TOWNSHIP OF HAMILTON
POLICE DEPARTMENT

6101 THIRTEENTH STREET
SUITE 220
MAYS LANDING, NEW JERSEY 08330

Stacy V. Tappeiner POLICE: 609-625-2700
CHIEF OF POLICE ADM / RECORDS: 609-625-2211

FAX: 609-625-5903
E-MAIL: stappeiner@townshipofhamilton.com

James Armstrong
Opra+request-2327-484 1 1a8c@requests.opramachine.com

August 24,2018

Mr. Armstrong,

The Township of Hamilton received your Open Public Records Act (OPRA) request on August 15, 2018. As such the seven
(7) business day deadline to respond to your request is August 24, 2018. This response to your request is being provided to
you on the seventh business day after the custodian’s receipt of said request.

REQUESTED: 1. Any and all copies of the Hamilton Township Police Department rules and regulations.

2. Any and all copies of rules and regulations, policy and or guidance concerning members of the
department assigned to the Investigations section and or Detective Bureau.

3. Any and all copies of rules and regulations, policy and or guidance which addresses undercover
operations, sting operations and or plain clothes operations.

RESPONSE: 1. Your request has been provided via email without redaction.
2. Your request has been provided via email without redaction.
3. Your request has been provided via email without redaction.

If your request for access to a government record has been denied or unfilled within the seven (7) business days required by law, you have a right to
challenge the decision by the Township of Hamilton Police Department to deny access. At your option, you may cither institute a proceeding in the Superior
Court of New Jersey or file a complaint with the Government Records Council (“*GRC™) by completing the Denial of Access Complaint Form.  You may
contact the GRC by toll-free telephone at 866-850-0511. by mail at P.O. Box 819, Trenton, NJ, 08625, by e-mail at gre@dca.state.nj.us, or at their web site
at www.state.nj.us/grc. The Council can also answer other questions about the law. All questions regarding complaints filed in Superior Court should be
directed to the Court Clerk in your County.

Respectfully,

M/»ow? Aot

Lt. Anthony Alcott

Support Division Commander

Township of Hamilton Police Department
Office: (609) 625-2700

Fax:  (609) 625-5903



10.

11.

12.

All government records are subject to public access under the Open Public Records Act (“OPRA”), unless
specifically
exempt.

A request for access to a government record under OPRA must be in writing, hand-delivered, mailed,
transmitted electronically, or otherwise conveyed to the appropriate custodian. N.J.S.A. 47:1A-5.g. The
seven (7) business day response time does not commence until the records custodian receives the
request form. If you submit the request form to any other officer or employee of the Township of
Hamilton, that officer or employee must either forward the request to the appropriate custodian, or direct
you to the appropriate custodian. N.J.S.A. 47:1A-5.h.

Reqguestors may submit requests anonymously. If you elect not to provide a name, address, or telephone
number, or other means of contact, the custodian is not required to respond until you reappear before
the custodian seeking a response to the original request.

The fees for duplication of a government record in printed form are listed on the front of this form. We will
notify you of any special service charges or other additional charges authorized by State law or
regulation before processing your request. Payment shall be made by cash, check or money order payable
to the Township of Hamilton.

You may be charged a 50% or other deposit when a request for copies exceeds $25. The Township
of Hamilton custodian will contact you and advise you of any deposit requirements. You agree to pay the
balance due upon delivery of the records. Anonymous requests in excess of $5.00 require a deposit of
100% of estimated fees.

Under OPRA, a custodian must deny access to a person who has been convicted of an indictable
offense in New Jersey, any other state, or the United States, and who is seeking government records
containing personal information pertaining to the person’s victim or the victim's family. This includes
anonymous requests for said information.

By law, the Township of Hamilton must notify you that it grants or denies a request for access to
government records within seven (7) business days after the agency custodian of records receives the
request. If the record requested is not currently available or is in storage, the custodian will advise you
within seven (7) business days after receipt of the request when the record can be made available and the
estimated cost for reproduction.

You may be denied access to a government record if your request would substantially disrupt agency
operations and the custodian is unable to reach a reasonable solution with you.

If the Township of Hamilton is unable to comply with your request for access to a government record, the
custodian will indicate the reasons for denial on the request form or other written correspondence and
send you a signed and dated copy.

Except as otherwise provided by law or by agreement with the requester, if the agency custodian of
records fails to respond to you within seven (7) business days of receiving a request, the failure to
respond is a deemed denial of your request.

If your request for access to a government record has been denied or unfilled within the seven (7)
business days required by law, you have a right to challenge the decision by the Township of Hamilton to
deny access. At your option, you may either institute a proceeding in the Superior Court of New Jersey
or file a complaint with the Government Records Council ("GRC") by completing the Denial of Access
Complaint Form. You may contact the GRC by toll-free telephone at 866-850-0511, by mail at PO Box
819, Trenton, NJ, 08625, by e-mail at grc@dca.state.nj.us, or at their web site at www.state.nj.us/grc.
The Council can also answer other questions about the law. All questions regarding complaints filed in
Superior Court should be directed to the Court Clerk in your County.

Information provided on this form may be subject to disclosure under the Open Public Records Act.
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From: Mendez, Jessica

Sent: Wednesday, August 15, 2018 8:58 AM

To: Alcott, Anthony

Cc: Clerks.Office

Subject: FW: OPRA request - Hamilton Township Police Department rules and regulations

I am forwarding this OPRA request received by our office today for your department.

Thank you,

Jessica S. Mendez

Administrative Assistant

Township Clerk’s Office

Township of Hamilton

609-625-1511 x 600
Jessica.Mendez@townshipofhamilton.com

From: James Armstrong [mailto:opra+request-2327-48411a8c@requests.opramachine.com]
Sent: Tuesday, August 14, 2018 6:37 PM

To: Clerks.Office

Subject: OPRA request - Hamilton Township Police Department rules and regulations

Dear Hamilton Township (Atlantic),
This is a request for public records made under OPRA and the common law right of access. Please acknowledge receipt
of this message.

Records requested:

1. Any and all copies of the Hamilton Township Police Department rules and regulations.

2. Any and all copies of rules and regulations, policy and or guidance concerning members of the department assigned to

the Investigations section and or Detective Bureau.

3. Any and all copies of rules and regulations, policy and or guidance which addresses undercover operations, sting
operations and or plain clothes operations.

Yours faithfully,

James Armstrong




Please use this email address for all replies to this request:

opra+reguest-2327-‘4841138c@reguests.ogramachine.com

Is clerks.office@townshipofhamilton.com the wrong address for OPRA requests to Hamilton Township (Atlantic)? If so,
please contact us using this form:
https://opramachine.com/change request/new?body=hamilton township atlantic

Disclaimer: This message and any reply that you make will be published on the internet. Our privacy and copyright
policies:
https://opramachine.com/help/officers

View this OPRA request & responses online:
https://opramachine.com/request/hamilton township police departm

Please note that in some cases publication of requests and responses will be delayed.

If you find this service useful as an FOI officer, please ask your web manager to link to us from your organisation's FOI
page.




TOWNSHIP OF HAMILTON POLICE ISSUE DATE:
DEPARTMENTAL DIRECTIVE
March 19, 2008

TO: All Police Department Employees EFFECTIVE DATE:
FROM: Chief Jay McKeen % Immediately
DIRECTIVE: (/ DIRECTIVE#:
General Order 2008 - 07
SUBJECT: | SECTION:
A-3

Department Rules and Regulations

INDEX AS:

Please review the attached General Order regarding the police department’s rules and
regulations.

- Any questions may be directed to the Chief of Police through the chain of command.



TOWNSHIP OF HAMILTON
POLICE DEPARTMENTAL ISSUE DATE:
DIRECTIVE

March 19,2008

. EFFECTIVE DATE:
TO: All Police Department Employees
FROM:  Chief Jay McKeen Immediately
DIRECTIVE: DIRECTIVE#
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SUBJECT: SECTION:
Department Rules and Regulations A-3
INDEX AS:

Please review the attached General Order regarding the police department's rules and
regulations.

Any questions may be directed to the Chief of Police through the chain of command.

Delete: General Order 2000-13

Insert: General Order 2008-07



Rules and Regulations

Atlantic County, New Jersey

March 19, 2008



Township of Hamilton Police Department - Rules and Regulations

POLICE DEPARTMENT

HAMILTON TOWNSHIP, ATLANTIC COUNTY

NEW JERSEY

THIS MANUAL OF RULES AND
REGULATIONS IS THE PROPERTY OF
THE TOWNSHIP OF HAMILTON,
ATLANTIC COUNTY. IT IS ASSIGNED TO
YOU, AND UPON SEPARATION FROM
POLICE SERVICE, YOU ARE BOUND TO
RETURN IT. YOU ARE RESPONSIBLE
FOR ITS SECURITY. LOSS OF THE
MANUAL WILL CONSTITUTE NEGLECT
OF DUTY AND RESULT IN
DISCIPLINARY ACTION.
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Township of Hamilton Police Department - Rules and Regulations

ESTABLISHMENT OF DEPARTMENT RULES AND REGULATIONS

Section 1 Police Department Authority — Powers - Duties

114

Legal authorization

The Hamilton Township Police Department has been established pursuant to N.J.S.A.
40A:14-118 and Article 1, Chapter 70, Ordinance #1406-2001 of the Code of the Township
of Hamilton. In accordance with N.J.S.A. 40A:14-118, and Article 1, Chapter 70,
Ordinance #1406-2001 of the Code of the Township of Hamilton designates the Township
Administrator as the Appropriate Authority responsible for adopting and promulgating
Rules and Regulations for the government of the police force and the discipline of its
members.

Section 2 Rules and Regulations Established

1.21

1.2.2

1.2.3

1.24 Application

Rules and regulations

The appropriate authority of the Township of Hamilton hereby adopts and promulgates the
department rules and regulations, known as the ‘HAMILTON TOWNSHIP POLICE
DEPARTMENT RULES AND REGULATIONS”

Edward Sasdelli, Administrator, Township of Hamilton Date

Right to amend or revoke

For the good of the service, in accord with New Jersey Statute 40A:14-118, the right is
reserved by the appropriate authority, as the representative of the governing body, to
amend or revoke any of the rules and regulations contained herein.

Previous rules, regulations, policies and procedures

All rules and regulations previously issued, and policies and procedures that conflict with
the rules and regulations contained herein, are hereby revoked to the extent of any such
inconsistency. All other rules, regulations, policies, procedures and general orders not in
conflict with those contained in this manual shall remain in full force unless expressly
revoked by competent authority.

A Department rules and regulations, policies and procedures and written directives

are applicable to all police officers of the department and where appropriate, to all

civilian employees of the department.

B. An employee who violates any department rule, regulation or written directive, or
who fails to perform the duties of one's rank or assignment, either willfuily or

through negligence or incompetence, is subject to disciplinary action.
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Township of Hamilton Police Department - Rules and Regulations

1.2.5 Distribution

1.2.6

1.2.7

One copy of these Rules and Regulations shall be distributed to each member and
employee of the police department.

Maintenance

Employees shall be responsible for maintaining a current copy of the rules and regulations
contained in this manual, including all additions, revisions and amendments as may be
issued.

Familiarization

Employees shall thoroughly familiarize themselves with the provisions of the rules and
regulations and policies and procedures contained with the department manual. Ignorance
of any of the provisions of this manual will not be a defense to a charge of a violation of the
rules and regulations.

Page 11 of 49



Township of Hamilton Police Department - Rules and Regulations

Article Il DEFINITIONS
Section 1
21.1  Acting - Assigned temporarily to serve in a position to which the member is not ordinarily

21.2

213
214

215
216
217
218
21.9

2.1.10
2141

2112
2113

2414
21.15
2.1.16
2117

2118

assigned, usually in a position of higher rank. All the authority, responsibilities and duties
of the officer in the higher position devolve upon the acting member.

Annual Leave - The combination of vacation, personal and compensatory leave granted
to all employees annually in accordance with the Township of Hamilton Code and all
applicable collective bargaining agreements.

Appropriate Authority - Administrator, Township of Hamilton.

Authority — The statutory or policy vested right to give commands, issue orders, enforce
obedience, initiate action and make necessary decisions. Those so designated may
delegate authority. Acts performed without proper authority or authorization shall be
considered in violation of this manual, and those persons in violation shall be subject to
disciplinary action.

Bureau - A unit immediately subordinate to a division.

Chain of Command - The unbroken line of authority extending from the Chief of Police
through one or more subordinates at each level of command down to the level of execution
and vice versa.

Collateral Assignment - duties and responsibilities assigned to a member by the Chief of
Police or his designee in addition to the member's regular assignment.

Command Officer ~ Police officers holding the rank of Lieutenant or above and assigned
to a command position by the Chief of Police.

Days Off — Those days determined by the Chief of Police on which a given employee is
excused from duty.

Department — Hamilton Township Police Department.

Department Manual - Collection of all lawfully issued rules, regulations, policies,
procedures, instructional directives, memoranda, and general orders. Such manuals in
force in the department are issued by authority of the Chief of Police. Compliance with the
provisions of department manuals is required without exception.

Detail - A temporary assignment of personnel for a specialized activity.

Detective — A police officer, designated by the title of detective, assigned to conduct
criminal and other investigations while in civilian clothes. The assignment of detective in
the Hamilton Township Police Department is not a rank, but an assignment made and
changed at the will of the Chief of Police.

Division = A functional unit having jurisdiction-wide coverage whose commanding officer
reports directly to the Chief of Police or Executive Officer of the Police Department.
Employee — All employees of the police department, including sworn regular police
officers, special law enforcement officers (SLEO), and civilian employees.

Function - The general activity of a subdivision of the department or a collateral duty,
e.g., the operations function, the administrative function, firearms training, etc.

Gender - The use of the masculine gender in any directive or manual includes the female
gender, where applicable.

General Order — Written directive designed to announce adoption or revision of policies
and to direct procedure for the indefinite future.

