Quincy Police Department
Policy Manual

CHIEF'S PREFACE

The Quincy Police Department Policy Manual is established for the members of the Quincy
Police Department, and the policies contained herein supersede the policies on these matters
previously issued in General and/or Special Orders, Standard Operating Procedure Manuals,
training materials and other written directives.

This compendium represents a major review and revision of previous general order manuals.
The goals in this undertaking were to update these policies to reflect community needs and
expectations, legal requirements, and professional law enforcement best practices; to more
effectively provide direction and guidance to members of the Quincy Police Department in carrying
out their duties and responsibilities and facilitate training on continuing education on policing.

This Policy Manual is the core of the Department's directive system. This manual will be regularly
updated as the needs and priorities of the Department and community change. All members are
encouraged to contribute to this continual process by notifying the Chief of Police of changes in
the working environment requiring policy revisions and suggestions to improve the performance
of this department and its members in service to the community.

These policies are intended for internal Department use only and should not be contrued as to
the creation of a higher standard of safety or care in any civil or criminal procedure with respect
to third party claims.

All members are individually required and responsible for reading, understanding and carrying out
all department policies that guide or affect the performance of their assigned duties, responsibilities
and obligations. Members are required to seek clarification or instruction from a member's
immediate supervisor for any portion of a written directive that is not understood by a member.

By order of:
Adam C. Yates
Chief of Police
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LAW ENFORCEMENT CODE OF ETHICS

As a Law Enforcement Officer, my fundamental duty is to serve mankind; 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 men
to liberty, equality and justice.

I will keep my private life unsullied as an example to all; maintain courageous calm in the face of
danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of others.
Honest in thought and deed in both my personal and official life, | will be exemplary in obeying the
laws of the land and the regulations of my department. Whatever | see or hear of a confidential
nature or that is confided to me in my official capacity will be kept ever secret unless revelation
is necessary in the performance of my duty.

I will never act officiously or permit personal feelings, prejudices, animosities, or friendships to
influence my decisions. With no compromise for crime and with relentless prosecution of criminals,
I will enforce the law courteously and appropriately without fear or favor, malice or violence and
never accepting gratuities.

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

I know that | 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.

I will constantly strive to achieve these objectives and ideals, dedicating myself before God to my
chosen profession . . . law enforcement.
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MISSION STATEMENT
As members of the Quincy Police Department, it is our mission and duty to serve the citizens of

our community and to protect all life and property; to apply the law fairly, ethically and equally to
all; and to work in concert with the citizens of our community to improve Quality of Life.
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Chapter 1 - Law Enforcement Role and Authority
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Law Enforcement Authority

100.1 PURPOSE AND SCOPE
The purpose of this policy is to affirm the authority of the members of the Quincy Police Department

to perform their functions based on established legal authority.

100.2 POLICY
It is the policy of the Quincy Police Department to limit its members to only exercise the authority

granted to them by law.

While this department recognizes the power of peace officers to make arrests and take other
enforcement action, officers are encouraged to use sound discretion in the enforcement of the
law. This department does not tolerate abuse of law enforcement authority.

100.3 PEACE OFFICER POWERS
Sworn members of this department are authorized to exercise peace officer powers pursuant to
applicable state law.

100.3.1 ARREST AUTHORITY WITHIN THE JURISDICTION OF THE QUINCY POLICE
DEPARTMENT
An officer may arrest a person when (725 ILCS 5/107-2):

(@) There are reasonable grounds to believe that an arrest warrant exists.

1.  Notifications and waiver requests for the execution of warrants for those in need
of emergency medical assistance and sexual assault victims shall be made in
compliance with 725 ILCS 5/107-2.

2. When the warrant charges a violation of the ILCS in another county, the arresting
officer shall take steps to have the arrestee delivered before a judicial officer
within the jurisdiction of the Quincy Police Department as soon as practicable
(625 ILCS 5/16-103; 725 ILCS 5/109-2).

(b) There are reasonable grounds to believe that the person is committing or has
committed an offense.

100.3.2 ARREST AUTHORITY OUTSIDE THE JURISDICTION OF THE QUINCY POLICE
DEPARTMENT
The authority of officers outside the Quincy Police Department, police district includes the ability

to conduct temporary questioning or make an arrest (725 ILCS 5/107-4):
(@) If the officer is engaged in the investigation of criminal activity that occurred in the

officer's jurisdiction and the temporary questioning or arrest is in furtherance of that
investigation.

(b) Ifthe officer, while on-duty as an officer, becomes aware of the immediate commission
of a felony or a misdemeanor violation of the laws of this state.
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(c) If the officer, while on-duty as an officer, is requested by an appropriate state or local
law enforcement official to render aid or assistance to the requesting law enforcement
agency that is outside the Quincy Police Department jurisdiction.

While outside the jurisdiction of the Quincy Police Department, an officer shall make prompt
notification to the local law enforcement agency of the county or municipality where any of the
above occurs, and shall notify the officer's immediate on-duty supervisor as soon as practicable
(725 ILCS 5/107-4).

100.4 INTERSTATE PEACE OFFICER POWERS
Peace officer powers may be extended within other adjoining states:

(@) As applicable under interstate compacts, memorandums of understanding or mutual
aid agreements in compliance with the laws of each state.

(b)  When an officer enters Indiana, lowa, Wisconsin or Missouri in fresh pursuit of a person
who is in the immediate and continuous flight from the commission of a felony, and in
Missouri the crime of driving while intoxicated or driving with excessive blood alcohol
content (I.C. § 35-33-3-1 (Indiana); lowa Code § 806.1 (lowa); Wis. Stat. § 976.04
(Wisconsin); § 544.155, RSMo (Missouri)).

Whenever an officer makes an arrest in Indiana, lowa, Wisconsin or Missouri, the officer shall
take the offender to a magistrate or judge in the county where the arrest occurred as soon as
practicable (I.C. § 35-33-3-2; lowa Code § 806.2; Wis. Stat. § 976.04; § 544.155, RSMo).

100.5 CONSTITUTIONAL REQUIREMENTS
All members shall observe and comply with every person's clearly established rights under the
United States and lllinois constitutions.
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101.1 PURPOSE AND SCOPE
The Illinois Law Enforcement Training Standards Board (ILETSB) has mandated that all sworn
officers within the State of lllinois receive certification and training within prescribed time periods.

101.1.1 CHIEF EXECUTIVE OFFICER REQUIREMENTS
Any Chief Executive Officer and Deputy Police Chief of this department must complete a minimum

of 20 hours of certified training annually as prescribed by the Illinois Police Training Act (50 ILCS
705/10.7).
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102.1 PURPOSE AND SCOPE
The purpose of this policy is to ensure that oaths, when appropriate, are administered to

department members.

