistance with
benefits may obtain assistance through the Office of the Township Administrative
Assistant.

22.1.5 Victim Witness Services / Line of Duty Death

Whenever a police employee has been seriously injured or killed because of a line-of-
duty incident, department personnel shall attempt to render appropriate assistance. Such
assistance may include, but not be limited to any of the following:

e Timely and compassionate notification of the spouse, next of kin, other family
and significant others of the employee.

e Assisting the family and significant others of the injured at the hospital.

e Supporting the family and significant others at the funeral and burial of slain
employee.

e Helping the family and significant others with legal and benefit matters.

e Counseling the family and significant others regarding finances and other possible
problems.

e Support the family and significant others during criminal proceedings (if any).

e Maintain long-term contact with the family and significant others and keep
informed of any needs.

In the event of death of a Police Officer or Bargaining Unit Member, the Chief of Police
or his/her designee shall also provide support services as required by Collective
Bargaining Agreements, Article 30.

Miami Township supports a staff of Police Chaplains. These members are available to
assist police officers and their families; offer counseling and make referrals as
appropriate. Chaplains are available to visit sick or injured officers and/or their families
and are available for funerals of police officers and/or their families.

22.1.6 Clothing and Equipment

For an employee covered under a Collective Bargaining Agreement, the employer shall
supply equipment and clothing according to the Collective Bargaining Agreements,
Article 23.

Sworn police personnel not covered under a Collective Bargaining Agreement shall
receive the identical clothing benefits as outlined in the Collective Bargaining

Agreements, Article 23.
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For civilian employees not covered under a Collective Bargaining Agreement, the
employer shall supply clothing and equipment in accordance with the Miami Township
Policies and Procedures Manual Section VI, 6.4.

A designated Sergeant will be responsible for issuing uniform and equipment to all newly
employed sworn personnel. The initial issue of uniforms and equipment to new
employees shall be documented and a copy of such documentation shall be filed with the
designated Sergeant. Upon termination of employment, all issued uniforms and
equipment shall be returned to the designated Sergeant and documented on the Uniform
& Equipment form.

When an issued uniform or equipment item needs to be replaced, the member to whom it
was issued will be responsible for requesting a replacement to the designated Sergeant.
The designated Sergeant will determine the need for replacement and if necessary,
replace the item. No documentation is needed for re-issued items.

Supervisors of civilian personnel are responsible for issuing uniform and equipment to
those members. A designated supervisor issues uniform and equipment to any authorized

auxiliary members as stated in Directive 45.3.

Dress Standards

The uniform specifications and personal appearance standards outlined apply as
applicable to all personnel and shall be adhered to by all employees of the police
department. Personnel may be excused from designated provisions of this policy with
permission from a Supervisor.

The uniform will be worn only when performing official duties related to department
business, except for traveling to and from work. Members while traveling to or from
work shall be in civilian attire or a complete uniform. No part of the uniform is to be
worn separately and mixed with civilian clothing.

When on duty, personnel shall wear their uniforms prescribed for the season and will not
work with any civilian, non-uniform or unauthorized items, unless specifically authorized
or as directed herein.

The uniform shirt and pants shall be kept clean, neat, in proper repair, with a military
pleat or press. Uniform duty equipment, shoes and boots shall be kept cleaned, in proper
repair and highly polished. Uniform headgear shall be clean and in good repair. All
other items of clothing and equipment will be kept clean, in good repair and in working
order. Personnel are responsible to request a replacement or repair for damaged, lost or
unserviceable uniforms or equipment. Personnel will make such notification by use of a
uniform request form to their immediate supervisor.
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General Uniform Requirements

Uniform shoes shall be worn with black socks without design. Uniform boots may be
worn with black or white insulated socks.

Officers may wear a plain navy-blue crew neck undershirt with the uniform.

Except as specifically indicated, officers may wear only black gloves with the uniform.
Officers may wear the department issued raincoat during inclement weather.

Officers may wear an issued tie tack or clasp with the uniform tie.

After awarded, citation bars shall be worn on an officer’s class A uniform. No items,
pins or insignia other than those authorized in this policy are permitted on the uniform.

The shift supervisor may approve other items of clothing to be worn in inclement
weather, which is defined as weather with a temperature of 32 degrees Fahrenheit or less
and/or weather conditions in the form of prolonged heavy rain, heavy snow or freezing
rain.

Officers may wear department issued outerwear at their discretion for comfort. The
outermost garment must display either an issued badge or attached cloth badge.
Outerwear shall be worn with all buttons and zippers closed when the Officer is in
contact with any citizens or in a public place.

Uniform exceptions may only occur at the discretion of a supervisor where such clothing
standards would interfere with the specific assignment of the officer.

Sworn Personnel/Civilian Clothing

Department sworn personnel assigned to positions which permit the wearing of civilian
clothing or when personnel are representing the department and are authorized to wear
civilian clothing, they will be expected to adhere to the following clothing standards
(excluding those assigned to undercover work assignments).

e Male personnel when not in uniform shall wear conservative business attire,
including a suit or sport coat; suit or dress trousers; dress shirt with collar and tie;
trouser belt and buckle; socks in keeping with conservative business attire; dress
shoes, highly shined.

e Ties shall be worn properly with shirt collar buttoned; any tie clasp or tie tack
worn shall be in keeping with proper and conservative attire policy.

e Female personnel when not in uniform shall wear conservative business attire
which may consist of a dress, skirt and blouse, slacks and blouse or pant suit and
practical conservative footwear.

e All sworn personnel in civilian clothing will have a non-lethal force option such
as a Taser or OC on his/her person when outside the agency investigating cases or
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interacting with the public. Upon request of the Chief of Police or designee this
requirement may be excused.

Court Apparel

When appearing in court, members of the department are expected to present a
professional and business-like appearance.

Appropriate attire will be the uniform of the day or civilian attire as described above.
Officers may when appearing in court in uniform on off-duty time, wear their issued
firearm in the issued off-duty holster in lieu of the duty belt and equipment. The issued

inner duty belt shall be worn with the basket weave side of the belt facing out.

Firearm Requirement

All sworn personnel shall always when on duty, in uniform or civilian attire be armed
with a department issued fircarm. The only exception to this shall be in a specific
assignment which in the interest of the department and/or community and then only with
the approval of the Chief of Police.

Body Armor Requirement

All sworn personnel shall wear body armor as stated in Directive 41.3.

Appearance Standards

All employees while on duty must keep themselves neat in dress and appearance, unless a
duty assignment requires otherwise.

All sworn members of the department shall keep available at the police station a change
of uniform should the occasion arise that that a change of uniform should be required.

All sworn personnel must keep their hair clean, neat, combed, trimmed and styled in such
a manner that the bulk or length of the hair does not interfere with the normal wearing of
all standard head gear. Hair will be worn in such a manner that it shall not extend below
the rear shirt collar. Haircuts or hair coloring of a faddish or unnatural nature or
appearance are not permitted. Wigs or hairpieces are permitted if they conform to the
above standards for natural hair.

Sideburns shall not be any greater than a point at a right angle to the midpoint of the ear
and shall be squared at the bottom and trimmed so as not to appear bulky.

Uniformed personnel must be clean shaven, except for mustaches. Mustaches shall be
neat and trimmed, with the ends not to exceed % inch past the corner of the mouth or
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falling below a line horizontal with the corner of the mouth and shall not cover any
portion of the upper lip.

Non-uniformed personnel may maintain a neatly trimmed beard. The length will be
dictated by the Division Commander.

Fingernail length shall not exceed 4 inch past the tip of the finger or thumb. The use of
nail polish by sworn personnel is prohibited, except for clear nail polish.

The moderate use of makeup by females is permissible. The use of extreme eye makeup,
bright colors or heavy use of makeup is unacceptable.

Necklaces are prohibited. Metals, scapulars and other bona fide expressions of religious
affiliations and Medical Alert Tags may be worn around the neck provided that the item
is concealed by either the uniform or an undershirt.

Rings will be limited to one ring on one finger of each hand (wedding band and
engagement ring are considered one ring).

Earrings and Bracelets are prohibited except Medical Alert and law enforcement themed
bracelets, at the discretion of the Chief or his/her designee.

Visible tattoos, branding, intentional scarring, and alternative body decorations are
prohibited for sworn and civilian employees of the Miami Township Police Department,
regardless of assignment. Prohibited body decorations include but are not limited to
tattoos, piercings, intentional scarring and jewelry beyond that discussed in MTPD
Procedures 22.1. Visible tattoos and body decorations are those not concealed by the
uniform of the day.

However, the employee can request approval, through the chain of command, to
exhibit/show an existing tattoo without concealment by the uniform of the day. The same
request for approval stands for any potentially new tattoos. Upon approval from the
Chief of Police, sworn and civilian employees may be allowed visible tattoos to not be
concealed by the uniform of the day or other form of covering.

Uniform/Equipment Specifications & Guidelines

All uniform items in this directive requiring the use of gold or silver are issued:

Gold — Chief of Police, Lieutenants, Sergeants and Corporals
Silver — Officers

Formal Uniform & Accessories

Hat (1) — LAPD style navy blue hat with Florentine hatband and hat badge as issued.
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Formal Blouse (1) — Navy blue single-breasted lined blouse with metal buttons.
Command staff blouses have a gold sleeve braid positioned 3” above edge of cuff, each
additional braid 4 above the other. The formal blouse shall have name plate assembly
centered on the right breast pocket with the top of the name plate 1/4 inch below the top
of the right breast pocket flap. Citation bars and breast badge shall be worn on a cluster
holder on the left side of the dress blouse. Supervisory staff shall have their respective
rank insignia centered on epaulets % inch from outside shoulder seam.

Long Sleeve Shirt (2) — Zipper front light blue shirt with navy blue contrasting epaulets
and pocket flaps. The long sleeve shirt shall be worn with metal buttons affixed at
eyelets provided in the shirt epaulets and pocket flaps. The issued navy-blue tie shall be
worn.

Trouser (2) — Navy blue with medium blue shirt cloth 1” braid centered on outside leg
seam.

Shoes (1) — Hi-Gloss Uniform Oxford.

The formal uniform shall be worn for funeral or memorial services and will be worn as
directed. White gloves are required at all funeral and memorial services.

General Uniform Articles

Hat (1) — Campaign style, straw double brim, navy blue. Three-piece hat strap with acorn
braid. Hat badge as issued.

Hat Rain Cover (1) — As issued.

Short Sleeve Shirt (3) — Navy blue issued shirt.

Long Sleeve Shirt (3) — Navy blue issued shirt.

Uniform Vest Carrier (2) — Navy blue issued vest carrier.
Suspenders — (1) — Black, worn under the uniform vest carrier.
Trouser (2) — Navy blue issued trousers.

Badge (2) — Officers badge number.

Nameplate Assembly (1) — Last name, placed on serving since plate. Serving since date
shall reflect the year in which the officer became a sworn police officer.

Citation Bars — Members wearing the department dress uniform shall display their
citation bars in a cluster holder on the left side of their dress blouse.
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Military Pin - Various branches of the military.

Shoes (1) — Issued black shoe or Chukka boot with smooth polished finish and plain toe.
Boots (1) — Issued black with smooth polished finish and plain toe.

Coat (1) — Navy blue, mid-length lined jacket: zippered front and side panels. Metal
buttons on epaulets and pocket flaps. Shoulder departmental emblems shall be centered
on each sleeve )42 below top of shoulder seam. Black name cloth with last name only,
above and between top of right pocket and right epaulet. Cloth badge without rank
specification centered above and between top of left pocket and left epaulet. Rank
insignia will also be displayed.

Tie (1) — Navy blue in color.

Winter Hat (1) — Black or blue toboggan hat with MTPD lettering.

Raincoat (1) — Reversible lightweight ANSI certified with badge tab.

Traffic Vest (1) — ANSI certified with POLICE lettering.

Body Armor (1) — Ballistic vest as issued.

General Equipment Articles

Excluding the Taser, equipment worn on the duty belt may be worn in any position at the
officer’s discretion for convenience and comfort. The Taser must be carried on the
Officers non-dominant side only, opposite side of the handgun.

Inner Belt (1) — Black 2 % inch reversible basket weave with Velcro.

Outer Belt (1) — Black buckle-less basket weave with Velcro.

Holster (1) — Black basket weave/leather fitted for duty weapon.

Firearm (1) & Ammunition — Issued Glock.

Ammunition/Magazine Pouch (1) — Black basket weave/leather, double vertical with
Velcro or hidden snap.

Handcuffs (1) — As issued.
Handcuff Case (1) — Black basket weave/leather with Velcro or hidden snap.

Quick Cuff (1) — As issued.
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Chemical Agent & Holder (1) — Black basket weave/leather.
Portable Radio Holder (1) — Black basket weave/leather.
Expandable Baton Holder (1) — Black basket weave/leather.
Disposable Glove Holder (1) — Black basket weave/leather.
Flashlight Ring (Optional) (1) — Black basket weave/leather.

Belt Keepers (Optional) (4) — Black basket weave/leather.

Taser Holder (if carried) (1) — Plain black holder.

Shoulder Holster (Investigators Only) (1) — Black or brown plain holster.
Raid Jackets (Investigators Only) (1) — Black with Police Lettering.
Off-Duty Holster (1) — Black plain holster.

Mourning Stripe (1) — Black.

ID Card (1) — As issued.

Metal Buttons (10) — Silver or Gold as issued.

Personal Protection Kit (1) — As issued.

Plate Carrier Containing Two (2) Plates.

Plated Helmet.

Motorcyele Unit Uniform & Equipment

Motorcycle Helmet (1) — Black and white in color, with front braid. Helmet is wired with
speakers and PVP Communication microphone.

Bike Unit Uniform & Equipment

Bike Helmet (1) — Black ANSI approved.
Bike Shorts (2) — Navy blue with Velcro straps to secure gun belt, side pockets.

Bike Pants (1) — Navy blue with zippers at ankles, Velcro straps to secure gun belt, side
pockets.
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Bike Shirts (2) — French/New York Blue short sleeve shirt with epaulets on shoulders.
Reflective striping on front, back and sleeves of shirt. Shoulder patches centered 1/2'
epaulets on shoulders. Shoulder patches centered 2" below seam. POLICE printed in
white on front and back of shirt. Velcro name plate on front right breast, cloth badge
above left breast pocket. Rank on sleeves.

Gloves (2) — Black or charcoal or combination. One short finger glove set and one long
finger glove set.

Jacket (1) — French/New York Blue jacket with epaulets on shoulders. Reflective striping
on front, back and sleeves of jacket. Shoulder patches centered '2” below seam.
POLICE printed in white on front and back. Velcro name plate on front right breast,
cloth badge above left breast pocket. Rank on sleeves.

Shoes (1) — Bike specific shoes dark in color, low cut or ankle cut. If shoes have laces,
laces must be capable of being secured.

Sunglasses (1) — Black frames with changeable clear lenses.
Carrying Bag (1) — Black nylon.

Duty Equipment (1) — Black nylon duty belt with handcuff case, taser holster, magazine
pouch, chemical agent holder, ASP holder, radio holder and holster (all nylon).

Honor Guard Uniform & Equipment

Hat (1) — Dark blue New Jersey style hat with light blue hatband. High gloss bill with
silver band and silver hat badge.

Coat (1) — Dark blue, high neck, long tail with silver trim. Three button high cuffed
sleeves. Cuffs, collar and epaulets are French blue with silver trim. Silver shoulder
braids. Silver Honor Guard badge and silver buttons.

Pants (1) — Dark blue with French blue stripe.

Shoes (1) — Hi-Gloss Uniform Oxford worn with black socks.

Gloves (1) — White cotton.

Duty Equipment (1) — Hi-Gloss black leather belt with shoulder strap, service weapon
holster, ammunition pouch and cuff case.

Raincoat (1) — Black with belt and silver buttons.
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Summer Uniform

Summer uniform season is typically from the first Monday in March to the first Sunday
in November of each year; however, the date may vary and is set by the Chief of Police
or his/her designee. During this time period, sworn personnel may independently opt for
the long sleeve navy uniform shirt.

Hat — Issued Campaign Hat with accouterments.

Shirt — Short sleeve navy shirt with a navy uniform vest carrier. The top button of the
shirt may be open. Name plate assembly shall be centered on the right breast pocket flap.
Rank Insignia and FTO Pins shall be worn on the collar. CIT Pin shall be centered at the
very top on the left pocket flap. The badge is to be affixed through the eyelet provided in
the shirt.

Pants — Issued Uniform Pants.

Shoes — Issued duty shoe or boot, well-polished.

Duty Equipment — As described under general equipment articles as appropriate.

Body Armor — As issued.

Winter Uniform

Winter uniform season is typically from the first Monday in November to the first
Sunday in March of each year.

Hat — Issued campaign hat with accouterments. During inclement weather, officers may
choose to wear the issued winter knit hat.

Shirt — Long sleeve navy shirt with navy uniform vest carrier. Badge, nameplate and
other pins shall be worn as described for summer uniform above.

Tie — Issued navy blue tie shall be worn on the following occasions and when otherwise
directed by a Command Staff member.

Funerals when in uniform.

Court appearances when in uniform.

Public speaking engagements performed outside normal duty hours.
Community relations details performed outside normal duty hours.
Other times as directed.

Pants — Issued uniform pants.
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Shoes — Issued shoes/boots, well polished. Officers assigned to patrol duties must wear
their boots during inclement weather and or as directed by the shift supervisor. Officers
shall be responsible for having their issued boots readily available at the station when not
wearing them.

Duty Equipment - As described under general equipment articles as appropriate.

Body Armor — As issued.

Civilian Personnel

The following articles are issued to all civilian personnel:

e Summer Shirts (5)
e Winter Shirts (5)
e ID Card

The following items may be purchased via Township credit card or by reimbursement:

e Slacks (5)
e Sweater (1)
e Shoes (1) pair per year.

Civilian personnel shall be attired in their issued uniform components daily.

22.1.7 Emplovyee Assistance Program

Miami Township has adopted an Employees Assistance Program (EAP) as a practical and
constructive mechanism to help employees and their family members deal with problems
that affect their personal and emotional wellbeing. The general purpose of the program is
to assure that employees with a need and desire for professional counseling have ready
access to such services and that employees with work impairing personal problems will
receive an offer of professional counseling. The EAP staff is made up of licensed
therapists, each one trained in family, marital and individual counseling. EAP may refer
certain cases to specialized health professionals covered under the employee's health
insurance plan. Additionally, the counselor may refer to a structured outpatient treatment
program covered by the employee's health insurance.

All EAP services and records are confidential. All contacts, verbal or written
communications or reports between the employee or family member and the EAP
counselor, will be held in strict confidence. EAP records will not be disclosed to anyone
unless the individual involved authorizes such disclosure in writing, or unless a court
order compels disclosure.

An employee or family member who desires confidential consultation for a personal issue
should call the EAP at 513-891-1627. Normal EAP office hours are 8:30 AM - 5:00 PM
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weekdays. Appointments for counseling are available evenings. EAP also offers a
twenty-four-hour emergency answering service. EAP counselors will either provide the
necessary information or assistance over the telephone or will arrange for an appointment
for further confidential consultation at the EAP office.

The basis of a referral to the EAP by a member of management must be either: a decline
in work performance or an on the job incident, which indicates the possible presence of a
personal issue.

The process for the referral will consist of a private meeting held with the employee. The
focus of the interview should be restricted to the issue of the work situation or job
incident. During this meeting, the supervisor will not speculate as to the cause of the
performance decline. At this meeting, the supervisor may make an informal referral for
assistance to EAP. Should a formal Performance Referral of Fitness-for-Duty Referral be
required, the referring supervisor or manager shall use the five-step process covered in
EAP supervisory training. To facilitate the most successful referral possible,
management will consult with the EAP staff concerning the referral of an employee and
complete the required CONCERN Services form.

An initial appointment at the EAP may be scheduled during work hours with the
permission of the Department head or his designee. Subsequent appointments will be
scheduled during non-work hours, unless otherwise authorized by the Department Head
or his designee.

When an employee has been referred to the EAP for work related problems, the EAP will
provide the referring source with the following information on the condition that the
employee has signed a "Release of Information" or waiver.

e That the employee contacted CONCERN to schedule the appointment and that the
first appointment was kept as scheduled.

e Whether the employee accepted or declined the assistance/recommendations of
CONCERN.

e Whether I require time away from work for treatment. If time away from work is
required, a specific leave date will be given and the Department Head or his
designee will be advised as early as possible of the return to work.

If the employee fails to make or keep a first appointment at EAP, the referring source will
be notified of that fact. If work problems do not recur, no further action will be required.
If the work problems recur, then the Department Head of his designee will again follow
the steps outlined above.

Nothing in this section shall limit the employer's right to take disciplinary action against
an employee in any manner consistent with employer policy and/or limit the employee's
legitimate access to the contractual grievance procedures. No employee will ever be
disciplined for not utilizing the services of EAP.
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Supervisors attempting to help an employee whose personal problems are affecting their
work performance are often in the best position to assist that employee in accessing the
EAP services. Upon promotion, all Supervisors shall review this policy and be issued a
copy of the services and referral packet issued by EAP. All Supervisors shall review
EAP services at any Public Employee Assistance Program & Drug Free training session
conducted by PEAP staff or other designated persons presented at Miami Township. The
review will include a review of the EAP packet, supervisor's role and responsibility in the
referral process and identification of employee behaviors which would indicate the
existence of employee concerns, problems and or issues that could impact employee job
performance.

22.1.8 Employee Identification

Miami Township Police Department issues identification cards to all personnel.
Personnel shall immediately present their identification card upon request to view the
card. The identification card shall contain the employee’s name, position and will
include a photograph. Employees shall verbally identify themselves and the agency on
telephone calls. Any person requesting verification of the employee’s identification shall
be instructed to call the police main number or the Clermont County Communications
Center if the verification request is made outside of normal office hours.

All sworn personnel shall be issued a shirt badge which states the employee’s unit
number, name of department and employee’s rank. Sworn personnel are issued a name
bar and serving since pin that is worn on the uniform shirt. Uniform shirts and outerwear
shall contain the appropriate department identification as directed in 22.1.6.

Except when impractical, unfeasible, or where the identity is obvious, sworn personnel
shall identify themselves by displaying a badge or identification before taking police

action.

Officers working an undercover assignment are exempt from carrying any identification
or identifying themselves as required by assignment.

Auxiliary members shall have personnel identification as described in Directive 45.3.

22.1.9 Military Deployment and Reintegration

Miami Township Policy & Procedure Manual Section III, 3.11, Military Leave applies to
all personnel of Miami Township.

Extended military leave without pay is given to those employees who are called up for
military active duty service or those who enlist. Upon return from extended military
leave, employees will be returned to their former position or one of like responsibility.
Application for return from leave must be made to the Township Administrator within
ninety days after discharge from active duty.
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Employees on extended military leave may receive retirement credit for time spent on
military service, in accordance with the rules of the respective retirement system.

Replacements for employees leaving on extended military leave may be hired but they
are subject to layoff when the employees on extended military leave returns.

Any employee who returns from extended military leave will receive any wage
adjustments that would be due as though actively on the payroll.

Vacation and sick leave do not accumulate during extended military leave.

Additionally, sworn personnel of Collective Bargaining Agreements are given military
leave in compliance with Article 27.

The Chief of Police or his/her designee shall be the agency point of contact for all
persons on military deployment.

The Township Administrator or his/her designee shall be the human resources point of
contact.

Employees being deployed shall have an out-processing interview with the Chief of
Police or his/her designee. During the out-processing interview, the Chief of Police or
his/her designee shall request from the employee, his/her choice of an agency contact.
The agency contact will maintain communication to and from the deployed employee;
sharing agency news and assisting with any concerns the deployed employee or his/her
family may be having. The agency contact will keep the Chief of Police or his/her
designee apprised of pertinent information.

The Chief of Police or his/her designee will determine if agency owned equipment will
be stored in the Uniform/Equipment storage area or at the personal residence of the
person being deployed.

Upon return from military deployment, the employee shall have an in-processing
interview with the Chief of Police or his/her designee. This interview will include a
determination of initial or refresher training required; a weapons requalification
determination and any other steps for reintegration that may be necessary. A written
outline of all training required will be given to the employee, all persons assigned to
instruct/monitor the training and a copy shall be placed in the employees training file.

It is recognized that members returning from military deployment, especially those in
combat operations, may have specialized needs. It is further recognized that traditional
Employee Assistance Programs (EAP) may not sufficiently meet the needs of the
returning employee. The agency shall consider all locally available and feasible
resources to meet those needs. The employees’ immediate supervisor shall ensure a
process for maintaining communication with the returning deployed employee to access
and assist with these needs.
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DIRECTIVE 22.2

CONDITIONS OF WORK
Issue Date: 09/04/2020 By Order of Chief of Police
Rescinds: (Issue 04/29/2020) CALEA Standards
Referenced: 22.2.1; 22.2.2;
Pages: 7 22.2.3; 22.2.4 & 22.2.5

This directive consists of the following sections:

22.2.1 Physical Examinations

22.2.2 General Health and Physical Fitness

22.2.3 Fitness and Wellness Program - Elected 20%
22.2.4 Off-Duty Employment

22.2.5 Extra-Duty Employment

POLICY & PROCEDURE

This directive describes agency policy regarding physical examinations for employees.
Employees are encouraged to schedule comprehensive physical examinations and or
fitness evaluations periodically to monitor and maintain a general level of health and
fitness that allows them to perform their duties. Sworn personnel are encouraged to
maintain a level of fitness no less than the entrance level fitness criteria of the
department.

This directive defines the circumstances under which an employee may be employed in
an off-duty or extra-duty capacity and the regulations therein.

22.2.1 Physical Examinations

The department may require an employee, at periodic intervals, to submit to a physical or
psychological examination to confirm the employee’s fitness to their duties; and to make
the results of the examination available to the department. If required, these
examinations shall be in compliance with the Collective Bargaining Agreements, Article
28, Section 28.1 C. and the Miami Township Policies & Procedure Manual. Section III,
36 &39F

The department may also require a fitness evaluation if an employee’s fitness appears to
be substandard to the entrance level criteria or if the employee demonstrates an excessive
use of sick leave or the employee appears not to be able to perform the required job
functions of their position.

Physical examinations and or psychological evaluations required by the department will
be provided at no cost to the employee.
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These examinations/evaluations may amount to additional testing at an otherwise routine
physical examination or may involve additional complete examinations by a physician.

Regardless of the nature of, the frequency, extent or duration of the
examinations/evaluations, if the department requires these examinations/evaluations, the
cost shall not be charged to the employee.

The department shall request the provider of examinations/evaluations to make
recommendations for the improvement of the employee’s fitness based on the
examination/evaluation.

The department shall require entry level/lateral entry candidates for the position of police
officer to submit to medical and psychological examinations and meet the required
standards as set forth in the departments’ selection criteria for such position.

It is the policy of the Miami Township Police Department that the public has the absolute
right to expect persons employed by Miami Township to be free from the effects of drugs
or alcohol. Miami Township does participate, at the employer’s cost, in Random and
Reasonable Suspicion Drug and Alcohol Testing. This testing shall be in compliance
with the Collective Bargaining Agreements, Article 38 and the Miami Township Policies
& Procedure Manual, Section IV, 4.4.

22.2.2 General Health & Physical Fitness

The criteria for general health and fitness to be maintained by sworn employees shall
reflect entrance level criteria for the department.