Page 12 of 49



2119

2.1.20
24.21

21.22

21.23

2.1.24
21.25
2.1.26
21.27
2.1.28

21.29

2.1.30
21.31

2.1.32

2.1.33
2.1.34
21.35
2.1.36
2137

2.1.38

Township of Hamilton Police Department - Rules and Regulations

Headquarters — The section of the Township of Hamilton Municipal Complex that houses
the headquarters staff and employees of this department, and any satellite office or sub-
station, also referred to as “Police Station” or “Station.”

Incompetence - Incapability of the satisfactory performance of police duties.
Informational Bulletins — Published materials containing information regarding wanted
persons, crime patterns, intelligence information, and other incidents calling for police
attention.

Insubordination - A course of conduct including but not limited to: failure or deliberate
refusal of any employee to obey a lawful order given by a superior officer. Ridiculing or
criticizing a superior officer or his order, whether in or out of his presence, is also
insubordination.  Disrespectful, mutinous, insolent, or abusive language toward or
concerning a superior officer.

Lawful Order - Any written or spoken directive issued by a superior officer, supervisor or
acting supervisor, to any subordinate or group of subordinates in the course of police duty,
which is not in violation of any law, ordinance or departmental rule or regulation.

Leave of Absence - The period of time during which a police officer is excused from
active duty and during which time he receives no pay.

Management — Command and Supervision staff of the Police Department, and civilian
leadership of the police department, including Township Administrator and members of the
Governing Body.

May/Should - Indicates that the action is expected, permitted and encouraged.

Member - All employees of the police department, including sworn regular police officers,
special law enforcement officers (SLEO), and civilian employees.

Memoranda - Written directive designed to facilitate and provide direction for the smooth
operation of the department.

Military Leave - The period of time during which an officer is excused from duty by reason
of serving in the armed forces of the United States in an active duty capacity as provided
by law.

Off Duty - The status of a member during the period he is free from the performance of
specified duties.

Officer = Any duly appointed police officer or special law enforcement officer (SLEO) of
the department.

Officer-in-Charge — Any member designated by the Chief of Police or his designee to
assume a leadership role in the absence of the appointed leader. In the absence of such
specific designation, the senior member on duty by virtue of rank, then time in rank. Any
member up to and including the rank of captain in charge of a watch or detail.

Official Channels - The line of communication vertically through superior officers in the
chain of command described by the Organization Chart issued by the Chief of Police.

On Duty - The status of a member during the period of the day when he is actively
engaged in the performance of his duties. A police officer is subject to call at all times.
Order - Any written or spoken directive issued by a superior officer or civilian supervisor to
a subordinate or group of subordinates in the course of duty.

Personnel Order - Written directive designed to announce promotions, transfers,
assignments and other personnel action to all department employees.

Platoon - A subdivision of the Operations Division comprised of two or more patrol
squads assigned to a watch or shift.

Plurality - The singular includes the plural and the plural includes the singular.
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2.1.42
2143
2.1.44

2.1.45
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2.1.50

2.1.51

2.1.52
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2.1.54
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Police Incident — An occurrence or incident suggesting or requiring police action or
service by members of the department.

Police Vehicle - All vehicles under the control of the department, whether marked or
unmarked, with or without radio equipment.

Policy - Written directive that summarizes the department position on the responsibilities,
direction or limitations of department authority in specific matters. A policy is a component
of a general order.

Post - Assignment to a specified location, for a fixed period of time, to address a specific
police purpose.

Probation - A time during which a member of the police department serves a satisfactory
training and evaluation pericd, prior to permanent appointment to the department.
Probationary Period - A designated period when each member shall be required to serve
prior to permanent full-time appointment to the department.

Procedure - Written directives that describe expected methods of operation. Procedures
differ from policy in that they direct attention to the performance of a specific task within the
guidelines of the policy. A procedure is a component of a general order, instructional
directive, or memorandum.

Rules and Regulations — Departmental legislation consisting of detailed directives
binding upon employees of all ranks in terms of authority, responsibility and conduct.
Senior Officer — A member in any given rank with the longer service in that rank.
Seniority in the department is established first by rank and second by time served in rank.
Where conflict occurs because of identical service or dates of appointment, the member
with the higher position on the recommendation list from which the appointments were
made is deemed to be the senior. In situations requiring decision making or control, where
the officers are of equal rank and the decision or control is required in their area of
responsibility, the senior will make the decision and exercise control unless that
responsibility is already designated by the Chief of Police or his designee, or a higher
ranking command or supervisory officer.

Shall/Will - Indicates that the action referred to is mandatory.

Sick Leave — The period of time during which an officer is excused from active duty by
reason of iliness or injury by a commanding officer or watch commander in the absence of
a commanding officer.

Special Duty - Police service, the nature of which requires the member to be reassigned
from the performance of his regular duties to perform other duties as required from time to
time by the Chief of Police.

Special Orders - Written directive designed to give specific direction pertaining to
assignments, scheduling and special details.

Special Law Enforcement Officers (SLEO) - Persons vested with special police authority
and hired pursuant to N.J.S.A. 40A:14-146.10 also designated as Class Il officers and
special officers.

Squad - A functional unit subordinate to a Platoon or under the immediate direction of the
Chief of Police. It may be commanded by any rank, depending on its size and the nature
and importance of its function.

Staff Supervision - An advisory relationship, outside the regular hierarchy of command
and responsibility in which a supervisor may review the work of another employee who is
responsible to another superior officer.

Subordinate - A member lower in rank than his superior officer.
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Superior Officer — A person holding a Command Officer rank or acting in a position
normally held by a Command Officer.

Supervisor; Supervisory Personnel - Employee of the department assigned to a position
requiring exercise of immediate supervision over the activities of employees.

Suspension - An act of temporarily denying an employee the privilege of performing his
duties, and relieving him from the duty with or without pay for a period of time, in
consequence of alleged dereliction of duty or violation of department rules and regulations.
Tense of Words — The words used in the present tense include the future.

Township - Township of Hamilton, or Hamilton Township, New Jersey.

Tour of Duty - The period of time (shift or watch) during which a member of the
department is assigned to active duty.

Training Bulletin - Also known as Instructional Directive or Instructional Order or
Instructional Material, it contains materials published and designed to keep officers of this
department abreast of current police techniques and procedures. The bulletins and their
presentation act as a continuous training program and as a stimulus for further study. The
information contained therein constitutes official department policy on the subject matter
under consideration in the absence of instructions to the contrary.

Unit — Any number of members and/or employees of the department regularly grouped
together under one head to accomplish a police purpose.

Written Directive — Any written document used to guide or affect the performance or
conduct of agency employees. The term includes policies, procedures, rules and
regulations, general orders, special orders, personnel orders, memoranda, and
instructional materials.

ARTICLE Il  GENERAL RULES AND REGULATIONS

Section 1 Code of Ethics, Mission Statement, Job Responsibilities
Code of Ethics
311  Law enforcement is an honorable calling. Service in this field demands a professional

rather than an occupational philosophy. Personal honor, a desire for professional status,
and devotion to service above self, are the motives which compel a police officer to
discharge his responsibility in full measure.

A police officer's life is one of self-sacrificing service to a high ideal, based upon his
recognition of the responsibilities entrusted to him and the belief that law enforcement is an
honorable vocation. He fully accepts his responsibilities to defend the right, to protect the
weak, to aid the distressed, and to uphold the law in public and in private living. He
accepts the obligation to report facts truthfully and to testify without bias or display of
emotion, and to consider all information coming to his knowledge by virtue of his position
as a sacred trust, to be used for official purposes only. He gives his loyal and faithful
attention to the identification and apprehension of criminals, being equally alert to protect
the innocent and prosecute the guilty. He performs the functions of his office without fear,
favor, or prejudice and does not engage in unlawful or improper practices. He does not
disclose to unauthorized persons any information conceming pending matters which might
be prejudicial to the interests of the State, Township of Hamilton, or the department.
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He does not seek to benefit personally by any confidential information which has come to
him by virtue of his assignment. He is respectful and courteous to all citizens. He is faithful
and loyal to his organization, constantly striving to cooperate with and to promote better
relations with all regularly constituted law enforcement agencies and their respective in
matters of mutual interest and obligation.

Rigid adherence to the principles set out above is mandatory for anyone accepting a
position in the Hamilton Township Police Department. Acceptance of these principles
should not be perfunctory, it should be weighed carefully. Citizens are quick to criticize
any misconduct of members of the department; the community places a trust in police
officers and expects them to so conduct themselves as to merit this trust. Members should
be proud to hold a position that demands so much.

There must be a moral philosophy and strong appreciation of the need for service in any
profession. Unwavering adherence to such a moral philosophy will earn for police officers
the respect and support of the public.

Each member of the Hamilton Township Police Department shall conform to the Law
Enforcement Code of Ethics, as contained herein.

Mission Statement

The success of a Police Department in the performance of its duties is largely measured
by the degree of support and cooperation it receives from the people of the community
which it serves. It is of paramount importance that we secure the confidence, respect, and
approbation of the public. The cultivation of such desirable attitudes is dependent upon
proper performance of duty by all the members and employees of the department.
Professionalization of police is gaining general recognition, but it can win universal acclaim
and permanent status only if the actions of the police are reflected in intelligent, sincere,
efficient and courteous service. The Police profession must embody the highest attributes
of every other profession; neither private profit, nor personal reward, but service to the
community is the hallmark of the professional police officer. The price tag for
professionalism is accountability. This aforementioned paragraph reflects our mission:

Our Mission: To deliver quality police service that meets our community’s expectations.
We:

Do our job with skill and judgment, to keep people safe, and to keep ourselves safe.
Are part of our community, and determine our proper activities from those we serve.
Adapt our efforts to changing conditions, and try to anticipate rather than react.

When possible, we solve the problem, rather than just handle the call.

Are committed to doing the best we can, and will work to continually improve.

Each have specialized and technical skills, duties, and responsibilities, but we all have

one job: to help people

2 e i i
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Job Descriptions

Chief of Police — Pursuant to N.J. S. A 40A:14-118 and municipal ordinance, the Chief of
Police shall be the head of the Police Department and shall directly responsible to the
Appropriate Authority for its efficiency and day to day operations. Pursuant to policies
established by the Appropriate Authority, the Chief of Police will adhere to the duties
detailed in the established job description for his position.

Captain of Police — Refer to established job description.

Lieutenant of Police — Refer to established job description.

Sergeant of Police - Refer to established job description.

Senior Police Officer — Refer to policy and procedure.

Detective - Refer to established job description.

Police Officer - Refer to established job description.

Special Law Enforcement Officer (SLEO) - Refer to established job description.
Civilian Employees - Refer to established job descriptions.

Responsibilities, performance, supervisory accountability and adherence to job
descriptions) - (Class 2 offense) At every level within the agency, responsibility is
accompanied by commensurate authority; and each member or employee is accountable

for the use of delegated authority. Supervisory personnel are accountable for the
performance of member or employees under their inmediate control.

Section 2 Professional Conduct and Responsibilities

3.21

3.2.2

3.23

Loyalty — (Class 3 offense)

Loyalty to the department and to associates is an important factor in department morale
and efficiency. Employees shall maintain a loyalty to the department and their associates
as is consistent with the law and personal ethics.

Assistance — (Class 2 offense)
All members are required to take appropriate action toward aiding a fellow police officer
exposed to danger or in a situation where danger might be impending.

Coordination - (Class 3 offense)

Employees shall endeavor to assist members of this and other bona fide law enforcement
agencies in the pursuit of official law enforcement agency objectives consistent with these
rules and regulations.
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3.24 Truthfulness — (Class 1 Offense)

3.25

3.26

3.2.7

All employees are required to be truthful at all times whether testifying under oath or when
not under oath and while reporting and answering questions posed by superior officers
and/or internal affairs investigators.

Abuse of authority — (Class 1 Offense)
Willful misuse of police powers by any member for the purpose of violating the rights of
any person is prohibited.

Conduct unbecoming a police officer (Class 2 offense)

Due to the nature of police work, the need for organizational cohesion and cooperation, the
awesome power and public trust granted police officers, the autonomy they often work
under and the credibility needed to sustain effective law enforcement; police officers must
be held to the highest standard in order for a police department to carry out it's law
enforcement mission. Accordingly, police officers shall conduct themselves at all times,
both on and off duty, with high ethical standards, so as not to bring discredit upon
themselves as police officers or upon the Hamilton Township Police Department.

Conduct unbecoming a police officer is grounds for disciplinary action and shall be defined
as any improper conduct which tends to weaken public respect or confidence in the police
department or which adversely impacts the confidence amongst fellow officers. This
conduct includes but is not limited to:

o Unlawful, disorderly, immoral, deceitful, dishonest or unethical conduct by a police
officer that adversely affects the morale, efficiency or good order of the police
department or damages the reputation of the officer or department.

o Cowardly or other dishonorable conduct by a police officer that injures or puts at risk
any person or which tends to lower public confidence in the officer or police
department or the mutual confidence among police officers.

o Slander, false reporting or any means of retaliation by a police officer against any
department employee for their official acts.

¢ The willful violation of the code of conduct as set forth in the Hamilton Township Police
Department manual including the Law Enforcement Code of Ethics.

Conduct unbecoming an employee in the public service (Class 2 offense)

Civilian employees shall conduct themselves at all times, both on and off duty, with high
ethical standards so as not to bring discredit upon themselves as employees of the
Hamilton Township Police Department or upon the department itself. This conduct
includes but is not limited to:

e Unlawful, disorderly, immoral, deceitful, dishonest or unethical conduct by a civilian
employee that adversely affects the morale, efficiency or good order of the police
department, or that damages the reputation or credibility of the police department, is
conduct unbecoming an employee in the public service and shall constitute grounds
for disciplinary action.
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o Slander, false reporting or any means of retaliation by an employee against any
employee for their official acts is conduct unbecoming an employee in the public
service and shall constitute grounds for disciplinary action.