102.2 POLICY
It is the policy of the Quincy Police Department that, when appropriate, department members

affirm the oath of their office as an expression of commitment to the constitutional rights of those
served by the Department and the dedication of its members to their duties.

102.3 OATH OF OFFICE

All department members, when appropriate, shall take and subscribe to the oaths or affirmations
applicable to their positions. The oath will be taken prior to undertaking the duties of a Quincy
Police Officer. The form of oath shall be as follows (65 ILCS 5/3.1-10-25; 55 ILCS 5/3-6004; 55
ILCS 5/3-6010):

“I do solemnly swear that | will support and comply with the Constitution of the
United States and the Constitution of the State of Illinois; the Ordinances of the City of Quincy;
the Rules and Regulations of the Quincy Police Department; and the Law Enforcement Code of
Ethics; and that | will faithfully discharge the duties of my office as Police Officer for the City of
Quincy to the best of my ability.”

The Pledge shall be administered by and done in the presence of the Chief of Police or his
designee.

A copy of the pledge signed and dated by the officer shall be maintained in his/her personnel file
See attachment: Oath of Office
102.4 MAINTENANCE OF RECORDS

The oath of office shall be filed as prescribed by law (65 ILCS 5/3.1-10-25; 55 ILCS 5/3-6004;
55 ILCS 5/3-6010).
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103.1 PURPOSE AND SCOPE

The manual of the Quincy Police Department is hereby established and shall be referred to as
the Policy Manual or the manual. The manual is a statement of the current policies, rules and
guidelines of this department. All members are to conform to the provisions of this manual.

All prior and existing manuals, orders and regulations that are in conflict with this manual are
rescinded, except to the extent that portions of existing manuals, procedures, orders and other
regulations that have not been included herein shall remain in effect, provided that they do not
conflict with the provisions of this manual.

103.2 POLICY

Except where otherwise expressly stated, the provisions of this manual shall be considered
as guidelines. It is recognized that the work of law enforcement is not always predictable and
circumstances may arise which warrant departure from these guidelines. It is the intent of this
manual to be viewed from an objective standard, taking into consideration the sound discretion
entrusted to members of this department under the circumstances reasonably available at the
time of any incident.

103.2.1 DISCLAIMER

The provisions contained in the Policy Manual are not intended to create an employment contract
nor any employment rights or entittements. The policies contained within this manual are for
the internal use of the Quincy Police Department and shall not be construed to create a higher
standard or duty of care for civil or criminal liability against the City, its officials or members.
Violations of any provision of any policy contained within this manual shall only form the basis for
department administrative action, training or discipline. The Quincy Police Department reserves
the right to revise any policy content, in whole or in part.

103.3 AUTHORITY

The Chief of Police shall be considered the ultimate authority for the content and adoption of
the provisions of this manual and shall ensure compliance with all applicable federal, state and
local laws. The Chief of Police or the authorized designee is authorized to issue Departmental
Directives, which shall modify those provisions of the manual to which they pertain. Departmental
Directives shall remain in effect until such time as they may be permanently incorporated into the
manual.

103.4 DEFINITIONS
The following words and terms shall have these assigned meanings throughout the Policy Manual,
unless it is apparent from the content that they have a different meaning:

Adult - Any person 18 years of age or older.

CFR - Code of Federal Regulations.
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City - The City of Quincy.

Civilian - Employees and volunteers who are not sworn peace officers.
Department/QPD - The Quincy Police Department.

Employee/personnel - Any person employed by the Department.

ILETSB - The lllinois Law Enforcement Training Standards Board (50 ILCS 705/1).
Juvenile - Any person under the age of 18 years.

Law enforcement officer - Any officer of a law enforcement agency who is primarily responsible
for prevention or detection of crime and the enforcement of the criminal code, traffic, or highway
laws of this State or any political subdivision thereof (50 ILCS 705/2).

Manual - The Quincy Police Department Policy Manual.
May - Indicates a permissive, discretionary, or conditional action.

Member - Any person who is employed or appointed by the Quincy Police Department, including:

. Full- and part-time employees.
. Sworn peace officers.

. Reserve, auxiliary officers.

. Civilian employees.

. Volunteers.

Officer - Those employees, regardless of rank, who are sworn employees of the Quincy Police
Department.

On-duty - A member's status during the period when the member is actually engaged in the
performance of assigned duties.

Order - A written or verbal instruction issued by a superior.
Rank - The title of the classification held by an officer.
Shall or will - Indicates a mandatory action.

Should - Indicates a generally required or expected action, absent a rational basis for failing to
conform.

Supervisor - A person in a position of authority that may include responsibility for hiring,
transfer, suspension, promotion, discharge, assignment, reward, or discipline of other department
members, directing the work of other members, or having the authority to adjust grievances. The
supervisory exercise of authority may not be merely routine or clerical in nature but requires the
use of independent judgment.
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The term "supervisor" may also include any person (e.g., officer-in-charge, lead, or senior worker)
given responsibility for the direction of the work of others without regard to a formal job title, rank,
or compensation.

When there is only one department member on-duty, that person may also be the supervisor,
except when circumstances reasonably require the notification or involvement of the member's
off-duty supervisor or an on-call supervisor.

USC - United States Code.

103.5 ISSUING THE POLICY MANUAL

An electronic version of the Policy Manual will be made available to all members on the department
network for viewing and printing. No changes shall be made to the manual without authorization
from the Chief of Police or the authorized designee.

Each member shall acknowledge that he/she has been provided access to, and has had the
opportunity to review the Policy Manual and Departmental Directives. Members shall seek
clarification as needed from an appropriate supervisor for any provisions that they do not fully
understand.

103.6 PERIODIC REVIEW OF THE POLICY MANUAL
The Chief of Police will ensure that the Policy Manual is periodically reviewed and updated as
necessary.

103.7 REVISIONS TO POLICIES

All revisions to the Policy Manual will be provided to each member on or before the date the policy
becomes effective. Each member will be required to acknowledge that he/she has reviewed the
revisions and shall seek clarification from an appropriate supervisor as needed.

Members are responsible for keeping abreast of all Policy Manual revisions.

Each Commander will ensure that members under his/her command are aware of any Policy
Manual revision.

All department members suggesting revision of the contents of the Policy Manual shall forward
their written suggestions to their Commanders, who will consider the recommendations and
forward them to the command staff as appropriate.
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104.1 PURPOSE AND SCOPE
The purpose of this policy is to establish guidelines for entering into agreements with outside
entities for the Quincy Police Department to provide law enforcement services or support.

This policy does not apply to the provision of security for special events and limited services on
an extra-duty basis (see the Outside Employment/Special Job Assignment Policy for additional
guidance).