The Township recognizes the need to promote physical fitness among its Employees to
maintain health, wellness and fitness for duty. To accomplish this goal, the Township
has established a physical fitness program available to all eligible employees. Eligible
Employees shall include full-time and permanent part-time employees of the Township.
The Township will reimburse eligible Employees for membership at any fitness facility
with the following conditions:

e The eligible Employee is responsible for any fee related to membership and
monthly fees.

e The Township will reimburse an eligible Employee for up to $20 of the monthly
dues provided that:

o Eligible Employees submits a reimbursement form to their Department Head
with the following attachments:

o A copy of the contract with the fitness facility that clearly states the monthly
fee charged by the facility.
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o A written attendance report generated by or provided by the fitness facility, on
their letterhead signed by an owner or manager that documents the eligible
Employee attended the facility at least eight 8 times per month on separate
days.

o At no time will the eligible Employee be reimbursed more than the actual
monthly dues charged by the fitness facility the eligible Employee attends.

e The reimbursement is considered part of the eligible Employee’s annual
compensation and is taxable income.

e Eligible employees cannot attend an off-site fitness facility while on duty.

e Prior to enrolling in a fitness program eligible Employees must provide a written
document from their physician that they may engage in strenuous physical fitness
activity.  The eligible Employee must also sign the Bureau of Worker’s
Compensation Waiver of Worker’s Compensation Benefits for Recreational or
Fitness Activities for reimbursable time spent at a fitness facility. Eligible
employees must provide a copy of the fitness facility contract to their Department
Head at the time of enrollment and at any time there is a change to the terms of
the contract.

e The Board of Trustees may revise or terminate this program at any time.

22.2.3 Fitness and Wellness Program — Elected 20%

Miami Township Police Department has elected this as a 20% Standard for the Fitness
and Wellness Program.

22.2.4 Off-Duty Employment

Off-duty employment shall mean secondary employment of the off-duty type; that is
outside employment wherein the use of law enforcement power is not anticipated. Off-
duty employment is not scheduled through the police department nor directly related to
the employee’s position with the Miami Township Police Department.

Personnel engaged in off-duty employment shall conduct themselves in a manner that
shall not bring discredit or ridicule to the employee or the Miami Township Police
Department.  Personnel engaged in off-duty employment shall not allow such
employment to conflict with their department schedule, work assignments or other
required department activities. Personnel will be expected to be reasonably available for
emergency mobilization and overtime assignments.

Miami Township personnel may not engage in any of the following secondary
employment situations:
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e As a process server, repossession work, bill collector, bail bondsman, private
investigator or in any other employment or in any capacity where police authority
or access to confidential or restricted information could potentially be used to
collect money, locate individuals or seize merchandise for private purposes or to
satisfy a civil claim.

e At any establishment that has as its principal source of income the sale of
alcoholic beverages, as a bartender, waiter/waitress in a liquor permit premise, or
as a sales clerk for liquor or lottery tickets, or as a ‘bouncer’ in any liquor permit
premises. This does not include one time events such as a dances or festivals.

e In any activity in which an employee functions in another aspect of the criminal
justice system: probations officer, corrections officer, county court bailiff, etc.

e At any other activity herein specifically defined where, in the opinion of the Chief
of Police, there could possibly be a law enforcement agency obligation for
enforcement activity or the potential for a conflict of interest.

Prior to engaging in any off-duty employment, an employee must submit a secondary
employment permit for approval. Completed secondary employment permits shall be
submitted to the Administrative Assistant, who will review the form for completeness
and accuracy. The Administrative Assistant will be responsible for the verification of
any information contained in the secondary employment permit. After review, the
Administrative Assistant shall submit the permit to the Chief of Police for final approval.

Whenever there is a change in the source or amount of compensation, or in the nature of
work or the type of work conditions, it is the responsibility of the employee to notify the
Administrative Assistant in writing of the specific change. This shall be accomplished
via a new secondary employment permit request.

Annually, all approved secondary employment permits issued during the previous twelve
month period will be reviewed by the employee and the Chief of Police. This will
normally occur in January of each year. The Chief of Police shall renew or revoke all
secondary employment permits at this time.

A secondary employment permit may be denied or not renewed for any of the following
reasons:

e A determination that the nature of the employment poses a conflict of interest
with the primary duties of the employee or the department.

e If the employment could involve the potential exercise of police authority or
access to confidential information, and/or a determination that jurisdiction may be
questionable or that the exercise of police powers may be inappropriate.

e Reasonable grounds to believe that the type of work, or amount or duration of
hours will affect the employee’s ability to perform primary duties while working
for the Miami Township Police Department, including required overtime and
court appearances.

e Failure of the employer to include the employee on their worker’s compensation
contract.
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e The presence of a risk that the public image of the police department could be
compromised.

An off-duty employment permit may be immediately revoked by the Chief of Police for
any of the following reasons:

e Any change in a condition of the original application.

e A strike, labor dispute or other change of the off-duty employer’s place of
business that has the potential to place the employee in a vulnerable or
controversial situation.

e Revocation as disciplinary action taken by the Chief of Police.

e Emergency mobilization of off-duty personnel.

22.2.5 Extra-Duty Employment

Extra-duty employment shall mean secondary employment wherein the actual or
potential use of law enforcement powers is anticipated. Extra-duty employment is
scheduled by or through the Miami Township Police Department. Extra-duty
employment requires a secondary work permit and compensation for services are paid by
the outside employer directly to the officer at a rate of pay set by the police department.

Officers working extra-duty assignments are subject to all directives, rules, regulations,
policies and procedures currently in effect by the Miami Township Police Department
and are subject to disciplinary action by the department for infractions of these.

Officers working extra-duty assignments will conform to the same standards of conduct
as applies to their on-duty activities. This specifically includes the requirement that the
law is obeyed, that criminal violations are enforced and that officers are not bound by
private rules or restrictions that an employer may wish to enforce for their own purpose.

Unless a sworn supervisor is engaged in working an extra-duty assignment or otherwise
designated by the Chief of Police, the on-duty supervisor is responsible for supervision of
officers assigned to any police service within Miami Township.

The Chief of Police maintains the authority to determine the number of officers, the
amount and type of equipment and supplies necessary to perform any assignment or
extension of police services.

Police officers must immediately document any of the following incidents that occur
during extra-duty employment. Such documentation shall be in accordance with
department policies and procedures.

e Any occasion where an arrest is made or force of any kind is used.

e Any violation of criminal law or serious traffic violation.
e Any injury to an officer or other person.
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e Any property damage occurring as a proximate result of an officer’s actions (i.e.
accident while officer is directing traffic).

e Any complaints concerning the actions or behavior of the police officer.

e Any occasion where an employer asks for an officer to compromise ethics, incur
legal obligations, or for any impropriety on the part of the employer.

e Any occasion where an employer asks for an officer to remove someone from the
premises. To have a person barred from the premises, to seize property on their
behalf, to have a vehicle removed from the premises or any other situation for
which the officer may be required to give an accounting at a later date, but for
which a report was not prepared.

Department vehicles may be used on assignments when approved in advance by the
Chief of Police. Officers working assignments will wear the same official full police
uniform as worn on duty, except when authorized otherwise by the Chief of Police. The
bike uniform is only to be worn if the assignment to the detail is specific for that function.
Officers working a detail will be permitted to use a department radio while on the detail
in order to summon assistance or communicate with supervisors when necessary.

The individual officer working the detail is responsible for notifying the shift supervisor
and the communications center of the location and times of the detail, equipment being
used and their communications call number.

Assignments will normally be voluntary in nature; however, once an officer is assigned a
detail, the officer will be required to complete the assigned detail or find another officer
to complete the detail. If no officer on the extra-duty list bids for a detail, that detail will
become a mandatory assignment to an available officer on the strike off list with the
highest number of refusals.

Whenever a criminal arrest is made on any approved assignment, under such
circumstances that the officer’s police powers are invoked, Miami Township will
compensate the officer for any required court appearances involving the criminal charges.

Secondary employment permits shall be granted and reviewed in the same manner as off-
duty permits. Work permits may be denied, not renewed or revoked in the same manner
as off-duty permits.

Whenever a detail involves multiple officers over a long or indefinite period of time, a
general coverage permit may be generated to give general approval to all police
personnel working the detail.

Requests for police work will be routed to the Administrative Assistant, who will review
the form for completeness and accuracy. The Administrative Assistant will be

responsible for the verification of any information contained in the request form.

It will be the responsibility of the Administrative Assistant or his/her designee to review
requests for extra-duty police details, schedule personnel for assignments, coordinate

Directive 22.2 Conditions of Work 6



billing and pay vouchers, act as a liaison with employers and ensure compliance of
department personnel with this procedure. The Chief of Police shall have final approval
of all police details.

Personnel who have an approved employment permit shall be notified of details via the
in-house telephone notification system and a group email if time permits. Personnel are
required to notify the Administrative Assistant of any changes to telephone numbers
entered in the in-house telephone notification system. An officer who does not do so and
thereby misses an available assignment forfeits this method of notification and has no
basis for complaint about not being assigned for the detail. The same applies for any
officer requesting not to receive phone notification.

All officers shall have an equal opportunity to respond for detail requests. There shall be
no assignment of details of a first caller basis unless the detail request is less than a 24
hour notice. The phone notification system shall include a time limit for response set by
the Administrative Assistant. After the set time limit, the detail shall be scheduled
utilizing the strike off list.
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DIRECTIVE 22.3
COLLECTIVE BARGAINING AND CONTRACT

MANAGEMENT
Issue Date: 04/29/2020 By Order of Chief of Police
Rescinds: (Issue 08/20/2015) CALEA Standards

Referenced: 22.3.1 & 22.3.2

Pages: 2

This directive consists of the following sections:

22.3.1 Agency Role
22.3.2 Ratification Responsibilities

POLICY & PROCEDURE

The purpose of this directive is to provide for the role of the Miami Township Police
Department as it pertains to Collective Bargaining. This directive will also provide an
outline as to the administration, procedures and labor management of the Collective
Bargaining Agreements. Collective Bargaining is subject to the requirements of Ohio
Revised Code 4117, Public Employee’s Collective Bargaining.

22.3.1 Agency Role

The bargaining team formed for the employer for the purpose of bargaining collectively
with representatives of the employee’s collective bargaining groups of the Miami
Township Police Department will normally consist of an individual appointed by the
Board of Township Trustees and the Chief of Police, or his/her designee.

The Township Administrator serves as the principle negotiator for the Township, to
present proposals and counter proposals on behalf of the Township.

Miami Township bargains collectively with these groups: Police Officers & Police
Sergeants. The employer recognizes that the employee groups may be represented by
themselves or by an organization chosen by the employee group.

The employer currently recognizes the Fraternal Order of Police, Ohio Labor Council,
Inc. as the exclusive bargaining agent for the employee groups listed.

In compliance with Ohio Revised Code, Chapter 4117 representatives of Miami

Township and representatives of the employee’s collective bargaining group will follow
the principles of ‘good faith’ bargaining; that is, oral agreements during negotiations are
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reflected in written contractual language and carried out in future labor management
relations.

Prior to beginning the negotiation process, both parties shall decide on mutually
acceptable procedures which the bargaining teams shall adhere to during the collective
bargaining process. These ground rules shall include the following items:

e The size and composition of the bargaining teams.

e Compensation for police department employees acting as bargaining team
members during the bargaining process.

e Time schedules and agendas for meetings.

e Procedures pertaining to the release of information to third parties during
negotiations.

e Method for introducing issues.

e Method for resolving conflict.

Procedures for resolving impasses are described in Ohio Revised Code, Section 4117.14.

As a result of collective bargaining between Miami Township and the employee’s
collective bargaining groups, a written record in the form of an agreement will be drafted.
The agreement shall be signed by representatives of both parties to signify agreement.
Miami Township is committed to abide by the letter and spirit of the agreements by and
between the Miami Township Board of Trustees and the Fraternal Order of Police.

22.3.2 Actions Required After Ratification of Negotiated Labor Agreements

Upon the signing of the ratified labor agreements by the appropriate persons, all
employees are notified of ratified contract availability and acknowledge their receipt via
sign off in PowerDMS. Changes from the existing Collective Bargaining Agreements
will be noted to department supervisors.

Upon the issuance of a new labor agreement, the Chief of Police shall order a review of
the new labor agreement by the Accreditation Manger, who will after review of the new
labor agreement, review and amend affected department directives, if necessary. Upon
completion of any necessary revision to agency directive, policy or procedure, the Chief
of Police shall review the affected directive, policy or procedure and order the affected
revision to coincide with the terms of the labor agreement.

The Chief of Police will disseminate information relative to a new labor agreement,

including modifications to existing agreements, to managers and supervisors of
bargaining unit employees.
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DIRECTIVE 224

GRIEVANCE PROCEDURES
Issue Date: 04/29/2020 By Order of Chief of Police
Rescinds: (Issue 08/13/2015) CALEA Standards
Referenced: 22.4.1; 22.4.2 &
Pages: 4 22.4.3

This directive consists of the following sections:

22.4.1 Grievance Procedures
22.4.2 Coordination / Control of Records
22.4.3 Annual Analysis

POLICY AND PROCEDURE:

The purpose of this directive is to provide a procedure to formally resolve conflicts
within the Miami Township Police Department and to provide a structured method to
accomplish such resolution. To provide all employees the ability to bring to the
appropriate authority a dispute and have such dispute heard in an attempt to fairly resolve
the difference between the employee and the employer.

Article 7, Sections 7.1 through 7.3 of the Collective Bargaining Agreements establishes
an outline for labor/management meetings. These meetings are to provide a mechanism
for the discussing of mutual problems. It is the intent of these meetings to discuss
problems of mutual concern with the understanding that, if possible, by mutual
cooperation problems will be resolved before the utilization of the grievance procedure.

22.4.1 Grievance Procedures

Scope of Matters Which May Be Disputed

For employees covered under a Collective Bargaining Agreement, the grievance
procedure is outlined in Article 8 of the Collective Bargaining Agreements.

For an employee not covered under a Collective Bargaining Agreement, the employee
may proceed through the grievance procedure with a dispute of a matter to which the
employee is obligated under the Miami Township Policies & Procedure Manual. It is not
intended that the grievance policy be used to effect changes in the sections of the Policy
& Procedure Manual or those matters which are controlled by the provisions of Federal
or State Law.
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Dispute Resolution Process

The employee shall within five calendar days of the time of the incident which led to the
dispute meet with their immediate supervisor to discuss the incident. Both the employee
and their immediate supervisor shall through discussion attempt to resolve the issue in
dispute. The employee’s immediate supervisor shall give the employee a verbal response
within two working days of their formal discussion of the disputed issue.

Should the disputed issue not be resolved in verbal discussion with the employee’s
immediate supervisor, the employee may submit in writing to their Department Head the
issue in dispute. The request for a formal dispute resolution must contain all the
information listed in this directive to be considered by the Department Head. The
employee must submit their written request to their Department Head within five
calendar days of the date upon which they received the verbal answer from their
immediate supervisor. The Department Head shall inquire into the issue in dispute and
must within seven calendar days of receipt of the formal dispute notice, reply to the
employee in writing as to their findings.

Should the disputed issue not be resolved through the formal inquiry and reply by the
Department Head, the employee may request that the Township Administrator review the
issue in dispute and render a decision. The employee must within five calendar days of
receiving a written reply from their department head, request that the original written
dispute notice be forwarded to the Township Administrator for review. The Department
head will immediately forward the original written dispute notice to the Township
Administrator, who must within seven calendar days of receipt of the dispute notice,
render a written decision as to his findings of the disputed issue. At the discretion of the
Township Administrator, a meeting of the employee, the employee's Department Head
and Township Administrator may be held to discuss the issue in dispute. The decision
rendered by the Township Administrator shall be final and no other steps shall exist in
the dispute resolution process.

Information Required in a Formal Dispute Notice

Aggrieved employee’s name and signature.

Date, time and location of dispute.

Description of incident giving rise to the dispute.
Section, article or regulation in dispute.

Date dispute was first discussed.

Name of supervisor with who dispute was first discussed.
Date dispute was filed in writing.

Desired remedy to resolve the dispute.

The required information to file a formal dispute notice shall be prepared in memo form
and forwarded to the Department Head. It shall be the employee’s responsibility to
maintain a copy of the original dispute notice for their personal records.
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An employee may withdraw a formal dispute from the process at any time, by
notification in writing to their Department Head, or by permitting the time requirements
to lapse without further appeal.

Time Limits

A dispute that is not answered by the employer's representative within the stipulated time
limits shall automatically advance to the next level in the dispute resolution process.

A dispute must be presented at the proper level and within the proper time to proceed
through the dispute resolution process.

Time limits contained within this policy may only be extended by mutual agreement and
documented in writing on the dispute notice or supplemental page to the notice.

Representation

An employee who presents an issue in dispute for processing through the dispute
resolution procedure shall be responsible for representing themselves at each level of the
procedure.

22.4.2 Coordination / Control of Records

The Chief of Police shall be responsible for coordination of the Grievance Procedure for
the Miami Township Police Department.

For an employee covered under the Collective Bargaining Agreement, the elected FOP
representative of each bargaining group shall act as a coordinator of grievances for their
bargaining group.

For an employee not covered under the Collective Bargaining Agreement, the employee
shall bear the responsibility to maintain the documents associated with the personal filing
of a dispute.

The Chief of Police shall maintain a file of disputes presented for resolution.

¢ During the period of resolution, dispute files will be maintained personally by the
Chief of Police in his office.

e After resolution, the completed file will be stored in an administrative file by the
Chief of Police.

e Disposal shall be in accordance with Ohio public records disposal procedures.

The grievance/dispute files are considered sensitive in nature and are maintained
accordingly.

The union representatives shall have the responsibility for duplication and distribution of,
and its own accounting for their copies of the dispute files.
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22.4.3 Annual Analysis

In January of each year, the grievances/disputes filed the previous year will be analyzed
by the Chief of Police to determine if there is a trend in filing grievances and, if so, a plan
of action shall be developed and implemented to minimize the causes of such
grievances/disputes in the future.

The annual analysis shall also include a review of supporting policies and practices. This
review shall be documented in the annual analysis.
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DIRECTIVE 26.1
DISCIPLINARY PROCEDURES

Issue Date: 04/03/2020 By Order of Chief of Police

Rescinds: (Issue 01/26/2018) CALEA Standards
Referenced: 26.1.1, 26.1.2,
26.1.3, 26.1.4, 26.1.5, 26.1.6,

Pages: 26 26.1.7 & 26.1.8

This directive consists of the following sections:

26.1.1 Code of Conduct

26.1.2 Employee Awards

26.1.3 Harassment

26.1.4 Disciplinary System

26.1.5 Role and Authority of Supervisors
26.1.6 Appeal Procedures

26.1.7 Termination Procedures

26.1.8 Records

POLICY AND PROCEDURE:

The disciplinary procedures directive provides direction to employees of the Miami
Township Police Department concerning conduct and appearance. These rules and
regulations shall guide all members of the department in the performance of their duties
unless specifically directed otherwise by the Chief of Police. The directive provides for
and ensures consistency in disciplinary actions.

Miami Township utilizes positive discipline, an awards and commendation program to
recognize acts of heroism, bravery and/or exceptional service exhibited by members of
the department and to promote morale within, and for, the Miami Township Police
Department.

26.1.1 Code of Conduct

General Rules of Conduct

Violation of Rules — Members shall not commit or omit any acts which would constitute
a violation of any directive, procedure, policy, rule, regulation, orders or resolution of the
Miami Township Police Department or of Miami Township, whether stated in a manual
or elsewhere. A violation by any member may be subject to disciplinary action.
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Unbecoming Conduct — Members shall conduct themselves at all times, both on and off
duty, in such a manner as to reflect favorably upon the department and themselves.
Conduct unbecoming an employee shall be that which brings the department into
disrepute or reflects discredit upon the employee as a member of the department or that
which impairs the operation or efficiency of the department or member.

Immoral Conduct - Members of this department shall maintain a level of moral conduct
in their department and personal affairs which is in keeping with the highest standards of
the law enforcement profession. Members shall not participate in any incident involving
moral turpitude which impairs their ability to perform as law enforcement officers, which
causes a negative effect upon the department's effectiveness, or causes the department to
come into disrepute.

Improper Conduct - Members of the department shall not knowingly loiter in, visit, or
frequent an establishment where the laws of the United States, State of Ohio or local
Resolutions are regularly violated, except in the performance of duty. Nor shall any
member associate with persons of immoral or questionable character or visit or loiter
about such places frequented by such persons.

Use of Alcohol and Drugs

e Members shall not use intoxicating beverages while off duty to the extent that any
evidence of such consumption is apparent when reporting for work.

e Members shall refrain from consuming an intoxicating beverage to the extent that
it results in impairment, intoxication, or obnoxious or offensive behavior that
discredits them or the department or renders the member unfit to report to work.

e Members while in uniform or partial uniform are prohibited from consuming an
intoxicating beverage whether on or off duty.

e Members shall not consume, bring into, permit, or have possession of an
intoxicating beverage, unless such item is evidence, in a Township vehicle or on
Township property.

e Members shall not consume an intoxicating beverage while on duty unless
necessary in the performance of a police task and then only with the specific
permission of a command level officer.

e Members shall not bring into, permit, or have possession of, a drug or narcotic
unless such item is evidence or personal prescription medication, in a Township
vehicle or on Township property.

e Members shall not use drugs or narcotics unless the drugs or narcotics are
properly prescribed by a physician or dentist for illness or injury.

e Members shall at no time use any substance that will render them unfit for duty
except under a physician's order.

e Members shall when on duty and using a prescription medication that is or
contains any controlled substance report such usage to their immediate supervisor
in writing. Such notification shall include the name of the prescription
medication and the reason for such usage.
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Gratuities - Members shall not solicit or accept, from any person, business, or
organization any gifts, including money, tangible or intangible, personal property, food,
beverage, loan, promise, service, or entertainment for the benefit of the member if it may
be reasonably inferred that the person, business, or organization:

e Seeks to influence action of an official nature or seeks to affect the performance
or non-performance of an official duty;

e Has an interest that may be substantially affected directly or indirectly by the
performance or failure to perform an official duty.

Other Transactions - Members are prohibited from buying or selling anything of value
from or to any complainant, suspect, witness, defendant, prisoner or other person
involved in any cases which have come to their attention or which arise out of the
members’ employment except as may be specifically authorized by the Chief of Police.

Abuse of Position - Members shall not;

e Use their official position, identification card and or badge(s) for personal or
financial gain, for obtaining privileges not otherwise available to them except in
the performance of duty, or for avoiding the consequences of illegal acts.

e Provide another person their identification card and or badge(s) or permit them to
be photographed or reproduced without the written approval of the Chief of
Police.

e Authorize the use of their name, photograph, or official title that identifies them
as a member of the department in connection with testimonials or advertisements
of any commodity or commercial enterprise, without the written approval of the
Chief of Police.

Abuse of Process - Members shall not make any false statements for the purpose of
securing a charge against or the conviction of any person.

Solicitation / Acceptance of Rewards, Loans, or Gifts - No member shall solicit any
reward for the performance of duties or seek or ask for a gratuity of any kind,
individually or collectively. No member shall accept, directly or indirectly, from any
person liable to arrest or to complaint, or in custody, or after discharge from custody, or
from any friend(s) of any such person, any gratuity, fee, loan, reward or gift.

The department construes Gratuities, Other Transactions, Abuse of Power, Abuse of
Process, and Solicitation/Acceptance of Rewards, Loans or Gifts of this article to mean
that members shall not place themselves in a position where the member’s private
interests may appear to or may actually conflict with their official position and duties, or
by reason of which the member’s loyalty, objectivity or judgment may be impaired. The
appearance which the member projects, as well as their actions, will be deemed by the
department to be important elements in determining whether or not there is compliance
with or a violation of any of these sections or parts therein.
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Calling Off from Work Sick or Injured - Members will not falsely report themselves or
have themselves reported ill or injured or otherwise deceive the department as to the
condition of their health.

Communication Regarding Orders and Regulations - No member of the department
shall communicate, except to other members of the department or to such other that a
supervisor shall direct, any information respecting orders received or any regulations that
may be made for the governing of the department. This shall not be construed to restrict
communication between members and their attorney or labor representative.

Care of Department Property - Members shall be responsible for the care of
department property under their control and/or issued to them. Members shall promptly
report the loss of, damage to or any defect of such property. Members shall not create or
contribute to the poor/damaged condition of Township equipment or property. Members
may be held personally liable for the negligent loss or damage to department equipment
issued directly to them. Members shall not mark, mar or deface any surface in or on any
Township property or building. Members shall not mark, alter or deface any posted
notices of the department or Township. Members are prohibited from posting derogatory
or inflammatory notices of any type in any Township building or property.

Dissemination of Information - Members shall treat the official business of the
department as confidential. Information shall be disseminated only:

e To those for whom it is intended.

e Asdirected by a superior officer.

e Under due process of law, in accordance with established departmental
procedures.

Members shall not make known to any person any special or confidential order they may
receive, unless required by the nature of the order.

A supervisor in accordance with established departmental policy may impart news
releases to representatives of the media, upon establishing their identity.

Members may remove or copy official records or reports from the police department only
in accordance with established departmental procedures.

Members shall not divulge the identity of persons giving confidential information except
as authorized by competent authority.

Public Appearances/Presentations - Members are prohibited from public
appearances/presentations that directly or indirectly relate them to the Miami Township
Police Department, unless such appearance or presentation is approved by the Division
Commander in charge of the area of content of the appearance or presentation.

Communication Policy - The proper use of the Township communication system is
essential for all employees. The Township communications systems are Township
property and their purpose is to facilitate Township business. Every employee and any
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other person granted permission to use the Township communication system, including
elected Township officials, have a responsibility to maintain and enhance the Township's
public image and an obligation to use the communication system in accordance with this
policy.

The Township communication system is defined, but not limited to, Township
computers, network infrastructure, telephone, cellular telephones, paging systems,
voicemail, I-pad or other tablet computer devices, internet, software programs, e-mail,
websites, Facebook pages or other social networking sites and any other similar wireless
devices, programs or systems.

The Township has established this policy with regard to access, use and disclosure related
to the communication system. The Township reserves the right to change the Township
communication system at any time as may be required under the circumstances without
notice.

The Township communication system is for the purpose of conducting Township
business in a professional manner. The Township communication system may not be
used for transmitting, retrieval, or storage of any communications of the following nature:

1. Obscene, sexually graphic or X-rated,
Harassment of any kind;
3. Derogatory, offensive, or discriminatory remarks about an individual's

race, gender, age, disability, national origin, physical attributes, religious

or political beliefs, or sexual preference;

Abusive, profane or offensive language;

Commercial activities;

Political activity;

Support for causes other than those sponsored by, or organized by, the

Township;

Illegal activities;

9. Communications which hide or forge the identity of the sender as
someone other than the person sending the communication;

10.  Any other purpose against any Township policy or which is determined by
the Township Administrator to reflect poorly on the Township.

No o s

>

All messages sent using the Township communication system are and remain the
property of the Township and not the private property of any user. No user has any
ownership interest of any kind in any communication made, stored, or received using the
Township communication system.

All installed software must be registered and licensed to the Township. License
information and the original media must be stored with the Multi-Media Coordinator. It
is permissible to make a single copy of any Township software for reference or back-up
purposes. There will be no downloading or installing of any software that is not used for
Township business. The communication system shall not be used to knowingly send,
upload, or receive any unauthorized copyrighted materials, including, but not limited to,
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trade secrets, proprietary financial information, or similar materials without appropriate
authorization of the Township Administrator or their designee.