Section 3 Duty Responsibilities

3.31

33.2

333

3.34

335

Responsibilities - (Class 3 offense)

Members of the department are always subject to duty and they shall at all times respond
to the lawful orders of superior officers and other proper authorities, as well as calls for
police assistance from citizens. Proper police action must be taken whenever required.
The administrative delegation of the enforcement of certain laws and ordinances to
particular subdivisions of the department does not relieve members of other subdivisions
from the responsibility of taking prompt, effective police action within the scope of those
laws and ordinances when the occasion so requires. Members assigned to special duties
are required to take proper action outside the scope of their specialized assignment when
necessary.

Insubordination - (Class 2 Offense)

Employees shall promptly obey all lawful orders issued by supervisors and superior
officers. Employees shall not ridicule a superior officer or an order of a supervisor or
superior officer whether in or out of the officer's presence.

Employees shall not use disrespectful, mutinous, insolent or abusive language toward or
about a supervisor or superior officer.

Neglect of duty - (Class 2 Offense)

Employees shall faithfully and diligently carry out all of the duties and fulfill all of the
obligations of their office. Failure to take appropriate action on the occasion of a crime,
disorder, or other action or condition deserving of police attention or any other omission by
an employee which represents an abandonment of one’s duties, obligations or assignment
is neglect of duty and will subject that employee to discipline.

Questions about assignment - (Class 5 offense)
Members and employees in doubt as to the nature or detail of an assignment/ order shall
seek such information from their supervisors by going through the chain of command.

Knowledge of laws and regulations - (Class 4 offense)

Member shall familiarize themselves with their current assignment and are required to
establish and maintain a working knowledge of all laws and ordinances in force in the
Township of Hamilton, as well as all rules, regulations, policies, procedures and general
orders of the department. In the event of improper action or a breach of discipline, it will
be presumed that the affected member was familiar with the law, ordinance, rule,
regulation, policy, procedure, or order in question.
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Performance of duty - (Class 3 offense)

Employees shall give suitable attention to the performance of duty and shall perform their
duties as required or directed by law, departmental rule, regulation, policy, procedure or
lawful order of a superior. All lawful duties required by competent authority shall be
performed as promptly as directed, notwithstanding the employee's general assignment of
duties and responsibilities.

Action off duty - (Class 3 offense)

While off duty, members shall take appropriate action as needed in any police matter that
comes to their attention within their jurisdiction as authorized by New Jersey law and
department policy.

Obedience to laws, regulations and orders - (Penalty based on gravity of
offenselviolation)

Employees shall obey all laws, ordinances, rules and regulations, policies and procedures,
general orders, written directives and verbal orders of superiors of the department as
applicable.

Reporting violations of laws, rules, policies and procedures, etc. - (Class 3 offense)
Employees knowing of others violating laws, ordinances, provisions of the department
manual or lawful orders, shall inmediately report same in writing to the Chief of Police via
official channels. If the employee believes the information is of such gravity that it must be
brought to the immediate personal attention of the Chief of Police, official channels may be
bypassed.

Conduct toward superior and subordinate officers and associates - (Class 4
offense)

Employees shall treat superior officers, subordinates and associates with respect. They
shall be courteous and civil at all times in their relationships with one another. When on
duty and particularly in the presence of other members, employees or the public,
employees shall demonstrate a positive attitude and refrain from using sarcastic remarks
of any kind. All officers of the department shall address superior officers by rank. Fighting
or quarreling with members of the department is prohibited.

Rendering a Military Salute - (Class 5 offense)

When appropriate and practical, uniformed officers shall conform to normal courtesy
standards and render a proper military salute to all superior officers in uniform. Uniformed
personnel will always render a proper military salute to the Chief of Police. All superior
officers will promptly and properly acknowledge a salute rendered by subordinate
personnel. Uniformed officers and members in civilian dress will render full military honors
to the national colors and anthem at appropriate times.

Criticism of official acts or orders - (Class 3 offense)

Employees shall not criticize any lawful official actions, instructions, or orders of any
department member in a manner which is defamatory, obscene, sarcastic, unlawful or
which tends to impair the efficient operation, image, authority or reputation of the
department or any supervisor within the department.
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3319
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Manner of issuing orders

A Orders, either written or oral, from a superior officer to a subordinate shall be in
clear and understandable language, and issued in pursuit of departmental
business. (Class 5 offense)

B. When conveying polices, procedures, directives, orders, etc. supervisors shall
adopt a positive approach and impart the information in a manner most likely to
gain acceptance and compliance. (Class 4 offense)

Unlawful orders — (Class 2 offense)
No command or supervisory officer shall knowingly issue any order that is in violation of
any law or ordinance.

Obedience to unlawful orders - (Penalty based on gravity of the offenselviolation)
Obedience to an unlawful order is never a defense to an unlawful action. Therefore, no
employee shall obey an order that is contrary to federal or state law, or local ordinance.
Responsibility for refusing to obey rests with the employee. The employee shall be strictly
required to justify his action.

Improper orders - (Class 5 offense)
No supervisor shall knowingly issue any order that is in violation of a provision of the
department manual.

Obedience to unjust and improper orders

Employees who are given orders they feel to be unjust or contrary to a provision of the
department manual, must first obey the order to the best of their ability and then may
proceed to an appeal as provided below. Failure to follow the order prior to appeal may
result in a charge of insubordination.

Conflicting orders - (Class 5 offense)

Upon receipt of an order conflicting with any previous order or instruction, the affected
employee will advise the person issuing the second order of this fact. Responsibility for
countermanding the original order or instruction then rests with the individual issuing the
second order. If so directed, the latter command shall be obeyed first. Orders will be
countermanded or conflicting orders will be issued only when reasonably necessary for the
good of the department or public.

Reports and appeals - (Class 5 offense)

An employee receiving an unlawful or improper order, shall, at first opportunity, report in
writing to the Chief of Police through official channels. This report shall contain the facts of
the incident and the action taken. Appeals for relief from such orders may be made at the
same time.

Soliciting gifts, gratuities, fees, loans, etc. - (Class 3 offense)

Employees shall not under any circumstances, directly or indirectly, solicit any gift, gratuity,
loan, discount or other fee for their own personal gain where there is any connection
between the solicitation and their department membership or employment.
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Acceptance of gifts, gratuities, fees, loans, etc. - (Class 2 offense)

Pursuant to the provisions of, N.J.S.A. 2C:27-10, N.J.S.A. 2C:27-11, and N.J.S.A. 40A:9-
22.5¢ and N.J.S.A. 40A:9-22.5f, and department policy, employees will not, nor will their
family members:

e Use the employee's official position to secure unwarranted privileges.

e Solicit any gift, favor, loan, political contribution, service, promise of future
employment or other thing of value based on the understanding that it was given
or offered for the purpose of influencing the employee either directly or indirectly in
the discharge of his official duties.

e Solicit, accept or agree to accept any benefit, whether the benefit inures to the
public servant or another person, to influence the performance of the employee.

e No employee of the department shall receive any gift or gratuity from other
members or employees junior in rank, the acceptance of which might tend to
influence, directly or indirectly, the actions of said employee or other employee in
any matter of police business; without the expressed permission of the Chief of
Police.

e Any employee who is found to have accepted money or any other thing of value to
influence his actions in connection with his employment will be subject to
termination of employment.

e Use the employee’s official position to advance a sexual relationship or obtain a
sexual favor or for any other inappropriate reason.

o Display the department ID for any reason of the above reasons or any reason
other than when necessary to identify that employee to advance a legitimate and
lawful objective.

« Any employee receiving an offer, bribe, gratuity or other thing of value to permit an
illegal act(s) will immediately report, in writing, the circumstances.

Rewards - (Class 4 offense)

Employees shall not accept any gift, gratuity, or reward in money or other consideration for
services rendered in the line of duty, except lawful salary and that which might be
authorized by law.

Other transactions - (Class 4 offense)

Employees are prohibited from buying or selling anything of value from or to any
complainant, suspect, witness, defendant, prisoner, or other person involved in any case
which has come to his attention or which arose out of his department employment, except
as may be specifically authorized by the Chief of Police.

Disposition of unauthorized gifts, gratuities, etc. — (Class 4 offense)

Any unauthorized gift, gratuity, loan, fee, reward or other thing falling into any of these
categories coming into the possession of any employee shall be forwarded to the office of
the Chief of Police together with a written report explaining the circumstances relevant
thereto.
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Debts - incurring and payment — (Class 5 offense)

A No employee shall borrow or lend any money or otherwise become indebted to
any other employee.

B. Employees shall not solicit other employees to co-sign or endorse any promissory
note or loan.

C. No employee shall offer to act as a co-signer or endorser of any promissory note
or other loan for another employee.

D Paragraphs a-c do not apply to transactions among employees related to each
other.

E. Employees shall promptly pay all just debts and legal liabilities incurred by them.

Personal preferment- soliciting - (Class 4 offense)

Employees shall not seek influence or intervention with the Township of Hamilton
Administrator, Mayor, or any member of the governing body in relation to promotions,
assignments, disposition of pending charges, or findings in a departmental trial or related
matter. This shall not preclude, however, the right of an employee to be represented by
legal counsel or a union representative.

Withholding information - (Class 2 offense)
Employees shall not, at any time, withhold any information concerning criminal activity or
fail to take appropriate action in response to such information.

Harassment - (Class 3 offense)
Employees are prohibited from any acts that would constitute harassment, sexual or
otherwise, as defined in department policy.

Chain of command - (Class 4 offense)

All employees must be aware of their relative position with the department, to whom they

are immediately responsible, and persons accountable to them. All employees shall follow

the established chain of command when dealing with supervisors and shall keep their
supervisors informed of their activities.

o Command officers are entitled to freely discuss matters of policy and operations at the
command and supervisory level.

o Command officers may discuss department matters with any employee at any level
within the department in order to maintain rapport and interaction so needed and vital
to a successful organization.

[ ]
Gossip (Class 3 offense)
Employees shall respect the private lives of other employees and not engage in
conversations or communications about activities that are designed to slander or demean
their co-workers in the department and in Township government. Gossip and fabricated
stories concerning both job related and non-job related activities of co-workers will be
reason for disciplinary action; as such activities tend to impair the efficient operation and
harmonious work environment of the department.
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Employees with information of such behavior shall report it to the appropriate supervisor,
division commander, chief of police or other lawful authority as appropriate and consistent
with department policy.

Circulating false information (Class 3 offense)

Employees shall not make false or misleading statements about department or Township
government activities, including, but not limited to, policies, investigations, disciplinary
actions and personnel decisions, when such statements are intended to or may tend to
adversely affect the morale or good order of the department, or undermine the authority of
any supervisory officer.

Reasonable caution in performance of duty (Class 3 offense)
Employees shall exercise reasonable and prudent judgment and care in the performance
of duty so as to minimize the risk of injury and/ or damage to all persons and/ or property.

Supervision of subordinates - (Class 3 offense)
Department supervisors shall properly monitor, instruct, counsel, supervise, direct, and
discipline the personnel assigned to their command and enforce all department rules,
regulations, policies, procedures, directives and orders issued by competent authority.
e Supervisors are required to promptly report any unsatisfactory performance or
violations through official channels.
e Supervisors are responsible for attempting to foster a positive attitude amongst
their subordinates and in so doing must endorse the policies, directives and
decisions of their superiors.

Use of Force (Penalty based on gravity of the offenselviolation)
Employees shall follow department policy and procedure, state, county, and Federal
guidelines on the use of force.

Section 4 General conduct

3.4.1

Prohibited activity on duty
Employees who are on duty are prohibited from engaging in activities which are not
directly related to the lawful performance of their official duties, including, but not limited to:

A Sleeping. (Class 2 offense)

B. Conducting private meetings or private business affairs. (Class 2 offense)

C. Gambling, unless to further a police purpose (with approval of the Chief of Police).
(Class 2 offense)

D. Sexual activity of any kind. (Class 2 offense)

E. Conducting non-police related activities or business. (Class 4 offense)

F. Recreational reading (except on meal breaks), loafing, idling. (Class § offense)

G. Pursuing personal relationships:
1. Without coercion created by an officer’s official authority - (Class 4 offense)
2. With coercion created by an officer’s official authority — (Class 1 offense)

H. Leaving the township without supervisory approval — (Class 3 offense)
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Failing to have an operational telephone in the place of residence and provide that
number to the Chief of Police — (Class 5 offense)

Changing residence or telephone number without giving prompt and proper
notification to the Chief of Police. - (Class 5 offense)

3.4.2 Alcoholic beverages and drugs

A

Employees shall not report for duty under the influence of intoxicants to any
degree nor shall they have the odor of an alcoholic beverage emanating from their
person. This condition shall cause the employee to be unfit for duty. (Class 2
offense)
Superior officers shall not assign to duty any employee in an unfit condition due to
the use or odor of intoxicants and shall immediately relieve of duty and service
weapon any member found on duty in such condition. (Class 2 offense)
Employees shall not drink any kind of intoxicating beverage at any time while on
duty unless absolutely necessary in the performance of duty and will not render
the employee unfit; and then only with the prior expressed permission of the Chief
of Police or his designee. (Class 2 offense)
Employees shall not consume intoxicating beverages within four hours prior to
reporting for duty. (Class 3 offense)
Employees shall refrain from drinking alcoholic beverages for a period of time
necessary to ensure absence of an odor of alcoholic beverages on their person,
prior to reporting for duty. (Class 4 offense)
Any member who has a reasonable suspicion to believe that a fellow member of
this department is under the influence of intoxicating liquor or drugs must
immediately report such fact to his/her immediate supervisor. (Class 2 offense)
Employees shall not bring or keep any intoxicating beverage or drugs on
department premises, except when necessary in the performance of a police
objective and then it shall be properly identified and stored according to
department policy. (Class 3 offense)
Intoxicating beverages shall not at any time be consumed at the Township
Municipal Complex or on any police property whether owned or leased. (Class 3
offense)
Employees shall not have intoxicants on their person while on duty or in uniform,
or in any police building or vehicle, except for evidential or other authorized
purposes. (Class 3 offense)
Off duty employees will not consume alcoholic beverages to the extent that:
o It results in inappropriate/offensive behavior tending to discredit themselves or
the department.
o It renders them unable/unfit to report for their next regular tour of duty (i.e.,
illness, impairment, or apparent indication of recent alcohol use).
(Class 4 offense)
Employees shall not drink or be under the influence of alcoholic beverages while in
the department uniform or any part thereof. (Class 3 offense)
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If so ordered by a supervisory officer in furtherance of an investigation having a
bearing on an officer's employment or fitness for duty/continued employment, a
member must submit to a blood test, a breath test, or any other test to determine
the percentage of alcohol in the blood. (Class X offense)

No liquor license shall be held by any police officer, or by any profit corporation or

association in which any such member is interested, directly or indirectly. (Class 2

offense)

No law or regulation promulgated by the Department of Alcoholic Beverage

Control, however, prohibits members of the department from being employed,

other than in Township of Hamilton for which they serve as police officers, by a

business licensed to sell alcoholic beverages in this State.

e Members shall not be employed by any business licensed to sell alcoholic

beverages in the Township of Hamilton. (Class 2 offense)

Members so employed shall not, while engaged in the selling, serving, possessing

or delivering of any alcoholic beverage:

¢ Have in his possession any firearm, or (Class 3 offense)

o Wear or display any uniform, badge or insignia, which would identify him as a

police officer. (Class 3 offense)

No member so employed shall be permitted to work in excess of twenty-four (24)

hours per week in any such establishment. (Class 4 offense)

No member shall enter a licensed liquor establishment while on duty, unless on

official business or upon prior authorization of the Chief of Police or his designee.