104.2 POLICY
It is the policy of the Department to have a written agreement consistent with applicable state and
local laws if providing law enforcement services or support to an outside entity.

104.3 REQUIREMENTS
Prior to providing law enforcement services or support to an outside entity, a written contract with
the entity receiving the services shall be established. The contract should include:

(@) A detailed description of the specific services to be provided.
(b) Financial terms.

(c) Records to be maintained by the Quincy Police Department.
(d) Duration, modification, and termination of the contract.

(e) Liability issues.

() A stipulation that supervision and control of members will remain with the Quincy
Police Department.

(g) Arrangements for the use of Quincy Police Department equipment and facilities.

(h) Insurance and indemnity requirements.
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200.1 PURPOSE AND SCOPE
The organizational structure of this department is designed to create an efficient means to
accomplish our mission and goals and to provide for the best possible service to the public.

200.2 DIVISIONS
The Chief of Police is responsible for administering and managing the Quincy Police Department.
There are two divisions in the Police Department as follows:

o Administration Division

. Operation Division

200.3 ADMINISTRATION DIVISION

The Administration Division is commanded by a Deputy Chief of Administration, whose primary
responsibility is to provide general management direction and control for the Administration
Division, which supports the operations division. The Deputy Chief of Administration shall have the
authority and responsibility for the procurement, maintenance, and disposal of department-owned
property, and property used by the department. The Deputy Chief of Administration is responsible
for the following:

200.3.1 CENTRAL RECORDS
Central Records is supervised by the Central Records Supervisor whose primary responsibility is
to provide general management, direction, and control for the following:

(@) Records Associates
(b) Court Clerk
(c) Typist/Clerk
200.3.2 ADMINISTRATION SUITE
The Administrative Suite is supervised by the Deputy Chief of Administration whose primary

responsibility is coordination of the suite and to provide general management, direction, and
control for the following:

(@) Payroll Coordinator
(b) Purchasing Assistant
200.3.3 ADMINISTRATIVE SERVICES UNIT
Administrative Services Unit is supervised by the Administrative Services Sergeant who is

responsible for the coordination of training, as well as general management, direction, and control
for animal control, fleet management, Pro-Act, and housing.

(@ Animal Control

1. Animal Control Officer
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(b) Fleet Management

1.  Fleet Coordinator
(c) Pro-Act

1.  Pro-Act Officer

2. Pro-Act Assistant
(d) Housing

1. Housing Officer

200.3.4 INVESTIGATION SECTION

The Investigation Section is commanded by a Lieutenant, whose primary responsibility is to
provide general management, direction, and control for the Investigation Section.

(@ Criminal Investigation Unit - supervised by a Sergeant
1. Detective-Criminal Specialist
2. Elder Service Officer
(b)  Youth Investigation Unit - supervised by a Sergeant
1. Detective-Youth Specialist
2. School Resource Officers
(c) Special Investigations Unit - supervised by a Sergeant
(d) Drug Task Force Inspectors - supervised by the Lieutenant
(e) Evidence Unit - supervised by the Lieutenant
1.  Crime Scene Technician
2. Evidence Custodian
200.4 OPERATIONS DIVISION
The Operations division is commanded by the Deputy Chief of Operations who supervises,
organizes, and coordinates all personnel assigned to the Operations Division of the Quincy Police

Department in a manner which will utilize the patrol personnel in the most effective manner to
accomplish the mission. The Deputy Chief of Operations is responsible for the following:

200.4.1 PATROL SECTION

The Patrol Section is divided into two patrol shifts (day shift and night shift). Each patrol shift is
commanded by a Lieutenant, whose primary responsibility is to provide general management,
direction, and control for their Patrol Shift. Each shift (day shift and night shift) is divided into two
squads of uniformed patrol officers. Each squad is supervised by two sergeants. The K-9 unit will
be assigned to night shift.

200.5 COMMAND PROTOCOL
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200.5.1 SUCCESSION OF COMMAND

The Chief of Police exercises command over all personnel in the department. In the absence of
the Chief of Police, the Deputy Chief of Operations will serve as the acting Chief of Police. In the
absences of both the Chief of Police and the Deputy Chief of Operations, the Deputy Chief of
Administration will serve as the acting Chief of Police.

The next order of succession is as follows:

(@) Lieutenant based off seniority in grade

(b) Sergeant based off seniority in grade

200.5.2 UNITY OF COMMAND

The principles of unity of command ensure efficient supervision and control within the Department.
Generally, each employee shall be accountable to one supervisor at any time for a given
assignment or responsibility. Except where specifically delegated authority may exist by policy or
special assignment (e.g., K-9, SWAT), any supervisor may temporarily direct any subordinate if
an operational necessity exists.

200.5.3 ORDERS
Members shall respond to and make a good faith and reasonable effort to comply with the lawful
order of superior officers and other proper authority.
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201.1 PURPOSE AND SCOPE

Departmental Directives establish an interdepartmental communication that may be used by the
Chief of Police to make immediate changes to policy and procedure consistent with personnel
rules and applicable guidelines. Departmental Directives will immediately modify or supersede
sections of this manual to which they pertain.

201.1.1 DEFINITIONS:
Written Directive - any typed or electronically written document used to guide or affect the
performance or conduct of department personnel.

Lexipol Policy and Procedures - policy and procedure changes will be done through Lexipol.

Rules and Regulations - set of specific guidelines to which all department personnel must
adhere.

Department Memorandum -an informal, written document that may or may not convey an order;
it is generally used to clarify, inform or inquire.

Instructional Material -training guides, bulletins and checkilists.

Standard Operating Procedure (SOP) - documents authored to provide procedures to be
followed when dealing with specific issues that are not addressed in the Lexipol policy and
procedures manual.

201.1.2 DEPARTMENTAL DIRECTIVES PROTOCOL

Departmental Directives will be incorporated into the manual as required upon approval of staff.
Departmental Directives will modify existing policies or create a new policy as appropriate and will
be rescinded upon incorporation into the manual.

201.2 STAFF RESPONSIBILITIES
The staff shall review and recommend Departmental Directives for incorporation as revisions to
the Policy Manual.

201.3 ACCEPTANCE OF DEPARTMENTAL DIRECTIVES

All employees are required to read and obtain any necessary clarification of all Departmental
Directives. All employees are required to acknowledge in writing the receipt and review of any
new Departmental Directive. Signed acknowledgement forms and/or email receipts showing an
employee's acknowledgement will be maintained by the Office Administrator.
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Emergency Operations Plan

202.1 PURPOSE AND SCOPE

The City has prepared an Emergency Operations Plan Manual (EOP) for use by all employees
in the event of a major disaster or other emergency event. The manual provides for a strategic
response by all employees and assigns specific responsibilities in the event the plan is activated.