The Township Administrator, or their designee, reserves and intends to exercise the right
to review, audit, share, intercept, access and disclose all messages created, received,
stored or sent over the Township communication system for any purpose without the
permission of the user. The Township may monitor usage patterns, cost
analysis/allocation and compliance with this policy.

Communications that document the organization, functions, policies, decisions,
procedures, operations or other activities of the Township are public records.
Communications made using the Township communication system should be presumed
to be public and not confidential. Even when a message is erased, it is still often possible
to retrieve that message. Further, the use of passwords or access codes does not
guarantee confidentiality. All passwords or access codes to any Township
communication system must be disclosed to your Department head and/or the Township
Administrator, if requested.

All users shall not use a code, access a file, or retrieve any stored information, unless
authorized to do so. Employees should not attempt to gain access to another employee's
messages or files without the person's permission.

All users are responsible for the content of all messages that they have sent or stored
using the Township's communication system.

Anyone using a desktop computer, laptop computer, I-pad or other similar device shall
regularly download to the Township computer server all information contained on such
device. No employee shall leave any Township communication system in a place such
that it may be accessed or used by persons not authorized to do so.

Any user who abuses the privilege or the Township's communication system will be
subject to discipline or corrective action, including, but not limited to, termination of their
employment. If necessary, the Township also reserves the right to inform the appropriate
law enforcement agency or officials regarding any illegal violations or suspicious activity
involving the Township communication system.

Cellular Telephones

Cellular telephones shall be issued only to those employees with a demonstrated need for
these types of communication. Cellular telephones shall be authorized by the appropriate
Department head or the Township Administrator.

Employees must safeguard any Township owned or contracted cellular telephone in their
possession.

The loss of any Township owned or contracted cellular telephone shall be reported to the
employee's supervisor immediately. If theft is suspected, the Township police department
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and any other police department with jurisdiction over such matter shall also be notified
and a theft report will be filed.

Employees shall exercise extreme caution when driving and talking on a cellular
telephone. Unless utilizing "hands free" speakerphone, Blue-Tooth, or other similar
device, employees should make a reasonable effort to stop their vehicle, as soon as safely
possible, to use cellular telephones. When responding to an emergency situation, police
and fire employees shall defer to any directives issues by their department head regarding
the proper use of cellular telephones and adhere to any state laws or regulations regarding
the same.

When an employee no longer has a demonstrated need for the cellular telephone or pager,
or when the employee's employment is terminated or suspended, that employee shall
immediately return any cellular telephone or pager, and any related equipment, to the
Township. If an employee has a password on their cellular telephone, they shall provide
it to their department head or the Township Administrator upon surrender.

Non-compliance with this policy may result in discipline as determined by the
Department head or the Township Administrator.

Social Media

The Township expects employees to be conducting Township related business when
working. Employees are not permitted to access, or make postings on, personal websites,
or social networking sites, when they are working without the approval of their
department head or the Township Administrator. This shall not include postings being
made by the Multi-Media Coordinator, or their designee, as outlined herein. Department
heads may access or authorize other employees to access such websites or make such
postings when it is in the interest of the Township to accomplish its mission or
responsibilities. ~When employees make postings on personal websites, or social
networking sites, related to matters that affect the Township, they shall include a
disclaimer making it clear to others that such postings or opinions are being made in their
personal capacity and not as an employee or authorized representative of the Township.
Employees making a posting to a personal website or social networking website should
carefully consider whether the posting will negatively reflect upon the Township or the
employee and possibly negatively impact the ability of that employee or the Township to
perform public duties without bringing unwanted scrutiny to the employee’s morality,
credibility or integrity.

Township Websites

Any proposed additions and/or deletions of content, regardless of how minor, to the
Township websites must be approved by the Department head responsible for that
particular site content. The Multi-Media Coordinator is responsible for the maintenance
and content of Township websites as well as the Township Facebook page and
suggestions for additions/deletions must be submitted through that person. Additions of
content or direct links beyond normal Township business must be authorized by the

Directive 26.1 Disciplinary Procedures 7



Township Administrator based upon the following criteria: the linkage has an economic
benefit to the Township community, the linkage is a site of interest that is related to the
Township's mission, or the linkage is a site of interest to the Township.

Violations of any guidelines listed above may result in disciplinary action up to and
including termination. The Township may advise appropriate law enforcement agencies
or officials of any illegal violations or suspicious activity.

Personal Preferment - No member, unless within the scope of their assignment, shall
seek the influence or intervention or any person outside the department for purposes of
personal preferment, advantage, transfer or advancement within the department.

Rules of Duty

Reporting for Work - Members shall report for work at their assigned time.

Appearance Standards - Members shall appear for duty neatly and properly groomed.
Members shall adhere to the uniform and personal appearance standards outlined in
Miami Township Directive 22.1, Section 22.1.6 Clothing and Equipment.

Availability - Members shall be subject to call in, at times of emergency.

Knowledge of Procedures - Members shall have working knowledge of the policies and
procedures of the department and Miami Township.

Knowledge of Job - Members shall thoroughly acquaint themselves with the duties of
the office, position, or employment they hold. They shall perform the duties promptly
and properly.

Knowledge of Laws - Members shall have a working knowledge of the laws of The State
of Ohio and resolutions of Miami Township. Each Member shall take appropriate action
when confronted with a violation of such law or resolution while in the performance of
their sworn duties.

Conformance to Laws - Members shall obey all laws of the United States of America,
and of any state or jurisdiction in which they are present.

Conformance to Rules and Regulations - Members shall conform to and abide by the
Rules and Regulations of the Miami Township Police Department and Miami Township.

Performance of Job - Members shall perform their job functions in such a manner that
will establish and maintain the highest standard of efficiency. No member shall leave
their assigned duties or fail to complete a duty until that member has been properly
relieved.

Attention to Job - Members shall devote their whole time and attention to the business
of the department while on duty, being prepared to perform their job functions at all
times. Each member reporting for duty shall acquaint themselves with all relevant events
that have transpired since their last tour of duty.

Directive 26.1 Disciplinary Procedures 8



Performance of Duty - Members shall diligently, completely, and without delay carry
out the duties of their position. Members shall be held responsible for the proper
performance of the duties assigned to them. A member who encounters a problem that
they are unable to resolve shall consult the Departments Procedure Manual for guidance
or when necessary contact their immediate supervisor for assistance.

Assistance To Other Members - Members shall without hesitation as needed or as
called upon assist any other member of the department in accomplishing the goals,
objectives and mission of the department.

Performance of Other Duties - Members shall perform all such other duties as may be
required of them when directed to by supervisory personnel.

Familiarization with Jurisdiction - Members shall become thoroughly familiar with
Miami Township, including location of streets, public buildings/places, geographical
boundaries and such other knowledge which enables them to efficiently and effectively
carry out their duties and render helpful and correct information and assistance when
requested or required.

Investigation Involving Friend, Neighbor, or Relative - Officers will not investigate
any incident involving any close friend, neighbor, or relative. Should the circumstance
arise where an officer is dispatched to handle such an incident, the officer will notify the
shift supervisor who will direct another officer to handle the detail.

Requesting Information - Members who have occasion to inquire as to their duties
concerning any matter whatsoever shall seek such information and/or guidance from their
immediate supervisor.

Personal Equipment/Items - Members are only permitted to keep/store one standard
size brief case in the trunk of their assigned vehicle. Only one pursuit case, auto desk or
carrying case is permitted to be kept in the front passenger compartment of the vehicle.
No personal items (except one briefcase) or equipment are to be kept or stored in an
officer’s assigned vehicle other than when the officer is working.

Vehicle Usage - Every member is responsible to inspect their assigned department
vehicle for damage, malfunctions, proper maintenance and to ensure that all assigned
vehicle equipment is present.

On-Duty Conduct

General Conduct - A member’s conduct must be civil and orderly. In the performance
of their duty members must maintain decorum, alertness, command of temper, patience,
and discretion. They must refrain from harsh, violent, profane, or insolent language, and
when required, act with firmness, persistence and vigor. When an inquiry is made of
them, they shall answer in a courteous and complete manner. When asked by any person,
a member shall in a respectful manner provide that person with their name, position and
unit number.

General Duties - The General duties of all sworn members of the Miami Township
Police Department are:
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e The protection of life and property, including finding care for those who cannot
care for themselves.

To create and maintain a feeling of security in the community.

To reduce the opportunities for crime.

To detect crime and criminals, apprehend violators and testify in court.

To resolve conflict and preserve the public peace.

To enforce all laws and resolutions.

To provide other police services to the community.

Courtesy - Members shall be courteous to the public. They shall at all times be tactful in
the performance of their duties, and exercise the utmost patience and discretion,
regardless of provocation. While in the performance of their duties, members will not
express verbally or by action any prejudice concerning race, religion, political affiliation,
national origin, lifestyle, personal characteristic, physical or mental disability.

Request for Service or Assistance - A member will when any person requests or
requires a report, assistance or information, obtain all pertinent information and will take
whatever action necessary to properly and judiciously resolve the matter consistent with
established departmental procedures. Members shall attend to requests from the public
quickly and accurately, avoiding unnecessary referral to other bureaus of the Department
or Township.

Obedience to Orders - Members of the department will promptly obey any lawful order
issued to them from a superior officer, including any order relayed from a supervisor by
an employee of the same or lesser rank.

Neglect of Duty - Members shall not sleep on duty, loiter in public places, conduct
personal business, read for pleasure, play games, watch television or movies, loiter at
their residences or otherwise engage in entertainment or non work related matters while
on duty. This does not restrict reasonable activities engaged in during authorized meal
breaks, not in public view. All personnel will update their status on the MDC when
stopping at any private residence, if not dispatched there for an initial call for service or
as part of a call for service. This status update includes any private residence, including
the officer’s own residence, for any purpose.

Cowardice - Members shall act promptly, with courage and firmness, in the event of any
crime, disorder or other act or condition requiring police attention. Any member who
fails to take appropriate action when faced with a dangerous or hazardous situation will
be subject to disciplinary action for cowardice, an act of gross misconduct.

Citizen Complaints - Members shall attempt to resolve a citizen’s complaint by
explaining legitimate police/departmental procedure. Members shall when unable to
resolve a complaint courteously direct the complainant to a supervisor who shall record
the complaint in accordance with department policy.

Recommendations, Endorsements, and Referrals - Members of the department shall
not recommend or suggest in any manner, the employment or procurement of a particular
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product, professional service, or commercial service (attorney, tow service, etc.). When
such service is necessary and the person needing the service is unable or unwilling to
procure or requests such service, members shall proceed in accordance with department
procedures. Members shall not furnish bail or bond, nor obtain attorneys or bond
persons for prisoners.

Controversial Opinions - Members shall avoid expressing any opinion on religious,
political or other questions, the nature of which is controversial, and shall not speak
derogatorily of any nationality or any person. Members shall refrain from discussing the
merits of any law or Township Resolution in public.

Use of Tobacco

e Members will not use tobacco in any form when in direct contact with, or in view

of the public.

e Members shall not use tobacco in any form in any Township owned or controlled
building.

e Members shall not use tobacco in any form in any Township owned or controlled
vehicle.

Internal Conduct

Satisfactory Performance - Members shall maintain sufficient competency to properly
perform their duties and assume the responsibilities of their positions. Members shall
perform their duties in such a manner as to maintain the highest standards of efficiency in
carrying out the functions and objectives of the department. Training requirements, for
members to adequately perform their job functions, will be identified by the supervisor
who will take appropriate measures.

Unsatisfactory Performance may be subject to disciplinary action. Unsatisfactory
Performance may be demonstrated by, but not limited to:

e A lack of knowledge of the application of laws.

e Anunwillingness or inability to perform assigned or required tasks.

e The failure to conform to work standards established for the member's rank, or
position.

e The failure to take appropriate action on the occasion of a crime, disorder, or
other condition requiring police action; including failing to answer any radio call
or telephone call.

e Absence from duty without authorized leave; failure to work on time or quitting
before the proper time.

e Repeatedly poor evaluations or a written record of repeated infractions of the
directives, procedures, policies, rules of regulations of the department/Township.

Truthfulness - Members shall in all matters at all times tell the truth, whether or not
under oath, unless the exigencies of an assignment or investigation prohibit it. Members
shall not make false statements to or withhold information from supervisory officers
when questioned or interviewed.
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False Reports - No member shall make a false report of any nature, either in writing or
verbally.

Insubordination - Members shall promptly obey any lawful order of a superior officer or
supervisor. This will include orders relayed from a superior officer by an officer of the
same or lesser rank. Failure of any member to promptly obey a lawful order shall be
deemed as insubordination.

Relationships with Other Members — Each member shall treat all other members in a
courteous and considerate manner. Each member will address other members in a
respectful and civil manner. Surreptitious audio/video recording of any member of the
department by another member is prohibited.

Criticism of Other Members - No member shall maliciously gossip about the personal
character or conduct of another member of the department to the detriment of such
member. No member shall speak critically or derogatorily to other members or to any
person outside the department regarding; the acts, orders, or instructions issued by a
superior officer.

Criticism of the Department - No member shall communicate information of a critical
nature concerning the department or the township to any person or agency unless such
criticism is in the form of a written communication to the Chief of Police by an employee
expressing a concern for improvement of the department.

Complaints Against Other Members - Any member who feels aggrieved by any other
member of the department shall attempt to resolve such problem with the alleged
offending member. Any dispute that cannot be resolved by the members shall be referred
to an immediate supervisor for resolution. Should a member have a complaint against a
superior, that member after being unsuccessful in resolving such problem with the
superior, shall direct a letter through the chain of command to the Chief of Police
explaining such problem and requesting assistance to resolve such dispute. No superior
shall fail to expeditiously forward such communication.

Duty to Report Members - Members of the department shall report to their superior

officer any violation of a policy, procedure, rule or regulation, or any conduct of another
member that is of such a nature that it would cause embarrassment to the department.

Off~Duty Conduct & Rules

All general rules of conduct of this directive apply to members when off-duty. Members
while off duty shall abide by all other policies and procedures applicable to members of
the department while not working.

Members when off-duty but in uniform, shall conduct themselves as if they were on duty.

Members of this department are always considered to be on call and subject to order to
report to duty when their services are required.
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Political Activity - Members shall be free to vote as they choose and to express their
opinions on all political issues and candidates. It is not the intent of this article to restrict
a member’s activity while off duty and/or out of uniform. However, members shall use
caution to ensure such work is not construed as related to his employment with the
Township. Members shall not in any circumstance:

e Use their office to influence elections or nominations or for other political
purposes;

e Solicit or receive political contributions while on duty and/or in uniform;

e Require other members to make political contributions;

e Use political influence in connection with other member's employment status.

Firearm - Sworn members may carry a weapon while off-duty in accordance with Ohio
Revised Code Sections 2923.12; 2923.121; 2923.122; 2923.123; 2923.126 (D); 2923.16;
and 1547.69 and subject to the provisions of the Miami Township Police Department Use
of Force Directive. An off-duty weapon shall not be carried in plain view, or otherwise
in such a manner that would be normally discernible through casual observation.

Witnessing a Criminal Act — Members, when off duty, are required to act upon
witnessing a criminal violation should take one of the two following courses of action:

e Act as a trained observer and communicator; or

e Take appropriate enforcement action. To determine what action is appropriate
members should consider the type of criminal violation (felony or misdemeanor),
whether the officer can reasonably expect to exercise control of the situation
while acting alone; without the benefit of formal police communication, and
without readily available assistance and whether the member has sufficient
equipment (firearm, handcuffs, etc.) to appropriately complete enforcement
action. Enforcement action should only be undertaken when the member can
reasonably expect to exercise the same degree of control and action as would be
expected in an on-duty capacity.

Law Enforcement Contact - Members who have direct or indirect contact with any
other law enforcement officer or agency under the following circumstances are required
to notify a Command Level Officer within 24 hours.

e Members who are arrested or issued a traffic citation must notify a Command
Level Officer within 24 hours of the arrest or citation.

e Members who have contact under any other circumstance where they are
identified as a Miami Township Police Department employee must notify a
Command Level Officer within 24 hours.

e In the event an immediate family member is arrested for any misdemeanor or
felony criminal offense, members must notify a Command Level Officer within
24 hours.

e In the event a Miami Township Police Officer arrests or issues a citation to a

Police Officer from any other agency, members must notify a Command Level
Officer within 24 hours.
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Telephone - Members will maintain a working telephone and provide the department
with the telephone number. Members shall inform the Assistant to the Chief of Police in
writing of any change in their telephone number within twenty-four (24) hours of such
change.

Residence - Members will provide the Department with their current residential address.
Members shall inform the Assistant to the Chief of Police in writing of any change in
their residential address within twenty-four (24) hours of such change.

Driver's License - Members of the Department who by the nature of their assignment
may be required to operate a Township vehicle shall have a valid Ohio driver's license.
Members of the department who are required to maintain a valid operators license shall
immediately notify the Chief of Police in writing of any seizure, revocation or action
taken against their operators license by any government entity.

Payment of Debts and Notification of Legal Action - Members of the department shall
promptly pay all just debts and legal liabilities incurred by them. Members shall notify
the Chief of Police in writing of any lawsuits or legal action initiated against them or by
them which is directly related to their position or the performance of their duties with the
department.

Disclosure of Information - Members shall not disclose the home address, telephone
number or any other personal information of any member of the department without such

member’s approval.

26.1.2 Employee Awards

Recommendation for Award or Commendation

A member of the police department or any private citizen may submit a letter of
recommendation for an award or commendation to any member of the Miami Township
Police Department, and it shall be forwarded to the Awards Committee. Any such letter
shall contain the nominee's name and a summary of facts concerning the
recommendation. The Awards Committee shall review any submitted recommendations
for awards and approve or disapprove the recommendation, and then forward their
recommendation to the Chief of Police. Eligibility for awards and commendations shall
be open to all members of the police department. Members of other law enforcement
agencies may be recommended and awarded a Miami Township Police Department
Award/Commendation for acts of heroism, bravery, or other meritorious acts when
committed within Miami Township or while in assistance to the Miami Township Police
Department.

The Chief of Police shall award all citation bars, medals, and certificates to the honoree

entitled to such award. Letters and/or certificates shall cite meritorious acts and a copy of
such letters and/or certificates shall be placed in and become a permanent part of the
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member's personnel file. Only one award is authorized per individual for any one
incident.

Awards Committee

An Awards Committee shall be established and is to be composed of a Command Level
Officer, a first line supervisor, two sworn officers, a civilian employee and a
representative from the Fraternal Order of Police. The Awards Committee members shall
be appointed in writing by the Chief of Police or designee. The Awards Committee shall
be responsible to review any submitted recommendations for any award. The Awards
Committee shall make a written recommendation to the Chief of Police concerning
awards to be made. All other awards/commendations are made pursuant to the guidelines
as set forth for such award or commendation in this policy.

Commendations

Written Commendations - This award is conferred upon members who, in the course of
their duties perform in a manner to warrant recognition beyond a verbal commendation
but less than a meritorious service award. This award consists of a formal letter that
describes the circumstances justifying the award. The document shall be signed by the
supervisor providing the commendation. A copy shall be placed in the recipient's
personnel file.

Meritorious Service Commendation - This award is conferred upon a member who
performs an action or actions that warrants formal recognition but is not otherwise
covered in the awards program. Such action must demonstrate outstanding diligence and
perseverance, or initiative, or the person to be recognized must have rendered exceptional
service and therefore brought good and honorable credit to the department. Nominations
shall be submitted to the Awards Committee naming the department member and
outlining the reasons justifying the commendation. The certificate shall be signed by the
Chief of Police. A copy of the certificate shall be placed in the employee’s personnel
file. The award consists of a citation bar, medal decoration and certificate.

Awards

Medal of Honor - May be awarded to any member who voluntarily distinguishes himself
or herself by displaying extraordinary heroism and/or bravery with minimal risk to
innocent parties. The member must be aware of any imminent threat to their own
personal safety. Their actions must be above and beyond the call of duty and at the risk
of the individual's personal safety. The action must be one that if not done would not
reflect negatively on the member. This award does not require the officer to have
performed the act while on duty. The Medal of Honor may be awarded posthumously to
the family of an eligible member who lost his or her life during the incident. The award
shall consist of a citation bar, medal decoration and certificate.

Award of Valor - May be awarded to any member of the department who, while in the
line of duty, is injured or wounded in combat during the apprehension or attempted
apprehension of a suspect. The injury must be serious enough to warrant medical
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treatment and an absence from regular duty for a significant period of time. The award
shall consist of a citation bar, medal decoration and certificate.

Life Saving Award - May be awarded to any member of the department whose action
prevented the imminent death of any person. Should a member prolong a person's life to
the extent that the victim can be released to the care of medical authorities, but that
person eventually expires, that member shall still be considered for the award. This
award does not require the officer to have performed the act while on duty. The award
shall consist of a citation bar, medal decoration and certificate.

Police Service Award - Police Department Employee of the Year - This award is
conferred upon a member of the department for exceptional action, heroic action,
sustained high-level performance, and/or regular contributions to improving the
department. This award is conferred annually. Any department member or citizen may
nominate any other member of the department for candidacy by letter to the Chief of
Police. Persons nominated or nominating will be ineligible to serve on the Awards
Committee for purposes of making this selection. Criteria for selection will include, but
not be limited to, considering such facts as receipt of department awards, disciplinary
actions, citizen commendations, overall productivity, community involvement,
supplemental duties, contributions to the department, and a general level of
professionalism as exhibited by appearance, bearing, attitude, and demeanor. The award
shall consist of a plaque, citation bar and medal decoration. A silver or gold star added to
the ribbon will designate subsequent selection.

Educational Attainment Award - Shall be awarded to any member of the department
who has achieved personal development academically and has a degree conferred upon
them by an accredited college or university. The Degree must be any of the normally
recognized degrees Associate, Bachelor, etc. Employees upon graduation from a law
enforcement police management program designed to provide officers with skills for
increased responsibility in command positions shall also be awarded an Educational
Attainment award. These awards shall consist of a citation bar and medal decoration.

Safe Driving Award - Shall be awarded to any member of the Department whose normal
duties require the regular operation of department motor vehicle, who completes one
calendar year (January 1 to December 31) without a chargeable auto accident. This
award shall consist of a citation bar and medal decoration.

Military Service Award - Shall be awarded to any member of the Department who
serves or previously served any branch of the United States Military in the defense and
protection of the United States or her allies. This award shall consist of a citation bar
and medal decoration.

Unit Citation - Shall be awarded to any unit nominated and recognized for exceptional
actions, sustained high-level performance and or regular contributions to improving the
department and community. This award shall consist of a certificate to all recognized
unit members.
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County Law Enforcement Recognition Award Ribbon —Any officer who has been
awarded a county law enforcement recognition award shall be awarded a citation bar and
medal decoration. Subsequent awards will be designated by a silver or gold star.

Civilian Service Award - Shall be awarded to any civilian nominated and recognized for
exceptional service to the department or any member of the department. This award shall
consist of a medal decoration and certificate.

Saved by the Belt — Shall be awarded to any officer or citizen nominated and recognized
for their life being saved by use of a seatbelt. This award shall consist of a pin and

certificate.

Wearing of Citation Bars

Members wearing the department dress uniform shall display their citation bar(s) in a
cluster holder on the left side of their dress blouse.

26.1.3 Harassment

Miami Township strictly prohibits sexual harassment of its employees in the workplace
by any person in any form. Sexual Harassment is considered to be gross misconduct as
the term is defined by the Personnel Policies and Procedures Manual and the Collective
Bargaining Agreements. Any person who is found to have engaged in Sexual
Harassment shall be subject to disciplinary procedures set forth in the appropriate
disciplinary sections of this handbook or the collective Bargaining Agreements. The
following types of behavior have been found by Courts and/or Governmental Agencies to
constitute Sexual Harassment:

Uninvited pressure for sexual favors.

Uninvited and deliberate touching, leaning over, cornering or pinching.

Uninvited sexually suggestive looks or gestures.

Uninvited letters or phone calls or materials of a sexual nature.

Uninvited pressure for dates.

Uninvited sexual teasing, jokes, remarks or questions.

Sexual advances made by a supervisor to a subordinate.

Retaliation against an employee for refusing a sexual advance by a supervisor or

unjustified criticism of an employee after rejection of a sexual advance by a

supervisor.

e Invitations to an employee to spend the night.

e Insistence that an employee engage in sexual conduct.

e A request that an employee begin a sexual relationship from a supervisor and/or
another employee.

e A request, by a supervisor or another employee, that an employee leave a spouse.

e Vulgar and/or offensive sexual epithets.

e Posters of nude or semi-nude men and/or women displayed in common areas of

the workplace.
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e Touching or caressing an employee in a sexual or non-sexual manner.

This list is intended to be representative only of the types of behavior which have led to
findings of sexual harassment. This list is not all inclusive of the types of conduct that
could lead to a charge of sexual harassment. Behavior of the type set forth above and/or
any other behavior that could lead to a charge of sexual harassment shall be treated as
misconduct and will lead to discipline as appropriate. All employees of Miami Township
are expressly prohibited from engaging in any of the activities set forth above or any
other activities that could be construed to constitute sexual harassment of either fellow
employees or residents of the Township.

No Township Supervisor shall threaten or insinuate, either explicitly or implicitly, that an
employee's refusal to submit to sexual advances will adversely affect that employee's
employment, evaluation, compensation, advancement, assigned duties, shifts or any other
conditions of employment or career development. The Township recognizes that the
question of whether a particular action or incident is a purely personal, social relationship
without a discriminatory effect requires a factual determination based upon all facts in the
matter. Given the nature of this type of discrimination, the Township also recognizes that
false accusations of sexual harassment can have serious effects on innocent employees.
The Township trusts that all employees of the Township will continue to act responsibly
to establish a pleasant working environment free of hostile acts or gestures on the part of
any of its employees.

In order to facilitate an investigation of charges of sexual harassment that will protect the
rights of both the accused and the accuser the following procedure will be used.

All charges of sexual harassment must be reduced to writing, must indicate the name of
the individual involved, and indicate specifically what conduct on the part of that
individual supports the charge of harassment. The charge must be filed with the Chief of
Police or the Township Administrator. A charge filed with the Chief of Police will be
forwarded to the Township Administrator and within twenty-four (24) hours after receipt
of a charge, the Administrator will cause an investigation into the charges to take place
either by himself or appropriate investigative techniques available to him/her. Said
investigation shall be pursued in a confidential manner with respect to the rights of both
the accused and the accuser. Upon completion of the investigation, the Administrator
shall cause a report to be filed with the appropriate disciplinary official. Disciplinary
action shall then be taken in accordance with the respective Collective Bargaining
Agreements and/or the Township Personnel Policies and Procedures Manual.

In order to sensitize the employees of Miami Township with respect to the issue of sexual
harassment a copy of this amended policy shall be posted at appropriate places within the
Township. The Township Administrator will make themselves available to respond to
any inquiries by Township employees and/or conduct any sessions with employees the
Township Administrator deems appropriate in resolving or sensitizing employees to these
complaints.

Miami Township strictly prohibits any other form of unlawful harassment in the
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workplace.  Unlawful harassment is conduct that has the purpose or effect of
unreasonably interfering with an individual's work performance or creating an
intimidating, hostile or offensive working environment.

26.1.4 Disciplinary System

The Miami township disciplinary system is comprised of the following:

Training — Supervisors are encouraged to recommend such a course of action if, in their
opinion, training or retraining of a department employee will produce the desired change
in behavior and improve the member’s productivity and effectiveness.