Members shall not enter a licensed liquor establishment while off duty and in any

part of the uniform, or while operating any Township owned vehicle. Exception:

employees may meet or dine in an licensed establishment that is in business
primarily a restaurant, if the establishment has a restaurant section separate from
the bar. (Class 3 offense)

All members shall fully comply with the departmental drug testing policy and

procedures, and the Attorney’s General Drug Testing Policy.

(Class 1 offense)

Employees shall not refuse to submit to lawful orders to undergo drug

testing.(Class 1 offense)

Any employee who produces a positive test results for unlawful drug use will be

dismissed from employment after a fair and impartial hearing.

Medication (Class 3 offense)

1. Employees shall not take any medication that might diminish their
alertness or impair their senses prior to or after reporting for duty, unless
directed to use the medication by a physician.

2. When employees are directed by a physician to take any prescription or
non-prescription medication that might diminish their alertness or impair
their senses, the employee shall notify the Chief of Police through the
chain of command: the medication required, its properties, the dosage and
the period during which the employee is required to take the medication.
It shall be the responsibility of the employee to make the notification prior
to the employee being assigned to duty. This information so provided
shall remain confidential.
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3. Supervisors shall not assign to duty or allow to remain on duty, any
employee whose fitness for duty is questionable due to the use of
medication.

Positive Test results for illegal drug use (Class 1 offense)
Any employee who produces a confirmed positive test result for illegal use of drugs will be:

A. Dismissed from employment

B. Included in a central registry maintained by the Division of State Police

C. Reported to the County Prosecutor

D. Permanently barred from sworn enforcement employment in the New Jersey

Loitering - (Class 5 offense)

All employees on duty or in uniform shall not enter taverns, theatres, or other public
places, without legitimate cause, except to perform a police task. Loitering and
unnecessary prolonged conversation in such locations is forbidden.

Relief - (Class 3 offense)
All employees are to remain at their assignment and on duty until properly relieved by
another employee or until dismissed by competent authority.

Reporting - (Class 5 offense)
Employees shall promptly and accurately prepare and submit such reports as are required
by the performance of their duties or by competent authority.

False reports - (Class 1 offense)

Employees shall not knowingly submit written or oral communications that are fabricated,
factually inaccurate or intentionally misleading and that could lead to an investigation or
prosecution of any person for a crime, offense or violation of departmental rule, regulation,
policy, procedure, etc.

Reporting for duty — (Class 3 offense)

Employees shall report for duty, properly uniformed and equipped, on the date, time and
place specified. Employees failing to report at the date, time and place specified without
the consent of competent authority, shall be considered “absent without leave”.

Physical fitness for duty - (Class 5 offense)
All members of the department shall maintain good physical condition so they can handle
the strenuous physical contacts often required of a law enforcement officer.

Smoking while on duty - (Class 5 offense)

Employees shall not smoke or use tobacco products at any time while in police
headquarters or in a police department vehicle. Members shall not smoke or use tobacco
products on duty while interacting with the public.
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Driver's license — (Class 2 offense)

Employees required to operate department vehicles in the performance of duty shall
maintain a valid New Jersey driver's license. If an Employee’s driver's license is revoked
or suspended, the employee shall inmediately notify his immediate supervisor giving full
particulars.

Crimes/offenses involving moral turpitude - (Class 1 offense)

Any employee who commits a 1st, 20, 31, or 4%, degree crime, or any offense involving
moral turpitude that touches his position as a police officer, shall be considered unfit for
continued employment. Moral turpitude is defined as conduct that is considered contrary
to community standards of justice, honesty, or good morals.

Section 5 Investigations, Communications and Correspondence

3.5.1

3.5.2

3.53

354

Investigations - (Class 3 offense)
All employees involved in any official department investigation of any matter will fully
comply with the policies and procedures of the department governing same.

Confidentiality

A Employees shall keep confidential any business of the department that is not a
matter of public concern and shall not impart confidential information to anyone
except those for whom it is intended, or as directed by their supervisor ~
(Class 2 offense)

B. Employees shall keep confidential information that is not considered public
information pertaining to department events, operations, arrests or other activities
without authorization of the Chief of Police or his designee — (Class 3 offense)

C. Employees shall not make known to any person, any department order which they
might receive, unless so required by the nature of their assignment. -

(Class 4 offense)

Reports

A Employees shall not exhibit or divulge the contents of any department record or
report to any person, except on approval of the Chief of Police, or under due
process of law, or as directed by department procedure. (Class 2 offense)

B. Employees shall not destroy or permanently remove from its proper location any
official record/police report without proper authorization. (Class 2 offense)
C. Employees may only copy or remove official records/reports from police

headquarters in accordance with the procedures established for the release of
department records. (Class 3 offense)

Cooperation - (Class 2 offense)

Employees are required to fully answer all questions, file reports, or render material or
relevant statements, in any authorized departmental investigation when such questions
and statements are directly related to job responsibilities or a legitimate departmental
interest.  Employees shall be advised of, and permitted to invoke, all applicable
constitutional and statutory rights, including consultation with their designated
representative.
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Unauthorized investigations - (Class 2 offense)

Employees will not engage in any investigation (criminal, internal, civil or private)/other law
enforcement action not part of their regular assigned duties, without obtaining permission
from their supervisor, unless the situation requires immediate law enforcement action. In
those cases, a written report will be completed as soon as is practical thereafter.

Investigation Reports - (Class 4 offense)
Employees will conduct proper, thorough and complete investigations and submit a
properly written report within a reasonable or prescribed period of time.

Restrictions - (Class 4 offense)

Employees are prohibited from the following:

1. Use of department letterhead for private correspondence.

2. Sending correspondences without approval of the appropriate supervisor.

3. Use of department mailing address and phone number for private purposes.

4. Use of department telephone, fax machines and other devices for personal use
involving toll charges without the approval of a supervisor.

Radio Discipline- (Class 4 offense)
Employees operating police radios shall strictly observe the procedures and restrictions for
such operations set forth in department policy and procedure.

Section 6 Compromising Criminal Cases

3.6.1

3.6.2

3.6.3

Interference with legal process - (Class 2 offense)

Employees shall not attempt to interfere with the legal process, except through official
departmental channels in situations where a manifest injustice might otherwise occur, nor
participate in or be concerned with any activity which might interfere with the process of
law.

Traffic cases - (Class 2 offense)

Employees shall not attempt to have any traffic summons or notice to appear stricken from
the calendar, except in connection with legitimate criminal justice interests and then done
in conformance with established court procedures. In any instance where it becomes
necessary to void a traffic or criminal summons or warrant, officers will follow the
procedure set forth in the departmental manual.

Assisting criminals

Employees shall not directly or indirectly assist persons to escape arrest or punishment for
any unlawful activity. {(Class 2 offense)

Employees shall not directly or indirectly assist persons to dispose of or secrete evidence
of unlawful activity or money, merchandise, or other property unlawfully obtained.

(Class 1 offense)
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Section 7 Prisoners

3.71

3.7.2

3.7.3

Assisting escape - (Class 1 offense)

Employees shall not communicate any information that may aid a person to escape
custody or arrest, nor shall they directly or materially aid a person to escape custody or
arrest.

Recommending an attorney or bail bond broker - (Class 3 offense)

Employees shall not suggest, recommend, advise, or otherwise counsel the retention of
any attorney or bail bond broker to any person coming to their attention as a result of
police business. Any person requesting this information shall be referred to the telephone
directory.

Acting as bailer prohibited - (Class 2 offense)
Employees cannot act as bailer for any person in custody, except relatives, or in any case
where any fee, gratuity or reward is solicited or accepted.

Section 8 Conduct toward the public

3.81

3.8.2

3.83

384

Courtesy - (Class 5 offense)

Employees shall be courteous and orderly in their dealings with the public. They shall
perform their duties quietly, avoiding harsh, violent, profane insolent, and disrespectful
language, and always remain calm regardless of the provocation to do otherwise. They
shall attend to requests from the public quickly and accurately, avoiding unnecessary
referral to other parts of the department.

Professional demeanor - (Class 5 offense)

o Employees shall avoid giving the appearance they are evading the performance of
their duty or are disinterested in problems of persons who may be transferred for
service.

o Employees will not belittle a seemingly trivial request, complaint, or piece of
information.

e Employees shall maintain a professional appearance, attitude and demeanor
when on duty.

e Members shall maintain a professional, military bearing when on duty and in
particular when in public.

Identification as a police officer (Class 5 offense)
Except where impractical or where identity is obvious, members shall identify themselves
by displaying the official badge or identification card prior to taking any police action.

Request for identification — (Class 5 offense)

Upon request, employees are required to provide their name and badge numbers, if
applicable, in a courteous manner.
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Impartiality - (Class 3 offense)

A. Employees shall not exhibit bias or favoritism toward any person because of race, sex,
sexual orientation, creed, color, national origin, ancestry, or influence, nor shall they
allow their personal interests to interfere with objectivity concerning police matters.

B. Unwarranted interference by officers under the color of law in the private business of
others when not in the interest of justice is strictly prohibited.

Use of derogatory terms - (Class 3 offense)
Employees shall not use language that is derogatory to anyone because of race, sex,
sexual orientation, creed, color, national origin, ancestry, or influence.

Availability while on duty — (Class 4 offense)
Employees while on duty shall not conceal themselves except for some police purpose.
They shall be immediately and readily available to the public during duty hours.

Response to calls - (Class 3 offense)

Members shall respond without unnecessary delay to all calls for police assistance from
citizens and other members. Members shall answer all calls directed to them unless
otherwise directed by competent authority.

Public statements - (Class 2 offense)

Employees shall not make public statements concerning the actions, plans, policies, or
affairs of the department which may impair or disrupt the operation of the department or
which are obscene, unlawful, defamatory, or otherwise prohibited by written directive or
rule and regulation.

Affiliation with certain organizations prohibited - (Class 3 offense)

Employees shall not join, nor shall they affiliate themselves with any organizations whose
constitution embraces provisions that might in any way prevent the proper and efficient
functioning of the department. This prohibition does not apply to “the active military or
naval service of the United States or of this state, in time of war or an emergency, or
during any period of training, or pursuant to or in connection with the operations of any
selective service system”. (Source: N.J.S.A. 38:23-4)

Affiliation with radical groups - (Class 3 offense)

No employee, except in the discharge of police duties, shall knowingly associate with or
have any dealings with any person or organization which advocates the violation of law, or
which professes hatred, prejudice, or oppression against any racial or religious group or
political entity.

Publicity - (Class 5 offense)
Employees shall not seek personal publicity in the course of their employment.

Commercial testimonials - (Class 4 offense)

Employees shall not permit their names or photographs to be used to endorse any product
or service that is in any way connected to law enforcement without the permission of the
Chief of Police.
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They shall not allow their names or photographs to be used in any commercial testimonial
that alludes to their position or employment with the department without prior authorization
from the Chief of Police.

Associating, fraternizing or conducting business with known criminals, etc. - (Class
3 offense)

Employees should not have idle conversation, associate with or conduct business with
known illegal gamblers, or persons engaged in unlawful activities. It is the responsibility of
the individual employee to insure that all associations are with law abiding citizens.

Section 9 Political Activities

3.9.1

3.9.2

3.93

394

395

3.9.6

3.9.7

Political activities prohibited - (Class 2 offense)
Members shall not actively engage in political campaigns and activities, while in uniform or
on duty. Employees shall not directly or indirectly use or attempt to use their official
position to influence the political activity of another.

Off duty political activities — (Class 3 offense)

Members may engage in off duty political activities except when such activities will harm or
impair the operation or discipline of the department, or where it undermines the public's
confidence in their professional objectivity, and the objectivity of the police department.

Election to public office - (Class 2 offense)

Members shall not be candidates for or hold offige in elective public positions or political
organizations within or inclusive of the Township of Hamilton unless authorized to do so by
the county prosecutor.

Soliciting prohibited - (Class 2 offense)
Employees shall not solicit contributions for political purposes while on duty, nor shall they
interfere with or use the influence of their office for political reasons.

Contributions - (Not classified)
Employees may contribute funds or any other thing of value to candidates for public office
subject to the provisions of law governing such contributions.