202.2 ACTIVATING THE EMERGENCY PLAN
The Emergency Operations Plan will be activated by Quincy's Chief Elected Official as described
in the EOP. The line of succession for Quincy's Chief Elected Official is outlined in the EOP.

202.2.1 RECALL OF PERSONNEL

In the event that the Emergency Operations Plan is activated, all employees of the Quincy
Police Department are subject to immediate recall. Employees may also be subject to recall
during extraordinary circumstances as deemed necessary by the Chief of Police or the authorized
designee. The Chief of Police or the authorized designee may cancel all vacation, DRT, comp
time, unrestricted sick days, and personal days as needed up to the duration of the emergency.
Exceptions to this include FMLA leave, military leave, and situations where the cancellation would
cause a financial hardship.

Failure to promptly respond to an order to report for duty may result in discipline.

202.3 REQUEST FOR ASSISTANCE FROM OUTSIDE AGENCIES
There are mechanisms in place for law enforcement, fire service, and public works to quickly
access assistance from other agencies.

(@ The watch commander may seek assistance from the Adams County Sheriff's
Department, the lllinois State Police, and/or federal law enforcement agencies directly
or through 9-1-1 of Adams County.

(b) Ifalargerresponse is necessary, assistance shall be requested through ILEAS Mutual
Aid.

(c) The Chief of Police or designee may request assistance from the lllinois National
Guard through proper channels.

202.4 LOCATION OF MANUALS

Manuals are available in the watch commander's office and via COQ Share on the City's server.
All supervisors should familiarize themselves with the Emergency Operations Plan and what roles
personnel will play when the plan is implemented.

202.5 UPDATING OF MANUALS

The Chief of Police or designee shall review and update, if necessary, the Emergency Operations
Plan Manual at least once every two years to ensure that the manual conforms to any revisions
made by the National Incident Management System (NIMS).
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203.1 PURPOSE AND SCOPE

This policy establishes general guidelines for how training is to be identified, conducted, and
documented. This policy is not meant to address all specific training endeavors or identify every
required training topic.

203.2 POLICY

The Department shall administer a training program that will meet the standards of federal,
state, local, and the lllinois Law Enforcement Training and Standards Board (ILETSB) training
requirements. It is a priority of this department to provide continuing education and training for the
professional growth and development of its members.

203.3 OBJECTIVES
The objectives of the training program are to:

(@) Enhance the level of law enforcement service to the public.
(b) Increase the technical expertise and overall effectiveness of department members.
(c) Provide for continued professional development of department members.

(d) Ensure compliance with ILETSB rules and regulations concerning law enforcement
training.

203.4 TRAINING PLAN

It is the responsibility of the Deputy Chief of Administration and the Administrative Services
Sergeant to develop, review, update, and maintain the training plan outlined in this policy and
to ensure that mandated basic, in-service and department-required training is completed by all
members as needed or required. Considerations should include the anticipated costs associated
with each type of training, including attendee salaries and backfill costs. The Administrative
Services Sergeant is responsible for the systematic and detailed documentation of all training for
all members. This will include the collection of information on curriculum, training material, training
facilities and scheduling.

The Deputy Chief of Administration and the Administrative Services Sergeant shall periodically
review the training plan contained in this policy to ensure it is in compliance with all training
mandates.

203.4.1 GOVERNMENT-MANDATED TRAINING
The following lists, while not all inclusive, identify training that is required under state and federal
laws and regulations. Additional required training may be identified in individual policies.

(@) Federally mandated training:
1. National Incident Management System (NIMS) training

(b) State-mandated training:
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1.  Officers must successfully complete the Minimum Standards Basic Law

Enforcement Training Course or a similar ILETSB-approved training program

within six months of full-time employment (50 ILCS 705/8.1).

(@) The basic training requirement may be waived if the employee is eligible
for certification by meeting training and certification standards within the
parameters, extensions, and exceptions set by ILETSB (50 ILCS 705/8.1).

(b) State-mandated training requirements every year include (50 ILCS 705/7;
50 ILCS 705/7.1):

1. Legal updates.

2.  Emergency medical response training and certification.

3.  Crisis intervention training.

4.  Officer wellness and mental health.

5. Firearms Restraining Order Act.

6. Firearms qualifications.

7. Use of force (must include scenario-based or similar training in
accordance with ILETSB mandates).

(c) State-mandated training requirements every three years include (50 ILCS
705/7; 50 ILCS 705/10.6; 725 ILCS 203/20):

1.  Constitutional and proper use of law enforcement authority.

2. Procedural justice.

3. Civil rights.

4. Human rights.

5.  Mandatory child abuse reporting.

6.  Cultural competency.

7. Mental health awareness and response.

8.  Training on sexual assault and sexual abuse response and report
writing (see the Sexual Assault Investigations Policy).

9. ILETSB-approved use of force training, including policies and laws
related to stops and searches and officer safety techniques.

10. Scenario-based role-playing (six hours de-escalation and six hours
high-risk traffic stops) in accordance with ILETSB mandates.

(d) State-mandated training requirements every four years include:

1. Homicide investigator training for investigators (50 ILCS 705/10.11).

(e) State-mandated training requirements every five years include:

1. Domestic violence (725 ILCS 5/112A-27; 750 ILCS 60/301.1).
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203.4.2 DEPARTMENT MANDATED TRAINING
The mandatory retraining for the Quincy Police Department includes, but may not be limited to
the following:

Department mandated training requirements every year for sworn officers and any member
annotated in the parenthesis next to the requirement include:

(@) Firearms and Use of Deadly Force (Animal Control Officer)
(b) Electronic Controlled Weapons Training (Animal Control Officer)

(c) Emergency Response Team members who are authorized to use any additional
weapons but not limited to rifles, automatic firearms, shotguns, etc.

(d) Rapid Response to Active Shooter

(e) HAZMAT Refresher

(H  Department policies, procedures, rules and regulations with an emphasis on change.
(g) Bloodborne Pathogens

(h)  N95 Fit Testing (all members)

(i)  AVON C50 Fit Testing (Animal Control Officers and Crime Scene Technicians)

()  Pursuit policy review

Department mandated training requirements every two years for sworn officers and any member
annotated in parenthesis next to the requirement include:

(&) AED/CPR in accordance with American Heart Association guidelines (all members)
(b) LEADS (Records Personnel, Animal Control Officer, Pro-Act Assistant, Crime Scene
Technician)

203.4.3 OTHER MANDATED TRAINING, CERTIFICATES, AND/OR RE-CERTIFICATIONS
Based on a member's position, they may be required to have other training and certifications.
Certified members may also be required to attend additional training to maintain certification.
These types of training include, but may not be limited to the following:

. All officers who are promoted to sergeant shall receive a minimum of 80 hours of
supervisory/command training at an appropriate training facility

. All sergeants who are promoted to lieutenant shall receive ten weeks of supervisory/
command training at an appropriate training facility

. The Chief of Police and Deputy Chiefs 20 hours of continuing law enforcement
education*

. K9 Officer/Unit*
. Breath Alcohol Operator*
. Lead Homicide Investigator*

o AED/CPR Instructor*
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. Crisis Intervention Team Officer
. Child Safety Seat Technician*
. PEER Team
. Gracie Defensive Tactic Instructors*
. D.A.R.E. Officer
. In-House Instructor
. Firearms Instructor
. Taser Instructor*
. Emergency Response Team Operator
. Observer/Sniper
. Field Training Officer/Coordinator
. IPMBA Certified Bike Officer
. Domestic Violence Protocol Instructor
. Crisis Negotiators
. Crisis Negotiator Phase IlI*
. DUI SFST Instructor*
. ICAC (Internet Crimes Against Children) Investigator
. Juvenile Officer
An * annotates a position that requires continuing training to maintain certification.