The supervisor will document the training needed and the employee involved. That
memo will be forwarded to the Division Commander.

After consultation with the supervisor involved, the Division Commander may direct the
Training Officer to schedule appropriate training as it is available.

Counseling - Counseling may be informal, conducted by a supervisor or formal
counseling with the employee being referred to a qualified counselor. Counseling may be
used in either the proactive or reactive sense.

Informal counseling is usually conducted by a supervisor when an employee’s behavior
or conduct is not what is expected or required. An informal counseling session will be
documented utilizing Guarding Tracking.

Formal counseling may be offered to or required of, a department employee who in the
opinion of their supervisor would benefit by referral to a qualified counselor.

The supervisor will document the need for formal counseling in a memo and forward that
through the chain of command to the Chief of Police.

A final decision on the need for formal counseling and who will be used for the
counseling rests with the Chief of Police.

Punitive Disciplinary Action - Procedures for actions such as verbal warning, written
reprimand, suspension without pay for up to 30 days, reduction in classification or
discharge are set forth in the Collective Bargaining Agreement for contract employees
and in the Miami Township Personnel Policies and Procedures Manual for non-contract
employees.

The level of any disciplinary action will be geared to the employee's disciplinary history
and the severity of the offense.
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For Employees Covered Under the Collective Bargaining Agreement, Article 9 of
the Collective Bargaining Agreements

Disciplinary Violations - Any employee may be disciplined for the following
infractions: incompetency; inefficiency; dishonesty; drunkenness; immoral conduct;
insubordination; discourteous treatment of the public; neglect of duty; absence without
leave; and any other failure of good behavior or any other acts of misfeasance;
malfeasance; or nonfeasance which adversely affects the ability of the Township to
provide services to the public. No employee shall be disciplined except for just cause.
The employer may take this type of action while the employee is on duty, working under
the colors of the employer; or off-duty representing himself as an employee of the Police
department. The employee may not be disciplined for actions on his own time that do not
reflect directly on the police department or do not violate any State or Federal statutory
provisions.

Forms of Discipline - In initiating discipline, the employer agrees to the following forms
of discipline:

Verbal Warning

Written Reprimand

Suspension without pay, for up to 30 days
Reduction in classification or Discharge

For members of the Collective Bargaining Agreement between the Miami Township
Board of Trustees and The Fraternal Order of Police, Sergeants Contract only, the
following applies: Except in gross misconduct, the Employer agrees to use progressive
discipline.

Except for infractions involving suspension of more than three days or discharge, said
discipline shall be at the sole discretion of the Chief of Police (or designee). Before
initiating discipline, the supervisor recommending discipline shall attempt to resolve the
infraction by discussing the infraction with the employee. The employer may issue
verbal warnings or written reprimands without prior notice where the employer feels that
immediate discipline is warranted. Such warnings and reprimands may be appealed
through the grievance procedure up to and including Step 3 only.

In cases where the Chief of Police or his designee, determines that any suspension,
reduction in classification or discharge may be the appropriate remedy, they shall notify
the employee of the charges supporting the discipline requested. The employee may
request full disclosure of all statements and related documents or other evidence
supporting the disciplinary action. The employer will provide copies at no cost to the
employee. Within forty-eight (48) hours of receipt of this notification, the employee
must notify the employer in writing whether the employee intends to contest the
suspension or discharge. A pre-disciplinary conference will be scheduled between the
employee, a FOP representative (if the employee desires) and the Chief of Police or his
designee, and the Township Administrator/Safety Director no sooner than five (5)
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working days from when the notice from the employee is received. At the pre-
disciplinary conference, the Township Administrator shall act as a neutral hearing officer.
The Township Administrator shall take evidence from both the Police Chief or his
designee, and employee as to the nature of the infraction and the reasons why suspension
or discharge is warranted. The employee may appear at this pre-disciplinary conference
with or without a representative and may, without penalty, either participate or not
participate in the presentation of evidence. The employee may waive a pre-disciplinary
conference by filing a written waiver with the Township Administrator along with his
notice to contest his suspension or discharge. At the pre-disciplinary conference, the
employee shall have the right to call witnesses on his behalf or present any other
evidence he feels is warranted in his defense. In addition, the employee may cross-
examine witnesses including the Police Chief or his designee. The employee shall be
entitled to one continuance of the pre-disciplinary conference for a period not less than
five (5) days or more than ten (10) days. The pre-disciplinary conference will be recorded
at the request of either party. Either party may provide a written brief to the Township
Administrator prior to the pre-disciplinary hearing provided the other party is also
provided a copy. Within seventy-two (72) hours of the conclusion of the pre-disciplinary
conference, the Township Administrator will issue a written opinion of his findings and
recommendations. The Township Administrator/Safety Director shall have authority to
suspend an employee for up to three (3) days if said suspension is the appropriate
measure of discipline. If suspension of more than three (3) days, reduction in
classification or discharge is recommended, the Township Administrator/Safety Director
will transmit this recommendation to the Board of Trustees for action at their next
regularly scheduled meeting or at a special meeting called for that purpose. The
employee has a right to appear at the scheduled meeting of the Board of Trustees, with or
without representation, to contest the recommendation of the Township
Administrator/Safety Director. At the meeting, the Board of Trustees will review all
materials and testimony submitted by the employee, Police Chief or his designee, and
Township Administrator/Safety Director, and may call such other witnesses as the Board
determines necessary to make a decision. Upon review of this information, the Board of
Trustees will either: accept; accept with modification; reject or reject with modifications,
the recommendation of the Township Administrator/Safety Director. The employee has a
right to have this meeting held in an open or closed session pursuant to Section 121.22
(G) (1) of the Ohio Revised Code. A police officer who has been awarded a certificate
attesting to satisfactory completion of an approved State, county or municipal police
basic training program, as required by Section 109.77 of the Revised Code, may be
removed or suspended only under the conditions and by procedures in section 505.491 to
505.495 of the Revised Code.

For Employees Not Covered Under the Collective Bargaining Agreement

Disciplinary Violations - Any employee may be disciplined for the following
infractions: incompetency; inefficiency; dishonesty; drunkenness; immoral conduct;
insubordination; discourteous treatment of the public; neglect of duty; absence without
leave; failure to comply with general safety rules and regulations; working under the
influence of alcohol and/or drugs; and any other failure of good behavior or any other
acts of misfeasance, malfeasance, or nonfeasance which adversely affects the ability of
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the Township to provide services to the public.

Forms of Discipline - In initiating discipline, the employer agrees to the following forms
of discipline:

Documented verbal warning

Written reprimand

Suspension without pay, for up to thirty (30) days
Reduction in classification

Discharge

Except in gross misconduct, employer agrees to use progressive discipline. Gross
misconduct is defined for purposes of this policy as any infraction which endangers the
health and safety of any Township officer or employee or citizen; any action which
subjects the Township to civil or criminal liability of any form; repeated absences
without leave; and any other conduct of the employee which the Employer feels could
prevent the employer from providing services to the Township. In all cases of gross
misconduct upon the recommendation of the Department Head, the Township
Administrator may suspend the employee with pay during the investigation period but in
no event shall the suspension exceed ten (10) working days.

Except for infractions involving suspension, reduction or discharge said discipline shall
be at the sole discretion of the Department Head or his designee. Before initiating
discipline, the Department Head shall attempt to resolve the infraction by discussing the
infraction with the Employee. The Department Head may issue verbal warnings or
written reprimands without prior notice where the Department Head feels that immediate
discipline is warranted.

In cases where the Department Head determines that suspension, reduction or discharge
may be the appropriate remedy, they shall notify the Employee of the charges supporting
the discipline requested. The Employee may request full disclosure of all statements and
related documents or other evidence supporting the disciplinary action. The Department
Head will provide copies at no cost to the employee. Within forty-eight (48) hours of
receipt of this notification, employee must notify Department Head in writing whether
employee intends to contest the suspension, reduction or discharge. If no written notice
is received from employee within forty-eight (48) hours, then the Department Head will
notify the Township Administrator that suspension, reduction or discharge of the
Employee is warranted, and the Township Administrator will effectuate the suspension,
reduction or discharge. If employee chooses to contest the suspension, reduction or
discharge a pre-disciplinary conference will be scheduled between the employee,
Department Head, and Township Administrator no sooner than seventy-two (72) hours of
notice from the Employee is received. At the pre-disciplinary conference, the Township
Administrator shall act as a neutral hearing officer. The Township Administrator shall
take evidence from both the Department Head and employee as to the nature of the
infraction and the reasons why suspension, reduction or discharge is warranted. The
employee may appear at this pre-disciplinary conference with or without a representative
and may, without penalty, either participate or not participate in the presentation of
evidence. The employee may waive a pre-disciplinary conference by filing a written
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waiver with the Township Administrator along with his notice to contest his suspension,
reduction or discharge. At the pre-disciplinary conference, the employee shall have the
right to call witnesses on his behalf or present any other evidence he feels is warranted in
his defense. In addition, employee may cross-examine witnesses including the
Department Head. The employee shall be entitled to one continuance of the pre-
disciplinary conference for a period not less than five (5) days or more than ten (10) days.
Pre-disciplinary conference will be recorded at the request of either party. Either party
may provide a written brief to the Administrator prior to the pre-disciplinary hearing
provided the other party is also provided a copy. Within seventy-two (72) hours of the
conclusion of the pre-disciplinary conference, the Township Administrator will issue a
written opinion recommending either discharge or some other form of discipline. This
will be transmitted to the Board of Trustees for action at their next regularly scheduled
meeting or at a special meeting called for that purpose. The employee has a right to
appear at the scheduled meeting of the Township Trustees to contest the recommendation
of the Township Administrator. Pursuant to Revised Code Section 121.22(6), the
employee has a right to have this matter discussed in an open session. If the employee
does not request consideration at an open meeting, the Trustees may but shall not be
obligated to adjourn into executive session to discuss this matter. At the meeting, the
Township Trustees will review all materials submitted by the employee, Department
Head and Administrator and may call such other witnesses as the Board of Trustees
determines necessary to make a decision. Upon review of this information, the Board of
Trustees will either: accept; accept with modifications; reject or reject with modifications,
the recommendation of the Township Administrator. The decision of the Board of
Trustees will be final and not subject to further review.

In all cases of gross misconduct upon the recommendation of the Department Head, the
Township Administrator may suspend the employee with pay during the investigation
period but in no event shall the suspension exceed ten (10) working days.

Discipline of Department Head - In cases where the employee to be disciplined is the
Department Head, the Township Administrator will fulfill all duties imposed upon the
Department Head by the foregoing paragraphs along with the Administrator's duties.

26.1.5 Role and Authority of Supervisors

The role of supervisors in disciplinary system:

e To observe the conduct and appearance of employees and detect those instances
when disciplinary actions are warranted.

e To investigate allegations of employee misconduct when within the scope of their
responsibility and authority.

e To recommend the effective methods of discipline for the personnel under their
supervision.

e To implement the disciplinary action approved by the Chief of Police.

The authority of supervisors in the disciplinary process:

Supervisors or command officers who personally observe employee misconduct have the
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authority to exercise limited disciplinary action. Supervisors may counsel, issue
emergency suspensions, and offer recommendations for other disciplinary actions, as
follows:

e If the misconduct is very minor, such as a minor mistake, departure from
procedure, or the exercise of inappropriate judgment, the supervisor may take
immediate corrective action in the form of counseling.

e If the misconduct is for infractions of: incompetency, inefficiency, dishonesty,
drunkenness, immoral conduct, insubordination, discourteous treatment of the
public, neglect of duty, absence without leave and any other failure of good
behavior or any other acts of misfeasance, malfeasance or nonfeasance which
adversely affects the ability of the Township to provide services to the public or
of a repeated minor nature, and the supervisor believes that a documented verbal
warning or written reprimand are appropriate, necessary documentation of the
incident shall be prepared explaining the details of the situation and outlining the
supervisor's decision on the Written Record of Discipline Form. The documented
verbal warning or written reprimand should be prepared and forwarded through
the chain of command for review and then issued to the employee. A copy of the
documented verbal warning or written reprimand will be placed in the employee's
personnel file after review with the employee.

e If the misconduct is very serious and the supervisor believes that a suspension,
demotion or dismissal may be appropriate, documentation shall be completed
explaining the details of the situation. The documentation will be forwarded to
Chief of Police through the chain of command for logging into professional
standards records and, if necessary, assignment for follow-up investigation and
discipline recommendations.

o In these situations, supervisors should immediately advise their superior of
the circumstances surrounding the incident and any actions they have
taken.

o If a supervisor feels it is necessary to relieve an employee from duty
because the conduct observed is extremely serious, or the employee is
unfit for duty, supervisors may suspend any employee for the remainder of
the employee’s shift. The suspended employee shall be ordered to meet
with the Chief of Police on the next working day before returning to work.

26.1.6 Appeal Procedures

For Employees Covered Under the Collective Bargaining Agreement, Article 9 of the
Collective Bargaining Agreements

e Disciplinary actions involving suspension of more than three days or discharge
may be appealed through the grievance procedure. The grievance procedure is
outlined in Article 8 of the Collective Bargaining Agreements.
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For Employees Not Covered Under the Collective Bargaining Agreement

e Upon review of the disciplinary action requested, Board of Trustees will accept;
accept with modifications; reject or reject with modifications, the
recommendation of the Township Administrator. The decision of the Board of
Trustees will be final and not subject to further review.

For Probationary Employees

Every newly hired employee will be required to successfully complete a probationary
period. The aforementioned Articles do not apply to employees during the probationary
period. In those cases, the employee serves at the will of the employer and may be
disciplined with just cause. A newly hired probationary employee shall have no right of
appeal through the grievance procedure for any disciplinary action.

e The probationary period for new employees covered under the Collective
Bargaining Agreement, Article 9 of the Collective Bargaining Agreements shall
begin on the first day for which the employee received compensation from the
employer and shall continue for a period of eighteen (18) months.

e The probationary period for new employees not covered under a collective
bargaining agreement shall begin on the first day for which the employee received
compensation from the employer and shall continue for a period of one calendar
year.

26.1.7 Termination Procedures

If an investigation of employee misconduct results in termination, the following
information will be provided to the employee:

e A statement of reasons(s) for termination.
e The effective date of termination.
e A statement of the status of fringe and retirement benefits after dismissal.

This section does not apply to entry level probationary employees.

26.1.8 Records

Any disciplinary action such as verbal warning, written reprimand, suspension, demotion
or dismissal will be entered in the concerned employee's personnel file.

The records of any unsubstantiated, reversed or dismissed allegations of misconduct
which did not result in disciplinary action shall not be placed in the personnel file.

Records of verbal warnings and written reprimands shall cease to have force and effect
one (1) year from the date of issuance and shall, upon request of the employee, be
removed from the personnel file, provided no similar intervening discipline has occurred.
Any record of more severe discipline shall cease to have force and effect two (2) years
from the date of issuance and shall upon the request of the employee, be removed from
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the personnel file, provided no similar intervening discipline has occurred.

Any documentation relating to the circumstances of an internal affairs investigation will
not be placed in the concerned employee's personnel file. Procedures governing internal
affairs records are described in the Internal Investigations Standards Procedure.

Employees may review anything placed in their personnel file. Requests for the purging
of any item from an employee's personnel file must be submitted to the Township
Administrator through the Chief of Police.
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DIRECTIVE 26.2
INTERNAL INVESTIGATIONS ORGANIZATIONAL

INTEGRITY
Issue Date: 04/03/2020 By Order of Chief of Police
Rescinds: (Issue 05/22/2018) CALEA Standards
Referenced: 26.2.1; 26.2.2;
Pages: 3 26.2.3; 26.2.4 & 26.2.5

This directive consists of the following sections:

26.2.1 Complaint Investigation

26.2.2 Records, Maintenance and Security

26.2.3 CEOQO, Direct Accessibility

26.2.4 Complaint/Commendation Registering Procedures
26.2.5 Annual Statistical Summaries; Public Availability

POLICY AND PROCEDURE:

The complaint process is important for the maintenance of professional conduct in a law
enforcement agency. The integrity of the agency depends on the personal integrity and
discipline of each employee. To a large degree, the public image of the agency is
determined by the quality of the complaint process in responding to allegations of
misconduct or inquiries made of the agency or its employees. Agencies having a
proactive complaint process will have the capability to respond appropriately to
allegations of misfeasance, malfeasance and nonfeasance by employees and to
complaints about the agency’s response to community needs, thereby instilling public
confidence in the agency.

It is the policy of the Miami Township Police Department to ensure that integrity is
maintained through an internal complaint process where objectivity, fairness and justice

are assured by intensive and impartial investigation and review.

26.2.1 Complaint Investigation

The Miami Township Police Department requires all complaints, whether alleged or
suspected, against the agency or its employees be investigated, to include anonymous
complaints.

26.2.2 Records, Maintenance and Security

The Chief of Police and/or the assigned investigator shall maintain the confidentiality of
all Allegations of Misconduct or Inquiries and their records.
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The original of each Internal Investigation Complaint Form and all supporting
documentation shall be maintained by the investigating officer in a case file in a locked
location with limited access. The investigating officer shall maintain the confidentiality
of all records while the investigation is active.

Upon the conclusion of an Allegation of Misconduct or Inquiry investigation, the original
Internal Affairs Complaint Form and all supporting documents shall be maintained by the

Chief of Police in a locked location with limited access.

26.2.3 CEO, Direct Accessibility

The Chief of Police will be notified of any Allegation of Misconduct or Inquiry that has
been made:

e Allegations of Misconduct that will require an internal investigation should be
delivered to the Chief of Police upon receipt.

e Allegations of Misconduct categorized as an Inquiry shall be delivered to the
Chief of Police by the start of the next working day.

The investigating officer of any Allegation of Misconduct or Inquiry investigation shall
report directly to the Chief of Police or his/her designee at any time during the

investigation.

26.2.4 Complaint/Commendation Registering Procedures

Persons may register an Allegation of Misconduct, Commendation or an inquiry about
department procedure in person, by telephone or in writing. Persons registering a
complaint by telephone or in writing shall be advised of the warning listed on the
complaint form, ORC 2921.13.

If the complainant responds to the police station, the complainant will be directed to the
on-duty supervisor to make the Allegation of Misconduct, Commendation or Inquiry.

If the on-duty supervisor is not available to receive the Allegation of Misconduct,
Commendation or Inquiry, the citizen will be directed to the Investigations Supervisor to
make the Allegation of Misconduct, Commendation or Inquiry.

If the Investigations Supervisor is not available to receive the Allegation of Misconduct,
Commendation or Inquiry, the citizen will be directed to a Command Staff Officer.

All Allegations of Misconduct or Inquiries made in person, by telephone or in writing
shall be recorded on the Internal Investigation Complaint Form with any necessary
attachments and the complainant will be asked to sign the form. If possible, any verbal
statements made by the complainant should be recorded.
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Anonymous complaints shall be forwarded to the Chief of Police or his/her designee,
who shall reduce to writing the complaint on the Internal Investigation Complaint Form.

The Miami Township Police Department makes available information to the public on
procedures to be followed in registering complaints on the Township website and in the
department lobby. Any commendation received, by any means, shall also be made
publicly accessible upon request.

Information on procedures to be followed in registering complaints is made available to
all police personnel through dissemination of this Directive.

26.2.5 Annual Statistical Summaries; Public Availability

The Chief of Police shall prepare and publish an annual statistical summary of
Allegations of Misconduct and Inquiries received by the Department.

Names, addresses or other personal information of complainants or accused employees
will not be used in the statistical summary.

The statistical summary is provided to agency personnel through posting and to the
public upon request.
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DIRECTIVE 26.3

COMPLAINT PROCEDURES
Issue Date: 04/03/2020 By Order of Chief of Police
Rescinds: (Issue 05/22/2018) CALEA Standards

Referenced: 26.3.1; 26.3.2;
26.3.3; 26.3.4; 26.3.5; 26.3.6;
Pages: 6 26.3.7 & 26.3.8

This directive consists of the following sections:

26.3.1 Complaint Types

26.3.2 CEO, Notification

26.3.3 Investigation Time Limits

26.3.4 Informing Complainant

26.3.5 Statement of Allegations / Rights
26.3.6 Submission to Tests, Procedures
26.3.7 Relieved from Duty

26.3.8 Conclusion of Fact

POLICY AND PROCEDURE:

It is the policy of the Miami Township Police Department to ensure that integrity is
maintained through an internal system where objectivity, fairness and justice are assured
by intensive and impartial investigation and review.

It is the function of Internal Affairs to provide fact-finding assistance to the Chief of
Police. Internal Affairs provides a systematic, objective and impartial method of
investigating complaints of improper behavior of employees or inquiries against the
department that might violate Standards of Conduct or other written directives of the
Department.

26.3.1 Complaint Types

Each complaint shall be classified as either an Allegation of Misconduct or an Inquiry.

Type of Complaints to be Investigated by Supervisors

Allegations of Misconduct may be investigated as an Inquiry by the employees’
immediate supervisor. Examples of such allegations are:

e Violation of department rules, regulations, procedures and directives.
¢ Rudeness directed toward a citizen.
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e Poor demeanor by a department employee.
e Improper operation of department vehicles.
e Unequal application of process.

An Inquiry will typically involve a citizen contacting the Miami Township Police
Department with a question about department policy, procedure or tactic used by the
department or a member of the department. Inquiries are usually handled by the
employee’s immediate supervisor. Examples of inquiries are:

¢ Questions about department policy and procedure.
¢ Questions about laws and their applications.

Type of Complaints Requiring Investigation by the Internal Affairs Function

Allegations of Misconduct that involve criminal behavior or serious misconduct will
require an internal investigation. Examples of such conduct are:

Violations of Law
Excessive Use of Force
Breach of Civil Rights
Corruption

An Unlawful Order
Other Gross Misconduct

These types of complaints, depending on the severity, will be investigated by the Internal
Affairs function or Independent external investigators.

26.3.2 CEOQO, Notification

The Chief of Police will be notified of any Allegation of Misconduct or Inquiry that has
been made:

e Allegations of Misconduct that will require an Internal Investigation shall be
delivered to the Chief of Police upon receipt.

e Allegations of Misconduct that may be investigated as an Inquiry shall be
delivered to the Chief of Police by the start of the next working day.

During the investigation, the Chief of Police will be updated on the progress of the
investigation no less than every seven days.

26.3.3 Investigation Time Limits

Typically, all investigations of complaints will be completed in fourteen days or less.

If more time is needed to investigate an Allegation of Misconduct or an Inquiry, the
assigned investigator shall advise the Chief of Police in writing and explain why more
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time is needed. The Chief of Police shall determine if more time will be allocated to the
investigation.

26.3.4 Informing Complainant

The agency has a written directive regarding complainant notification that includes:

Verification that the Complaint has Been Received

Upon receipt of a Complaint form, the Chief of Police or designee, will assign a
Complaint number using the numerical year and ascending numbers beginning with 01;
i.e. 2018-01. The complaint will be classified as an Allegation of Misconduct or as an

Inquiry.

The Chief of Police or designee will assign an investigating officer to conduct the
investigation. A letter will be sent to the complainant by the Chief of Police or designee
acknowledging the receipt of the Complaint, the classification of the complaint and the
name of the investigating officer. In addition, the notification should include an
anticipated time limit for the investigation. A copy of this letter will be maintained in the
case file.

Schedule for Status Notification to the Complainant

The investigating officer will contact the complainant of an Allegation of Misconduct,
formal or informal, or Inquiry within the first three days of assignment. Any
communication with the complainant, to include the progress of the investigation, will be
in writing and maintained in the case file.

Notification that the Investigation Concluded

Upon conclusion of the complaint investigation and after approval by the Chief of Police,
the Chief of Police shall prepare a letter to the complainant, advising them of the
conclusion of the facts. A copy of this letter shall be maintained in the case file.

26.3.5 Statement of Allegations / Rights

An employee shall be notified of an Allegation of Misconduct or Inquiry against them or
if they are associated with the Allegation of Misconduct or Inquiry. If the notification
would jeopardize the conduct of the Allegation of Misconduct or Inquiry, then
notification may be delayed.

Notification will be made by a supervisor by delivering a copy of the Allegation of

Misconduct or Inquiry to the employee through the chain of command. Notification will
be made as soon as practical upon receipt of the Allegation of Misconduct or Inquiry.
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The investigator may cause the accused employee or other employees to participate in
interviews and submit written statements relative to the investigation.

Prior to questioning of any accused employee, the nature of the investigation shall be
explained to the employee and whether the investigation is focused on alleged violation
of department rules or violation of criminal law. Notification of constitutional rights
shall be made prior to any questioning involving an Internal Affairs Allegation of
Misconduct.

A member covered under the Collective Bargaining Agreements, Article 36, Employee’s
Rights, shall be awarded all the rights and responsibilities of these agreements.

A member not covered under a Collective Bargaining Agreement, shall be awarded all
the rights and responsibilities of the Miami Township Policy & Procedure Manual,

Corrective Discipline.

26.3.6 Submission to Tests, Procedures

Evidence collection for Allegations of Misconduct or Inquiries involving employees of
the Miami Township Police Department will be conducted in accordance with the
following guidelines.

Medical or Laboratory Examinations

Any time there are indications that an employee is suspected of using or being under the
influence of any illegal drug or controlled substance, they shall be required to submit to a
blood and/or urine test. An employee who is using a prescription medication that is or
contains any controlled substance shall report such usage in writing to their immediate
supervisor.

Employees may be required to submit to any other type of accepted medical or laboratory
examination pursuant to criminal rules of procedure. All drug and alcohol testing shall
be conducted in accordance with applicable State and Federal Laws.

A member covered under the Collective Bargaining Agreements, Article 38, Drug
Testing, shall be awarded all the rights and responsibilities of these agreements.

A member not covered under a Collective Bargaining Agreement, shall be awarded all

the rights and responsibilities of the Miami Township Policy & Procedure Manual, Drug
& Alcohol-Free Workplace.

Photographs

The Miami Township Police Department maintains a photo file of all employees. These
photographs may be used in the complaint process.
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Employees who are subject to a complaint investigation may be required to submit to
additional photographs if probable cause exists to believe they are involved in a criminal
offense and the evidence is particular to the offense being investigated.

Audio or Video Recording

Employees who are subject to a complaint investigation may be required to submit to an
audio or video recording during the investigation.

Participate in a Line-Up

Employees who are subject to a complaint investigation may be required to participate in
a line up if probable cause exists to believe they are involved in a criminal offense and
the lineup evidence is particular to the offense being investigated.

Submit Financial Disclosure Statements

Employees who are subject to a complaint investigation may be required to submit a
financial disclosure statement when it is material to the investigation.

Instruments for the Detection of Deception

A member covered under the Collective Bargaining Agreements, Article 36, Employee’s
Rights, is exempt from testing utilizing instruments for the detection of deception.

A member not covered under a Collective Bargaining Agreement, may be required to
submit to testing utilizing instruments for the detection of deception.

26.3.7 Relieved from Duty

The Chief of Police or any appointed first line supervisor may relieve an employee from
duty and place that employee on temporary administrative leave for up to one day under
the following circumstances:

e Employee conduct has been personally observed by the supervisor that is
extremely serious in nature and/or creates potential harm to the employee or
others.

e The employee is unfit for duty due to physical or psychological reasons.