Polling duties — (Class 3 offense)
Members shall not engage in any polling duties while on-duty. Any member working at a
polling place while off duty shall not have an exposed firearm or exhibit ANY evidence of
his employment as a police officer.

Displaying of political material - (Class 3 offense)

Employees shall not display any political material on any government property or on their
person while on duty or in uniform.
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Section10  Judicial Appearances and Testimony

3.10.1

3.10.2

3.10.3

3.10.4

3.10.5

3.10.6

3.10.7

3.10.8

Duty of Employee to Appear and Testify - (Class 3 offense)

Employees shall appear and testify on matters directly related to the conduct of their office,
position or employment before any court, grand jury, or the State Commission of
Investigation.

Testifying for the defense - (Class 3 offense)

Any employee subpoenaed or requested to testify for the defense in any legal proceeding
or against the township or department in any hearing or trial shall notify the Chief of Police
immediately upon receipt of the subpoena or request.

Contact with the defense — (Class 3 offense)

Any employee contacted by the defense in any legal or administrative proceeding brought
by the township, or plaintiff in any legal or administrative proceeding brought against the
township, shall inmediately notify the Chief of Police.

No employee, prior to obtaining the written approval of the Chief of Police, may appear to
give testimony as a character witness for any defendant in a criminal trial or inquiry.

Civil action — expert witnesses — (Class 4 offense)
Employees shall not volunteer or agree to testify as expert witnesses in civil actions
without the prior written approval of the Chief of Police.

Civil Action, Subpoena - (Class 4 offense)

Employees shall not volunteer to testify in civil actions arising out of department
employment and shall not testify unless subpoenaed. If the subpoena arises out of
department employment or if the employees are informed that they are party to civil action
arising out of department employment, they shall immediately the Chief of Police.
Employees shall confer with the Chief of Police or his designee prior to giving a deposition
or affidavit on a civil case relating to their police employment.

Civil process — (Class 5 offense)
Employees shall not serve civil process or assist in civil cases unless such service is
approved by the Chief of Police or his designee.

Court appearances; subpoenas - (Class 3 offense)

Employee shall honor all lawfully issued subpoenas and shall promptly appear for all
scheduled judicial proceedings when notified by subpoena or other established
departmental procedure. Permission to omit this duty must be obtained from the
prosecuting attorney handling the case or other competent court official.

Court Appearance; manner of dress - (Class 5 offense)

When appearing in court on department business, employees shall wear either the
department uniform or appropriate business attire.
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3.10.9 Jury Duty - (Class 5 offense)

Employees shall respond to subpoenas for jury duty in accordance with law and police

department policy.

Section 11 Department Firearms, Vehicles, Equipment and Property

3.11.1

3.11.2

3.11.3

3114

3115

3.11.6

37

Firearms - (Class 4 offense)
Employees shall follow department policy and procedure on handling of firearms while on
and off duty. Employees shall not improperly use, handle or display their firearm.

Department property - (Class 4 offense)

On duty: Employees shall carry all assigned equipment on duty as prescribed in
department policy and procedure and based on their assignment.

Off duty:  Employees shall carry equipment as prescribed in department policy and
procedure.

Use and Care of Department equipment, facilities and property - (Class 5 offense)
Employees are responsible for the proper care of all equipment and property assigned to
them. Employees are not permitted to use any department or Township
property/equipment for personal business or pleasure. Employees shall not mark, deface
or otherwise alter department equipment, property and township facilities without
permission from an appropriate supervisor.

Notices and Posting on Bulletin Boards and Walls - (Class 5 offense)

Employees shall not mark any wall or surface in any department building or facility. No
materials shall be affixed to any wall or bulletin boards without authorization from an
appropriate supervisor, except those areas designated for use by the collective bargaining
units.

Damaged or Inoperative Property or Equipment - (Class 5 offense)

Employees shall inmediately report to a supervisor any loss of or damage to department
property or equipment assigned to or used by them. A supervisor shall also be notified of
any defects or hazardous conditions existing in any department equipment, property or
facility.

Use of Department Vehicle — (Class 5 offense)

Employees shall not use any department vehicles without the permission of a supervisor
and no department vehicle shall ever be used for personal business or pleasure except as
provided for in department policy. Citizens will be transported in department vehicles only
during the course of official police actions. Ignition keys will not be left inside a police
vehicle when unattended.

Operation of Department Vehicles - (Class 4 offense)

When operating department vehicles, all employees will comply with the department
policy and procedure, and shall not violate traffic laws except in cases of emergency and
then only in conformity with all laws regarding the operation of motor vehicles in the State,
and in conformity with department policy.
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3.11.8 Reporting Accidents - (Class 4 offense)
Accidents involving department personnel, property, equipment and vehicles must be
reported immediately to a department supervisor.

3.11.9 Unauthorized Recording by members or employees of the department - (Class 4
offense)
No member or employee of the department whether on-duty or off-duty while on township
property, in a township vehicle or during the performance of their duties, will wear, conceal
on their person or otherwise utilize a surreptitious recording device without the
authorization of the Chief of Palice.  All personal recording devices are prohibited on
township property or in township vehicles. (Class 4 offense)

3.11.10 Liability — (Not classified)
If department property or equipment is damaged or lost as a result of misuse, neglect or
negligence, by an employee, that employee will be held liable to reimburse the
department for the damages or loss and is subject to disciplinary action.
Presumption of Responsibility In the event that municipal property is found bearing
evidence of damage which has not been reported, it shall be prima facie evidence that the
last person using the property or vehicle was responsible.

3.11.11 Surrender of Department Property and Equipment - (Not Classified)

Upon separation from the department, all employees are required to surrender all
department property in their possession upon separation from service. For failure to return
a non-expendable item, the employee will be required to reimburse the department for the
fair market value of that article.

Under Suspension: Any employee under suspension shall immediately surrender their
police identification, firearm(s), and all other department property to the appropriate
supervisors pending disposition of the matter.

3.11.12 Inspection (Class 4 offense)
Departmental property and equipment including but not limited to vehicles, desks, lockers,
cabinets supplied for the mutual convenience of the department and its personnel is and
remains the property of the department. All employees will submit to entry and inspection
of these areas without notice.

Section 12 Property and Evidence

3.121 Property and Evidence Collection - (Class 3 offense)
Employees will thoroughly search for, collect, preserve and identify evidence; or person’s
property and locations in any arrest or investigation.

3.12.2 Property and Evidence Procedures - (Class 4 offense)

All employees shall follow department procedures and policies for the handling of evidence
and property, personal effects, and all other property taken into custody.
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Section 13 Personnel Regulations

3.13.1

3.13.2

3.133

3.134

3.13.5

3.13.6

Hours of duty (Class 3 offense)

Employees shall have regular hours assigned to them for active duty, and when not so

engaged, they shall be considered off duty. Employees are subject to be recalled to duty

as needed.

e Employees shall report promptly for the duty hours assigned.

¢ Department members shall remain responsible to their supervisor and are subject to
assignment during meal breaks.

¢ Training sessions are considered a duty assignment and members attending training
are subject to assignment as deemed necessary.

Sick leave/workman’s compensation - (Class 2 offense)

A. All employees will adhere to department policy and procedure regarding attendance.

B. Employees will not exceed their allotted sick leave.

C. Employees who exceed their allotted leave are absent without leave.

D. Employees will not pretend illness or injury, falsely report themselves or a family
member to be injured or ill, or otherwise deceive or attempt to deceive a supervisor or
the township physician as to their health or the health of any other person.

Absences without leave for five consecutive days - (Class 2 offense)
A. Members shall not be absent without leave and superiors shall immediately report to the
Chief of Police any employee who is absent without leave.

B. Except as otherwise provided by law, any permanent member or officer of this police
department who shall be absent from duty without leave of absence for a continuous
period of five days shall cease to be a member of this police department. (Reference:
N.J.S.A. 40A:14-122). (Class 1 offense)

Vacation, Sick time and Other leaves - (Class 5 offense)

Unless otherwise noted, employees are entitled to vacation, sick time and other leaves as
provided for in collective bargaining agreements, by law, by department policy and
procedure, subject to the approval by the appropriate supervisor.

Suspension of Leave - (Not classified)

Any vacation leave, scheduled day off, or other leave of absence maybe suspended when
an emergency which reasonable could not have bee foreseen is declared by the
appropriate department authority, and requires utilization of additional employees who are
not scheduled to work.

Compensation for damages — (Class 4 offense)

Employees who have sustained injury while on or off duty and who have received salary
from the township while injured shall notify the Chief of Police in writing of any intent to
seek, sue, solicit, or accept compensation as damages for such injury. This notice shall be
filed before any action is taken. It shall include the facts of the claim and the name of the
respondent.
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Fitness for Duty

The Chief of Police shall have the authority, in conjunction with his responsibility for the
disposition and discipline of the department, to require psychological and medical
examinations for any employee for the purpose of determining the employee's fitness for
duty.

Resignation

All resignations of employees must be tendered in writing and bear the signature of the
person resigning. Employees shall provide the Chief of Police with no less than two (2)
weeks written notice. Once tendered, the Township has the right to rely on the resignation
and it will be considered non-rescindable.

Secondary employment — (Class 4 offense)

Employees may engage in secondary employment only when it is consistent with
departmental policy and those privileges provided under collective bargaining agreements,
employment agreements or personal service contracts, and after notifying the Chief of
Police of the employment.

Section 14  Uniforms and Appearance

3.14.1

3.14.2

3.14.3

Regulation Uniform Required - (Class 5 offense)

All police officers and uniformed civilians shall maintain uniforms prescribed in the
department policy and procedure. Uniforms shall be kept neat, clean and well-pressed at
all times. Employees shall wear the uniform or civilian attire on duty as prescribed for their
current assignment.

Wearing Jewelry on Duty - (Class 5 offense)

Police officers on duty shall not wear loose fitting jewelry which may be grasped during a
struggle or which can inflict injury or retard the mobility of the officer.

This provision shall not prohibit non-uniform officers on duty from wearing jewelry
appropriate for the conditions of their current assignment.

Personal Appearance - (Class 5 offense)
All employees, while on duty, shall be neat and clean consistent with department policy
and procedure.

ARTICLE IV  DISCIPLINARY CODE

Section 1 Departmental Discipline

4.1

Purpose

The department has established this disciplinary process as a means of achieving the

below listed objectives through the reasonable and consistent application of discipline to

address breaches of the code of conduct:

A Insure the highest professional standards for law enforcement within the agency.

B. Providing citizens with a fair and effective avenue for redress of their legitimate
grievances against law enforcement officers.
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C. Protect employees from false charges of misconduct or wrongdoing and provide
accused officers with due process safeguards.

D. Monitoring officers’ compliance with laws, ordinances, and departmental rules,
regulations, policies, procedures, directives and orders.

E. Identifying problem areas in which increased training or direction is necessary.

Factors

Disciplinary action shall be imposed to accomplish the purposes of the disciplinary process
and shall take into account all of the aggravating and mitigating factors of the case,
including, but not limited to:

A Nature of the offense.

B. The disciplinary record of the accused officer.

C. The need to deter the accused officer or other officers from similar conduct.
D. The harm or potential for harm resulting from the conduct.

Disciplinary action

Department employees, regardless of rank, shall be subject to disciplinary action,
according to the nature of the offense, for violating their oath and trust by committing an
offense punishable under the laws or statutes of the United States, the State of New
Jersey, the Township of Hamilton Municipal Code, and the general standards of conduct
required of all police officers in the State of New Jersey as required by N.J. S. A 40A:14-
128 or failure, either willfully or through neglect or incompetence, to perform the duties of
their rank or assignment; or for violation of any rule, procedure or written directive of the
department; or for failure to obey any lawful instruction, order or command of a superior
officer. Disciplinary action in all cases will be decided on the merits of each case and in
conformity with controlling state law.

Penalties
The department shall establish a scale of penalties that may be assessed against any
employee of the department as disciplinary action:

A Minor Discipline — employee not entitled to a Disciplinary Hearing
1. Oral reprimand
2. Written reprimand

B. Maijor Discipline — employee entitled to Disciplinary Hearing
Suspension with pay

Suspension without pay

Monetary fine

Surrender of leave time in lieu of other action

Loss of promotion opportunity

Demotion

Removal/Termination/Discharge from Employment

Nogsewn >
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C. Although not acts of discipline, non-disciplinary corrective measures in the
purview of the Chief of Police, his designee, or other assigned Hearing Officer to
take to ensure the employee’s development and future success may always be
assessed in conjunction with sanctions taken in a disciplinary action, including
counseling, training, transfer or reassignment, coaching and mentoring.

Cause for removal

Any one of the following may be cause for removal from the service, known also as
termination and discharge from employment, although removals may be made for
sufficient causes other than those listed:

A Neglect of duty.

B. Incompetence or inefficiency.

C. Incapacity due to mental or physical disability.

D. Insubordination or serious breach of discipline.

E. Intoxication while on duty.

F. lllegal drug usage.

G. Chronic or excessive absenteeism.

H. Disorderly or immoral conduct.

l. Willful violation of any of the provisions of the rules and regulations or other
statutes relative to the employment of public employees.

J. The conviction of any criminal act.

K. Negligent or willful damage to public property or waste of public supplies.

L. Conduct unbecoming an employee in the public service.

M. Conduct unbecoming a police officer.

N. The use or attempted use of one's authority or official influence to control or
modify the political action of any person.

0. Lying, misrepresentations, falsifications in written/oral reporting or official inquiry.

Repeated violations - (Class 1 offense)

Repeated violations of the rules and regulations, policies, procedures, directives or orders
shall be indicative of an employee’s disregard of the obligations of all employees and shall
be cause for dismissal. This shall apply regardless of the severity of the offense and
reckoning period, and regardless of whether the violations are of the same type.