An officer who attends a 40 hour or more training specific to mandated training, certifications, or
re-certifications, shall be given the opportunity to use excess training hours or travel time the day
immediately following their return.

203.4.4 PROBATIONARY TRAINING
Probationary officers are required to satisfactorily complete minimum training mandated by the
ILETSB in order to be eligible for permanent employment (50 ILCS 705/7).

203.4.5 NON-SWORN ORIENTATION

All non-sworn members of the Department shall receive information regarding:
(@) The Department's role, purpose, goals, policies, and procedures.
(b)  Working conditions and regulations.

(c) Responsibilities and rights of employees.
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203.4.6 SKILLS DEVELOPMENT TRAINING
Members who are assigned to new functions or promotions shall receive training in their new
assignments.

203.5 TRAINING NEEDS ASSESSMENT

The Deputy Chief of Administration and the Administrative Services Sergeant will conduct an
annual training-needs assessment during the department’'s budget preparation period. During
this period, all members will be responsible for forwarding their training needs for that fiscal
year to the Deputy Chief of Administration. Throughout the year, the Administrative Services
Sergeant will continue to assess the training needs of the department and forward any specific
recommendations to the Deputy Chief of Administration.

203.6 REQUESTS TO ATTEND TRAINING
Employees wishing to be enrolled in training through the department must complete a Request
for Training Form and submit the form to their lieutenant.

(@) The formis to be routed through the chain of command to the Administrative Services
Sergeant.

(b)  Supervisory personnel shall check shift/section schedules and other relevant
information to ensure that the training request does not interfere with any known
scheduling issues. If in the supervisor's opinion the importance of the course to
the employee and/or department necessitates making special arrangements such as
hiring back personnel to cover for the absent employee, this shall be noted on the
request form so that this can be taken into consideration by the Chief or Deputy
Chief(s).

(c) All requests must have the approval of the Chief of Police or a Deputy Chief before
enroliment will take place.

(d) Once approved, the Administrative Services Sergeant will provide the employee with
a training packet which will include:

1. A memo to the employee confirming enrollment and further instructions on the
employee's responsibilities regarding the training.

2. Sign in sheet(s).
A training evaluation form.

Dress code and/or requirements stipulated by the instructor or entity hosting or
sponsoring the training, if applicable.

(@) If no stipulations or requirements are set by the instructor or entity,
employees shall abide by the department's dress code as outlined in 1024
Uniform Regulations for attending training whether held locally or away
from Quincy.

5.  Travel expense reimbursement guidelines.
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203.7 TRAINING ATTENDANCE

(@) While in attendance at training, employees are representatives of the department and
shall conduct themselves accordingly.

1. Employees are still bound by all applicable department Rules and Regulations.
2. Employees shall follow all rules set forth by the training facility.

(b)  All employees assigned to attend training shall attend as scheduled unless previously
excused by their immediate supervisor. Excused absences should be limited to:

Court appearances.
Previously approved vacation or time off.
lliness or medical leave.

Physical limitations preventing the member's participation.

a r w o

Emergency situations or department necessity.

(c) Any member who is unable to attend training as scheduled shall notify the on-duty
Watch Commander as soon as practicable prior to the start of training and shall:

1. Document the member's absence in a memorandum to the Administrative
Services Sergeant.

2. Make arrangements through the Administrative Services Sergeant to attend the
required training on an alternate date.

203.8 TRAVEL TIME COMPENSATION

Any time needed to travel to/from the training outside of the employee's normal shift will be
documented on the sign in sheet. The Payroll Coordinator will enter these hours into the scheduling
software for tracking purposes. It is the employee's responsibility to get the travel time scheduled
off in a timely manner.

Travel time should be used as follows:
(@) Within the same pay period it is earned, if possible,
(b)  Must be used within two months, if possible, based on department staffing levels.

(c) Travel time not used within two months should be scheduled as soon as possible
thereafter.

The use of travel time shall not cause a hireback unless the use qualifies under 203.4.3.

203.9 SIGN IN SHEETS

The department will provide appropriate forms to track all training attended by employees. The
Administrative Services Sergeant will ensure sign-in sheets are provided for local training and if
the training is out of town, the employee will be provided with a training packet which will include
the sign-in sheets. Members are expected to complete and turn in training sign in sheets upon
return from, or completion of, training.
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203.10 DAILY TRAINING BULLETINS

The Lexipol Daily Training Bulletins (DTBSs) are contained in a web-accessed system that provides
training on the Quincy Police Department policy manual and other important topics. Generally,
one training bulletin is available for each day of the month. However, the number of DTBs may be
adjusted by the Office Administrator in conjunction with the Administrative Services Sergeant.

Personnel assigned to participate in DTBs should only use login credentials assigned to them
by the Office Administrator. Personnel should not share their password with others and should
frequently change their password to protect the security of the system. After each session,
employees should log off the system to prevent unauthorized access. The content of the DTBs is
copyrighted material and shall not be shared with others outside of the Department.

Employees who are assigned to participate in the DTB program should complete each DTB in a
timely manner. Employees should not allow uncompleted DTBs to build up over time. Personnel
may be required to complete DTBs missed during extended absences (e.g., vacation, medical
leave) upon returning to duty. Although the DTB system can be accessed from any internet active
computer, employees shall only take DTBs as part of their on-duty assignment unless directed
otherwise by a supervisor.

The Office Administrator will be responsible for monitoring the progress of personnel and
forwarding that information to the member's supervisor to ensure compliance with this policy.

203.11 TRAINING RECORDS
A copy of any certificates of training issued to the employee shall be given to the Administrative
Services Sergeant for placement in the employee's training file.