The employee receiving such temporary administrative leave shall be directed to report to
the Chief of Police or his/her designee at a designated time within 24 hours. The
supervisor imposing the leave shall also appear before the Chief of Police or his/her
designee at an appointed time with all necessary documentation relevant to that leave.
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Employees who are relieved from duty and placed on temporary administrative leave
shall receive pay unless otherwise notified by the Chief of Police or his designee at their
initial appearance.

Employees placed on administrative leave will be assigned a liaison within the police
department to maintain the flow of information between the employee and the employer.

The liaison will remain in place throughout the administrative leave or until relieved by
the Chief of Police.

26.3.8 Conclusion of Fact

All complaint investigations require a conclusion of fact. One of the following
conclusions of fact shall be assigned:

e Unfounded/Malicious — The allegation is false, and it is likely the complainant
knew that at the time of the allegation.

¢ Unfounded/Innocent — The allegation is false.

e Proper Conduct — The actions occurred but were consistent with criminal law
and/or department policies and procedures.

e Not Sustained — There is insufficient evidence to prove or disprove the allegation.

e Sustained — There is sufficient evidence to support the allegation and the action
violated criminal law or department policies and procedures.

e Withdrawn — The complainant withdraws the allegation prior to completion of the
investigation and no further action is required.

e Misconduct not Based on Complaint — The investigation reveals sufficient
evidence to indicate other infractions not based on the original complaint.
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DIRECTIVE 31.1
RECRUITMENT AND SELECTION -
ADMINISTRATIVE PRACTICES AND PROCEDURES

Issue Date: 09/04/2020 By Order of Chief of Police

Rescinds: (Issue 06/05/2020) CALEA Standards
Referenced: 31.1.1 & 31.1.2

Pages: 2 Ohio Standard 2

This directive consists of the following sections:

31.1.1 Agency Participation
31.1.2 Assignment / Recruitment

POLICY AND PROCEDURE:

The goal of the Miami Township Police Department is to recruit and hire qualified
individuals while providing equal employment opportunity. The recruitment and
selection process strives to have a diverse work force that reflects the citizens we serve.

Non-discrimination and equal employment opportunity are the policy of the Miami
Township Police Department. The department shall provide equal terms and conditions
of employment regardless of race, color, religion, sex, sexual orientation, gender identity,
age, national origin, veteran status, military status or disability. This applies to all terms
or conditions associated with the employment process, including hiring, promotions,
terminations, discipline, performance evaluations and interviews.

Miami Township shall utilize due diligence in ensuring that prospective employees have
the proper temperament, knowledge and attitude to handle the important job of Ohio
Peace Officer. Miami Township has appropriate mechanisms in place in order to achieve
this mission. All Miami Township employment requirements are related to the skills that
are necessary to be a successful employee.

[Ohio Standard 2]

31.1.1 Agency Participation

The Administrative Assistant is responsible for the administration of the Miami
Township Police Department recruitment and selection processes. The Miami Township
Police Department oversees and administers all aspects of the recruitment and selection
process. The goals of the recruitment and selection process are to:
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e Recruit the highest caliber employee available.

e Establish fair and impartial recruitment practices which do not discriminate on the
basis of sex, sexual orientation, gender identity, age, national origin, veteran
status, military status, race, color, religion or disability.

e Manifest positive recruitment practices which result in lower rates of personnel
turnover, fewer disciplinary problems, higher morale, better community relations
and more efficient police service.

31.1.2 Assisnment / Recruitment

The Administrative Assistant and the Chief of Police are assigned to recruitment
activities. They will be issued and maintain current copies of the department policies that
contain the departments’ employee recruitment and selection policies. They shall have
demonstrated and documented knowledge through annual training and testing of
department policy, personnel matters, Equal Employment Opportunity and the
affirmative action recruitment plan as it affects the management and operations of the
agency [Ohio 2.1 through 2.7]. Among the knowledge and skills to be maintained by
personnel involved in the recruitment process is:

Miami Township Police Department’s recruitment needs and commitments.

Career opportunities, salaries, benefits and training.

Federal and state compliance guidelines.

The community and its needs, including demographic data, community

organizations, educational institutions, etc.

Cultural awareness of different ethnic groups in the community.

e Techniques of record keeping systems for candidate tracking.

e The selection process, including procedures involving all phases of the selection
process.

e Recruitment programs of other jurisdictions.

e Characteristics that disqualify candidates.

e Medical Requirements.

Whenever possible, police personnel in protected classifications will be actively used in
recruitment activities, assisting to eliminate barriers in hiring or recruitment, via their
depiction in agency roles on any recruitment literature and attendance at job fairs,
academy presentations, etc. if utilized.
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DIRECTIVE 31.2
RECRUITMENT AND SELECTION -
EQUAL EMPLOYMENT OPPORTUNITY AND

RECRUITMENT
Issue Date: 10/06/2020 By Order of Chief of Police
Rescinds: (Issue 09/04/2020) CALEA Standards
Referenced: 31.2.1; 31.2.2 &
31.2.3
Pages: 9 Ohio Standard 2

This directive consists of the following sections:

31.2.1 Recruitment Plan

31.2.2 Annual Analysis

31.2.3 Equal Employment Opportunity Plan
Addendum A. — College Internship Program

POLICY AND PROCEDURE:

Non-discrimination and equal employment opportunity are the policy of the Miami
Township Police Department. The department shall provide equal terms and conditions
of employment regardless of race, color, religion, sex, sexual orientation, gender identity,
age, national origin, veteran status, military status or disability.

[Ohio Standard 2]

31.2.1 Recruitment Plan

Statement of Objective

The objective of the affirmative action recruitment plan is to allow the Miami Township
Police Department to achieve a fair, obtainable representation of the composition of the
community in which we serve.

The Miami Township Police Department shall engage in positive efforts to employ ethnic
minority group members and females. The department may take affirmative action to
achieve a ratio of minority group employees in approximate proportion to the make-up of
the service area and an appropriate level of female employees.

[Ohio 2.2]
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Plan of Action

Before each recruitment/selection process the Chief of Police will review Community
and Department Demographics.

Minority Representation - Any time there is a minority representation of 3% or
more in the Township as indicated by the most current national census, and the
department is not represented by a proportionate number of minority officers, the
affirmative action recruitment plan may be implemented.

Female Representation - Any time that the ratio of female police officers to male
police officers in the Miami Township Police Department falls below the ratio of
females in the available work force, preferential recruitment policies and the
affirmative action recruitment plan may be implemented.

This review will allow the department to determine the area in which representation is

low.

In seeking to employ qualified ethnic minority members and females, this agency may
conduct research, develop and implement specialized minority and female recruitment
methods. These methods may include, but not necessarily be limited to:

Application form and related pre-employment inquiry forms are in compliance
with applicable federal, state and local EEO laws.

Position descriptions are reviewed periodically to properly identify job related
requirements.

Liaison with local minority community leaders to emphasize police sincerity and
encourage referrals of minority applicants to the police agency.

Active cooperation and utilization of the media in minority recruitment efforts.
Regular personal contact with the minority or female applicant from initial
application to final determination of employment.

Increase overall recruitment efforts with special attention to locations and
institutions that would lend themselves to contact with potential minority and or
female applicants.

Periodic review of the selection process to ensure it is non-discriminatory. No
directives are used which have the effect of eliminating from consideration a
significantly higher percentage of minorities or females than of non-minorities or
men.

The encouragement of minority and female employees to refer friends to the
agency for potential employment.

Become involved with and provide notification to local minority organizations,
female organizations, community action groups and community service programs
at the time of recruitment.

Encourage minority and female employees to participate in community programs.
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The Chief of Police and the Support Services Supervisor shall be responsible for the plan
administration.

31.2.2 Annual Analysis

We will continue to monitor our workforce make-up and endeavor to employ persons in
such numbers and percentages that they are representative of our community. The Miami
Township Police Department will endeavor to meet the goals as outlined within this
policy at each hiring of personnel. The agency will conduct an annual analysis of the
recruitment plan, selection processes and demographic of sworn personnel which will be
forwarded to the Chief of Police for review. The analysis will be used to determine if
progress was made toward the established goals. When necessary, after each evaluation
process this plan will be revised and reissued.

[Ohio 2.7]

31.2.3 Equal Employment Opportunity Plan

The Miami Township Police Department has an Equal Employment Opportunity Plan to
ensure equal opportunities for employment and employment conditions for minority
persons and females. The EEO includes without limitations, the following commitments:

e To provide equal employment opportunity to all qualified persons and to recruit,
hire, train, promote and compensate persons in all jobs without regard to race,
color, religion, sex or national origin.

e To identify and analyze all areas of the employment process to further the
principal of equal employment opportunity. Employment decisions in all areas
will be made on the basis of furthering the objective of equal employment.

In compliance with Title VII of the Civil Rights Act of 1964 and as amended by the
Equal Employment Act of 1972, as well as, Section 504 of the 1973 Rehabilitation Act,
as amended by in 1976 by Title 3 and the Americans with Disabilities Act of 1990, it is
the policy of the Miami Township Police Department:

e To provide equality of opportunity in employment with the Miami Township
Police Department.

e To carry out all programs and activities in such a manner that no person shall, on
the grounds of race, color, national origin, sex, or disability be excluded from
participation in, be denied the benefits of, or subject to discrimination with respect
to such programs or activities.

[Ohio 2.3]
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Employment, Personnel and Program Practices

The Miami Township Police Department prohibits discrimination because of race, ethnic
origin, religion, sex or disability in all respects of its personnel policies, working
conditions, and relationship with employees and applicants for employment as well as to
provide equal access to all programs in order to promote a continuing equal employment
program by the department.

The Chief of Police shall be the department’s Equal Employment Opportunity officer and
will coordinate the department’s equal opportunity efforts. It shall be the duty of the
EEO officer to provide advice, conduct internal investigations and seek conciliation of
employee discriminatory complaints.

EEO Complaint Procedure

A person feeling aggrieved shall within five days of the action submit such complaint in
writing to the EEO officer. The grievant shall request a hearing through the EEO officer
and shall select the first member of the hearing committee. The department shall select
the second member. These two shall select the third member who becomes the
Chairperson. The hearing committee will weigh the evidence presented before it, prepare
findings of facts, conclusion of law, and a decision including appropriate corrective
action, if any, to effectuate the Equal Employment Opportunity program. The decision of
the hearing committee shall be final.

Program Implementation

The Chief of Police shall direct the implementation of the Equal Employment
Opportunity plan to promote equal opportunity in every aspect of employment, policy
and practice, including but not limited to: employment, demotion, assignments or
transfers, recruitment or recruitment advertising, layoff or termination and selection of
training. This implementation shall include, but not be limited to the following:

e A notice of the department’s directive on nondiscrimination in employment shall
be posted in a conspicuous place within the police department’s main building.

e Notification of employment opportunities, new positions, vacancies, promotion
possibilities and training opportunities shall be posted in a conspicuous place
within the police department’s main building.

e Newspaper advertisements and other public announcements of employment
opportunities placed by or on behalf of the department shall state that Miami
Township is an equal opportunity employer.

e The department shall continually evaluate all minority personnel for promotion
opportunities and encourage minority employees to seek such opportunities.

e The department shall ensure that seniority practices and job classification do not
have a discriminatory effect.
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e The department shall develop and maintain records as related to aspects of the
Equal Employment Opportunity plan.

Addendum A — College Internship Program

The Miami Township Police Department is committed to developing partnerships within
our community. The College Internship Program is a joint effort between the Miami
Township Police Department and regional colleges and universities to assist students
(primarily Criminal Justice majors) to meet curriculum requirements for graduation.

OBJECTIVE

The Miami Township Police Department can benefit from non-paid, intern assistance in
operational, administrative, and support functions while providing participants an
atmosphere of learning. Participants in the College Internship Program should expect to:

e Strengthen self-directed learning skills,

e Correlate classroom education as it applies to realistic situations,

e Gain clarity and comprehension in the complexities of the criminal justice system.

The Miami Township Police Department’s goal is to provide participants with:

1. Insight and realistic perspective in day-to-day agency function.

2. A greater appreciation of knowledge gained in the classroom as it comparatively
applies to law enforcement.

3. A self-assessment platform on which to gauge his/her skills and abilities
witnessed in real-world situations.

4. Clarification in determining whether or not the participating student wishes to
pursue a career in policing as opposed to other criminal-justice-related
opportunities.

5. Internal references for future applicants.

REQUIREMENTS

Assignments are unpaid, and participating students must meet the following
requirements:

e Be enrolled in a four-year Criminal Justice program through an accredited college
or university,
Be in their junior or senior year of learning,
Have a 3.0 or higher grade point average on a 4.0 scale,
Require a minimum of 100 hours,
Successfully pass a standard background check performed by the Miami
Township Police Department.
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Students with less than a 3.0 GPA may request this requirement be waived in the
following circumstances:
1. They have a written referral letter from faculty other than their Field Placement
Coordinator, or
2. The Chief of the Miami Township Police Department approves the request.

Internships are reserved for students motivated to achieve, and while exceptions may be
made occasionally to the academic requirements, there must be strong justifications for
doing so. Students from majors other than Criminal Justice may also be eligible for
internship pending approval by the Chief of Police, the prerequisite 3.0 GPA, and
junior/senior status. However, preference will be given to Criminal Justice majors. If the
demand for internship is very high for a particular semester, non-criminal justice majors
may not be permitted to do the internship.

If the college student is required to complete a culminating essay or paper regarding their
experiences during the internship, the student will provide a copy of the culminating
essay or paper to the Chief of Police and assigned supervisor at the conclusion of the
internship.

INTERNSHIP ORIENTATION

Orientation is the initial meeting between the student and their assigned supervisor. It is
intended to introduce the student to the location and individuals with whom he/she will
be reporting to and assisting. At the orientation, students will review a written schedule
that will be mutually agreed upon between intern and supervisor. This schedule may be
adjusted as necessary as required by the intern through approval of the assigned
supervisor.

PERSONAL AND PROFESSIONAL RESPONSIBILITIES

The Miami Township Police Department places great emphasis on the need for
confidentiality, privacy, and personal integrity. Therefore, for a student to successfully
complete an internship with a criminal justice agency, the student must be able to
demonstrate high levels of maturity and integrity. Additionally, interns must possess the
emotional stability necessary to deal with the kind of unpleasant situations that are
occasionally encountered in policing.

To facilitate good rapport with the chosen agency, interns must also have good listening
and interpersonal skills. In addition to possessing these personality traits, all interns must
abide by the following rules:

1. Always dress appropriately.

2. Do not use profanity, regardless of what others are doing.

3. Always be on time and do not leave early.

4. Do NOT allow yourself to be put into dangerous situations.

5. Do not become involved in gossip.
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6. Ask questions and show enthusiasm.

7. Do not discuss sensitive information with non-agency people.

8. Do not become argumentative or disrespectful.

9. Be honest and forthright about any unusual situations.

10. Never, at any time, under any circumstance, carry a personal firearm on your
internship site.

DRESS CODE

Unless otherwise instructed by their supervisor, the following dress code will apply:

e Male interns shall wear either professional attire (dress shirts buttoned at the neck,
conservative neckties, business-type trousers, and polished business or dress
shoes) or business casual attire (polo shirts without emblems, business-type
trousers, and polished business or dress shoes.)

e Female interns shall wear either professional attire (business suits, dresses,
blouses, skirts, shoes, pantsuits, or dress slacks) or business casual attire (polo
shirts without emblems, business-type trousers, and polished business or dress
shoes.)

IDENTIFICATION AND ACCESS

Upon assignment and placement, the student’s supervisor may arrange for the student to
obtain an intern identification card and/or access card. If issued, the intern shall display
the identification at all times while in police facilities and while riding with patrol
officers. Further, the intern will maintain possession of the identification card and/or
access card until he/ she has completed their assignment with the police department. At
that time, the identification card and/or access card will be returned to the supervisor.

FACILITY ACCESS AND PARKING

The Miami Township Police Department has designated parking lots available; however,
parking can be quite limited at times. Interns will park in the upper parking lot, closest to
McPicken Drive, near the flagpole as parking permits.

THE INTERNSHIP EXPERIENCE

During the course of a student internship, participants are exposed to a variety of
activities and situations. The following is a brief list of issues any intern might encounter,
witness, perform, or anticipate:

Observe/participate in routine patrol

Observe arrests

Observe criminal investigations

Observe dispatch operations

Observe/participate in community relations and crime prevention

Observe/assist Records/Administrative functions
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Assist in preparing reports and other administrative duties/functions as requested
Observe court proceedings

Observe inter- and intra-departmental staff meetings

Perform legal research to extent requested

Assist in special legal projects as requested by agency

Observe prisoner transports

Participate/interact on regular basis related to public inquiries

Assist social media management

It is impossible to outline in great detail the responsibilities and the role an intern will
play in the assignment. In general, students should observe the professional work of the
Miami Township Police Department and, to the extent granted by assigned supervisor,
observe and/or participate in the objectives of the agency.

POLICE RIDE HOURS

Every rider will have to complete a Risk and Release form once they report at the Miami
Township Police Department to ride.

RESTRICTIONS

Interns will be exposed to many areas of police work. Supervisors will ensure that interns
are not placed in a position where they would be unduly exposed to volatile incidents.
Due to the sensitivity of ongoing investigations, the Chief of Police or Investigations
Lieutenant may prohibit interns from observing or assisting detectives at any time
deemed necessary. Interns shall not be:

e Involved in covert police functions.

e Permitted access to the police firearms range during “live fire.”

e Permitted to operate any department vehicle.

e Allowed to carry a firearm.

PROGRAM DISQUALIFICATION AND/OR DISMISSAL

A standard, but thorough background check will be conducted on all interns.
Misdemeanor convictions and pattern arrests will be reviewed on a case-by-case basis.
Convictions that will exclude participation from the program include but are not limited
to:

Felony conviction

Any violent crime conviction

Sex Offense conviction

Theft or dishonesty

NOTE: An arrest and/or conviction for any of the above listed offenses while
participating in the College Intern Program will result in dismissal with notification to the
respective University or College’s Field Placement Coordinator. Additionally, the
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student agrees to notify the student’s supervisor immediately in the event of any law
enforcement contact while participating in the College Internship Program. Failure to do
so may result in dismissal and potential notification to the respective University or
College’s Field Placement Coordinator
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DIRECTIVE 31.3
RECRUITMENT AND SELECTION
JOB ANNOUNCEMENTS AND PUBLICITY

Issue Date: 09/04/2020 By Order of Chief of Police
Rescinds: (Issue 06/17/2020) CALEA Standards
Referenced: 31.3.1; 31.3.2 &
31.3.3
Pages: 2 Ohio Standard 2

This directive consists of the following sections:

31.3.1 Job Announcements
31.3.2 Notification Expectations
31.3.3 Maintaining Applicant Contact

POLICY AND PROCEDURE:

A task as important as the recruitment and selection of personnel should be approached
from a positive viewpoint. Miami Township Police Department’s goal is to identify and
employ the best candidates available. Therefore, job announcements and publicity
regarding recruitment & selection should be geared toward attracting those candidates
through multiple media outlets, community and educational organizations and
involvement from current department members.

31.3.1 Job Announcements

Whenever there is an actual or forecasted entry-level vacancy and the Township Board of
Trustees authorizes the hiring of personnel, there will be a job announcement to attract
applicants that will include the following elements.

e A job announcement providing a description of the duties, responsibilities,
requisite skills, educational level and any other qualification or requirement.
[Ohio 2.4]

e Advertisement of all entry-level job vacancies through electronic, print or other
media.

e Advertisement as an Equal Opportunity Employer included on all employment
applications and recruitment advertisements.

e Publication of entry-level job vacancies at least ten days prior to any official
application filing deadline, with the official filing deadline indicated on all
announcements and advertisements.
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31.3.2 Notification Expectations

Whenever there is an actual or forecasted entry-level vacancy and the Township Board of
Trustees authorizes the hiring of personnel, there will be a recruitment program to attract
applicants that includes job announcement posting to include:

e Posting of job announcements with community service organizations and/or seeks
cooperative assistance from key community leaders.

e Posting of job announcements to local colleges and police academies.

e Recruitment assistance from agency personnel and internal posting.

31.3.3 Maintaining Applicant Contact

The Administrative Assistant shall ensure that entry-level applicants are apprised of their
status in the recruitment and selection process from the time of initial application to final
employment disposition.

e Application receipt should be acknowledged within five working days of the
closing date for accepting applications.

e Applicants should be periodically informed of the status of their application.

e All applicant contacts shall be documented.

Applicants Not Rejected for Minor Omissions or Deficiencies

Applications that possess minor omissions or deficiencies that can be corrected prior to
the testing or interview process by the applicant shall not be rejected solely for such
omission or deficiency but shall be corrected and the candidate continued in the process.
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DIRECTIVE 31.4
RECRUITMENT AND SELECTION -
PROFESSIONAL AND LEGAL REQUIREMENTS

Issue Date: 09/01/2020 By Order of Chief of Police

Rescinds: (Issue 06/05/2020) CALEA Standards
Referenced: 31.4.1; 31.4.2;
31.4.3; 31.4.4; 31.4.5;31.4.6;
Pages: 12 314.7 & 31.4.8

This directive consists of the following sections:

31.4.1 Selection Process Described

31.4.2 Job Relatedness

31.4.3 Uniform Administration

31.4.4 Candidate Information

31.4.5 Notification of Ineligibility

31.4.6 Records

31.4.7 Selection Criteria

31.4.8 Sworn Appointment Requirements

POLICY AND PROCEDURE:

The goal of the Miami Township Police Department is to recruit and hire qualified
individuals while providing equal employment opportunity. The recruitment and
selection process strives to have a diverse work force that reflects the citizens we serve.

Non-discrimination and equal employment opportunity are the policy of the Miami
Township Police Department. The department shall provide equal terms and conditions
of employment regardless of race, color, religion, sex, sexual orientation, gender identity,
age, national origin, veteran status, military status or disability.

Miami Township shall utilize due diligence in ensuring that prospective employees have
the proper temperament, knowledge and attitude to handle the important job of Ohio
Peace Officer. Miami Township has appropriate mechanisms in place in order to achieve
this mission. All Miami Township employment requirements are related to the skills that
are necessary to be a successful employee.

31.4.1 Selection Process Described

A job related, useful and nondiscriminatory selection process is dependent upon a
number of professionally and legally accepted administrative practices and procedures,
that include informing candidates, full-time and/or part-time, of all parts of the selection
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process at the time of formal application; maintaining written procedures governing
lateral entry and reapplication of unsuccessful candidates; and ensuring timely
notification of candidates about their status at all critical points in the process. These
procedures and practices significantly contribute to a more efficient, effective and fair
selection process; that will result in the appointment of individuals who possess the skills,
knowledge and abilities necessary for the Miami Township Police Department to provide
effective services in the fulfillment of its stated mission.

Miami Township posts the selection process in its entirety on the Miami Township Police
web page at www.miamitwpoh.gov.  Applicants are notified at the time of the
preliminary application of their access to this directive in its entirety.

Entry Level Applicants

The application/selection process for appointing a probationary entry-level employee to
the Miami Township Police Department is composed of the following steps:

e Submission of the Pre-Application Contact Form (sworn) or Cover Letter
(civilian) & Resume (Preliminary Application)

Written Test

Physical Fitness Assessment (Police Officer Applicants Only)

Interview and Evaluation Process

Completion and Return of the Personal History Questionnaire (Formal
Application)

Background Investigation

Polygraph Examination

Conditional Offer of Employment

Psychological Examination (Police Officer Applicants Only)

Medical Examination

Offer of Probationary Employment by the Board of Trustees.

Lateral Entry Applicants (Sworn Applicants Only)

The Miami Township Police Department recognizes the benefits that may be gained by
hiring experienced police officers.

All elements of the selection process that are utilized in the screening process for lateral
entry applicants are the same as utilized for entry level applicants.

The following criteria apply to lateral entry applicants only:

e The applicant has been employed for at least 36 consecutive months as a full-time
police officer, a sheriff’s deputy or a state trooper performing routine patrol and
enforcement duties for a state, county, city, township, village or university.

e The applicant has not received any department discipline more severe than a
written reprimand within the preceding twenty-four months.
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Consideration of past experience shall be used to determine the beginning level of
compensation for a lateral entry applicant. Lateral entry candidates with 36 to 42 months
of experience shall be compensated at a starting rate equal to a one-year police officer.
Lateral entry candidates with 43 to 48 months of experience shall be compensated at a
starting rate equal to a two-year police officer. Lateral entry candidates with 49 to 55
months shall be compensated at a starting rate equal to a three-year police officer.
Lateral entry candidates with 56 months or more of experience shall be compensated at a
starting rate equal to a four-year police officer.

Lateral entry hires vacation leave will be accrued on current Township policies and
practices.

Lateral entry hires shall receive no special consideration for seniority within this
department. All officers, regardless of the means of entry into the department, shall have
their seniority with the department calculated from their date of appointment to the
Miami Township Police Department.

Pre-Application Contact Form & Resume (Preliminary Application)

Miami Township accepts pre-application contact forms and resumes on an ongoing basis.
Sworn applicants must possess a valid, current Peace Officers certification issued by the
Ohio Peace Officers Training Council at the time of the conditional offer of employment.

When the Miami Township Police Department is actively engaged in an entry-level
selection process the Department shall accept a pre-application contact form and resume
from potential candidates during an established application period.

Pre-application contact forms and resumes submitted after the conclusion of the last
process and until the established application period are maintained on file by the
Administrative Assistant. Upon notification that an active entry-level selection process is
authorized, the Administrative Assistant shall include these previously submitted pre-
application contact forms and resumes to the Chief of Police for review along the forms
submitted during the established application period.

The Chief of Police shall review all submitted pre-application contact forms and resumes
that were received prior to and during the established application period. The Chief of
Police shall notify the Administrative Assistant if the applicant will continue in the
process. The Administrative Assistant will notify all preliminary applicants of their
status.

Written Examination

Candidates proceeding shall take a written examination. The written examination is a
preliminary basic skills test measuring reading, writing and mathematics. These skills are
necessary to identify those candidates who can successfully complete training and
perform their job effectively. Each applicant shall be required to achieve a score of no
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less than eighty (80% of a possible 100%) in order to be considered to have passed the
written examination phase of the testing procedure.

The written examination instrument must have validity, utility and minimum adverse
impact. It shall be developed and furnished by a qualified private sector organization or
vendor. Documents attesting to its validity, utility and minimum adverse impact must be
filed by the provider of the testing material with the Administrative Assistant.

Each applicant will be required to display his or her valid operator’s license, displaying
his or her photograph in order to obtain admission to the written testing procedure.
Applicants who successfully pass the written examination shall proceed to the next phase
of the selection process. Applicants who fail the written examination are removed from
further consideration in the current selection process. The Administrative Assistant will
notify all applicants of their status.

Physical Fitness Assessment (Police Officer Applicants Only)

The physical assessment is used to identify the sworn police officer applicants’ capacity
to successfully perform the physical requirements of a police officer. Qualifying
applicants shall be administered a series of physical tests. A candidate must successfully
pass each phase of the physical tests to pass the physical assessment.

Miami Township utilizes the OPOTC Basic Training Physical Assessment standards for
Pushups and Sit ups and a fitness testing/job simulated obstacle course. The obstacle
course is pass/fail and consists of a 130-yard run with specific obstacles and must be
successfully completed in less than 58 seconds.

Applicants are notified at the conclusion of each segment of the physical fitness
assessment if they have passed or failed by the agency member conducting the testing.