Relationship of penalties to offense

The information contained herein is intended to guide the Chief of Police, his designee, or
other assigned Hearing Officer in administering fair and uniform punishment for violations
of the rules and regulations of the department. The suggested penalties shall in no way
limit the penalty that the Chief of Police, his designee, or other assigned Hearing Officer
may elect to impose.
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Classes of offenses - recommended penalties
A Class 1 Offense - Violation of any rule designated as a Class 1 Offense may
result in disciplinary action as follows:
15t offense - dismissal

B. Class 2 Offense - Violation of any rule designated as a Class 2 Offense may
result in disciplinary action as follows:
1st offense — 3 day suspension to dismissal
20d offense — 10 day suspension to dismissal
3rd or subsequent offense - dismissal
C. Class 3 Offense - Violation of any rule designated as a Class 3 Offense may
result in disciplinary action as follows:
1st offense - reprimand to 6 month suspension
2nd offense -3 day suspension to dismissal
3rd or subsequent offense — dismissal
D. Class 4 Offense ~ Violation of any rule designated as a Class 4 Offense may
result in disciplinary action as follows:
1st offense - reprimand to 30 day suspension
2nd offense - reprimand to 6 months suspension
3rd or subsequent offense - 20 day suspension to dismissal
E. Class 5 Offense - Violation of any rule designated as a Class 5 Offense may
result in disciplinary action as follows:
1st offense — reprimand to 5 day suspension
2nd offense — reprimand to 30 day suspension
31 or subsequent offense - 5 day suspension to dismissal

Authority to impose major discipline

The Chief of Police, his designee, or other assigned Hearing Officer may suspend with or
without pay, demote or dismiss an employee due to inefficiency, incompetence,
misconduct, negligence, insubordination, violation of the rules and regulations or for other
sufficient cause.

Section 2 Disciplinary Procedure

4.21

422

Establishing a violation

Existence of facts establishing a violation of a law, ordinance, or rule is all that is
necessary to support any allegation of such violation as a basis for disciplinary action.
Nothing in this manual prohibits disciplining or charging employees merely because the
alleged act or omission does not appear herein if such conduct is otherwise without lawful
purpose and violates some law, ordinance, or rule governing the officer's conduct at the
time it occurred or is otherwise such an egregious or blatant act that would be universally
recognized as misconduct.

Discipline by supervisory personnel

Supervisory personnel may take the following disciplinary measures:
A Oral reprimand.

B. Written reprimand.
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C. Emergency suspension with pay until the next business day.
D. Written recommendations for other penalties.

4.2.3 Emergency suspensions

Any supervisor may immediately suspend an employee from duty until the next

business day, if they determine one of the following exist:

1. The employee is unfit for duty; or

2. The employee is a hazard to any person if permitted to remain on the job; or

3. Animmediate suspension is necessary to maintain safety, health, order or
effective direction of public services; or

4. The member has been formally charged with a crime of the first, second or third
degree, or a crime of the fourth degree on the job or directly related to the job.

The emergency suspension will immediately be reported to the Chief of Police or

his designee.

B. A member receiving an emergency suspension shall be required to report to the
Chief of Police on the next business day at a time scheduled by the Chief of
Police.

C. The Chief of Police or his designee will determine if that Emergency Suspension

will continue, and will direct other appropriate action be taken in conformance with
these Rules and Regulations. The Chief of Police shall report the action to the
Appropriate Authority.

D. In accordance with N.J.S.A. 40A:14-149.1: Notwithstanding any other law to the
contrary, whenever any municipal police officer is charged under the law of this
State, another state, or the United States, with an offense, said police officer may
be suspended from performing his duties, with pay, until the case against said
officer is disposed of at trial, until the complaint is dismissed, or until the
prosecution is terminated; provided , however, that if a grand jury returns an
indictment against said officer , or said officer is charged with an offense which is a
high misdemeanor or which involves moral turpitude or dishonesty, said officer
may be suspended from his duties, without pay, until the case against him is
disposed of at trial, until the complaint is dismissed or until the prosecution is
terminated.

424 Emergency inter-departmental disciplinary action
When the improper conduct of a member or employee of one division\bureau\unit is of
such nature that immediate or emergency disciplinary action is required of a command or
supervisory officer of another division\bureau\unit, such action may be taken at once within
the following limitations:

A Oral reprimand.
B. Written reprimand.
C. Emergency suspension until the next business day.
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Inter-departmental oral and written reprimand

When the commanding or supervisory officer of one division issues an oral or written
reprimand to a member or employee of another division, he shall notify the supervisor of
the member or employee so disciplined as soon as possible and the Chief of Police.
Reports of disciplinary action taken or recommended

Whenever any disciplinary action is taken or recommended (except for oral reprimands), a
written report must be submitted immediately to the Chief of Police containing the following
information:

A The name, rank, badge number, and present assignment of the person being
disciplined.

The date, time and location of the incident.

The section number and name of the violated rule.

A complete statement of the facts of the misconduct.

The punishment imposed or recommended.

The written signature, badge number, and rank of the preparing officer and his
position in relation to the member or employee being disciplined.

mmoom

Endorsement and forwarding of disciplinary reports

Each level in the chain of command must review, sign and forward reports bearing on
disciplinary matters. Such endorsement may be one of approval, disapproval, or
modification. No employee shall alter or cause to be altered or withdrawn any disciplinary
report. Disciplinary reports in transit through the chain of command shall not be delayed,
but must be reviewed, endorsed, and forwarded as soon as possible. Disciplinary reports
shall be filed in accordance with current departmental procedures.

Informing the person being disciplined

The member being disciplined shall be so informed of the charges, in writing, as provided
by N.J.S.A. 40A:14-147 and section 4.4.1 of these rules and regulations. The member
shall be granted all procedural rights and safeguards as provided by law.

Misconduct observed by police personnel

Whenever any commanding officer or supervisory officer observes or is informed of the
misconduct of another member or employee, which indicates the need for disciplinary
action, he shall take authorized and necessary action and render a complete written report
of the incident and his actions to his commanding officer.

Investigator's authority

Investigators assigned to an investigation are the direct representative of the Chief of
Police and, as such, shall receive the cooperation of all employees of the department while
conducting their investigations. The sole responsibility of the investigator shall be the
gathering of all the facts regarding the allegations. In doing so, he must remain objective
and thorough when submitting his report.

His opinions, conclusions, or personality shall not be interjected into the case. By adhering
to the foregoing principles, the case can be concluded with optimum fairness for all
persons concerned.
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Departmental Disciplinary Hearings

Charges

When an internal investigation establishes probable cause that a member is guilty of
violating a department rule or regulation, penalty for which entities the member to a
hearing as provided for in section 4.4.1, a Notice of Charge and Hearing shall be
prepared and personally served upon the member. The charges shall contain:

A
B.

moo

>0

The name and title of the member against whom the action is being taken.

The rule, regulation, law or ordinance violated; or a description of other
misconduct being charged.

Specification of the alleged facts upon which the charges are based.

The time, date and place at which the hearing is scheduled to be held.

The signature of the proper authority and his official title.

isciplinary Hearings

The disciplinary hearing shall be scheduled during the business day, but no
sooner than ten (10) days and no later than thirty (30) days after said notice is
personally served upon said member, subject of course to the granting of
reasonable requests for postponements.

Where a disciplinary hearing has been postponed pending the determination of
criminal or quasi-criminal charges filed on the basis of the same factual situation
which gave rise to the departmental charges, said departmental hearing must be
held within thity (30) days after the department receives notice of such
disposition. The duty to advise the department that said judicial determination has
been made is that of the respective member.

Personal service is actual service upon any employee as well as actual service
upon any member of the employee's household over eighteen (18) years of age
residing in the residence of said employee.

Al disciplinary hearings shall be closed to the public unless the defendant officer
requests an open hearing. In such case, the department reserves the right to
petition the hearing officer to conduct a closed hearing if a legitimate reason exists
for such request.

Every member formally charged with a violation of department rules and
regulations shall have the opportunity to testify in his own defense, produce
relevant evidence in support of his defense, produce competent witnesses to
testify to relevant matters in support of his defense and cross-examine any witness
who has testified against him.

The Chief of Police or his designee will assign a Command Officer to present the
disciplinary charges and the evidence in support of the charges in the Disciplinary
Hearing, unless the Chief of Police will present the charges.

The Chief of Police or his designee shall be the Hearing Officer charged with the
responsibility of schedule and conduct the necessary hearing(s) for the disciplinary
charges, unless the Chief of Police chooses to present the charges to an
alternative Hearing Officer, the circumstances making that choice appropriate.

If the Chief of Police will present the charges, the Township Administrator or his
designee shall be the Hearing Officer.
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If, in the judgment of either the Chief of Police or the Township Administrator, a
Disciplinary Hearing for departmental charges is appropriately heard before an
independent Hearing Officer, the Township Administrator shall be responsible to
select and retain that service for the Township.

If the Chief of Police is charged, the Township Administrator shall consult with the
County Prosecutor as to the assignment of an appropriate hearing officer.

The Hearing Officer is responsible to prepare a written report of his findings of fact
and recommendations as to violations and quantum and penalty, if a penalty is
assessed.

The Hearing Officer is empowered to sustain, modify in whole or in part, or dismiss
the charges sustained in the complaint.

In order that all parties may be afforded a fair and equal opportunity to be heard
and that the Hearing Officer may be completely informed in the matter and
enabled to render a proper determination based on all the facts and applicable
laws and rules, all hearings shall be conducted in an informal manner, without
reference to any formal rules or procedure.

The Hearing Officer may, at histher discretion, clear the hearing room of all
persons, including witnesses not under examination or testifying. When the
evidence pertains to scandalous or indecent conduct of any sort, or is such that its
public disclosure would not be in the best interest of the public and might do
irreparable harm to any person or persons not a party to the hearing, the Hearing
Officer may exclude all persons not having a direct interest in the matter being
heard.

The Hearing Officer shall admit all testimony having reasonable, probative value,
but shall exclude immaterial, irrelevant or unduly cumulative testimony.

The hearing officer shall give effect to the rules of privilege as provided by law, but
no person shall be excused from testifying or presenting evidence on the ground
of possible self- incrimination with regard to an administrative disciplinary matter.
The member is presumed innocent and the burden of proof is upon the
department to prove the member's guilt by a preponderance of the credible
evidence presented during said hearing.

All hearings may (in the discretion of the Hearing Officer) be recorded by:

1. A certified shorthand report; or

2. Stenographers, duly sworn to make an accurate stenographic recording of
the proceeding; or
3. Sound recording device to be operated under the supervision and

direction of the hearing officer.
After considering all the evidence in support and in defense of the particular
charge of misconduct or violation of rules and regulations, the respective hearing
officer shall consider same and render his verdict as soon as practical thereafter.
Although the verdict may be verbal at the time of the hearing, the determination
must be reflected upon a final notice of disciplinary action that must be personally
served upon the respective member as soon as practical after the termination of
said disciplinary hearing. If the Chief of Police was not the Hearing Officer, a copy
of the decision will be forwarded to the Chief of Police.
The decision of the Hearing Officer shall be final as it pertains to determining
punishment.
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The Hearing Officer must fix any of the following punishments which it deems
appropriate under the circumstances

Oral reprimand

Letter of Reprimand

Transfer/reassignment

Suspension without pay

Suspension by forfeiting accumulated vacation or comp time

Demotion

. Termination

Although not acts of discipline, the Hearing Officer may assess non-disciplinary
corrective measures in conjunction with sanctions taken in a disciplinary action,
to ensure the employee's development and future success, including counseling,
training, coaching and mentoring.

R sl o

Upon completion of the hearing, Internal Affairs will coordinate and record the
findings of the hearing and if charges were sustained, the disposition report shall
be permanently placed in the employee’s personnel file.

The member's Division Commander will be notified to take the disciplinary
measures assessed by the Hearing Officer.

S
Any member of the department who has been tried and convicted upon any
disciplinary charge or charges may obtain review in accordance with applicable
collective bargaining agreements and with N.J.S.A. 40A:14-150.

Such review shall be obtained by serving a written notice of the application
therefore upon the Chief of Police within ten (10) days after the written notice to
the member of his conviction.

The Chief of Police shall transmit to the court a copy of the record of such
conviction, and of the charge or charges for which the member was tried.

The court shall hear the case de novo on the record below and may either affirm,
reverse or modify such conviction. If the member shall have been removed from
his position, the court may direct that he be restored to such position and all his
rights pertaining thereto, and may make such other ordered judgment as said
court shall deem proper.

Either the Township or the member may supplement the record with additional
testimony subject to the rules of evidence.

Members Rights during Departmental Investigations and Disciplinary
Hearings

441 Hearing
Each member is entitled to a hearing for any charge that exposes the employee to
discipline as follows:

A

B.
C.
D.

Surrender of leave time
Monetary fine
Suspension with pay
Suspension without pay
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E. Loss of promotion opportunity
F. Demotion
G. Termination

442 Confidentiality
Other than the official findings and attendant penalties, every internal investigation and
subsequent disciplinary hearing shall be considered privileged and confidential information
and same shall not be made public and/or released to any non-governmental agency.

443 Scope of interviews
Investigations shall be limited to matters of legitimate concern to the police department.
Those issues include:

A Violation of any federal or state statute or local ordinance.
B. Violation of any rule, regulation, policy, procedure, written directive or order of the
police department.
C. Activities, circumstances, conditions or events that:
1. Threaten the safety of the public or the employees of the department;
2. Threaten efficiency, discipline or good order of the department,
3. Damage the reputation or integrity of the police department;
4, Diminish the ability of the police department to carry out its public safety
function.
D. The fitness of continued employment of any employee.
E. The performance of official duties of any employee of the police department.
F. The conduct of any employee that may form the basis for disciplinary action.

444 Conduct of interviews
A All employees have a duty to answer all questions truthfully and completely.
1. Truthfulness is the key to the proper function of any police department.
Officers must know that during any official inquiry they are not at liberty to
decide when they will tell the truth. Officers must be truthful at all times.
When an officer willfully lies in an official inquiry he:

a. Frustrates the investigative effort that he is obligated to assist.

b. Destroys his own credibility, which is an essential tool for the
completion of his duties.

c. Damages the credibility of the department and the law
enforcement community as a whole.

d. Frustrates the law enforcement function that he is sworn to
uphold.