The Administrative Services Sergeant is responsible for the creation, filing, and storage of all
training records (50 ILCS 705/8.1). Training records shall be retained in accordance with the
established records retention schedule.
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204.1 PURPOSE AND SCOPE

The purpose of this policy is to establish guidelines for the proper use and application of the
electronic mail (email) system provided by the City. Email is a communication tool available to
employees to enhance efficiency in the performance of job duties and is to be used in accordance
with generally accepted business practices, current law (e.qg., Illinois Freedom of Information Act),
and City policy.

Messages transmitted over the email system should only be those that involve official business
activities or contain information essential to employees for the accomplishment of business-
related tasks and/or communication directly related to the business, administration, practices of
the Department, or information for the general good and welfare of City employees.

204.2 EMAIL RIGHT OF PRIVACY

All email messages, including any attachments, that are transmitted over City networks are
considered City/Department records and therefore are City/Department property. The City/
Department reserves the right to access, audit or disclose, for any lawful reason, any message,
including any attachment, that is transmitted over its email system or that is stored on any City
system.

The email system is not a confidential system and therefore is not appropriate for confidential
communications. If a communication must be confidential, an alternative method to communicate
the message should be used. Employees using the City email system shall have no expectation
of privacy concerning communications transmitted over the system.

Employees should not use personal accounts to exchange email or other information that is related
to the official business of the Department.

204.3 PROHIBITED USE OF EMAIL

Sending derogatory, defamatory, obscene, disrespectful, sexually suggestive, and harassing or
any other inappropriate messages on the email system is prohibited, will not be tolerated and may
result in discipline.

Email messages addressed to the entire department are only to be used for official business
related items or that are of particular interest to all users. Email messages addressed to the entire
City must be approved by the Chief of Police or designee. It is a violation of this policy to transmit
a message under another user's name without permission from that user.

Users are strongly encouraged to log off the network when their computer is unattended. This
added security measure should minimize the misuse of an individual's email, name and/or
password by others.
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204.4 EMAIL RECORD MANAGEMENT
Email may, depending upon the individual content, be a public record under the lllinois Freedom
of Information Act and must be managed in accordance with the established records retention
schedule and in compliance with state law.

All emails are stored and retained indefinitely within the email archiver by the IT Department. The
only emails that are potentially deleted are spam related or advertising based emails.

204.5 GENERAL EMAIL DISTRIBUTION

Emails sent to the department's general email address are assigned to be opened and read by the
Pro-Act Unit officer and/or by the Chief of Police or designee. Internet based submissions, such
as web page submission forms (e.g., online crime reporting, employment inquiries, and general
guestions) shall be forwarded to the appropriate person or section to be handled.

204.6 MEMBERS' REQUIREMENTS

During their work day, all departmental personnel shall check their email and voicemail and
respond to all messages in a timely manner or by any response deadline given. Email and/or
voicemail should be checked, at a minimum, at the start of each work day. In addition, email and/
or voicemail should be checked prior to the end of their work day, if possible.
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205.1 PURPOSE AND SCOPE
Administrative communications of this department are governed by the following policies.

205.2 DEPARTMENT EMAIL

Department email may be issued periodically by the Chief of Police or designee to announce and
document all promotions, transfers, hiring of new personnel, separations, personnel and group
commendations, or other changes in status.

205.3 CORRESPONDENCE

The Quincy Police Department provides a general department letterhead and letterhead from the
Office of the Chief of Police. In order to ensure that the letterheads and name of the department
are not misused, department letterheads should only be used for official business. The department
letterhead shall be used for all external correspondence that does not come from the Office of the
Chief of Police. The Office of the Chief of Police letterhead may only be used with the approval
of the Chief of Police or designee.

205.4 SURVEYS
All surveys made in the name of the Department shall be authorized by the Chief of Police or
designee.

205.5 PERSONNEL RESPONSIBILITIES

All departmental personnel are responsible for reading, responding to and/or acknowledging,
where such response is requested and/or required, any information or solicitations received either
internally or externally and disseminated to the department as a whole, as a section, group or
individually. Such information includes but is not limited to mail, email, voicemail, memorandum,
written or electronic messages, etc.

All departmental personnel are responsible for disseminating and/or sharing appropriate
information received or learned either internally or externally to the appropriate department
personnel or unit(s).
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206.1 PURPOSE AND SCOPE

The purpose of this policy is to ensure that the minimum number of patrol officers required to
adequately serve and protect the community is available for all shifts. The Department intends to
balance the employee's needs against the need to have flexibility and discretion in using personnel
to meet operational needs. While balance is desirable, the paramount concern is the need to meet
operational requirements of the Department.

206.2 MINIMUM STAFFING LEVELS

Minimum staffing levels should result in the scheduling of at least two regular supervisors on duty
whenever possible. Watch Commanders will ensure that at least one supervisor is working during
each watch.

(@ Minimum patrol shifts shall consist of the following:
1.  Shift 1 (0600-1800)
(&) 1 patrol supervisor
(b) 6 patrol officers
2. Shift 2 (1800-0600)
(&) 1 patrol supervisor
(b) 6 patrol officers

3. Patrol shifts are allowed to drop to five patrol officers between the hours of 0300
and 0900 upon supervisor approval.

(b) The above shall be considered the minimum number of patrol supervisors and patrol
officers available for street duty which is deemed necessary to adequately protect and
serve the City of Quincy and its people during the hours listed.

(c) When counting patrol officers available for street duty, probationary officers who are
assigned to ride with a Field Training Officer shall not be included in the count.

(d) Sergeants who qualify for, and agree to work, a patrol shift hireback as patrol
manpower are counted toward patrol shift minimum.

(e) When there are no patrol officers available to fill a mandatory hireback, an on-duty
supervisor may be assigned to work as a patrol officer to meet minimum patrol shift
manpower.

206.2.1 ASSIGNING OFF-DUTY PERSONNEL TO MEET MINIMUM MANPOWER LEVELS

(@ When a Watch Commander is aware that a shift will fall below the recommended
minimum staffing level, the Watch Commander is authorized to hireback an off-duty
patrol officer. Non-supervisory personnel will be compensated in accordance with the
current bargaining agreement.
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(b) Ifvoluntary help is not available, the Watch Commander is then authorized to mandate
personnel to overtime work in accordance with the current bargaining agreement.
Every effort should be made to treat all officers fairly by assigning both voluntary and
mandatory overtime to as many officers as possible, thus avoiding the appearance
of favoritism.
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207.1 PURPOSE AND SCOPE

The purpose of this policy is to provide guidelines for the issuance, denial, suspension or
revocation of Quincy Police Department identification cards under the Law Enforcement Officers’
Safety Act (LEOSA) and lllinois law (18 USC 8§ 926C; 50 ILCS 705/10).

207.2 POLICY
It is the policy of the Quincy Police Department to provide identification cards to qualified former
or retired officers as provided in this policy.