Age and gender minimum scores are as follows:

Age and Gender Minimum Scores

50" Percentile

Males (<29) Females (<29)

Sit-ups (1 min.) 40 35

Push-ups 33 18
Obstacle Course 58 sec. 58 sec.

Males (30-39) Females (30-39)

Sit-ups (1 min.) 36 27

Push-ups 27 14
Obstacle Course 58 sec. 58 sec.
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Males (40-49)

Females (40-49)

Sit-ups (1 min.) 31 22
Push-ups 21 11
Obstacle Course 58 sec. 58 sec.

Males (50-59)

Females (50-59)

Sit-ups (1 min.) 26 17
Push-ups 15 *13 Modified
Obstacle Course 58 sec. 58 sec.
Males (60+) Females (60+)
Sit-ups (1 min.) 20 8
Push-ups 15 *8 Modified
Obstacle Course 58 sec. 58 sec.

Interview and Evaluation Process

An Interview & Evaluation Process is a structured process that has two primary purposes.

First, it gives the interviewers the opportunity to determine how an applicant will handle
given situations, sometimes involving a variety of options, but always requiring good
judgment.

Second and equally important, this phase of the selection process is accomplished at
minimum cost to the Department, a major consideration in determining the sequence in
the series of selection events.

The Police Department may utilize any non-probationary personnel it deems appropriate
for the interview and evaluation process. This phase of the selection process is scored.

In order to reduce the subjectivity of the interview and evaluation process and to promote
consistent scoring between interviewers, questions will be pre-determined for which a
range of responses can be identified. This provides each interviewer with a guideline for
rating each applicant’s responses, thus increasing the objectivity of the interviews.

Additional questions may be asked, which may be used to gain further insight into the
applicant’s interests and points of view, or to assist in clarification of an applicant’s
answer.

The Chief of Police shall advise the Administrative Assistant if the candidate will;

e Proceed to the Background Investigation;
e Be placed in a pending status; or,
e Be removed from the selection process.

The Administrative Assistant shall notify each candidate of their status.
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Personal History Questionnaire (PHQ) (Formal Application)

Candidates chosen to proceed to the formal application stage shall receive and complete
the personal history questionnaire in the time frame established via written notice by the
Administrative Assistant. The Chief of Police shall review all PHQ’s and notify the
Administrative Assistant if the applicant will continue in the process. The Administrative
Assistant will notify all formal applicants of their status.

Background Investigation

The background investigation will entail the applicant completing the Personal History
Questionnaire (PHQ). The PHQ is a document which requires the applicant to answer in
detail questions relating to relatives, references and acquaintances; education; residence
history; experience and employment; military service; financial history; legal history;
motor vehicle operation and law enforcement information.

The background investigator will use the PHQ to verify the applicants’ veracity and
background through interviews with the applicant, his or her family, friends, employers,
teachers, neighbors, associates and other persons who may have information bearing on
the applicant's character and reputation. The investigator will, verify the information
given by, and the qualifying credentials of the applicant, conduct an in-depth review for
and of any criminal record, and will verify and interview a minimum of three of the
applicants’ listed personal references.

Thus, the background investigation's purpose is to ensure that each applicant is morally,
socially and financially stable. It is essential to know if the candidate has a background
that could bring discredit to the Department or the applicant after their appointment or
that might otherwise compromise their ability to perform police duties.

The applicant will also be required to sign an "Authority to Release Information” which
gives the background investigator the legal authority to obtain needed information.

The Department will only use personnel who have successfully completed a course of
instruction in conducting background investigations to investigate and gather information
on applicants during the background investigation process.

The background investigation shall be reviewed by the Chief of Police. The Chief of
Police shall advise the Administrative Assistant if the candidate will:

e Proceed to the Polygraph Examination, or;
e Be placed in a pending status, or;
e Be removed from the selection process.

The Administrative Assistant shall notify each candidate of their status.
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Polygraph Examination

The polygraph is conducted after the Background Investigation. The number of persons
sent to the polygraph shall be determined by the Department based on the total number of
entry level positions to be filled at the time of the testing.

The polygraph examination is an investigative tool designed to ensure an applicant for
appointment does not have a hidden background that would normally eliminate the
candidate from further consideration. The polygraph examination will be administered to
an applicant who is being considered for appointment. The candidate must successfully
pass the polygraph to continue in the selection process.

Polygraph examinations for applicants to the Department will be conducted only by
persons trained in polygraph procedures and who possess credentials in the use and
interpretation of these investigative tools. The credentials of the polygraph examiner(s)
are to be on file with the Administrative Assistant.

The polygraph examination is never used by the Department as a single or sole
determinant of employment status. Rather, polygraph examinations and interpretations
are an investigative aid to be considered with other information, including pretest, test or
post-test interviews, psychological examinations and information gathered from the
background investigation.

Candidates are provided a list of areas from which polygraph questions will be drawn.
The list is given at the time of their preliminary application and again at the time the
Personal History Questionnaire (PHQ) is completed.

The following is a list of possible areas from which the polygraph questions will be
drawn:

Personal Identity
Employment History

Military Service

Financial History

Legal History/Arrest Records
Motor Vehicle Operation

Law Enforcement Information
Responses Given on the PHQ

The polygraph examination report shall be reviewed by the Chief of Police. The Chief of
Police shall advise the Administrative Assistant if the candidate will:

e Receive a Conditional Offer of Employment, or;
e Be removed from the selection process.

The Administrative Assistant shall notify each candidate of their status.
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Conditional Offer of Employment

After successful completion of the aforementioned selection process steps, the
department may make a conditional offer of employment. The number of applicants that
will receive a conditional offer of employment shall be no more than the number of entry
level vacancies established by the Miami Township Police Department to be filled at the
time such offers are made.

The conditional offer of employment extended to an applicant shall stipulate that the
applicant must successfully complete the remaining selection process steps in the
employment process in order to be appointed as a probationary employee.

Psychological Examination (Police Officer Applicants Only)

A psychological examination of highly reliable and time-proven psychological tests is
administered to help determine the emotional stability and psychological fitness of an
applicant. The applicant must successfully pass this phase to continue in the testing
procedure.

Such tests are needed to identify those applicants who might not be able to carry out their
responsibilities or endure the stress of the working conditions.

Only qualified professionals will be used to administer the psychological examination
and assess emotional stability and psychological fitness.

The psychological examination report shall be reviewed by the Chief of Police. The
Chief of Police shall advise the Administrative Assistant if the candidate will:

e Proceed to the Medical Examination, or;
e Be removed from the selection process.

The Administrative Assistant shall notify each candidate of their status.

Medical Examination

The medical examination is done to assess the applicant’s physical status as to his/her
ability to safely perform specific types of work without risk to self, to others, or to the
department. The medical examination will be conducted by a licensed health care
professional. The applicant must successfully pass this phase to continue in the testing
procedure. Passing criteria is based on medical, laboratory and ancillary testing.
Applicants must receive the Physician’s opinion that he/she has no expected limitations
based on job description.

The medical examination shall include the following:

Family and Personal Health History
EKG

Blood Pressure Screening (Hypertension)
Hyperlipidemia
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o Cholesterol (HDH/LDL)
o Triglycerides
o Glucose
Heart Rate
Chest X-ray
Obesity-Body Fat Count
Hearing and Vision Test
Drug Screen

The medical examination report shall be reviewed by the Chief of Police. The Chief of
Police shall advise the Administrative Assistant one of the following:

e The Chief of Police will recommend probationary employment be approved by
the Board of Trustees, or;
e The candidate is removed from the selection process.

The Administrative Assistant shall notify each candidate of their status.

31.4.2 Job Relatedness

All elements of the selection process use only those rating criteria or minimum
qualifications that are job related. These criteria and qualifications are based upon job
task analysis, Federal & State qualifications (if applicable) and requirements announced
in the position vacancy and this directive.

31.4.3 Uniform Administration

All elements of the selection process are documented, administered, scored and evaluated
in a uniform and fair manner.

31.4.4 Candidate Information

At the time of accepting the Pre-Application Contact Form & Resume applicants will
receive or have access to this directive in its entirety, which contains all elements of the
selection process.

Miami Township anticipates the completion of the entry level selection process to be
completed within 120 days. The results of a selection process are valid until notification
is given otherwise by the Chief of Police.

An applicant who is dismissed anytime during the selection process may reapply for
testing and evaluation for an entry level position at any future time the department is
engaged in a selection process. Such application shall be subject to the qualifications and
criteria established for that selection process.

31.4.5 Notification of Ineligibility

Should an applicant fail to successfully complete a section of the testing procedure, the
applicant shall be notified in writing of such failure. Such notification shall be sent
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within thirty days of the date the department became aware of the applicant’s failure to
successfully complete a section of the selection process.

Since it is the intent of the Miami Township Police Department to acquire the best
individuals possible for employment, one important aspect of evaluation is reviewing the
applicant’s past behavior, both personal and work related. Research supports the position
that a reasonably reliable predictor of future behavior is past behavior. It is believed that
if a person has habitually demonstrated a pattern of unacceptable behavior in the past, it
is reasonable to believe that those same patterns could be considered as a predictor of
future behavior. Following are the primary criteria set forth for determining the
suitability of a candidate, with the first four listed being the most discretionary.

o Drug Usage within the Past Two Years (All Applicants) or Drug Usage
Anytime While Employed as a Police Officer - Given the climate and attitudes
of today's society, and considering the availability of illegal drugs as well as peer
pressure, the Police Department believes that it would be nearly impossible to
attempt to staff any department with the expectation that in an applicant’s lifetime
he/she would not have ever experimented with drugs in some fashion. To impose
a standard that would require that a person have had absolutely no drug
involvement in any type in his/her life is unrealistic. Therefore, each candidate
will be evaluated according to the amount and frequency of the scheduled drug
used, cultivated, sold, purchased or gifted, while taking into consideration the
dates of each incident. Note: for the purposes of this standard, the ‘purchase’ of
marijuana or other illegal drugs includes those purchases made by pooling of
resources or money by the applicant and others for illegal substances for their
own use.

e Work History - A person who clearly demonstrated a poor work ethic, including
excessive absenteeism, habitual tardiness, absences without leave, the inability to
perform the simple tasks and duties of a job, or overall unreliability, would not be
considered a good candidate for the Miami Township Police Department.

e History of Traffic Violations (Sworn Personnel) - A person who has frequently
been charged with traffic violations (accidents, moving violations, DUI,
revocation of driver's license, etc.) would clearly pose the potential for liability to
the Township, as well as a personal threat to its citizens.

e Credit History - Utilizing the hypothesis that past behavior is a predictor of
future behavior, and realizing that a police employee is viewed by the citizenry as
being held to higher standards, the Department believes that it is not reasonable to
place an applicant with a recent history of difficulty in maintaining sound
financial responsibility into a position with such high exposure to those who
would compromise it. Acceptable candidates will have demonstrated a good
credit record for the past four to five years. In addition, the candidate's total
experience may be evaluated regarding acceptability.

e Inability to Meet Medical Requirements - Each applicant must be in good
health, free of communicable and cardiovascular disease, and fit to perform the
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tasks required of their jobs. This standard is liberal and requires a judgment of a
licensed physician. Temporary illness and impairments may be considered in the
overall evaluation of the candidates.

¢ Dishonesty and/or Intentional Omissions Made during the Selection Process
will result in Ineligibility and Dismissal. The Ohio Revised Code provides
penalties for making false statements of a material fact or for practicing fraud or
deception in obtaining or attempting to obtain employment. Such penalties
include rejection for appointment, discharge after appointment and/or prosecution
under Ohio Revised Code Section 2921.13.

e Any Other Pertinent Information gathered during the background investigation
that may render a candidate unsuitable for duty in the Police Department is
considered.

e Failure to Successfully Complete any phase of the testing procedure. By failing
to: obtain a passing score, obtain an acceptable and/or required level of
performance or failure to attend any phase of the testing procedure.

e Waivers, Withdrawal from Consideration or Declination of Appointment
submitted orally or in writing, is undisputed cause for the removal of applicants
from the selection process.

31.4.6 Records

All records of applicants not appointed to probationary status shall be maintained to
ensure continuing research, independent evaluation and defense against lawsuits. The
Chief of Police shall determine requirements, consistent with Department procedures and
applicable laws, for maintaining identifying information, such as names and addresses.
Such requirements shall comply with all federal, state and local requirements for the
privacy, security and freedom of information of all applicant records and data. The
records shall be maintained in a secure file in the office of the Accreditation Manager or
in the Township Personnel Management office pursuant to the Schedule of Records
Retention & Disposition.

The Accreditation Manager shall maintain all selection materials in a secure file in
his/her office or in a secure storage room. It shall be the policy of the Miami Township
Police Department, that whenever the disposal of selection material is authorized, the
material shall be shredded.

The results of background investigations conducted on applicants shall be filed in
accordance with the following procedure:

e The applicant is appointed to the position of probationary employee (hired); the
results of the background investigation shall be placed in the employees personnel
file.
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e The applicant fails to receive an appointment as a probationary employee (not
hired); the results of the background investigation shall be securely stored by the
Township Personnel Management office pursuant to the Schedule of Records
Retention & Disposition.

The results of the medical and psychological examinations conducted on applicants shall
be filed in accordance with the following procedure:

e The applicant is appointed to the position of probationary employee (hired); the
results of the medical & psychological examinations shall be placed in the
employees personnel file.

e The applicant fails to receive an appointment as a probationary employee (not
hired); the results of the medical & psychological examinations shall be stored in
a secured area of the Township Personnel Management office pursuant to the
Schedule of Records Retention & Disposition.

31.4.7 Selection Criteria

The selection criteria for all sworn positions are identical as it pertains to skill,
knowledge and ability; and are not dependent upon full-time status. Experience, physical
condition, and other job-related selection criteria applicable to full-time sworn officers
apply equally to sworn officers who are not full-time.

31.4.8 Sworn Appointment Requirements

Any sworn position must possess a valid, current Peace Officers certification issued by
the Ohio Peace Officers Training Council at the time of the conditional offer of
employment.
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DIRECTIVE 31.5
RECRUITMENT AND SELECTION -
ADMINISTRATIVE PRACTICES AND PROCEDURES

Issue Date: 06/05/2020 By Order of Chief of Police

Rescinds: (Issue 07/08/2015) CALEA Standards
Referenced: 31.5.1; 31.5.2;
31.5.3; 31.5.4; 31.5.5; 31.5.6;

Pages: 4 31.5.7 & 31.5.8

This directive consists of the following sections:

31.5.1 Background Investigations

31.5.2 Training

31.5.3 Truth Verification

31.5.4 Conducted By Certified Personnel

31.5.5 Use of Results

31.5.6 Medical Examinations

31.5.7 Emotional Stability/Psychological Fitness Examinations
31.5.8 Entry Level Probation

POLICY AND PROCEDURE:

A job related, useful and nondiscriminatory selection process is dependant upon a
number of professionally and legally accepted administrative practices and procedures.
These procedures and practices significantly contribute to a more efficient, effective and
fair selection process; that will result in the appointment of individuals who possess the
skills, knowledge and abilities necessary for the Miami Township Police Department to
provide effective services in the fulfillment of its stated mission.

31.5.1 Background Investigations

The background investigation will entail the applicant completing the Personal History
Questionnaire (PHQ). The PHQ is a document which requires the applicant to answer in
detail, questions relating to relatives, references and acquaintances; education; residence
history; experience and employment; military service; financial history; legal history;
motor vehicle operation and law enforcement information.

The background investigator will use the PHQ to verify the applicants’ veracity and
background through interviews with the applicant, his or her family, friends, employers,
teachers, neighbors, associates and other persons who may have information bearing on
the applicant's character and reputation. The investigator will:

e Verify the information given by and the qualifying credentials of the applicant;
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e Conduct an in-depth review for and of any criminal record;

e Will verify and interview a minimum of three of the applicants’ listed personal
and professional references;

e Will verify education;

e Will verify employment history;

e Conduct a review of relevant national or state decertification resources, if
available.

Thus, the background investigation's purpose is to ensure that each applicant is morally,
socially and financially stable. It is essential to know if the candidate has a background
that could bring discredit to the Department or the applicant after their appointment or
that might otherwise compromise their ability to perform police duties.

The applicant will also be required to sign an "Authority to Release Information” which
gives the background investigator the legal authority to obtain needed information.

31.5.2 Training

The Department will only use personnel who have successfully completed a course of
instruction in conducting background investigations to investigate and gather information
on applicants during the background investigation process.

31.5.3 Truth Verification

Candidates are provided a list of areas from which polygraph questions will be drawn.
The list is given at the time of their preliminary application and again at the time the
Applicant Personal History Questionnaire (PHQ) is completed.

The following is a list of possible areas from which the polygraph questions will be
drawn:

Personal Identity

Employment History

Military Service

Financial History

Legal History/Arrest Records
Motor Vehicle Operation

Law Enforcement Information
Responses Given on the APHQ

31.5.4 Conducted By Certified Personnel

Polygraph examinations for applicants to the Department will be conducted only by
persons trained in polygraph procedures and who possess credentials in the use and
interpretation of these investigative tools. The credentials of the polygraph examiner(s)
are to be on file with the Assistant to the Chief of Police.
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31.5.5 Use of Results

The polygraph examination is never used by the Department as a single or sole
determinant of employment status. Rather, polygraph examinations and interpretations
are an investigative aid to be considered with other information, including pretest, test or
post-test interviews, psychological examinations and information gathered from the
background investigation.

31.5.6 Medical Examinations

The medical examination is done to assess the applicant’s physical status as to his/her
ability to safely perform specific types of work without risk to self, to others, or to the
department. The medical examination will be conducted by a licensed health care
professional. The applicant must successfully pass this phase to continue in the testing
procedure. Passing criteria is based on medical, laboratory and ancillary testing.
Applicants must receive the Physician’s opinion that he/she has no expected limitations
based on job description.

The medical examination shall include the following:

Family and Personal Health History
e EKG
e Blood Pressure Screening (Hypertension)
e Hyperlipidemia
o Cholesterol (HDH/LDL)
o Triglycerides
o Glucose
Heart Rate
Chest X-ray
Obesity-Body Fat Count
Hearing Test
Vision Test
Drug Screen

31.5.7 Emotional Stability/Psychological Fitness Examinations

A psychological examination of highly reliable and time-proven psychological tests is
administered to help determine the emotional stability and psychological fitness of a
sworn applicant. The applicant must successfully pass this phase to continue in the
testing procedure.

Such tests are needed to identify those applicants who might not be able to carry out their
responsibilities or endure the stress of the working conditions.

Only qualified professionals will be used to administer the psychological examination
and assess emotional stability and psychological fitness.
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31.5.8 Entry Level Probation

Every newly hired sworn employee will be required to successfully complete a
probationary period. The probationary period for new sworn employees shall begin on
the first day for which the new employee received compensation from the employer and
shall continue for a period of eighteen months. A probationary employee may be
discharged any time during the probationary period. A probationary employee shall have
no right of appeal through the grievance procedure for any disciplinary action. A
probationary employee absent from work more than ten work days during their probation
shall have the probationary period extended by the amount of days they are absent.

Non-sworn personnel serve a 12-month probationary period governed by Miami
Township Policy and Procedure Section II, 2.7.
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DIRECTIVE 33.1
TRAINING ADMINISTRATION

Issue Date: 06/05/2020 By Order of Chief of Police

Rescinds: (Issue 12/21/2018) CALEA Standards
Referenced: 33.1.1; 33.1.2;
33.1.3; 33.1.4; 33.1.5; 33.1.6 &

Pages: 5 33.1.7

This directive consists of the following sections:

33.1.1 Training Committee

33.1.2 Training Attendance Requirements
33.1.3 Outside Training Reimbursement

33.1.4 Lesson Plan Requirements

33.1.5 Remedial Training

33.1.6 Employee Training Record Maintenance
33.1.7 Training Class Records Maintenance

POLICY & PROCEDURE

The Miami Township Police Department recognizes the necessity of training to fulfill its
obligation in providing professional law enforcement services to the community it serves.
Training provides the employee with professional growth and capabilities for both
current and future job roles. This obligation extends not only to providing the training
necessary for the department to achieve its objectives but provides for the individual
career development of its employees. Improvement of personnel skills, knowledge and
abilities promotes productivity, efficient and effective job performance and an improved
level of job satisfaction. Miami Township Police Department is committed to provide
training and educational opportunities to all members at all levels.

33.1.1 Training Committee

Miami Township Police Department maintains a training committee for the purpose of
developing programs and evaluating training requirements of the department. The
training committee consists of an assigned Training Coordinator, a Lieutenant and a State
certified department instructor.

The training committee shall meet as necessary to review and develop training objectives.
The committee shall establish a schedule of annual in-service training. The committee
shall review the work of the training component and make recommendations to improve
the department training program. The committee may review training materials and
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training evaluations to determine the most effective training resources and methods for
the department.

Training Coordinator Functions

The department’s training function is administered by the Training Coordinator. This
position is responsible for the planning, administration and reporting of all aspects of the
training function. Specific responsibilities of the position include:

e The training coordinator will notify personnel of required training and training
that is available to department personnel.

e The training coordinator will make provisions to ensure that required training
programs are attended.

e The training coordinator will maintain all training records and provide necessary
and appropriate reports.

33.1.2 Training Attendance Requirements

The training committee will establish which training programs are mandatory in nature.
Attendance rosters will be compiled at all department in-service training programs.

When a training program has been identified as mandatory in nature, absences will be
allowed only under the following circumstances:

Approved vacation leave
Personal illness or emergency
Court appearance

Other training commitment

An employee who is absent from mandatory training may be required to make
up/complete the mandatory training. In the case of an excused absence, the department
may make arrangements for the employee to make up/complete the mandatory training.
In the case of an unexcused absence the department may require the employee, at their
own expense and time, to make up/complete the mandatory training. This may be in
addition to any disciplinary action if applicable.

33.1.3 Outside Training Reimbursement

A Miami Township issued credit card is available for use by Township employees for
approved travel and training expenses. The expense for employees who are required by
the department to attend training schools, seminars, or other instructional or educational
programs, to increase their knowledge and further their competency in their employment
shall be paid for by the department as follows:

e Registration fees, tuition charges for the training school, seminar, educational or
other instructional program.

e The employer shall pay for meals when not provided by the tuition at the rate set
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in the Miami Township Personnel Policies & Procedure, Section VI.6.1 & 6.2.
Employees using the credit card or requesting personal reimbursement for meal
expenses shall request a separate check for their meal expenses. The only
exception to this is if multiple Miami Township employees are on a combined
check. If that occurs, all employee names shall be written on the receipt/expense
report.

e The employer shall pay the allowable mileage rate as specified in the Federal
Income Tax code, plus tolls and parking fees when an employee is authorized to
use a personal vehicle for transportation when not provided with a department
vehicle. The employee shall be reimbursed for mileage to and from the training
facility on one occasion each way unless otherwise authorized by the Chief of
Police. All other mileage shall be considered as non-work related and non-
reimbursable.

e Lodging charges when lodging is not provided as a term of tuition payment. If
more than one employee is attending the training, two employees of the same
gender are required per room.

e All necessary items, tools and equipment required by the course of instruction,
unless such item, tool or equipment can be provided by the department.

e Proof of incurred or paid expense shall be submitted with a Township Expense
Report, a copy of the completion certificate issued for the training (if not unduly
delayed by mail or other reasons) and a Training Evaluation Report, if requested.
Should an employee incur expenses where a Township Credit Card was not used;
the employee shall submit the same documents with reimbursement to employee
indicated on the Township Expense Report.

33.1.4 Lesson Plan Requirements

All training programs conducted by the department or sponsored by the department shall
require a lesson plan. Lesson plans shall be submitted to the Training Coordinator for
approval prior to the training date.

Lesson plans shall establish the purpose of the instruction, set forth the performance and
job-related objectives of the instruction and identify the matters that will be taught.

Lesson plan format shall be consistent with the format used by the Ohio Peace Officers
Training Council for basic training programs which consists of:

References and Resources

Instructional techniques

Relationship to job tasks

Responsibilities of the participants for the material taught
Plan for evaluation of the participants

The Training Coordinator shall ensure that the lesson plan is consistent with training
requirements, applicable law and department objectives. The lesson plan will be
submitted to the Chief of Police for final approval. The Chief of Police shall give the
approved lesson plan to the Training Coordinator for record keeping.
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The format for testing will be determined by the content of material, the performance
objectives for a task to be tested and the format of an applicable lesson plan. Testing
format may be written, or performance based.

When possible, competency-based tests that use performance objectives and measure
participant’s knowledge of and ability to use job-related skills will be used.

Scores for testing material shall be: pass-fail for performance-based tests and a minimum
score of eighty percent (80%) based on a total value of one hundred percent (100%) will
be required to pass written tests.

33.1.5 Remedial Training

Remedial training is instruction used to correct specific deficiencies in personnel
performance. The department will identify remedial training as a constructive tool to
reinforce, retain, and refine an employee's knowledge, skills, and abilities in keeping with
the directives, procedures, policies, rules and regulations of the department. = Those
officers who are being trained under the Field Training Officers program shall be subject
to the remedial training guidelines for that procedure.

The need for remedial training will normally be recognized during routine supervisory
evaluation, during training, evaluation during routine job performance, or during
inspections.

Training and job proficiencies that are mandated by state law or department directives
will require remedial training if failed by the employee. Any aspect of law enforcement
that incurs liability because of lack of proper training will require remedial training if
failed by the employee.

Training which is identified as remedial training shall be scheduled as soon as practical or
as required by department directive and must be satisfactorily completed by the employee.

It shall be the responsibility of the Instructor of in-house training to schedule and
document the remedial training needed by an employee.

The department may provide in-service training of a remedial nature or may choose to
require the employee to attend a course of training provided by an outside agency that
will address the remedial training need(s) of the employee(s).

Employee(s) identified as needing remedial training will attend the appropriate classes.
Failure to report to the required training will be reported to the Chief of Police. Any
employee who fails without cause to attend required remedial training shall be subject to
disciplinary action.

The Chief of Police will review all recommendations for remedial training of an
employee to determine if the department and/or its training component have failed to
adequately train the employee.
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The Chief of Police will review the nature and content of all recommendations for
remedial training to assess the possibility of refresher type remedial training for all
members of the department due to changes in law, methods of operation, etc.

The Chief of Police will review the nature and content of all recommendations for
remedial training to assess content and function of initial (basic recruit) training.

33.1.6 Employee Training Record Maintenance

The Training Coordinator shall maintain a list of training attended and dates of
attendance for each employee and shall place a copy of any applicable certificate and/or
document of attendance and performance in the employees training file. Training files
may be kept in hard copy or electronic format.

Training records shall contain the following information:

Officer's name

Course title, location and dates of training
Total number of hours of instruction
Certificate earned (if issued)

The designated Instructor shall be responsible for documenting each employee's
attendance and participation in any training program.

Each employee is responsible for forwarding training certificates or documents of
attendance to the Training Coordinator for inclusion into their training file.

33.1.7 Training Class Records Maintenance

The Training Coordinator will maintain records of all in-service training programs. The
records shall include:

e Copy of the course title, course content and lesson plan;
e Names of those persons who attended the training;
e Results of any testing administered.

Employees who desire to attend training programs other than the department in-service
training programs shall complete a Training Request form and an Out of Township
Travel Request Form (if required) and submit the form to their immediate supervisor.