2. Integrity is the most critical of all minimum requirements to function

effectively as a police officer. When it is lost, the ability to carry out the
duties of a police officer are lost with it. For these reasons the standard
penalty for lying in any official inquiry will be termination.

3. An officer may not be subject to dismissal for a specific act of misconduct,
however, if he lies about it he surely will.
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(Employees may not lie for any reason. “Our legal system provides methods
for challenging the government’s right to ask questions - lying is not one of
them”. LaChance v. Erickson, United States Supreme Court)

B. No questioning or investigative effort shall be initiated arbitrarily for personal or
other reasons that are unrelated to the maintenance of departmental efficiency or
integrity.

C. During the course of an investigation, employees have a duty to voluntarily

disclose any relevant information that may assist in proving or disproving an
allegation under investigation.

Due process

Although the department can utilize any form of investigative procedure pursuant to an
internal investigation that is fair and reasonably calculated to achieve its objective, the
nature or utilization of same must not violate the basic concepts and substantive due
process of law.

Coercion
Although cooperation of an employee is demanded under threat of disciplinary action
(including job forfeiture), said employee shall not be questioned or subjected to
investigative efforts under circumstances that would render such statements void as being
coerced.

Advisement of member
A Exclusive of the normal reporting duties incidental to the performance of official
duties, a member subjected to questioning shall be advised of the following:
. Whether he is being questioned or required to submit to investigative
efforts as a suspect or a witness.
. The identity of his interrogator as well as the identity of all persons present
at the time of the interrogation.
. The nature of the investigation and facts sufficient to apprise the member
of the existing allegations.

H. Nothing in this section shall prohibit any supervisory officer from questioning an
employee in an emergent situation when such questioning appears immediately
necessary to insure the public safety or to preserve the order of the police
department.

I. Nothing in this or any other section shall be deemed as justification for an
employee providing false information.

Time limitations

Consistent with state statute and township code, a formal charge must be filed against a
member within a reasonable time after which the existence of the alleged or suspected
misconduct is made known.
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Representation

Employees are entitled to have a representative of their choice in attendance during an
internal affairs interview. The investigator shall allow any employee a reasonable amount
of time for the desired representative to attend. The representative shall be an observer
only and may not actively participate in the interview.

Polygraph
No employee shall be ordered or asked to submit to a polygraph (lie detector) test for any
reason. Such test may be given, however, if requested by the employee.

Settlement agreement

Nothing shall preclude a member from directly negotiating a settiement agreement for the
disposition of a discipline matter with the Chief of Police or his designee, or with the
Township Administrator when he is the Hearing Officer. If a settlement is reached
concerning the disposition of a pending disciplinary matter, a written Memorandum of
Agreement as to disciplinary action shall be fully executed by the effected member and the
Chief of Police or his designee.
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POLICY AND PROCEDURES
PURPOSE

The purpose of this order is to establish areas of responsibility for conducting criminal
investigations to achieve a more effective utilization of manpower. Criminal investigations
consist of two distinct and yet closely interrelated phases; the preliminary investigation and the
follow-up investigation. This order covers both these phases.

This order will also establish guidelines for the manner in which officers of this department
receive and handle intelligence information regarding vice, drug, and organized crime activities
and complaints.

Finally, the use of the intranet shall be mandatory by officers and detectives as a means of
disseminating and forwarding information throughout the department and between shifts and
tours.

POLICY

it will be the policy of this department to ensure that cases or information meeting the criteria
listed herein will be securely maintained, investigated thoroughly, followed —up, monitored by
the appropriate supervisor, and, when necessary, forwarded to the appropriate law enforcement
entity.

I. PRELIMINARY INVESTIGATION
A. The preliminary investigation begins when the first police unit arrives at the scene
and continues until a postponement of the investigation or transfer of responsibility
that will not jeopardize the successful completion of the investigation.
B. The following activities are part of the preliminary investigation:

1. Provide aid to the injured.

2. Protect the crime scene to insure that evidence is not lost, destroyed, stolen or
contaminated. This may include utilizing, but is not limited to, “Police Tape” to
create a perimeter, creating a “Crime Scene Log,” and/or excluding access by
unauthorized personnel.

3. Determine if an offense has actually been committed, and if so, the exact nature
of the offense.

4. Determine the identity of the suspects, and effect an arrest if it can be
accomplished either at the scene or through additional investigation.

5. Furnish other field units, through the communications center, descriptions,
method and direction of flight, and other relevant information concerning wanted
persons or vehicles.

6. Obtain complete identification (name, address, phone, DOB, and SS#) of all
witnesses.
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7. Determine what information is known by the victim and each witness.

8.

9.

Identify and arrange for the collection of evidence

Determine in detail, the exact circumstances of the offense.

10. Obtain written statements from victims and witnesses and from the suspect, if

such statements can be obtained legally

11. Accurately and completely record all pertinent information on the prescribed

report forms.

C. Responsibility for conducting the preliminary investigation.

1.

2.

3.

Except in those cases where the presence of a uniformed officer would obviously
prevent a proper investigation, or as otherwise assigned by a superior officer, the
preliminary investigation shall be conducted by the uniformed patrol officer
assigned to the call for police service.

a. The assigned patrol officer shall initiate and complete as many of the
activities listed above as are needed. The individual circumstances of the
incident shall determine how many of the activities are required.

b. The officer shall complete the report as soon as possible following the
conclusion of the preliminary investigation. The officer shall list on the
prescribed report form, all information obtained at the scene of the offense.

The officer assigned to the preliminary investigation shall be responsible for
initiating action to inform the officer in charge of the shift of a serious crime or
one requiring immediate on-the-scene follow-up investigation.

The officer handling a case that requires additional investigation shall close the
case with a Code 14 “Turned over to Detective Bureau” This Code automatically
reports the case to the Detective Sergeant who will then be able to review the
case and assign to a detective when deemed appropriate.

D. Receiving information and/or complaints related to Vice, Drug, and/or Organized
Crime

1.

Oftentimes officers will be approached by individuals who may be members of
the community or detainees who wish to provide intelligence information
regarding illicit activity they may have direct or indirect knowledge of, to include
but not limited to CDS information, Property Crimes, Assaults, Vice Crimes,
Organized Crime, Gang Activity, Subversive Activity, Terrorist Activity, Weapons
Offenses, and Police or Citizen Hazards.

Officers will be prudent in making every effort to obtain this information.
Officers will complete an Intranet entry in the appropriate category regarding the

information they have received. The entry will be as thorough as possible and, if
possible, contain the name and contact information of the information source.
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4. Due to the sensitive nature of these situations officers should be discrete and
aware of their surroundings ensuring this conversation does not and will not
affect the safety of the individual providing it or compromise its confidentiality.

5. Officers will, as soon as practicable, advise their duty supervisor of the nature of
the information and/or the request to provide this information.

6. The Detective Bureau supervisor will monitor the intranet postings on a daily
basis in order to determine its immediate relevance or impact to ongoing
investigations.

Although verbal notification may have been made with a supervisor or the
Detective Bureau supervisor, an Intranet entry is still required from the receiving
officer.

7. If an officer receives information from an outside agency, they will obtain as
much detail as possible and proceed as described above.

8. Routinely, internal notifications shall be made through the chain of command
ensuring the Chief of Police is ultimately made aware.

Officers and detectives shall post to the intranet any calls handled during the course
of their shift. The post shall list the case number, location, a brief description of the
incident, and the officer that handled the call. Posts to the intranet shall be entered
by the end of the respective shift.

Il. RESPONSIBILITIES OF THE PATROL BUREAU SHIFT SUPERVISOR

A.

C.

It shall be the responsibility of the Patrol Bureau Shift Supervisor to ensure that an
adequate and complete preliminary investigation has been made and to review and
either approve or return to the reporting officer for correction all initial and
supplemental reports prepared by officers under their supervision. The initials of the
supervisor approving the report shall be marked in the appropriate space on the
report and/ or “Approve” the respective report in Prophoenix.

The shift supervisor shall assist officers under his/her direction regarding questions
as to whether a follow-up should be made by uniformed personnel or detectives.

1. The Patrol Bureau Supervisor shall request the assistance of detectives if an
offense being investigated by officers under his/her supervision is of a sufficiently
serious nature to warrant it.

If it is determined a detective is needed, the appropriate commander will be
notified along with the Detective Bureau supervisor.

2. The Patrol Bureau Supervisor shall determine whether continuing investigation
by patrol officers shall be held in abeyance until the next tour of duty of the
investigating officer or continued by personnel assigned to the oncoming shifts.

The shift supervisor will be the first notification of intelligence information received by
an officer. The shift supervisor will ensure the Detective Bureau supervisor has been
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advised and together will evaluate the information. If the information is considered to
have immediate implications or is of such caliber that Command level supervisors
should be made aware, notification will be instantaneous. The Commander receiving
this information will then contact the Chief of Police.

D. If the information is considered to be of a non-pressing degree, it will be forwarded
through the Chain of Command as soon as practicable.

1.

Supervisors should err on the side of caution and make notification to a
Commander if there is any question as to the importance or immediacy of the
information received.

If the information received has immediate implications for another law
enforcement entity, this information shall be forwarded without delay.

E. The patrol shift sergeant or OIC is responsible to ensure all incidents have been
entered on the intranet by the end of the respective shift.

lll. FOLLOW-UP INVESTIGATIONS

A. The follow-up investigation is an extension of the preliminary investigation. The
purpose of the follow-up is to provide additional investigation in order to effect the
arrest of an offender and/or recover stolen property.

B. Basic activities of the follow-up investigation include:

1.
2.

6.
7.

Identification and apprehension of the offender.

Arrangement for the analysis and evaluation of evidence.

Recovery of stolen property.

Interviewing victims and witnesses.

Interrogation of suspects.

Determining if other crimes may have been committed by the suspect.

Preparation of case for court presentation.

C. Responsibility for conducting follow-up investigations.

1.

The Patrol Bureau will be responsible for conducting and completing the
investigation of all noncriminal calls for service and for non-indictable offenses
not specifically authorized for referral to the Detective Bureau.

a. Inincidents of a noncriminal nature and in non-indictable offenses, the patrol

officer will request the assistance of the shift supervisor when he/she feels
the need for counsel and guidance.
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b. The follow-up investigation of most non-indictable offenses can be completed
by the patrol officer. Non-indictable offenses should be referred to the
Detective Bureau for follow-up only when the following conditions exist:

1) When the offense appears to be part of a pattern of such offenses.

2) When follow-up is required in widely separated locations outside the
boundaries of the Township of Hamilton.

c. Occasionally, in cases assigned to the Patrol Bureau for follow-up, additional
investigation will be required at the end of the tour of duty of the assigned
officer. In such cases the assigned officer's shift supervisor will determine
whether the investigation should be discontinued until the assigned officer's
next tour of duty or continued by officers in the oncoming shift. Except in
cases where the investigation would be jeopardized by its temporary
discontinuance, it shall remain the responsibility of the assigned officer.

d. When an element of immediate need exists at the end of the shift, the
assignment of continuing investigation shall be made by the shift supervisor
of the oncoming shift.

e. A supplemental report must be prepared by each officer who works on the
case, but not necessarily for each occasion he/she works on it.

D. Investigations of certain offenses are of a sufficiently complicated nature or contain a
sufficient degree of immediacy to warrant the assignment of detectives to the scene
of these offenses for immediate commencement of the follow-up investigation.
Detectives shall be notified of crimes or arrests for:

1.

6.

7.

Deaths of violent or suspicious nature, unattended deaths and deaths resulting
from fires or explosions.

Arson fires.

Critical injury assaults.
Rapes

Child abuse cases.
Armed robberies.

Major loss burglaries where there is a loss in excess of $ 5,000.00

Upon the arrival of the Detective, the patrol officer shall relinquish responsibility for

the investigation unless otherwise instructed by a commanding officer. The assigned
patrol officer shall be required to obtain adequate information to complete the
preliminary investigation report and is responsible for the completion of such report
before ending his/her tour of duty. There are circumstances where reports will be
able to pend until the investigating officer returns to duty, however, approval must be
obtained from the duty supervisor for this to occur.
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In all cases where evidence technicians are necessary or where performing the
collection of evidence is beyond the capabilities of the Patrol Bureau, the patrol
officer shall request an evidence technician.

It shall be the responsibility of the evidence technicians, this includes patrol officers
performing their own evidence technician services, to conduct a thorough search of
the crime scene, identifying, collecting and transporting all found physical evidence
and to properly log and secure items of evidentiary value.

The primary officer or detective that handled the follow-up shall be responsible to
ensure the information has been posted to the intranet. The post shall list the case
number, location, a brief description of the incident, and the officer that handied the
follow-up. Posts to the intranet shall be entered by the end of the respective shift.

V. Responsibilities of the Detective Bureau Supervisor

A

It will be the responsibility of the Detective Bureau supervisor to provide an
environment conducive to thorough and complete investigations.

The Detective Bureau supervisor will ensure that all assigned cases are investigated
properly and to the necessary degree.

The Detective Bureau sergeant shall review daily the cases closed with a Code 14
for potential assignment to a detective.

Factors that should be considered in deciding whether a case is to be followed-up
include but are not limited to the severity of the crime, pattern crimes or offenses,
monetary loss, safety issues, quality of life issues that require the resources of the
Detective Bureau, or any other circumstance that may be deemed appropriate.

The Detective Bureau supervisor will maintain a Case Management Log of cases
assigned to detectives for follow-up that will include the case number, offense,
detective assigned, date assigned, location of offense, victim information, suspect
information, case status, and a comments section.