207.2.1 DEFINITIONS

Retired Officer: The “Law Enforcement Officers Safety Act Improvements Act of 2010” defines
a retired officer as an officer who has retired or separated in good standing from service with a
public agency(s) as a law enforcement officer for no less than 10 years.

Firearms Certifications Requirements: The “Law Enforcement Officers Safety Act
Improvements Act of 2010” allows firearms certification of retired officers in good standing, as
defined above, utilizing firearms training in accordance with the standards of the officer’s former
agency, the state in which such officer resides, or if such state has not established training
standards, standards established by a law enforcement agency within the state or the standards
used by a certified firearms instructor that is qualified to conduct a firearms qualification test
for active duty officers within that State. Separated officers in good standing, who during their
employment with the agency had not been officially found, by a qualified medical professional
employed by the agency, to be unqualified for duty as an active law enforcement officer for reasons
relating to mental health are also allowed to participate in the firearms certifications the same as
a retired officer in good standing.

Firearms: The U.S. Code - Section 921 of Title 18 defines the term “firearm” to mean:

(@) any weapon (including a starter gun) which will or is designed to or may readily be
converted to expel a projectile by the action of an explosive;

(b) the frame or receiver of any such weapon;

(c) any firearm muffler or firearm silencer; or

(d) any destructive device. Such term does not include an antique firearm.

(e) any ammunition not expressly prohibited by Federal law or subject to the provisions
of the National Firearms Act.

207.3 RETIRED OFFICER (LEOSA) IDENTIFICATION
The Chief of Police shall issue a retired officer identification card to any qualified former officer of
this department who (18 USC § 926C(c)):

(@) Separated from service in good standing from this department as an officer.
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(b) Before such separation, had regular employment as an officer for an aggregate of
10 years or more or, if employed as an officer for less than 10 years, separated
from service after completing any applicable probationary period due to a service-
connected disability as determined by this department.

(c) Has not been disqualified for reasons related to mental health.

(d) Has not entered into an agreement with this department where the officer
acknowledges that he/she is not qualified to receive a firearm qualification certificate
for reasons related to mental health.

(e) Is not prohibited by federal law from receiving or possessing a firearm.

207.3.1 RETIRED OFFICER (LEOSA) IDENTIFICATION CARD FORMAT
The retired officer identification card shall contain a photograph of the former officer and identify
him/her as having been employed as an officer.

207.3.2 AUTHORIZATION
Any qualified former peace officer, including a former officer of this department, may carry a
concealed firearm under 18 USC § 926C when he/she is:

(@ In possession of photographic identification that identifies him/her as having been
employed as a law enforcement officer, and one of the following:

1.  Avalid permitto carry a concealed firearm issued by the lllinois Law Enforcement
Training and Standards Board (ILETSB) (20 Ill. Adm. Code 1720.260).

2. Anindication from the Quincy Police Department that he/she has, within the past
year, been tested or otherwise found by the law enforcement agency to meet
agency-established active duty standards for qualification in firearms training to
carry a firearm of the same type as the concealed firearm.

3. A certification, issued by either the state in which the person resides or by a
certified firearms instructor who is qualified to conduct a firearms qualification
test for active duty law enforcement officers within that state, indicating that the
person has, within the past year, been tested or otherwise found to meet the
standards established by the state or, if not applicable, the standards of any
agency in that state.

(b) Not under the influence of alcohol or another intoxicating or hallucinatory drug or
substance.

(c) Not prohibited by federal law from receiving a firearm.

(d) Not in a location prohibited by lllinois law or by a private person or entity on his/her
property if such prohibition is permitted by lllinois law.

The Law Enforcement Officers Safety Act, 18 USC § 926 B &C (Public Law No. 108-277) passed
July 22, 2004, does NOT authorize the retired officer to;

(@) Carry a machine gun, silencer, or other destructive device.

(b) Actin the capacity of a Police Officer of the City of Quincy.
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(c) Permit him or her to carry a firearm on any State or local government property,
installation, building, base or park with laws restricting the carry of firearms.

(d) Permit him or her to carry a firearm on any other property which expressly prohibits
the carrying of firearms (i.e. airports, aircraft).

(e) Violate any Federal Law, State Statute or Local Ordinance.

207.3.3 RETIRED OFFICER - CONTINUING CAREER
Retired Quincy Police Officer Employed by Another Law Enforcement Agency.

A police officer who retires from the Quincy Police Department and then goes to work for another
law enforcement agency will no longer be eligible to participate in the Quincy Police Department
Retiree Carry Program. Requirements for participation in a Retired Officer Carry Program, even
a State level offered program, will lie with the last law enforcement agency from which the officer
was employed.

207.3.4 RETIREE EXCEPTIONS

a. A retired Quincy Police officer who becomes employed by a non-law enforcement employer
may be eligible to forgo the physical act of qualifying with a weapon or weapons and receive a
Retired Officer Carry Card issued by the Quincy Police Department if they meet all of the following
requirements.

1. As a part of their employment the retired officer is required to be armed with a
weapon(s) that either the employer provides or the retired officer provides.

2.  The employer requires the retired officer to qualify at least once a year and to pass
that qualification with the weapon(s) they carry as part of their job.

3.  The employer’s firearm qualification course is as strict or stricter and meets or exceeds
the standards set for passing/qualifying as that of the Quincy Police Department's
gualification course designed for its sworn officers.

4.  The employer’s firearms instructor is certified as a firearms range instructor.

The weapon(s) used to qualify with were inspected by the certified range instructor
and certified to be safe and in working condition.

6. If the employer allows the retired officer to qualify with weapons other than those
required as part of their employment, then all other weapons the retired officer intends
to qualify with and carry are to be inspected by the certified firearms range instructor
as safe and in working condition

7. The retiree’s employer must provide, via U.S. Mail or from the employer's E-
Mail account, a signed letter that includes the necessary certifying documentation
regarding the retiree’s firearm qualification. This signed letter shall include;

(@) Certification that the retiree attended and passed their employment firearm
qualification. The letter is to include the date this occurred on.

(b) Detailed description of the qualification course utilized,
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(c) Adescription of how the scoring was done and what the retiree’s qualifying score
was.

(d) Certification that all weapons used in qualifying were inspected for safety and
functionality. The name of the firearms range instructor who performed the
inspection is to be listed,

(e) The make, model and serial number of the weapon(s) that were qualified with,
and

(H A copy of the lllinois Department of Financial and Professional Regulation
License showing that the firearm range instructor holds a valid and current
registration with the State of Illinois.

b. The retired officer will, even if they qualify with their weapon(s) under the employer’s qualification
course, undergo a review of the Quincy Police Department’s Retiree Concealed Firearms Policy,
Use of Force Policy, and Firearms Policy and take and pass a written test.

c. If the employer only allows qualification with the weapon required as part of employment and the
retired officer has other specific weapon(s) they intend to carry they must participate, as described
in this policy, in the Quincy Police Department Retired Officer Carry Program with those weapons.

d. The decision to accept or deny the exception as explained will be made by the Chief of
Police with the advice of the Police Department’s Firearms Training Coordinator and/or the Head
Firearms Instructor.

207.3.5 INSPECTION OF WEAPON(S) PRIOR TO TESTING/QUALIFICATION

(@) Department Armorers shall conduct an inspection, of the weapon(s) the retiree wishes
to test and qualify with prior to its use in the testing and qualification course.

(b) The weapon(s) must be declared safe for use by a Department Armorer and recorded
as such, for that date, in the retiree's firearms file.

207.4 ILLINOIS LAW ENFORCEMENT TRAINING AND STANDARDS BOARD PERMITS
Retirees who wish to carry a concealed firearm may apply for an ILETSB permit through the lllinois
Retired Officer Concealed Carry (IROCC) office. Application information is available on the IROCC
website (20 Ill. Adm. Code 1720.250).

207.5 FORMER OFFICERS RESPONSIBILITIES

A former officer with a card issued under this policy shall immediately notify the Watch Commander
of his/her arrest or conviction in any jurisdiction, or that he/she is the subject of a court order, in
accordance with the Reporting of Employee Convictions Policy.

207.5.1 LEOSA QUALIFICATION CARD

Following successful completion of qualification and testing retired officers participating in the
departments Retiree Concealed Firearms program shall be issued a LEOSA qualification card
signed by the Chief of Police. The LEOSA qualification will be valid for one year.
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In order to obtain or retain a LEOSA qualification card, the former officer shall:

(@) Sign a waiver of liability of the Department for all acts taken related to carrying a
concealed firearm, acknowledging both his/her personal responsibility as a private
person for all acts taken when carrying a concealed firearm as permitted by LEOSA
and also that these acts were not taken as an employee or former employee of the
Department.

(b) Remain subject to all applicable department policies and federal, state and local laws.

(c) Demonstrate good judgment and character commensurate with carrying a loaded and
concealed firearm.

(d)  Successfully pass an annual criminal history background check indicating that he/she
is not prohibited by law from receiving or possessing a firearm.

207.6 DENIAL, SUSPENSION OR REVOCATION

A LEOSA qualification card may be denied or revoked upon a showing of good cause as
determined by the Department. Good cause shall include, but are not be limited to, medical and/or
psychological conditions that would impair, temporarily or permanently, the ability to safely carry
and use a firearm, or becomes prohibited by federal or state law from receiving or possessing a
firearm. In the event that a qualification card is denied, suspended or revoked, the former officer
may request a review by the Chief of Police. The decision of the Chief of Police is final.

207.7 FIREARM QUALIFICATIONS

The Firearm Program Coordinator may provide former officers from this department an opportunity
to qualify on an annual basis. Written evidence of the qualification and the weapons used will
be provided and will contain the date of the qualification. The Firearm Program Coordinator will
maintain a record of the qualifications and weapons used.

The Firearm Program Coordinator shall ensure that any such certification program complies with
20 lll. Adm. Code 1720.280.

The Firearm Program Coordinator or designee's determination will be final as to all issues of
safety and equipment. Any weapon, holster, ammunition, or related equipment found unsafe for
gualification and carry shall be prohibited on the range.
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208.1 PURPOSE AND SCOPE
This procedure provides members guidance in the operation of emergency management.

208.2 EMERGENCY MANAGEMENT PLAN

In accordance with the Emergency Operations Plan Policy, this plan shall supplement the policy
for operations in emergency situations with the primary source being the county, state, or federal
emergency operations plan enacted by the responsible emergency management agency.

This plan will supplement the plans of county, state, or federal agencies, and may be used for
unusual occurrences or critical incidents, which may include:

(@) Natural disasters.
(b) Manmade disasters.
(c) Pandemics.
(d)  Civil disturbances.
(e) Active shooter situations.
(H Bomb threats.
(g) Search missions of missing and/or endangered persons.
(h) Hazardous material incidents.
(i)  Security of VIPs.
(i)  Other large-scale or special events.
208.2.1 VIP SECURITY AND SPECIAL EVENTS
The primary agency shall coordinate with other agencies or groups to assist in the planning of

security for VIPs and/or special events. The appropriate authority or the authorized designee shall
appoint an Incident Commander to coordinate the event specific plan.

208.3 RESPONSIBILITIES
The Emergency Operations Plan contains command and control protocol for the following major
functions:

(@ Command

(b) Operations

(c) Planning

(d) Logistics

(e) Administration

208.3.1 COMMAND SECTION
The Command Section shall account for the following functional areas or responsibilities:
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(@)
(b)
(©)
(d)

(e)

(f)
(@)
(h)

Establishing an Incident Commander
Establishing a field command post
Determining if additional resources are required

Requesting mutual aid, when necessary, in accordance with the Outside Agency
Assistance Policy

1. If an incident exceeds the limits of this department, the County Emergency
Management Agency should be notified, and additional resources coordinated
through them.

Establishing a Deputy Chief of Operations in accordance with the Media Relations
Policy

Establishing a safety officer, if required
Establishing an official or functional liaison officer

Ensuring the incident is documented, reviewed, and forwarded to the Incident
Commander.

208.3.2 OPERATIONS SECTION
The Operations Section shall coordinate the organization, assignment, and supervision of tactical
field resources to include:

(@)
(b)
(©)
(d)
(e)

Establishing and supervising any staging area, when necessary.
Establishing inner and outer perimeters.

Maintaining a manageable span of control.

Managing any evacuation of the affected area, when necessary.

Traffic management.

208.3.3 PLANNING SECTION
The Planning Section shall be responsible for coordinating gathering, analyzing, and
disseminating information and intelligence and includes:

(@)
(b)
(©)
(d)

Managing the planning process.
Compiling the incident action plan.
Managing technical specialists.

Preparing a demobilization plan.

208.3.4 LOGISTICS SECTION
The Logistics Section shall be responsible for the following:

(@ Communications
(b)  Medical support to incident personnel
(c) Food and water for incident personnel
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(d) Supplies
(e) Facilities
(H  Ground support

208.3.5 ADMINISTRATION AND FINANCE SECTION
The Administration and Finance Section shall account for the following functional areas or

responsibilities:
(@) Financial and cost summaries and/or analyses
(b) Overseeing contract negotiations, when required
(c) Tracking personnel and equipment time
(d) Tracking costs of equipment and consumable supplies

(e) Processing of claims for accidents, injuries, and liability issues
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300.1 PURPOSE AND SCOPE
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