The training records shall be maintained in the office of the Training Coordinator
pursuant to the Schedule of Records Retention & Disposition.
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DIRECTIVE 33.2

ACADEMY TRAINING
Issue Date: 06/05/2020 By Order of Chief of Police
Rescinds: (Issue 09/22/2015) CALEA Standards
Pages: 2 Referenced: 33.2.3 & 33.2.4

This directive consists of the following sections:

33.2.1 Academy Administration and Operation - N/A By Function
33.2.2 Academy Facilities - N/A By Function

33.2.3 Outside Academy, Role

33.2.4 Outside Academy, Agency Specific Training

POLICY AND PROCEDURE:

Basic police training in the State of Ohio has been standardized by the formation of the
Ohio Peace Officers Training Council (OPOTC) as authorized by Section 109.79 of the
Ohio Revised Code, which states the following:

‘The Ohio Peace Officer Training Council shall establish and conduct a training school
for law enforcement officers of any political subdivision of the state. The school shall be
known as the Ohio Peace Officer Training Academy. The Ohio Peace Officer Training
Council shall develop the training program, which shall include courses in both the civil
and criminal functions of law enforcement officers and shall establish rules governing
qualification for admission to the academy. The council may require competitive
examinations to determine fitness of prospective trainees, so long as the examination or
other criteria for admission to the academy are consistent with the provisions of Chapter
124 of the Revised Code.’

The Ohio Peace Officer training Council has established the criteria for the operation of
basic police training throughout the State of Ohio in the Peace Officer Training Council
Rules and Regulations (Ohio Administrative Rules, Chapter 109). Certification of a
recruit by the Executive Director of the Ohio Peace Officer Training Council shall serve
as proof of compliance of the recruit with training standards promulgated by the Training
Council.

33.2.1 Academy Administration and Operation — N/A By Function

Miami Township Police Department does not participate in Academy Administration and
Operation.
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33.2.2 Academy Facilities — N/A/ By Function

Miami Township Police Department does not participate in Academy Facilities.

33.2.3 Outside Academy, Role

It is the policy of the Miami Township Police Department that all police officers will
comply with the state mandated basic training certification of the Ohio Peace Officer
Training Council. The Department will review the training records of newly hired police
officers prior to beginning employment with the Department. The purpose of such
review is to determine if the prior training of the recruit officer meets the Department’s
standards for basic police training. Officers who have been previously OPOTC certified
through other academies other than the full-time academies of the Ohio State Highway
Patrol Academy and the Ohio Peace Officer Training Academy may be assigned to
complete further basic police training assignments prior to release to field training.

All newly sworn personnel will have successfully completed basic recruit training in
accordance with the Ohio Revised Code and rules and regulations of the Ohio Peace
Officers Training Council.

The staffing, facilities, instructors or other resources required to operate these academies
will be the sole responsibility of the academy, subject to the rules of the OPOTC.

The Miami Township Police Department assumes all normal liabilities of its employees
being training at an outside training academy.

When a new officer is hired, the Assistant to the Chief of Police shall forward to the Ohio
Peace Officer Training Council the Notice of Peace Officer Appointment/Termination

Form.

33.2.4 Outside Academy, Agency Specific Training

In addition to the training and skills taught at an outside academy, the department will
provide instruction in department directives, police and procedures and rules and
regulations specific to the Miami Township Police Department. This training shall be
covered during the newly sworn officer’s field training program.
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DIRECTIVE 33.3

TRAINING INSTRUCTORS
Issue Date: 06/08/2020 By Order of Chief of Police
Rescinds: (Issue 05/08/2009) CALEA Standards
Pages: 1 Referenced: 33.3.1

This directive consists of the following sections:
33.3.1 Instructor Training
POLICY AND PROCEDURE:

It is the policy of the Miami Township Police Department to maintain high quality and
standards related to the training instructors used by the Department in its training
programs. All training programs will be instructed by personnel approved by the
Training Coordinator. Training instructors may be from within the Department or the
Department may obtain an instructor from outside the Department when the training
subject requires special expertise.

33.3.1 Instructor Training

Personnel who are assigned as department training instructors to instruct courses
mandated by state law will be required to possess an instructor’s certification from the
Ohio Peace Officer Training Council. These instructors shall receive training which
includes, at a minimum:

Lesson Plan Development
Performance Objective Development
Learning Theory

Testing and Evaluation Techniques
Resource Availability and Use

Personnel having expertise in a subject matter may be considered for designation as a
training instructor in their field without specific instructor training on a case-by-case
basis.

Personnel assigned to be training instructors shall maintain tenure during such time as all

necessary certification are current but may be removed by the Chief of Police for just
cause.
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DIRECTIVE 33.4

RECRUIT TRAINING
Issue Date: 09/01/2020 By Order of Chief of Police
Rescinds: (Issue 06/08/2020) CALEA Standards
Referenced: 33.4.1; 33.4.2;
Pages: 6 33.4.3 & 33.4.4

This directive consists of the following sections:

33.4.1 Recruit Training Required
33.4.2 Recruit Training Program
33.4.3 Field Training Program
33.4.4 Entry Level Training

POLICY AND PROCEDURE:

Miami Township provides a formal and uniform training period for newly hired sworn
personnel. The program provides experience, guidance and supervision so the
probationary officer may develop a high standard of judgment, conduct and appearance.
Recruits are given specific direction regarding the skills, knowledge and abilities to be
assessed, taught or performed with the field training officer. This direction aids in the
evaluation of probationary personnel in their performance of basic police responsibilities,
tasks and procedures.

33.4.1 Recruit Training Required

All newly sworn personnel will have successfully completed basic recruit training in
accordance with the Ohio Revised Code and the rules and regulations of the Ohio Peace
Officers Training Council, prior to any routine assignment in any capacity in which the
officer can carry a firearm or is able to make an arrest.

33.4.2 Recruit Training Program

Basic recruit training mandated by the Ohio Peace Officer Training Council is based on a
job task analysis that has been performed in and by the State of Ohio based on actual
tasks officers are called on to perform everyday.

The Ohio Peace Officer Training Council’s training program uses evaluation techniques
designed to measure competency in the required skills, knowledge and abilities of the
curriculum taught, including a final competency test of which a passing grade must be
obtained.
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The Basic Law Enforcement Training Academy provides an orientation handbook to all
new recruit personnel at the time training begins.

33.4.3 Field Training Program

Field Training Program Overview and Duration

The Miami Township Field Training Program (FTP) consists of two phases.
Phase 1

Orientation conducted during the probationary officer’s first week of employment and
prior to his/her assignment for Field Training.

Orientation consists of administrative tasks relative to employment and benefits, a tour
with introductions to various functions of the department, a meeting with assigned field
training officers for an overview of the field training program, review of Miami
Township Personnel Policies and Procedures, Police Department Directives, Written
Directives System, Collective Bargaining, Accreditation and Training & Career
Development. Additionally, entry level testing for required ICS courses shall be
provided, if needed.

The probationary officer shall also receive instruction in the department’s Use of Force
Policy and become qualified in the use of any authorized firearm and any issued less
lethal weapon.

Phase 11

Phase II of the FTP commences upon assignment with a Field Training Officer (FTO) for
field training for a period up to 18 weeks and a minimum of eight weeks for officers with
documented prior experience.

During Phase II of the Field Training Program the probationary officer will be instructed
by the assigned FTO according to the Field Training Guide. This guide requires the
newly hired officer to successfully demonstrate basic police responsibilities, skills, tasks
and procedures in accordance with the department guidelines.

During the first week of Phase II the probationary officer will act as an observer, giving
the new officer time to become familiar with the department, community and field
training program requirements. During this week, the probationary officer shall not
receive daily evaluations from the FTO.

During the second week through completion of this phase the recruit shall receive daily
evaluations (DER) from the FTO or FTO Supervisor.

Upon completion of Phase II of the Field Training Program the Field Training Program
Coordinator (FTPC), Patrol Bureau Lieutenant and the probationary officer’s primary
supervisor will review all documentation pertaining to the officer’s performance and
training. Upon review of the facts, the FTPC and the Lieutenant shall make a
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recommendation to the Chief of Police to clear the officer for probationary solo patrol,
continue the officer in Phase II of the FTP with specific remedial training to correct
deficiencies, or terminate the employment of the officer.

The Patrol Bureau Lieutenant shall continue to monitor the progress of the probationary
officer throughout his placement on regular assignment.

Field Training Program Coordinator

The Patrol Division Lieutenant may appoint a Field Training Program Coordinator
(FTPC) with the concurrence of the Chief of Police. The FTPC shall exhibit the same
characteristics as those required of an FTO with the following responsibilities:

e The FTPC shall prepare, disseminate, review and approve forms used in the Field
Training Program.

Selection Process for Field Training Officers

Officers are encouraged to volunteer for selection as a Field Training Officer.
Supervisors may solicit or recommend officers for participation in the program. Field
Training Officers are appointed by the Patrol Division Lieutenant with the concurrence of
the Chief of Police. The following selection criteria apply:

e The officer must have mastered the tasks of uniform patrol. All field-training
officers must be able to demonstrate the proper techniques for accomplishment of
both routine duties and unusual assignments.

e The officer must have a thorough working knowledge of the Directives, Policies,
Procedures, Rules and Regulations of the department and Township.

e The officer must demonstrate a thorough working knowledge of the laws and
criminal rules of procedure applicable to the performance of police patrol
function.

e The officer shall maintain above average shift activity contacts.

e The officer shall be dedicated to department goals and objectives, and must have a
good attitude toward their duties, fellow officers, and supervisors and consistently
strive toward self-improvement. The officer should exhibit exemplary conduct
both on and off duty.

e The officer must have the requisite skills necessary to become a reliable evaluator
of a trainee's performance. The officer must have good communication skills to
adequately communicate to the trainee and to clearly write evaluations of the
trainee's performance, and any other documentation that may be required.

e The officer’s age and length of service within law enforcement will be a factor in
selection, although the officer’s ability and attitude will be the predominate
factors relating to this portion of the selection criteria.
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Supervision of Field Training Officers

It is the responsibility of the FTPC to review and approve all forms completed by the
FTO for accuracy and completeness.

The FTPC will confer with the probationary officer’s FTO on a monthly basis to
determine problem areas and establish training programs to assist the probationary officer
in correcting any noted deficiencies.

The shift Sergeant is responsible for the supervision of any FTO on their shift.

Liaison with Academy Staff’

Miami Township Police Department conducts the field training program in-house and
liaison with an Academy staff is not applicable.

Training and In-Service Training of Field Training Officers

It shall be the responsibility of the Training Coordinator to evaluate and maintain the
training of all FTO’s.

An officer who is selected to be an FTO, shall prior to being assigned a probationary
officer, be required to attend and successfully complete a course of instruction in the
fundamentals of being an FTO.

Periodic in-service training may be provided for designated FTO’s to prepare them for
and keep them current with their assignment as an FTO.

Rotation of Recruit Field Assignments

Probationary officers are assigned a primary and one or more secondary FTO’s. The
primary and secondary FTO’s shall be on different shifts, allowing the probationary
officer to be scheduled for no less than two weeks on the secondary FTO shift. The
probationary officer may be assigned to work with a Detective for up to two weeks
during or immediately following their field training.

Evaluation Guidelines

The FTO will explain and demonstrate the directives, policies, procedures, rules and
regulations of the department, as well as those duties required for the probationary officer
to gain the fundamental knowledge to perform the required tasks of a police officer. The
field training officer will test the probationary officer’s knowledge by asking relevant
job-related questions and or administering written tests relevant to the job required tasks.

The FTPC is available to assist the FTO in creating written tests. The FTO will direct
and guide the probationary officer through the field training period so that the
probationary officer obtains an understanding of how and why duties are performed. The
field training officer will as appropriate, allow the probationary officer to perform such
tasks that the FTO feels the probationary officer is competent and ready to perform.
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Each probationary officer’s progress as they proceed through the training program is
recorded by means of written evaluations. The evaluation process is an important as the
training process, as one without the other is unworkable and makes the learning process
impossible. Evaluations serve the following purposes:

Record and document the probationary officer’s progress.

Inform the probationary officer of the performance level at a point in time.
Identify training needs and document training efforts.

Chronicle the skills and efforts of the FTO.

Provides needed feedback to the FTPC, Shift Sergeant and Chief of Police.

Each probationary officer is evaluated in multiple categories. Miami Township Police
Department utilizes standardized evaluation guidelines to ensure each probationary
employee’s training will be equal and standard throughout the program. The
standardized evaluation guidelines must be applied to all probationary officers regardless
of their experience level, time in the field training program or other incidental factors.

The Patrol Division Lieutenant shall confer with the FTPC and/or FTO concerning the
probationary officer’s progress throughout the evaluation period. The Chief of Police
may periodically request a memo or email in relation to the probationary officer’s
progress.

Reporting Responsibilities of the Field Training Program

Field Training Officer

The FTO will complete forms required and used in the field training program. All forms
shall be signed by the FTO and the probationary officer. These forms include:

Daily Evaluation Form (DER)
Monthly Evaluation Form

Final Evaluation Form (Primary FTO)

The FTO shall also maintain the Basic Police Responsibilities, Tasks and Procedures
Checklist and the Field Trip Checklist.

Field Training Program Coordinator

The FTPC shall review, approve and sign the required forms of the field training
program.

When the probationary officer has successfully demonstrated his/her ability to perform as
a police officer on solo patrol, all necessary field training forms will be reviewed,
completed and forwarded to the Patrol Division Lieutenant for his/her review and
determination to release the probationary officer from the field training program.
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Upon release, all field training forms shall be securely maintained by the department
Training Coordinator, in accordance with any applicable records retention requirements.

33.4.4 Entry Level Training

Miami Township Police Department requires all full-time, part-time or volunteer
individuals charged with performing sworn law enforcement duties to complete a recruit
academy training program equivalent to that required of full-time sworn officers. Should
Miami Township Police Department not wish to include certain employee classifications
with law enforcement responsibilities in a full academy, they may opt that classification
out of a full academy by accomplishing the following:

e Prepare a detailed job task analysis for the position which identifies tasks that are
law enforcement related; and

e Develop a matrix that identifies the training and hours of training provided, of that
training for the classification.
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DIRECTIVE 33.5
IN-SERVICE, SHIFT BRIEFING & ADVANCED

TRAINING
Issue Date: 09/01/2020 By Order of Chief of Police
Rescinds: (Issue 06/08/2020) CALEA Standards
Referenced: 33.5.1; 33.5.2;
Pages: 3 33.5.3 & 33.5.4

This directive consists of the following sections:

33.5.1 Annual In-Service Training Program
33.5.2 Shift Briefing Training

33.5.3 Accreditation Training

33.5.4 Accreditation Manager Training

POLICY AND PROCEDURE:

The Miami Township Police Department recognizes the necessity of training to fulfill its
obligation in providing professional law enforcement services to the community it serves.
Training provides the employee with professional growth and capabilities for both
current and future job roles. This obligation extends not only to providing the training
necessary for the department to achieve its objectives but provides for the individual
career development of its employees. Improvement of personnel skills, knowledge and
abilities promotes productivity, efficient and effective job performance and an improved
level of job satisfaction. Miami Township Police Department is committed to provide
training and educational opportunities to all members at all levels.

33.5.1 Annual In-Service Training Program

In-Service training programs are designed to ensure that employees continue training that
may enhance law enforcement and career development. In-Service training will be
ongoing throughout the year and consistent with the position held and functions
performed. It may be accomplished by formal in-service classroom training, outside
training programs, roll call training, online training, self-study training or training
bulletins/updates.

Annual training may include instruction on technological improvements, revision in

agency directives, policies & procedures, ethics and integrity or any other topic designed
to increase professionalism within the department.
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Annual training will include the following:

Continuing Professional Training Requirements set by State of Ohio;
Legal Update;

Use of Force Policies;

Lethal Weapons/Firearms Qualifications & Proficiency;

Electronic Weapons Proficiency;

Bias Based Profiling;

All Hazard Training (affected agency personnel);

Active Threat Training.

Biennial training will include the following:

e Ethics Training;

e Less Lethal Weapon Proficiency

e All Hazard Table Top or Full Scale Exercise (affected agency personnel).
Triennial training will include the following:

e Dealing with the Mentally Il1.

33.5.2 Shift Briefing Training

The department will forward information to employees using roll call training. Roll call
training will be used to relate current information in a timely manner to employees.

Department supervisors will be responsible for planning roll call training, which will
generally consist of brief synopses of information, including updates of directive, policy
and procedures, court decisions and criminal justice opinions. Any employee of the
department may suggest roll call training that would be beneficial to the mission of the
department.

Roll call training may include a wide variety of techniques, including but not limited to
lecture, videotapes, written document distribution, audio tapes and discussions.
Methodology may include lectures, discussions and demonstrations, depending on the
nature and content of the material.

Employees who have received update and or specialized training may be utilized to
prepare and or present roll call training segments.

Roll Call training will vary in frequency and duration and will be scheduled on an as

needed basis. Roll call training may occur during roll call or be incorporated into the
members normally scheduled shift.
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33.5.3 Accreditation Training

Familiarization with the accreditation process will be provided to all employees as
follows:

Newly Hired Personnel - All newly hired personnel shall receive accreditation
familiarization training within thirty days after their employment begins. This training
will normally be conducted by the Accreditation Manager.

Self Assessment Phase — N/A

On-Site Assessment — All personnel shall receive an accreditation refresher course prior
to an on-site assessment.

33.5.4 Accreditation Manager Training

The role of Accreditation Manager is very specialized and requires familiarization with
the accreditation process and all aspects of department operations. Employees assigned
to the position of Accreditation Manager shall receive specialized accreditation training
within one year of being appointed, which will include information on the essential
components of the process, the standards manual, file maintenance and the assessment
review cycle and requirements. The Accreditation Manager shall be responsible for
providing appropriate training to other agency personnel assigned to the accreditation
process.
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DIRECTIVE 33.6
SPECIALIZED IN-SERVICE TRAINING

Issue Date: 10/07/2020 By Order of Chief of Police
Rescinds: (Issue 06/08/2020) CALEA Standards
Pages: 5 Referenced: 33.6.1 & 33.6.2

This directive consists of the following sections:

33.6.1 Specialized Training
33.6.2 Tactical Team Training Program

POLICY AND PROCEDURE:
Miami Township Police Department provides training to meet the requirements of job
responsibilities as identified by a job task analysis for specialized and supervisory

positions.

33.6.1 Specialized Training

A list of recommended training, education and developmental courses shall be developed
and maintained for specialized and supervisor positions.

Particular courses or elements of training may be identified as recommended training for
certain specialized positions and other training may be suggested as optional training.

Specialized training required for certification in a specialized position will be initiated
upon the employee’s assignment to the position requiring such training. If retraining
requirements for the certification are required, they shall be maintained.

Specialized training is intended to enhance skills, knowledge and abilities above and
beyond that level taught in either recruit of other in-service programs. Specialized
training may address supervisory, management or executive development training and
also include technical and job specific topics.

Specialized training shall include the following elements:

e Development and or enhancement of the skills, knowledge and abilities particular
to the specialization.

e Management, administration, supervision, personnel policies of operations or
support services in each function or component.

e Performance standards of the function or component.

e The department’s directives, policies, procedures, rules and regulations
specifically relation to the function or component.
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Supervised on the job training.

The following supervisory, specialized or additional duty assignments may require
training specific to that position or assignment.

Chief of Police

Lieutenant

Sergeant

Corporal

Detective

Traffic Safety Officer

School Resource Officer
DARE Officer

Crime Prevention/Community Relations/Accreditation Management Officer
Bike Unit Officer

Honor Guard Officer

Assistant to the Chief of Police
Records Clerk

Chief of Police

Recommended Training

LEAD Clermont
FBI National Academy

Lieutenant

Recommended Training

School of Police Staff & Command (SPSC)
Police Executive Leadership College (PELC)
Case Management (Inv LT)

Media Relations

Onptional Training

FBI National Academy
Certified Law Enforcement Executive (CLEE)

Sergeant

Recommended Training

First Line Supervision
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e Police Executive Leadership College (PELC)
e Internal Investigations

Onptional Training

e FBI Leadership Course
e Media Relations

Corporal

Recommended Training

e First Line Supervision
e Police Executive Leadership College (PELC)

Detective

Recommended Training

¢ Criminal Investigations (Multi-Levels)
e Evidence Technician
e Crime Victim’s Rights & Responsibilities

Onptional Training

e (Case Management

Traffic Safety Officer

Recommended Training

e Crash Investigation Level 1 & 2

Onptional Training

e Crash Investigation Level 3
e Crash Reconstruction

School Resource Officer

Recommended Training

e SRO Basic Training
e ALICE
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Onptional Training

e Basic Criminal Investigations

DARE Officer

Recommended Training

e DARE Basic Training
e SRO Basic Training
e ALICE

Onptional Training

e DARE Junior High Training
e GREAT Basic Training

Crime Prevention/Community Relations Officer/Accreditation Manager

Recommended Training

e Crime Prevention Officer Certification
e Crime Victim’s Rights & Responsibilities
e CALEA Accreditation Management

Onptional Training

e Basic Criminal Investigations
e ALICE

Bike Patrol Officer

Recommended Training

e Police Bicycle Patrol Basic Training

Honor Guard Officer

Recommended Training

e Honor Guard Training
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Administrative Assistant

Recommended Training

Public Records Management

Notary Training & Certification
Records Management Software Training
LEADS

Records Clerk

Recommended Training

LEADS

NIBRS

Public Records Management

Notary Training & Certification
Records Management Software Training

33.6.2 Tactical Team Training

Miami Township Police Department personnel selected to participate on the Clermont
County Sheriff’s Office (CCSO) Special Response Team (SRT) shall participate in all
required training sessions.

Personnel shall be excused from regular assignments to attend training if there is a
conflict between the two schedules.

The shift supervisor shall release personnel to deploy with the SRT when a notice to
deploy has been received.

If possible, the SRT member shall return to duty after a deployment is completed.

After each deployment with the SRT, the Miami Township employee involved shall
complete a thorough incident report describing his/her participation in the deployment.
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DIRECTIVE 33.7
NON-SWORN TRAINING

Issue Date: 06/08/2020 By Order of Chief of Police
Rescinds: (Issue 05/08/2009) CALEA Standards
Pages: 2 Referenced: 33.7.1 & 33.7.2

This directive consists of the following sections:

33.7.1 Non-Sworn Orientation
33.7.2 Non-Sworn Pre-Service and In-Service Training

POLICY AND PROCEDURE:

It is the policy of the Miami Township Police Department to provide civilian employees
with pre-service and in-service training to meet the requirements of job responsibilities as
identified by a job task analysis for their respective position classification. Training for
civilians may include the legal, safety and coordinative responsibilities of the assignment,
including dealing with the public. The training of employees who predominantly deal
with citizens or personnel assigned to informational posts will stress not only the skills
necessary to perform the technical aspects of their job, but also the importance of the link
that they provide between the citizen and the department. This contact often shapes a
citizen’s opinion of the department. This training is designed to update skills and to
increase knowledge for current, additional or new job responsibilities.

33.7.1 Non-Sworn Orientation

All newly appointed civilian personnel will be presented an orientation program
introducing them to the department. The orientation program will include:

e The department’s role, mission, goals, directives, policies and procedures.
e Working conditions, rules and regulations.

e Rights and responsibilities of civilian employees.

33.7.2 Non-Sworn Pre-Service and In-Service Training

Civilian positions within the department may require training on specific job tasks prior
to assuming the job responsibility. This training may consist of any of the following:

e Formalized classroom instruction

e Reading or comprehension of material presented in the form of written material,
manuals, audio or video tapes, or other types of media presented in an appropriate
learning format.

e Familiarization with the Township area (Geography and Buildings).
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e Specialized training conducted on or off the employer’s premises.

The department may provide annual retraining for civilian personnel, which shall be
designed to update skills and to increase knowledge of current of new job responsibilities.
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DIRECTIVE 33.8
CAREER DEVELOPMENT AND EDUCATION

Issue Date: 06/08/2020 By Order of Chief of Police
Rescinds: (Issue 12/20/2019) CALEA Standards
Referenced: 33.8.1; 33.8.2 &
Pages: 3 33.8.3

This directive consists of the following sections:

33.8.1 Training for Career Development Personnel Training
33.8.2 Skill Development Training Upon Promotion

33.8.3 Career Development Program

33.8.4 Educational Incentives

POLICY AND PROCEDURE:

The ability of the Miami Township Police Department to meet current and long-range
goals and objectives in an efficient and effective manner is largely dependent upon the
level of skill, knowledge and ability members bring to their individual assignments,
duties and responsibilities. Therefore, it is the policy of the department to provide, to the
degree possible, counseling, training and professional development opportunities and
assistance to members in choosing, preparing, entering and progressing in department job
assignment and job specialties, as well as individual professional growth opportunities
that will promote production, efficiency and effectiveness in job performance and
improve overall level of job satisfaction.

33.8.1 Training for Career Development Personnel Training

Personnel who provide career development counseling shall undergo training that will
provide increased knowledge and skills to conduct career development activities. This
shall occur through advanced training and/or during the supervisor’s review of the
Performance Evaluation Directive and their demonstration of adequate performance to
conduct employee professional development and performance plan assessments. This
training may include:

General Counseling Techniques;

Techniques for Assessing Skills, Knowledge and Abilities;
Salary & Benefits;

Training Opportunities;

Educational Opportunities and Incentives;

Record Keeping Activities;

Career Development Programs of Other Jurisdictions.
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33.8.2 Skill Development Training Upon Promotion

Personnel who are promoted may require additional skills to perform the necessary
functions of their position. The department shall provide promoted personnel the
requisite training necessary for performing the functions of their position. This training
shall be provided as soon as possible following promotion.

33.8.3 Career Development Program

Miami Township assists employees in planning their career paths through the utilization
of formal schooling opportunities and law enforcement related training courses to
improve their skills, knowledge and abilities.

The Miami Township Police Department has developed and maintains a list of
recommended training, education and developmental courses for sworn personnel. This
five-year career development program begins upon the completion of the field training
program.

Year 1

e Testifying in Court
e Crisis Intervention Training (CIT)
e Intoxilyzer 5000

Year 2

e Advanced Roadside Impaired Driving Enforcement (ARIDE)
e Basic Crash Investigation
e Firearms, Arrest and Self-Defense Tactics (FAST)

Year 3

¢ Basic Crime Scene
e Criminal Investigations

Year 4

e Interview & Interrogation
e Counter Ambush

Year 5

e Traffic Crash Investigation Level II
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33.8.4 Educational Incentives

The employer and employees recognize the benefits of continued education and training
for professional growth and development. Employees are encouraged by the department
to pursue their knowledge and participate in their formal education efforts.

Tuition and educational incentives to Bargaining Unit Members are provided by the
department in accordance with the Collective Bargaining Agreements, Article 35.
Tuition assistance to employees not covered under a Collective Bargaining Agreement is
provided by the department in accordance with the Miami Township Policies &
Procedure Manual, Section V. Sections 5.6 & 5.7.

Command officers may exercise discretion in permitting regular schedules to be
realigned to allow employees pursing academic study the ability to do so. Schedule
changes will not be detrimental to the operation of the department.

Miami Township personnel in the sworn rank of Lieutenant and above should possess, at
a minimum, a Bachelor degree from an accredited college or university. The degree shall
be in criminal justice, law enforcement, public administration or a closely related field as
determined by the Chief of Police.
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DIRECTIVE 34.1
PROMOTION - PROFESSIONAL AND LEGAL

REQUIREMENTS
Issue Date: 09/10/2020 By Order of Chief of Police
Rescinds: (Issue 05/06/2020) CALEA Standards
Referenced: 34.1.1; 34.1.2;
Pages: 7 34.1.3; 34.1.4; 34.1.5 & 34.1.6

This directive consists of the following sections:

34.1.1 Agency Role, Authority and Responsibility
34.1.2 Promotional Process Described

34.1.3 Job Relatedness

34.1.4 Promotional Announcement

34.1.5 Eligibility Lists

34.1.6 Promotional Probation

POLICY AND PROCEDURE:

The promotional process is of vital interest and concern, as promotion brings about
recognition, personal satisfaction and added responsibilities. A standardized system is
essential to both the department and the individual. Every effort has been made to make
the Miami Township promotional process job related, fair and nondiscriminatory. It is
the policy of the Miami Township Police Department to promote personnel without
regard to race, creed, sex, age or national origin.

34.1.1 Agency Role, Authority and Responsibility

Miami Township Police Department shall maintain standardized procedures pertaining to
the promotion of employees to authorized supervisory positions. Such procedures shall
be developed in accordance with this directive; the general policies and practices adopted
by the Miami Township Board of Trustees and generally accepted practices for
promotion of employees to positions of supervision within law enforcement agencies.

The department shall maintain a role in the development and/or selection of the
measurement instruments that are used in determining the skills, knowledge and abilities
of employees for such supervisory positions.

The Miami Township Police Department has responsibility for the role of conducting a
promotional process for its employees. The Township does not have a Civil Service
Commission and does not use an external Human Resources Office that can assist with
this process.
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The Chief of Police is designated by The Board of Trustees and department directive as
the principle person responsible for the administration and execution of the promotion
process.

The department will maintain the primary role and responsibility for the administration of
the promotional system, but the Miami Township Board of Trustees shall retain final

approval of any and all candidates recommended for promotion by the Chief of Police.

34.1.2 Promotional Process Described

To identify and select the employees who have the potential for assuming greater
responsibility and who possess the skills, knowledge and abilities for promotion to and
performance in, a higher rank classification, the Miami Township Police Department has
developed a promotional examination process. All procedures used in the promotional
process will be job-related and non-discriminatory. The Promotional Process is voluntary
and may require off duty testing, interview dates and times. Candidates wishing to
receive compensation for such time shall notify their Division Supervisor at least 7 days
in advance so scheduling adjustments can be made to accommodate such requests.

Evaluating the Promotional Potential of Candidates

Any sworn employee, who has completed probation, is eligible for promotion if the
employee meets the eligibility requirements as set forth in the promotion process.

Sergeant

e A candidate must possess a combination of full-time experience and a degree
from an accredited College or University if the candidate has less than 15 years of
full-time experience. The College or University must be accredited by the U.S.
Department of Education or the Council of Higher Education Accreditation
(CHEA). The following are the minimum combination requirements to be eligible
for the promotion process:

a) An Associate Degree with not less than 8 years full-time
experience with any police department, or;
b) Not less than 15 years full-time experience with any department.

e Have not received sustained department disciplinary action stronger than a written
reprimand within the year prior to the start of the promotional process.

e Have received an overall assessment of exceptional or satisfactory or a similar
suited evaluated ranking during the last three years evaluations.
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Ranks Above Sergeant

The Chief of Police and the Township Administrator shall determine criteria for
eligibility for positions above the rank of Sergeant. Such criteria shall be established
based on the skills, knowledge and abilities necessary to perform the job functions as
outlined in the job description for the position.

Administering Written Tests

Written tests may be essay, multiple choices, true or false, fill-in the blank or any
combination of those listed. The written examination may be obtained from a private
testing service. Unless otherwise specified by the Chief of Police and announced in the
position announcement, the passing score of any written promotional examination shall
be eighty percent. Total score value twenty percent (20 %) of FAS.

Study material will be provided, or a list of material from which examination questions
are derived will be provided. These materials shall be made available to potential

candidates at the time the position vacancy is posted.

Physical Assessment

The physical assessment shall be the same test administered for entry-level police
applicants, adjusted for applicant age and gender. {MTPD 31.4} This phase is scored as
a pass/fail.

Previous Evaluations & Seniority Review

The final evaluation for the past 3 years will be used for scoring.

Previous evaluations will be scored as follows:

Exceptional/Superior ratings 4 points per year
Satisfactory/Acceptable ratings 2 points per year
Unsatisfactory/Not Acceptable ratings 0 point per year

Seniority is defined as total years of experience as a full-time police officer with Miami
Township Police Department.

Seniority will be scored as follows:

18 months to ten years of service 1 point
Eleven to twenty years of service 2 points
Twenty-one to twenty-five years of service 3 points

Total score value fifteen (15%) of FAS.
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Oral Interviews

Oral Review Board - Oral interviews shall be conducted utilizing a series of standardized
questions asked of each candidate interviewed. The questions shall be scored using a
rating scale to assess a defined set of personal behaviors. The oral interview may include
means to assess an applicant’s ability to organize and conduct a presentation on a work-
related topic to a group of people. Each candidate’s interview results shall be recorded
on a rating form and results maintained for the duration of the eligibility list. Total score
value sixty (60%) of FAS.

Interview with the Chief of Police and/or Designee — The Chief of Police shall set the
criteria and questions for this interview. This interview is not scored.

FEducational Credits

Master’s Degree or above 5 points
Bachelor’s Degree 3 points
Associate Degree 1 point
*Employee’s highest degree earned

Total score value five (5%) of FAS

Promotional Assessment

At the discretion of the Chief of Police, up to the top three candidates will participate in a
promotional assessment exercise.

Review and Appeal Process

Candidates are permitted to review and appeal adverse decisions concerning their
eligibility for appointment to promotional vacancies.

Procedures for the review and appeal of adverse decisions are as follows:

e Written Examinations — All candidates are permitted to review the questions and
answer key to the written examinations after all tests have been completed and
scored. Questions concerning the answer, or the validity of any question utilized
on a written examination shall be submitted in written form and directed to the
Chief of Police. Questions submitted by an examination participant shall include
their reasoning for questioning the answer for or validity of an examination
question.

e Oral Review Board — All candidates are permitted to review the questions and
rating scales to the oral review boards after all interviews have been completed
and scored. Questions concerning the answer, or the validity of any question
utilized on an oral board examination shall be submitted in written form and
directed to the Chief of Police. Questions submitted by an examination
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participant shall include their reasoning for questioning the answer for or validity
of an examination question.

All Other Examination Procedures — Any candidate who has a question
concerning the answer to or the validity of any question, or the validity of a
section of any procedure used in the testing process may submit in written form
such question and direct it to the Chief of Police. Questions submitted by an
examination participant shall include their reasoning for questioning the answer
for or validity of an examination question or procedure. The Chief of Police shall
respond in writing to any question submitted concerning the correctness or
validity of an examination question or procedure. The decision of the Chief of
Police shall constitute the final decision to such questions and may not be
appealed to any other person or body.

All candidates are permitted to review the written results of scored elements of
the selection process. Examination and review must take place within five
calendar days after notification of results of the examination being questioned.
The review shall be during regular office hours under the supervision of the Chief
of Police.

Reapplication, Retesting or Reevaluation on Sustained Appeals

If a candidate is successful in his/her appeal of a portion of the promotional process, the
following general guideline for remedy will be applied:

If the appeal is sustained on an error on a score which may be corrected, (i.e. an
error on a mathematical calculation) the scores of all persons tested will be
examined for accuracy, scores corrected as needed, recalculations made and lists
corrected, if needed.

If the appeal is sustained on an uncorrectable error that only affects a small
portion of one particular test, (such as one or two questions on a written test), that
portion affected by the appeal will be eliminated, all scores recalculated and
promotion lists corrected, if needed.

If the appeal is sustained on an uncorrectable error that affects a major portion of
a test, the Chief of Police will decide one of the following:

o The Chief (or the testing administrator) is of the opinion that the overall
test battery is still valid without the appealed test, the single promotional
test will be eliminated, all scored recalculated and promotion lists
corrected, if necessary.

o If the Chief (or the testing administrator) is of the opinion that the overall
test procedure is no longer valid without the appealed test, all test scores
will be eliminated, and entire testing procedure will be rescheduled and re-
administered.
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Promotional Eligibility for Vacancies Where Lateral Entry is Permitted

Lateral entry is permitted for ranks above Sergeant. The Chief of Police and the
Township Administrator shall determine criteria for eligibility for positions above the
rank of Sergeant. Such criteria shall be established based on the skills, knowledge and
abilities necessary to perform the job functions as outlined in the job description for the
position.

Security of Promotional Materials

All promotional materials used in the promotion process and records of the process shall
be maintained and secured by the Chief of Police during the selection process.

At the conclusion of the promotion process, all promotional materials and records of the
process shall be maintained and secured by the Accreditation Manager.

34.1.3 Job Relatedness

All elements used to evaluate candidates for promotion are job-related, fair and non-
discriminatory.

All elements used are based upon the skills, knowledge and abilities identified as
performance standards in the position job description and the candidate’s knowledge of
department directives, rules, policy and procedure, bargaining agreements and
professional law enforcement topics and practices.

34.1.4 Promotional Announcement

Whenever a vacancy exists in a supervisory position and the department has declared that
the position is to be filled, a written announcement shall be posted on the department
bulletin board in the squad room of the police building for no less than ten calendar days
prior to the last day in which a person may declare their candidacy for such position.

The announcement shall be posted no less than thirty days prior to the first testing date
for the position vacancy.

The announcement shall include all the following:

e Minimum Qualifications;
e Process for Selection;
e Application Procedures.

Miami Township Directive 34.1 shall be attached to the announcement to provide a
detailed description of the promotional process, elements utilized and criteria and
procedures for the development and use of eligibility lists.
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34.1.5 Eligibility Lists

The testing format for developing an eligibility list for promotional purposes shall be as
follows:

A Written Test;

A Physical Assessment;

An Oral Review Board;

Previous Evaluations & Seniority Review & Highest degree earned;
An Interview with the Chief of Police and/or designee.

The following percentiles will be assigned to the scored phases of the testing procedure to
determine the final average score (FAS) of a candidate:

A Written Test — Total score value twenty percent (20 %) of FAS.

A Physical Assessment — This phase is scored as a pass/fail.

An Oral Review Board — Total score value sixty percent (60%) of FAS.
Previous Evaluations — Total score value fifteen (15%) of FAS.
Educational Credits — Total score value five (5%) of FAS.

Promotional Assessment - Ranked

An Interview with the Chief of Police and/or designee — Not scored.

Members competing for promotion shall be ranked successively, starting with the highest
score, according to the final average score computed from the numerically scored
sections of the promotional test procedure.

The promotional eligibility list shall remain in effect as determined by the Chief of
Police.

The Chief of Police may recommend for promotion any applicant in the ranking of 1
through 5 for each position vacancy. For multiple vacancies, additional candidate may be
considered for promotion.

e For One Vacancy — Ranks 1 through 3 Are Eligible
e For Two Vacancies — Ranks 1 through 6 Are Eligible
e For Three Vacancies — Ranks 1 through 7 Are Eligible, etc.

34.1.6 Promotional Probation

For the position of Sergeant and above, the probationary period shall be for 12 months
from the date of appointment. During this probationary period if the employee is absent
from work more than ten (10) workdays during their probation their probationary period
shall be extended by the amount of days they are absent.
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DIRECTIVE 35.1
PERFORMANCE EVALUATION

Issue Date: 05/07/2020 By Order of Chief of Police

Rescinds: Issue 06/07/2019 CALEA Standards
Referenced: 35.1.1; 35.1.2;
35.1.3; 35.1.4; 35.1.5; 35.1.6;

Pages: 8 35.1.7; 35.1.8 & 35.1.9

This directive consists of the following sections:

35.1.1 Performance Evaluation System

35.1.2 Annual Evaluation

35.1.3 Quarterly Evaluation of New Hire Employees
35.1.4 Evaluation Criteria

35.1.5 Evaluation Components

35.1.6 Unsatisfactory Performance

35.1.7 Employee Counseling

35.1.8 Rater Evaluation

35.1.9 Personnel Early Intervention System

POLICY & PROCEDURE:

Performance evaluations serve to provide an objective and fair means of recognition and
measurement of individual performance in accordance with prescribed guidelines,
facilitate proper decisions regarding employees in a probationary status, provide a
medium for personnel counseling and interactive discussions of the employee’s
professional development, identify employee strengths and weaknesses and allow for the
identification of individual training requirements for developing and improving an
employee’s performance. Performance evaluations identify general department training
needs to assist the department in determining if proper training and direction are being
given toward the attainment of department goals and objectives. Performance
evaluations provide information for fair and impartial personnel decisions concerning
employee advancement/assignment, career development, promotion, as well as the
employee effectiveness in their assigned positions and ability to assume more
responsibility.

Miami Township utilizes a standard format to assess the conduct and work performance
of employees. Miami Township records information which both the employee and
supervisor may utilize to give the employee direction in their current work assignment
and provide guidelines for the professional development of the employee.
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35.1.1 Performance Evaluation System

Measurement Definitions

Criteria used to define the quality of work shall be descriptive, measurable, and should
allow a characterization regarding how the work is performed. Measurement definitions
for evaluation of employees are included on the Standardized Evaluation Guidelines.

Procedures for Use of Forms

Performance Evaluations are performed on the Performance Assessment form specific to
the employees’ position: Supervisor Performance Assessment; Road Patrol Performance
Assessment; Specialized Employee Performance Assessment or Non-Sworn Employee
Performance Assessment form.

The performance evaluation review addresses:

Appearance

Attitude

Knowledge

Performance — General
Relationships

Performance — Specific to Position.

Newly hired sworn personnel in field training are evaluated in accordance with Directive
33.4.

Rater Responsibilities

At the end of each rating period, every employee will be rated by his or her immediate
supervisor. This responsibility shall not be delegated. Should an employee have had
more than one supervisor during the evaluation period, the current supervisor shall
prepare the employee’s assessment report after consulting with the other supervisor that
the employee had during the rating period.

Raters should be objective and avoid factors that subvert evaluations:

e Halo Effect — Tending to evaluate employee as superior or not acceptable based
on an experience or knowledge involving only one dimension.

e Leniency Tendency — To evaluate all persons as superior rather than true
assessment of performance.

e Stricter Tendency — To rate all persons not acceptable; being overly demanding or
critical.

e Average Tendency — To evaluate every person as acceptable regardless of
differences in performance.
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Raters must be prepared to cite significant examples of superior or not acceptable
performance. Examples should be objective, time and date specific and detailed in nature
rather than subjective and vague.

Raters should:

Select an appropriate location.

Plan to avoid interruptions.

Allow ample time.

Conduct review in a positive manner.

Listen carefully and encourage communication.

Respond positively to objections, problems and disagreements.

Concentrate on facts, be honest.

Emphasis should be on positive reinforcement.

Coach and develop positive plans of action to correct problems.

Emphasize development to assist the employee in developing their full potential.
Assist employee in developing a goal-oriented plan to prepare for greater
responsibility.

e Establish and adhere to follow up plans to ensure the employees growth.

Rater Training

Upon promotion to a supervisory rank, an officer shall be required to review this policy.
The employee must then demonstrate to their immediate supervisor that they have a
working knowledge of this directive and can adequately perform the required functions as
set forth within this directive. Performance evaluation refresher training to supervisors
may be conducted as needed and determined by the Chief of Police.

35.1.2 Annual Evaluation

All personnel, with the exception of the Chief of Police, shall be evaluated no less than
annually for the purpose of standardizing the nature of the personnel decision making
process, ensuring the public that the agency’s personnel are qualified to carry out their
assigned duties and to provide employees with necessary information for behavior
modification to eliminate inappropriate behaviors.

35.1.3 Evaluation of Probationarv Emplovees

After completion of Phase III of the field training program, sworn entry-level
probationary personnel shall be evaluated quarterly by the employee’s immediate
supervisor using the Miami Township Police Department Field Training/Probationary
Evaluation Report.

All probationary civilian personnel shall be evaluated quarterly using the Non-Sworn
Performance Assessment form by the employee’s immediate supervisor.
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If a probationary employee’s probationary period is extended, the employee will receive
monthly evaluations by their immediate supervisor until their release from probation.

Promoted personnel shall be evaluated on a quarterly basis by their immediate supervisor
using the Supervisor-Performance Assessment forms.

35.1.4 Evaluation Criteria

Employees shall be rated for performance in the position held during the rating period.

Tasks of the position, as outlined in the job description of the position, shall form the
basis for the description of what work is to be performed.

Criteria used to define the quality of work shall be descriptive, measurable and should
allow a characterization regarding how the work is performed.

35.1.5 Personnel Evaluation System

Evaluation Period

All employees will receive a Performance Evaluation that addresses the employee’s
general performance since their last review. Performance evaluations shall be completed
annually for the period of July 1 through June 30. Performance Evaluations are to be
completed and submitted by the rating supervisor to their supervisor by a pre-determined
date of the Chief of Police or designee. The review shall be conducted on the appropriate
Performance Assessment form utilizing the Standardized Evaluation Guidelines.

Explanatory Comments

Employee ratings that are representative of superior or not acceptable require the rater to
substantiate such ratings with supportive comments on an attached page.

Responsibility of Raters Supervisor

Upon the completion of the performance evaluation, the rating supervisor shall submit
the performance assessment form to their supervisor for review and signature.  The
rater’s immediate supervisor will be responsible for evaluating the quality of the ratings
given by the rater and ensuring that ratings are fair, impartial and uniform.

Employee Signature and Comment

Each employee will be given an opportunity to read and thoroughly understand their
evaluation.

Each employee will be allowed reasonable time to make written comments to supplement
their completed performance evaluation review. Should the employee feel the need to
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provide an extensive written reply to their performance evaluation review, the employee
may submit a written statement to their immediate supervisor within four calendar days
following their performance evaluation review. This reply shall be reviewed by the
immediate supervisor and attached to the employee’s performance evaluation.

Each employee shall sign their performance evaluation indicating that the employee has
reviewed and understands the report. The employee’s signature does not imply that the
employee either agrees or disagrees with the report.

Should the employee refuse to sign their performance evaluation review, the supervisor
shall indicate such and document on the performance evaluation the reason given by the

employee for not signing the report.

Employee Copy

Each employee shall be offered/provided a copy of his or her completed performance
evaluation at the conclusion of the evaluation meeting.

Appeal Process

Should an employee desire to contest their performance evaluation, they may forward a
written request through the chain of command to their rating supervisor’s immediate
supervisor. Such request shall include the reasons for such request. The rating
supervisor’s immediate supervisor shall review the performance evaluation of the
employee filing such request. The reviewing supervisor may then include the employee
and/or the rater in an interview to resolve the issues.

Evaluation Retention

All performance evaluations shall be retained in the employees training file and/or
personnel file.

Performance evaluations will be retained and disposed of in accordance with the schedule
of Records Retention and Disposition.

35.1.6 Unsatisfactory Performance

If a non-probationary employees’ performance is deemed to be not acceptable or
deficient, the employee shall be notified of such determination in writing.

The notice should include examples for the not acceptable or deficient performance and
suggest measures that should be taken to improve the employee’s performance. If the not
acceptable or deficient performance continues, this information should be included in the
performance assessment. Timely written notification of not acceptable performance is
not immediately required if notification could compromise an on-going investigation.
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Appropriate forms of notification include memorandum, documented counseling sessions
and administered discipline.

35.1.7 Employee Consultation

Each employee will be counseled at the conclusion of each rating period. The counseling
session will review:

e The results of the performance evaluation report.

e The level of performance that is expected and the rating criteria or goals for the
new rating period.

e Career counseling relative to such topics as advancement, specialization or
training that is appropriate for the employee’s position.

35.1.8 Rater Evaluation

Raters will be evaluated on but not limited to:

e The fairness and impartiality of ratings given.
e Their participation in counseling of evaluated employees.
e Ability to carry out the rater’s role in the evaluation system.

Supervisors should ensure that the raters apply rating uniformly. The Supervisor’s
signature on the evaluation shall document their evaluation.

35.1.9 Personnel Early Warning System

Provisions to Initiate Review

The Miami Township Police Department Personnel Early Warning System (PEWS) is
designed to provide supervisory personnel with objective guidelines and specific criteria
for identifying employees who may benefit from agency intervention efforts. This
system provides specific and consistent procedures for tracking, evaluating and
responding to employee needs. Intervention will be appropriate in circumstances that
indicate a potential for negative consequences to the Department member, his/her co-
workers, the Department and/or the community. All entries will be maintained in
Guardian Tracking ®. Guardian Tracking ®, a web-based employee documentation
medium allows supervisors to make positive or negative entries for all employees. All
entries are sent to the Chief of Police, employee involved and the employees’ supervisor.

Reporting Requirements

Data collection efforts for each event will focus on the following agency reporting
requirements of conduct and behavior:

o Complaints as Described in Directive 26.3
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Use of Force Incidents

Vehicle Pursuits

Counseling or Discipline

Performance Evaluations — Unacceptable

Event that Requires Three or More Days Off Work
Reported Domestic Issues

PEAP Referral or Mandated PEAP Attendance

All incidents will be documented within Guardian Tracking ®.

Supervisory Roles

First and second level supervisors will familiarize themselves with their subordinates and
routinely observe their demeanor, appearance and conduct. Supervisors will remain alert
for indications of behavioral changes or stressors that may affect a Department members’
performance.

When supervisors perceive or determine that a Department member had problems or is
causing problems, they will assess the situation and take appropriate action in accordance
with the directives, policies and procedures of the Department, including referral to EAP
(Directive 22.1), training, counseling and other remedial action (Directive 26.1) and
Internal Investigations (Directive 26.3).

Documentation of action taken by supervisors as set forth in the preceding paragraph will
be provided to the Chief of Police. Serious situations may require immediate notification
(Directive 41.2.4).

The Patrol Division Supervisor shall maintain the PEWS database system, Guardian
Tracking ®, to collect, review and analyze quantitative and qualitative data related to the
early warning indicators listed in Provisions to Initiate Review. In the event the PEWS
database system identifies an employee who has a combined total of three or more events
during the previous six months or any combinations of five or more occurrences as
outlined in the Identification phase within the previous twelve months. Once the
database is triggered by the criteria, a notification flag is sent to the Patrol Division
Supervisor and the employees’ immediate supervisor. The PEWS review process shall
commence. An initial notice will be forwarded to the employee’s immediate supervisor
with a request to perform a review of the early warning indicators and to make their
recommendations in writing and submit them to the Patrol Division Supervisor.

Upon receipt of the initial notice, the employees’ immediate supervisor will meet with the
employee within one week of the employees scheduled work week to review information
contained in the notice as well as recent employee performance information.

Based on information provided in this initial meeting, the employee’s immediate

supervisor is required to take of the following two actions.

Directive 35.1 Performance Evaluation 7



e Determine if further intervention is necessary. If there is any doubt on the part of
the immediate supervisor, he/she must automatically submit a memorandum to
the Patrol Division Supervisor indicating that formal follow-up is required.

e Explain in writing to the Patrol Division Supervisor the outcome of the meeting
with the employee and why the process should not proceed.

Remedial Action/Emplovee Assistance

If it is determined that formal follow-up is needed, the Patrol Division Supervisor will
conduct timely PEWS meetings with identified employees, supervisors and the Chief of
Police. This shall be done within one week, using the following procedures.

o Employees will be informed that they have been identified for follow-up in the
PEWS database system.

e Actions shall be instituted for the purpose of correcting the pattern of
conduct/behavior and/or assisting the employee in improving his/her behavior.
Options or course of actions include, but are not limited to:

@)
@)
@)

@)
@)
@)

No Additional Action,;

Supervisory Counseling;

Professional Counseling and/or Referral to the Employee Assistance
Program;

Monitoring for Twelve Months with Monthly Reviews and Reports;
Mandatory Remedial Training Designed to Improve Skills;

Corrective Actions Reviewed and Approved by the Chief of Police.

Annual Evaluation of System

The Patrol Division Supervisor shall conduct an annual documented evaluation of the
system and submit a written report to the Chief of Police. The evaluation will include a
review of this policy and recommendations on policy modifications needed, if any.
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DIRECTIVE 40.1

CRIME ANALYSIS
Issue Date: 03/31/2020 By Order of Chief of Police
Rescinds: (Issue 05/17/2016) CALEA Standards

Referenced: 40.1.1

Pages: 2

This directive consists of the following sections:
40.1.1 Crime Analysis Procedures

POLICY & PROCEDURE

Crime analysis will be used to enhance management decisions relative to resource
allocation and to prioritize objectives for the department. Information developed through
the crime analysis process can be used by this department in its long-range planning
efforts by providing estimates of future crime trends and assisting in the identification of
enforcement priorities. The data may also assist in the planning for strategic and tactical
response efforts. Crime analysis reporting will be the responsibility of the Investigations
Supervisor, who shall be responsible for the collection, collation, analysis and
dissemination of crime data received by the Department. The Investigations Supervisor
shall be responsible for the dissemination of pertinent information to any persons or units
of the department to which the information is required or needed.

40.1.1 Crime Analysis Procedures

Source Documentation & Evaluation of Data

The collection of crime analysis data will be from the following sources:

Offense reports;

Investigative reports;

Arrest reports;

Field Interrogation reports;

Daily Activity reports;

Monthly Statistical reports;

Intelligence reports from within and outside of the agency;
Crime Prevention & Community Policing contacts;
Electronic and/or Social Media;

Electronic Bulletin Board.
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The Investigations Supervisor or his designee will review and check for accuracy all
information received from source documentation and prepare crime analysis reports as
needed to address tactical crime control and prevention objectives of the agency.
Analysis of the data shall include:

e Identification and comparison of incident characteristics with similar reported
data;
¢ Identification of developing crime patterns or trends.

Factors that may be considered in crime analysis are:

Frequency by type of crime;
Geographical factors;
Temporal factors;
Victim/Target descriptors;
Suspect/Vehicle descriptors;
Modus Operandi factors;
Physical evidence information.

Dissemination of Analysis

Crime analysis reports will be disseminated to department personnel on an as needed
basis.

Information that is relevant to the operational and tactical plans of any division will be
immediately distributed to all personnel within that division.

Information that is relevant to the development of the department’s strategic plans will be
provided to the appropriate personnel.

Information developed through crime analysis may be released to law enforcement
agencies outside this department upon the approval of the Chief of Police or designee.

Crime analysis information may be released to media representatives as approved by the
Chief of Police or designee within established public information policies.

Briefing Chief of Police

The Investigations Supervisor will brief the Chief of Police through staff meetings, oral
summaries or written documentation when a report of crime patterns or trends are
identified and an analysis is being conducted.
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DIRECTIVE 40.2
INTELLIGENCE ANALYSIS

Issue Date: 03/31/2020 By Order of Chief of Police
CALEA Standards Referenced:
40.2.1; 40.2.2; 40.2.3

Pages: 6

This directive consists of the following sections:
40.2.1 Criminal Intelligence Data Collection
40.2.2 Intelligence Analysis Procedures

40.2.3 Criminal Intelligence Procedures

POLICY AND PROCEDURE:

40.2.1 Criminal Intelligence Data Collection

Information gathering is a fundamental and essential element in the all-encompassing duties of
any law enforcement agency. When acquired, information is used to prevent crime, pursue and
apprehend offenders and obtain evidence necessary for conviction. It is the policy of the Miami
Township Police Department to gather information directed toward specific individuals or
organizations reasonably suspected of criminal activity, to gather it with due respect for the rights
of those involved and to disseminate it only to authorized individuals as defined. While criminal
intelligence may be assigned to specific personnel within th