1. Case status will be described as Active, Inactive, Exceptionally Cleared, Cleared
Arrest

a. Active — the case is under investigation by the assigned detective/s.

b. Inactive — the case is open however the assigned detective has exhausted all
means at this point in time and there is nothing more to be done. |IE — a
homicide, burglary, etc. that has not been solved.

c. Exceptionally Cleared — All facets of the case are known, all actors are
known, circumstances of the incident are known, however complaints have
not been signed or the incident is resolved |E — Structure Fire

d. Cleared Arrest — The suspect/s have been identified and charged.
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Investigation - Preliminary and Follow-up

2. The Case Management Log will be maintained to include a period of a least one
year. The log will be updated monthly which will include the removal of cases
cleared or inactive. Old logs will be maintained in the Sergeants Drive in the
Comp Stat folder.

E. There will be a meeting held at least once a month during which each detective will
provide a brief synopsis of his/her cases. The purpose of this meeting is to obtain the
input of other detectives in order to ensure that all avenues of investigation are being
explored.

F. Intelligence is routinely received regarding criminal activity within the township,
county or state. This activity may include, but is not limited to, narcotics, gang
activity, vice, weapons, officer safety issues, or Homeland Security. This intelligence
may be received by a member of this department, an outside agency, or a citizen.
The information may be sensitive in nature and provide insight to ongoing
investigations or bring to light unknown criminal activities.

The primary location for the input of this intelligence will be the department Intranet
under specified categories e.g. Intell- Gangs. In matters affecting multiple other
jurisdictions a Critical Reach Flyer will be created and dispersed, and in matters
related to Homeland Security, contact will be made with the Atlantic County
Prosecutor's Office and/ or the ROIC for entry in the Suspicious Activity Reporting
System (SARS). The Critical Reach Flyer shall not be in lieu of immediate
notification when necessary. The responsibility for these notification falls under the
Detective Bureau supervisor.

The posting of intelligence on the department Intranet allows for centralized
intelligence recordation and provides readily searchable categories.

1. Members of this department that receive intelligence regarding criminal activity
will post the information on the department Intranet and advise their inmediate
supervisor. The Detective Bureau supervisor will monitor daily the information
posted on the Intranet comparing it to ongoing investigations to ensure nothing is
being compromised. The Detective Bureau supervisor, on actionable
information, may assign the intelligence to a detective for follow-up.

2. If the intelligence is of a significant magnitude, a Command level supervisor will
immediately be advised. All necessary steps shall be taken to ensure the
information is properly disseminated and/or acted on.

3. Routinely, internal notifications shall be made through the chain of command
ensuring the Chief of Police is ultimately made aware.

4. If the intelligence is deemed pertinent to another law enforcement entity, it will be
forwarded to that entity by the Detective Bureau supervisor or his/her designee,
who will then initiate the proper contacts at the respective agency.

5. For those instances in which the intelligence is deemed even remotely related to
Homeland Security, the Atlantic County Prosecutor’s Office Intelligence Unit shall
be immediately advised as well as the ROIC. This will be the responsibility of the
Detective Bureau supervisor.
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10.

11.

12.

13.

Investigation - Preliminary and Follow-up

The routine follow-up of intelligence received will most often take place through
the Detective Bureau. There are; however, instances in which patrol may utilize
the intelligence during their daily activities e.g. narcotics. There should be a
concerted effort between the Detective Bureau and Patrol to ensure that neither
is interfering with the others investigation or efforts. This collaborative effort shall
be the responsibility of the Operations Commander.

If the intelligence received is of such a nature that an ongoing/extended or covert
investigation is required, this will fall under the Detective Bureau. These
investigations, most often, will include gang activity, organized crime, and
narcotics. The confidentiality of the investigation shall be determined on a case
by case basis. Certain intelligence may be sensitive in nature and it is important
to realize that because of this there will be times when confidentiality is
paramount. Ultimately, limited information may be disseminated in order to
preserve the integrity and confidentiality of the investigation.

All related matters associated with the investigation of Intelligence received shall
be documented through Incident Reports. [f the investigation is deemed
confidential, the case may be locked out in Prophoenix.

Often times, information will be forwarded to our agency from outside entities
including neighboring jurisdiction, the ACPO, or the Office of Homeland Security.
In those instances, The Detective Bureau supervisor will glean that information
for anything that may be associated with our township and, when necessary,
disperse to the department through the department Intranet. Regarding
information that is pertinent to our agency or may impact our agency, the
Detective Bureau supervisor will be responsible for assigning a detective to
contact the sending entity and coordinate intelligence and/or investigative efforts.

In matters where information is received by the department through a citizen/
Crime Stoppers tip, the Detective Bureau supervisor will be responsible to review
the information and, when appropriate, post it to the Intranet. If the information is
deemed actionable, the appropriate steps will be taken to investigate the
allegation.

It is important to understand that not all intelligence/information received is
correct or accurate. Information should be scrutinized and corroborated before
acted upon or dissemination.

As it is not uncommon for criminal activity to cross jurisdictional boundaries, it is
important to ensure there is no conflict between investigative efforts of Law
Enforcement. To that end, de-confliction should be an ongoing consideration
throughout the investigation, both for the interest of our agency and outside
agencies.

Information forwarded to an outside agency shall be maintained by the Detective
Bureau, documented through a Prophoenix entry.
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Investigation - Preliminary and Follow-up

The Detective Bureau supervisor or Detective OIC is responsible to ensure all
incidents handled by detectives have been entered on the intranet before the end of
the respective shift.

The Detective Bureau supervisor is responsible to post to the intranet daily briefs
from other agencies, intelligence bulletins, Critical Reach flyers, officer safety
information that he/she may receive, and anything else that may, even remotely,
have the possibility of impacting our agency.

. Reports to be Utilized in Preliminary and Follow-up Investigations

A.

The department shall utilize two types of reporting mechanisms — Prophoenix and
Omni form.

1. Prophoenix — Records Management System - contains reports used for
documenting of incidents, including basic Field Reporting.

2. Omini form — contains reports used in an ancillary fashion to various types of
incidents including Domestic Violence, DUI, Bail, etc.

Cases assigned for follow-up by the detective bureau will require what is known as a
working file. The working file, which will be created by the respective detective, may
include, but is not limited to, copies of the original reports, case notes, copies of
photographs, etc. This working file shall be maintained by the assigned detective.
Access to active case files may need to be limited to the specific personnel
associated with the case, based on the need for confidentiality. In Prophoenix, there
are different levels of creating this access including locking the case out completely,
allowing individualized access, or creating notification access (Email are sent to an
administrator any specified case is opened.)

Reports include, but are not limited to:

1. Arrest Reports - One arrest report shall be submitted each time a person is
arrested showing single or multiple charges. The Arrest Report shall be used to
report arrests to include, but not limited to:

a. Indictable offenses;
b. Juveniles;
c. Warrant arrests;
d. Driving under the influence;
e. Domestic Violence.
2. Crash Report - The Crash Report shall be used for all qualifying motor vehicle

crashes. A qualifying motor vehicle crash is defined as an unintended event
involving a motor vehicle in transport that produces injury or damage.
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Investigation - Preliminary and Follow-up

. Juvenile Complaint; Juvenile Complaint form upon completion will be submitted
to Records. Records will ensure the complaint is forwarded to Family Court.

Drinking and Driving Reports: All DUI reports will be completed whenever an
individual is arrested for suspicion of driving under the influence. These reports
include the Drinking and Driving Report packet, the Drinking/Driving
Questionnaire, Last Drink Location Report and the Potential Liability Warning
Forms.

. Evidence/Property Report: When any recovered items, which will be held as
evidence or property by the police department, are brought in, an
Evidence/Property Report must be completed

Investigation Report: Investigation reports should contain the basics of any good
investigation, minimally including; who, what, when, where, why, and how. The
Investigation Report shall be used to report all crimes/incidents to include, but not
limited to:

a. For all indictable crimes, founded or unfounded;

b. Non-indictable offenses which result in arrests;

c. All thefts;

d. All non-traffic accidents resulting in serious injury, serious property damage, or
deaths;

e. Accidental shootings;

f. Unattended deaths, when no physician is present;

g. Undetermined/suspicious deaths;

h. Suicides and attempted suicides;

i. Missing persons;

j. Runaways;

k. Incidents of Domestic Violence.

I. Incidents of bias.

m. Other incidents as directed by departmental policy or a supervisor.

. Missing Person Report: The Missing Person Report is a detailed form matching
the entry fields of the NCIC Missing Person file. The form shall be completed by

the officer at the scene and immediately forwarded to Communications to assist
the dispatcher in completing a Missing Person entry.
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Investigation - Preliminary and Follow-up

8. Domestic Violence, Temporary Restraining Order, DV Checklist: Standardized
State of New Jersey forms used for the taking of Domestic Violence Complaints
and the issuance of a Temporary Restraining Order by a municipal or superior
court judge.

9. Victim Notification Form: Is to be completed on all indictable cases and domestic
violence investigations.

10. Supplemental/Foliow-up Investigation Report: To be completed by officers

assisting in a case or an investigation where an initial investigation was
completed.
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Township of Hamilton Police Department
Surveillance, Undercover, Decoy, Vice and Raid Operations

. Purpose

The purpose of this policy is to establish written procedures governing Surveillance,
Undercover, Decoy, Vice, and Raid Operations activities.

Il. Policy

The Township of Hamilton Police Department recognizes the importance of having
contingency procedures in place for all types of operations. Surveillance, Undercover,
Decoy, Vice and Raid Operations are recognized as valuable tools in the investigation of
criminal activity. It is the policy of this department that all operations will be conducted under
the supervision of the Detective Bureau Commander.

Ill. Procedure

A. Surveillance, Undercover, Decoy, Vice, and Raid Operations

1.

Detectives involved in vice, drug and organized crime control will routinely update the
Detective Bureau Supervisor concerning their investigations, and any planned
activities. The Detective Bureau Supervisor shall routinely brief the Detective Bureau
Commander on the activities of their particular unit. The Detective Bureau
Commander will in turn routinely brief the Chief of Police.

Prior to conducting vice, drug, and organized crime surveillance, undercover, decoy,
and raid operations, the officer initiating the operation will review the planned
operation with the Detective Bureau Supervisor. The Detective Bureau Commander
must give prior approval to the operation, designate an officer to be responsible for
the operation, and advise the Chief of Police prior to, or as soon as possible after,
such activities occur.

Prior to conducting vice, drug, and organized crime surveillance, undercover, decoy,
and raid operations, the officer in charge of the operation (operation commander)
should review the operation in light of the following items, and conduct a briefing with
involved personnel, to include the items as needed:

a. Describe and analyze the crimes, victims, and suspects, involved in the
operation;

b. Determine and discuss legal ramifications;

c. Familiarize officers with the objective and details of the operation, the
neighborhood, or the target area;

d. Determine and discuss procedures for observation, arrests, surveillance,
documentation and/or audio/video recording, and high-risk entries;

e. Supply officers with expense funds;
f. Establish means of routine and emergency communications;

g. Selecting and distributing equipment and/or vehicles,



Township of Hamilton Police Department
Surveillance, Undercover, Decoy, Vice and Raid Operations
h. Establishing relief, backup, and security protection for officers;
i. Supplying officers with false identity, disguises, and necessary credentials;
j. Procedures for maintaining overall confidentiality and cover,
k. Ensure presence of applicable warrants;
I. Discuss expected levels of resistance and authorized force;

m. Discuss the procedures to be followed in contacting suspects and once contact
has been established;

n. Familiarize involved officers with the areas to be searched, item(s) sought, and
procedures for the seizure of evidence and contraband;

0. Reviewing procedures for requesting medical assistance;

p. Coordinating with, and obtaining assistance from, department personnel and
others involved in the operation;

q. Ensuring that all involved personnel are wearing body armor. If personnel within
the operation are deemed to be in an undercover or decoy capacity the operation
commander may authorize the non-use of body armor by those officers.

. An "Operations Plan" (Attachment #1) shall be developed, as necessary, and
approved by the Detective Bureau Supervisor. The plan shall be reviewed with and
disseminated to personnel involved in the surveillance, undercover, decoy, and/or
raid operation, addressing the relevant points of "3," above.

Following the operation, the operation commander will conduct a post-event briefing,
to discuss the success of the operation, as well as discuss and identify problems that
may have occurred and may be prevented in future operations.

Participation in Other Agency Surveillance, Undercover, Decoy, Vice, and Raid
Operations.

Prior to participating in vice, drug, and organized crime surveillance, undercover,
decoy, and raid operations by other agencies, the officer(s) participating in the
operation will review the planned operation with the Detective Bureau Supervisor.
The Detective Bureau Commander must:

a. (. give prior approval to personnel participating in the operation,

b. designate an officer to be responsible for the operation,

¢. and advise the Chief of Police prior to, or as soon as possible after, such
activities occur.
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B. Equipment Used for Special Operations

1.

Specialized surveillance and undercover equipment will be distributed to those units
who bear primary responsibility for those types of operations. The unit supervisor will
be responsible for maintaining the operational readiness of assigned equipment and
for conducting monthly inspections to ensure operational readiness.

Any other department component that requires the use of any such equipment will
forward written requests for temporary issue to the appropriate division commander
for approval.
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Attachment #1

NOT FOR DISCOVERY / DESTROY
AFTER OPERATION Page 1 of 2

BRIEFING LOCATION:

BRIEFING TIME:
BRIEFING DATE:

TYPE OF OPERATION:

TARGET LOCATION:

SUSPECTS:

WEAPONS:

VEHICLES:
U/C OPERATIVE:

G

RADIO CHANNELS: 1) PRIMARY: 2) SECONDARY:
TROUBLE SIGNALS:

1) VERRBAL:
2) VISUAL:

ARREST SIGNAL: 1) VERBAL:
2) VISUAL:

HOSPITAL:
LOCATION:
TELEPHONE:

CASE AGENT:
RESCUE OPERATION:
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Page 2 o1 2

OPERATION PLAN

PERSONNEL: CAR

PHONE

ASSIGNMENT

OPERATION
SUPERVISOR:

OPERATIONAL
DETAILS:

COMMENTS:




