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FOREWORD 

The Glen Ellyn, Illinois, Police Department requested technical assistance 
in reviewing departmental written directives. The report that follows includes 
the findings, conclusions, and recommendations of the consultant, James A. 
Chipps, Jr." based on the analysis of existing written directives. 

Following are the names of key persons involved in the initiation and pro
cessing of the request for teclmical assistance: 

Requesting Agency: 

Planning Agency: 

Approving Agency: 

Mr. James E. Hill 
Superintendent of Police 
Glen Ellyn Police Department 

Ms . Jane Rae Oksas 
Associate Director 
Illinois Law Enforcement Commission 

Mr. Terrence Doherty 
Police Specialist 
LEAA - Region V 

The services provided hereunder were supported financially by the LEAA 
through its l\'ational Police Services Technical Assistance contract. The con
clusions and recommendations contained herein, however, are those of the con
sultant and do not necessarily represent the official position of the Law En
forcement AssistaJ1ce Administration, U. S. Department of Justice. 
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1. INTRODUCTION 

The Superintendent of Police of the Glen Ellyn, Illinois, Police Department 
requested technical assistance in reviewing the eJo...'isting collection of written 
TIlles, policies, and procedures governing police activities. Specifically, the 
consultant was asked to do the following, in descending order of importance: 

• recommend a method for organizing written directives 
to facilitate case of reference; 

• 

• 

c 

recommend standard definitions for classifying written 
directives by type (i. e., rules, policies, and procedures), 
and provide written illustrations of each; 

recommend procedures for the preparation, issuance, and 
maintenance of written directives; 

comment as time permitted on the content, comprehen
siveness, and appropriateness of current written directives 
to contemporary police needs, and identify apparent de
partmental needs for formulating written directives for 
those areas where none presently exist. 

In performing the requested technical assistance, the consultant met and 
worked closely with the department's administrative lieutenant, Dennis W. 
Jamieson. Lieutenant Jamieson, a capable executive who had been assigned 
the task of studying the department's written directive needs, made available 
to the consultant copies of all existing written directives and manuals. He and 
the consultant discussed the major elements that should be included in any new 
written cli,rectives document, as well as the recommended procedures for its 
preparation, maintcnance, and distribution. The following report outlines 
the consultant's recommendations for the development, publication, and main
tenance of such a documcnt. 
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II. UNDERST ANDING THE PROBLEM 

The Glen Ellyn Police Department 1.S wen organized and managed. Over 
the years, it has implemented a number of progressive service delivery 
methods, and its executive and command staff have demonstrated a continuing 
desire to support operational and managerial improvement. 

Consistent with the department's progressiveness, the superintendent of 
police and his principal comm::mders have determined that the existing collection 
of departmental written directives is no longer adequate to meet either the 
present or future needs of the department. He ha~ thus requested teclmical 
assistance in order to bring them up to the required standard. 
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III. ANALYSIS OF THE PROBLEM 

A review of the existing collection of written dire~tives of the Glen Ellyn 
Polic~ Department reveals a number of deficiencies, including: 

1. Poor organization of material; 

2. Lack of definitions of purpose and scope; 

3. Extraneous and in some cases outdated material; 

4. Failure to address some impoliant areas of police con
duct, departmental operation, and functional responsi
bilities; 

5. A lack of an overall topical listing or index, except the 
one provided in the "Manual, Po1ice Depaliment of the 
Village of Glen Ellyn and Board of Fire and Police Com
missioners. II 

In addition to the above concerns, no established process for reviewing and 
maintaining these directives exists in the department. 
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IV. F1NDINGS Al\TQ CONCLUSIONS 

The problem areas cited in the request for technical assistance by the 
superintendent of police were confirmed by a review of the existing body of 
written directives. A manual which brings together all the wrilten directive 
needs of the department in a comprehensive and thorough manner must he 
developed. ivforeover, a procedure for its regular review on a routine, 
scheduled basis needs to be established. Provisions which assign organiza
tional responsibility for coordinating the mechanics of review should also 
be developed. 
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v . RECOMMENDATIONS 

A new manual of departmental rules, policies, and procedures should be 
prepared. It is recommended that Administrative Division commander have 
the principal responsibility for coordinating this specific effort and the on -going 
responsibility for the new manual's continued maintenance. 

The new manual should be compri sed of four major parts: Police Rules 
and Regulations, Departmental Organization and Administration, General and 
Special Directives, and Procedural Instructions. 

It is suggested that the manual be prepared according to the guide1ines pre
sented in the appendices to this report, which include the following: 

• 
• 

• 

o 

• 

Appendix A --- Rules, Policies, and Procedures Defined 

Appendix B -- - Illustrative Rules and Regulations for 
Part: I, Rules and Regulations, of the 
Proposed Manual 

Appendix C - -- Recommended Outline for Part II, Depart
mental Organization and Administration, 
of the Proposed Manual. 

AppendL'( D --- Recommended Written Directives 
Format for Part III, General and Special 
Directives, of the Proposed ~1anual. 

AppendLx E --- Illustrative Procedural Instructions for 
Part N of the Proposed Manual 

As described, the contents of the proposed manU<.ll will become outdated 
without the installatiol1 of a formal review and revision process. A constant 
analysis of new laws, ordinances, citizen complaints, developing programs, and 
unusual occurrences is necessary to ensure that current needs are met by tbe 
existing written directives. Within the department's current organization, the 
Administrative Division would logically be responsib1e for this fLnction. It is 
further suggested that as the (/cp:.ntment proceeds with the preparation of a 
manual, picking and choosing from the materials herein enclosed, a formal 
maintenance pro1:,'lTam be concurrently developed. 

Fin«lly, it is recommended that the department's current written directive 
materials, which were reviewed by the consultant for content and organization 
and returned to the department, he inc1uded in the proposed m,anual once they 
have undergone the consultant's suggested modifications. 
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RULES 

A good way to think of rules is as a body of directives governing employee 
and officer conduct. Thus, "rules of conduct" would be synonymous with 
"rules and regulations." All matters not specifically relating to conduct should 
be covc>red in operational guidelines published in the form of general, special, 
or procedural instructions. Rules should incorporate a degree of permanence. 
Operational guidelines, by contrast, might frequently be changed to respond 
to improved operational practices or necessary program changes. 

A good definition of "rule" is: A specific prohibition or requirement which 
is stated to prevent deviation. Rules allow very little or no deviation in applica
tion other than for stated exceptions. 

One final note: brevity, simplicity, and conciseness are essential in the 
construction of rules. Every effort should be made to avoid ambiguous and overly 
detailed phraseology. 
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POLICIES 

Policies consist of principles.!/ and valuesY which guide the performance 
of departmental activities. Policy is not a statement of what must be done in a 
particular situation; rather, it is a statement of guiding principles that should 
be followed in activities directed toward the attainment of departmental objec
tives.~/ 

Policy is formulated by analyzing objectives and determining through research 
those prindples which will best guide the department in achieving its objectives. 
Policy is based on police ethics and experience, the desires of the community, 
and the mandate of law. 

Policy is articulated to inform tbe public and department employees of the 
principles which will be adhered to in the performance of the law enforcement 
function. Additionally, policy establishes operational standards to assist depart
ment employees in the necessary exercise of discretion in discharging their 
responsibilities. Since policy is objective oriented rather than situation oriented, 
it is bro~ld enough to encompass most situations. True policies, being guides, 
must allow for some discretion. 

.. !/Principle -- a prinCiple is a conceptual guide arrived at through logical 
deduction by evaluating experience with a view toward the attainment of objec
tives. A principle may be of assistance in the exercise of judgement in a dUlY
related activity and may be both ethical and functional. 

~/Value -- a value is [l quality of performance or accomplishment. Values 
are the basis for the determination of objectives and may be both ethical and 
functional. 

!iIObjective - - an objective is a desired end for which effort is e:>"1Jended 
and which. if attained, fulfills the purposes of the department. Within each ob
jective there may be a number of ancillary objectives, each of which contributes 
to the accomplishment of the police mission. 
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PROCEDURE 

A procedure is a method of performing an operation or a manner of pro
ceeding on a course of action. It differs fTom policy in that it directs action 
in a particular situation to perform a specific task or tasks within the guide
lines of policy. Both policies and procedures are objective oriented; however, 
policy establishes limits of action while procedure directs response witllin 
those limits. Procedures establish a customary method of handling activities 
as guides to action rather than thinking (1. e., policies). 
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APPENDIX B 

ILLUSTRATIVh RULES l\ND REGULATIONS FOR PART I, 
RULES AI\TO REG:JLATIONS, OF THE PROPOSED MANUAL 
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PART I 

POLICE RULES AND REGULATIONS 

T ABLE OF CONTENTS 

CHAPTER 100 Introduction 

CHAPTER 200 Duties and Responsibilities 

CHAPTER 300 PersOlmel Rules 

CHAPTER 400 Police Misconduct 

CHf.PTER 500 Department Regulations 

CHAPTER 600 Disciplinary Procedures 

CHAPTER 700 Citizen Complaints 

Consultant's Note: The contents of this appendix are meant for use 
as reference material. They should not be in
terpreted as an all-inclusive recommendation 
concerning Glen Ellyn's rules needs. Of course, 
departmental officials should feel free to use 
any or all of the materials included herein. 
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CHAPTER 100 

INTRODUCTION 

101. PUt'pose 

The purpose of rules an:] !'egulati(;ms is to provide for the orderly and disciplined 
pel'fol'mnncc of duty. Police rules and !'egulntions arc designed to: (a) promC'te 
professional conduct on the part of all membel's of the Glen Ellyn Poliec Dcp1J.rt·
ment; (b) specify what actions p,.re requil'ed of e.nd pl'ohibited to mer.1bers of this 
Police Depl1l'tment; and (c) enSUl'e accountability on the part of all members of this 
Police Department for their individual acts. 

102. Responsibility 

Eo.ch membel' of the Police Department will be h81d l'espo!lsible for any act or failure 
to act \vhich is in any way prejudicial to good order alld disciplin.3, or reflects un
favorably upon the Police Department, or is contrary to the best interest of the 
Village. 

103. Violations 

Violations by any membcI' of the Police Department of the rules and I·egul.qtions 
provided in this ~lanual, 0[' of any federal, state, county, or vil1a~e laws, regulc.t.io!1s, 
or statutes, may be sufficient cause fOI' dismissal, demotion, sllspension, reprimand, 
or other disciplillary action at the discretion of the Chief of Police. 
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104. Tel'ms and Definitions 

104.1. Activity Bullet.in 

A bulletin issued periodically containing infot'mation regUl'ding wanted per
sons, crime types nnd locations, other incidents calling for Police attention, 
special notices, and special loen.tions cal1inr,- for Pntrol. All directions 
contained in the Bulletii1 have the force and elfect of department ol'del's. 

104.2. Annual Leave 

Vacation period grunted to all members annually. 

104.3. Chain of Command 

The unbl'oken line of authority extending from the Chief of Police th;'ough II 
single subordinate at eaeh'level of command down to the level of execution. 

104.4. Commanding Officer 

The officer having the highest ranl{ or grade. Offices of the S:1me grade 
shalll'unk uccol'ding to the date of their appointment to that gl'ade, When 
two or more officC't's are on duty together, the officer of the highest rank is 
in command and shall be held responsible for thc operation, unless othcl'
wisc designated by the Chief of Police, For a special detHil and fol' a speci
fic period, an offiecr may be designated by the cOin manding officel' to take 
command without rcg-ard to l'ank. The be,'lt officcl' is the l'csponsible officcr 
when othel', patrolmen are dispatched to his patrol arca to assist him. 

104.5. Dcpat'tment 

The Glen Ellyn Police Department .. 

104.6, Detail 

Members of the Department, sometimes from more than one unit, grouped 
togethel' COl' thc accomplishment of a specified mission. '\'hen not engagcd 
in a continuing 0pcl'ation, thc detail is cnlkd a special dctail. 

104.7 Dj.vision 

A primary functional unit of the Department, 

104.8. Follow-Up lrwc~.,tig-[ltion 

A sllDplemcntary investigation following the pl'climinn['y investigation de
siGned to eeeord nddi tional facts dil'ccted towa['ds the successful conclusion 
of the investigation. 
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104.17. May/Should 

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

104.18. Members 

All persons on the Police Department payroll, including both sworn officers 
and civilian employees. 

104.19. Memorandum 

A written memorandum issued by the Chief of Police for the purpose of 
keeping members informed and aware of situations and matters that affect 
the Department in general. 

104.20. N<.>r;lect of Duty 

Failure to give suitable attention to the performance of duty. Examples 
include but arc not limited to: Failure to take appropriate action on the 
occasion of a crime, disorder, or another act or condition deserving police 
a:tention to. Absence without leave; failure to report to duty at the time 
and place desie;nated; unnecessary absence from the beat during a tour of 
duty; failure to perform duties prescribed in the police manual; failure to 
conform to the depal'tment operating peocedures. 

104.21. Off Duty 

The state of a member during thc period he is free from the performance of 
specified duties. Also may be known as day off, vacation, or annual leave. 

104.22. Officcrs 

Every member duly appointed to the Police Department as a regulal'ly 
salaried peace officel' and who has taken the oath as such. The term is 
applied without regard to sex, race, division, or duty. 

104.23. On Duty 

The state of a member during the period of the day when he is actively 
engaged in the performance of his duties. Technically, a police officer is 
subject to call at all times. 

104.24. Out of Service 

Not available fOl' radio communications. 
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104.9 General Directive 

Permanent written order, issued by til(; Chief of PoJice, not relating to a 
specific ci['cumstance 0[' situtl tion but affecting" or of concern to thc entire 
Department. 

104.10. Hcadquarters 

The building that houses thc headqual'tcrs' slaff and members of tile Police 
Department. . 

] 04.11. Incompetence 

Incapable of satisfactory performance of police duties, not including 
temporary physical disability. 

10Ll.12. In Service 

In service with the radio equipment in operation. 

104.13. Insubordination 

Failure or deliberate refusal of any member or employee to obey a lawful 
order given by a superio[' officer shall be insubordinatIOn. Ridiculing a 
supel'iol' officer of his ot'de,s, whelhel' in or Ollt of his presence is also in
subordination. Disrespectful, mutinous, insolent, or abusive language toward 
a supervising officer may be insubordination. 

104.14. Lawful Order 

Any written or oral directive issued by a superior officer to any subordinnte 
or g['oup of subo['dinntes in the course of police duty which is not in violation 
of any law, ordinance or any departmental ['ule or regulation, which does not 
involve unethical conduct or a violation of civil right. 

104.15, Leave of Abs~nee 

The period of time during which an officer is excused from active duty and 
dul'ing which time he reccived no pay. 

1 Otl.J G. LCllr;th of Sel'vice 

The length of time that an officer has been employed by the Glen Ellyn 
Police Depm'tment. 

8-5 



I 
I 
I 
I 
I 
1 
·1 
1 
1 
I 

I 
I 
1 
I 
I 
I 
I' 

10'1.35. Report 

A written communication, unless otherwise sl?ccified, relating to police 
mattees. 

10ti.36. Seniority 

Seniority in the Del?D.rtment is established [h'st by rani.: and secondly by 
aggregate ti me served in rank. Where conflict occurs because of identical 
service of d[ltes of appointment, the member with the highest score on the 
promotional list from whieh 3ppointmcnts were made is deemed to be the 
senioL'. In situutions requi:oing decision or control, whel'e a patrol Ill'ea 
officer is not assigned, and w11ere the officers arc of equal ranks, the senior 
officer will make the dc~ision and exercise control unless othcrwise directed 
by a higher surel'visory officer or Chief of Police and department regulation. 

104,37. Senio1' Officer 

The officer with the highest seniority. 

104.38. Shall/Will 

The words shull and will as used herein shall indicat~ that the action re
quired is mandatory. 

lOti.39. Shift 

That period of a calendar day during \'.;hic11 a specified number of members 
arc on duty. 

104.40. Shift Commander 

The commanding officer in charge of a shift. 

104.41. Sick leave 

The l;;..el'iod of ti me during which an officer is excused from acti ve duty by 
re~son of illness, injUly, 01' death in the immediate family. 

B-6 



-
'I 
I 
I 
I 
I 
I 
I 
I 
I 
1 
.1 
1 
I 
I 
I 
I 
I· 

, 

I; 
I· 

104.25. Patrol Area 

A geographical area of vc.l'iable size within the Villflg-e to which one or more 
officers arc specifically assigned for patrol pm'poses. 

104.26. Patrol Vehicle 

Radio-equipped vehicle used for patrol duty. 

104.27. Police Commissioner 

The Chairman of the Village Board. 

104.28. Police Committee 

The Police and Fire Committee of the Village Board. 

104.29. Police Employee 

Any member of the Glen Lllyn Police Department. 

104.30. Police Manual 

A manual pt'epal'ecl and maintained to define the organizational structure of 
the force and spcc:fic duties of its organic units and members. Also outlines 
the various stand!lt'd operating proccdut'es of the department. 

104.31. Prcliminl1l'Y Tnv('sti[;,ution 

The initial investigation conducted by the Department. 'The preliminary 
investigation shall include statements feom all persons concerned, details of 
the particular crime that has been committed to include the pertinent 
clements of that cri me, description of evidence and other property included 
in the case, and the action taken by the investigating officee. 

104.32. Probationary Period 

That rcriod dming which newly appointed officet's may be dismissed or 
demoted, by reason of unsuitability or incompetence, without reCOUl'se to 
appeal lJroccdlll'e. Fot' entry-level position, the probationary period shall be 
one year. FOl' supervisory pel'sonncl, the probational'Y period shall be six (6) 
months. 

104.33. Procedures 

The official method of dealing with any given situation prcscl'ibcd by Chief1s 
ol'der or proecclme g·llidc. 

104.34. Rules and H.cf:;ulations 

Directions isslied by the Chief of Police to define the police pUl'pose and the 
duties and ('onduct of EUl Jl1crnbct's. 
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104.4 2. Spccial Duty 

Policc servicc the nature of which requires that the member be excused 
from thc performance of his I'egu]ur duties. 

104.43. Special Directive 

Written directive, issued by the Chief of Police, relating to 
some specific circumstance or situation, usually of a temporary 
nature, that ordinarily does not affect the entire Department.. 

104.44 Superior Officer 

A person holding a higher supervising or command position. 

104.45. Supervising Officer 

Membcl's of the Department assi[;l1ed to positions requiring the exercise of 
immediate supervision over the activities of other members and employees. 

104.4 6. Tl1rollf(h Official Chonnels 

Communications or actions conducted through the chain of command. 

10-1.47. ToUl' of Duty 

The shift dming which an individual member is on duty. 

104.48. Training Bulletin 

Bulletins regulal'ly distt'ibuted by the Department designed to keep officers 
of this department abreast of new procedul'cs and practices in the law 
enforcement field. 

104.49. Unauthol'ized Absence 

Absences of employees not uuthori7.ed at' apPl'oved in advance by the Chief 
of Police, these rules and regulations, ot' other competent [luthOl'ity. 

104.50. Unit 

Any number of members and/or employees of the Department regularly 
grouped toge tl1el' under one com IJ1aI1ding officer to accomplish a police 
purpose. 

104.51. Village 

Thc Village of Glen Ellyn, Illinois. 

The governing body of the Village. 
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CHAPTER 200 

DUTIES AND IlESPONSWILITIES 

201. Chief of Police 

201.1. 

201.2. 

201.3. 

201A. 

The Chief of Police is the chief administrative officer of the Department 
and the finnl departmental authority in all matteI's of policy, operations, and 
discipline. He exel'cises all law ful powers of his office and issues such 
lawful orders as are nccessat'Y to assure the effective performance of the 
Department. 

Through thc Chief of Police the Department is l'espon:;ible for the enforce
ment of all 10.ws and ordinances coming within its le~nl jul'isdiction. The 
Chief of Police is responsible fo[, planning, directing, coordinating, 
controlling, ~nd staffing all activities of the Department; fOl' its continlled 
and efficient operation; for the enforccrncnt of rules and reifdl.:.tions ''''ithin 
the Department; fol' the completion and fOl'warding of such l'cports ns may 
be required by competent uuthm'ity; and [or the Department's ['elations \vith 
local citizens, the city govel'l1ment, and othel' related agencies. 

The Chief of Police is responsible to the Com missioner and will administer 
the Police Depul'lment under the direction of the Commissioncl'. He shall 
make wl'itten and verbal reports to the Commissioner as di[·ected. He shall 
keep the Commissioner informed of unusual incidents or developments that 
may affect public of official relations. 

The Chief of Police is responsible for the traininp; of all members of the 
Department. This includC:!s the preliminary training of members upon their 
appointment to the Department, and the continusd training o[ all members 
of the DepUl'tment to impi'ove their ability to serve the public: more ef[i
ci~ntly and to ].::eep them abreast of new develo[Jmcnts in the law enforce
ment field. 
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201.5. 

201.6. 

Thc Chicf of Police shall bc required to cc'!rtify to the correctness of all bills 
incurred by thc Department. 

The Chief of Police shall designate a member of tte Department to be the 
custodian of all property coming into the possession of the Police De
pmtment and who shall be accountable for all such property delivered into 
his custody and be responsible for the safekeeping, pt'oper disposition, and 
accurate record of same. The person so designated shall see that aU 
pro[)erty is retumed to its lawful owner when no longer needed by the 
Department. 

202. Commanding Officer 

202.1. 

202.2. 

202.3 

202.4. 

Subject to direction [rom the Chief of Police, a commanding officer has 
dit'cct control o'",er all members and em[)loyees within his command. The 
commanding officer is I'es[)onsible for the direction and control of personnel 
under :1is command to assure the [)ro[)er [)erformance of duties and 
adherence to established rules, regulations, policies, and procedures. He ' .... ill 
provide con tinuation of command and/or supervision during his absence . 

Commanding officers are responsible for maintenance of discipline and 
mOl'ale wi thin their com mand and the investigation of personnel complaints 
assigned to them by the Chief. 

Commanding officers are responsible for the promotion of harmony and 
cooperation with other units of the department. They will initiate proper 
action in cases not regulal'ly assicined to their command when delay 
necessary to inform the propel' unit might result in a failUl'e to [)crfol'm a 
police duty. 

Commanding officers arc responsible for the proper organization and assign
ment of duties within their unit to assure propel' performance of depart
mental functions and those of their eommD.nd. 
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202.5. 

202.6. 

202.7. 

202.8. 

202.9. 

202.10. 

Commanding officel's arc responsible for the preparation of the required 
correspondence, reports, and maintenance of records relating to the 
activities of theil' command. They al'e l'esponsible for the communicating of 
information up and do\,.;n the chain of command as required. They nrc 
responsible for the peorer lise and maintenance of qunrters, equipment, 
supplies, and materials assigned to his cornmand. 

Commanding officet's are responsible for the punctual attendance of all 
personnel wi thin their com mand and shall see that records arc completed of 
each member,ls attendunce, overtime, days off, leaves of absence, and 
vacations in such a manner' and form as directed by the Chief of Police. 

Com manding officel's shall periodically inspect all members of their 
command to assure peoper maintenance of personnel and departmental 
equipment used within their COIn mand. 

Commanding officers will flssist subordinntes in the pl'eparation of cases ::;0 
tha t they will not be incomplctE'! dU0 to neglect on the [)art of members of 
the dC'p8I'tment. When in doubt as to the law procedure, or status of a case, 
they shall consult suitable authority. 

Com manding officers shall prepare efficiency ratings of their subordinates 
as directed by the Chief of Police. 

In accol'clance \vith the direction of the Chief of Police, the comme.nding 
officers v:ill o:)s:?rve probo.tionul'Y officers assigned to their command, and 
prior to the expir~l ion of their probationary pe1'iod, they shall submit to the 
Chief a detnilcd wriLten report conccl'ning their qualifications to secure 
permanent status nnd his orinion as LO the dcsirabili ty of their retention. 

B-1l 



I 
I 
I 
I 
I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

203. Shift Commander 

203.1. 

203.2. 

203.3. 

203.4. 

203.5. 

203.6. 

Shift commnnders have direct control ancl supervision, subject to t.he ordCI'S 
of the Chief of Police, over all officers and employees [lssigr.ed to their 
command. Shift commanders are responsible to and will report directly to 
the Chief of Police, in the absence of a commanding officer. They nrc 
responsible for the efficiency and effectiveness of their subordinates und 
shall coordinate the functions and activities of the various units of their 
respective commands. They shall at all times require their shifts to 
coopcl'ate with other shifts and units of the Depal'tment and shall suppress 
any friction which may arise between shifts, or between officers on their 
shifts. 

Shi ft commanders arc charged with, and shall be responsible fot', the in
vestigation of compluints made by citizens relative tt) the conduct of sub
ordinates under thei~' command and shall report the results to the Chief of 
Police. 

Shift commanders shall so regulate their command that, at all times when 
they [Jre absent, it shall be under the command of a competent officer. 

Shift commanders will personally respond to any emcrg,ency or occurrence of 
a sel'ious ot' unusual nature which 8.l'iscs within his jnrisdiction, unless his 
presence at headquaJ'lcrs would be of mOl'e value undce the circumstances. 
lJnder the latter circumstance, he shU assign a competent officer t.o tal<e 
command at the scene of the emergency. 

Shift commr..nclcrs will report any unusual occurrence, homicide, attempted 
homicide, 01' other grave cl'ime to the Chief of Police 'immediately. 

Sl1if~ commnndel's are l'esponsible for the treatment of prisonet's \'.'11i1e in the 
stu lion or jail and undel' no circumstances will unr.ecessary violence be 
allowed in the management of a prisonel'. 
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203.7. 

203.8. 

203.9. 

203.10. 

203.11. 

203.12. 

Shift commandcrs are I'esponsible fo!' the cfficiency, disciplinc, Dnd morale 
of alJ members of their command. They will submit written repol'ts, through 
proper chnnncls, concerning incompetency, misconduct, neglect of duty, Ot' 

violations of rules nnd t'egulutions by their subordinates. These reports will 
contain recommendations as to the action to be La1<en. 

Shift commanders will he responsible for conducting roll-call alld other 
forms of in-service training as directed by the Chief of Police. 

Shift comm~!nd('rs will closely SU[)Cl'ViS8 the cl.:!tivities of their subordinates, 
muking cort'(~ct ions where ))ccc.s~:ary nnd com mcndin:; good wOl'k whcrF; 
appropriate. They shall have a worldng knowledge of the duties and I'e
sponsibilities of their s'Ubordinates, They shall observe contacts made VJi th 
the public by their subordinates and be avnilable [or assistance 01' 

instructions as may be requil'ed. They shall critically obscrve procedures 
affecting the ope!'ation of their command and shall recommend changes 
designed to incI'er..se its ~[[eetivencss. 

Shift commnnders will make frequent inspections of the ViJJnge at irt'eglilar 
times, noting all violations of laws and ordinances and conditions l'eqlliring 
police attention. He shall tuke such steps as are nccessUl'y to cm'rcet the 
it'regul[l1'itics. TIc shall, at irt'egulal' and unusual hoUl's, make toms of 
inspections o[ officers on duty to ascertain whether their duties arc being 
properly pet'formed. 

Shift commanders will be alert to discovel' criminal activities whose 
continuance ill(licutes the need to sup;Jlcment the rcgulm' patl'ol during 
certain houl'S and in cCt't1.1in sections of the Village. 

Shift commanders will be expressly requircd to sec that all complaints and 
reC]t1csts [0[, service anywl1erc in the VillElge arc pr'omptiy G.nd properly 
inveslif,ntcd and that appropriate action is taken. They shall see that all 
cl'iminal warrants are servcd as soon as possible. 
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203.13. 

203.14. 

203.15. 

203.16. 

203.17. 

Shift commanders will counsel subordinate officers in the pet'formnnce of 
their duties, and slwll take suitable action in the case of any Iltxity, 
misconduct, incompetence, inefficiency, or neglect of duty that may come 
to their attention. 

Shift commanders will require the members of their command to make 
p~'ompt nnd thorough investigations of cl'imes thut occur in their 
jUl'isdictions \ .... ith a view to the identification and apprehension of 
perpetratol's, the discovery and interrogation of suspects, location and 
intervievving of witnesses, and the recovery of stolen prol?erty. 

Shift com mandcl's shall receive from the shift com rn"tndeI' relieved, and pass 
on to their relief, any infol'mation of special details, assif.Ynmcnts and any 
othel' information which might facilitate the accomplishment of the police 
task. 

Shift commanders shalJ be t'csponsible for rcviewing and approving all case 
repoets and shift rer-orts completecl du.:'ing their tOll!' of duty. The] shall be 
responsible fo\' ensuring 1..11l1.t all sllch repoI'ts a['e factunl, DI2CUrate, and 
coml?lcte. EnOl'S and omissions shall be cot'I'ccted by the officer initiating 
the report before the reporl is approved by the shift commander. 

Shift commanders will be thoroughly familial' with the duties of their sub
oI'dinales and shall assist and instl'uct officCl'S under their supcl'vision in the 
proper disci1t1rge of duly. Shift commanders will bc held responsible for the 
efficiency, discipline, good conduct, appearance, and strict attention to duty 
of thc personnel undc!' their supervision. 

20,1. Poliec InvestjO'ator 
------~-------~~ 

204.1. 

A police investirratol' is responsible for the follow-up investigation of 
criminal offenses assigned to him, and for the initiation of offenses 
otherwisc discovered by him. 
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204.2. 

204.3. 

204.4. 

204.5. 

204.G. 

20q.7. 

204,8. 

A police invcstigntor will bc assigned to thosc hours of opcl':ttion best suited 
to the successflll conduct of the investi~ative function, 2.S detcrmined by his 
commanding officer ot' thc Chief of Police. 

A police investigator shall assist patrol officers in conducting preliminary 
and cI'i me scene investi~ra tions, but sholl not relieve the patrol al'ea officCl' 
of his responsibility and authol'i ty to conduct a c;ompetenl and lhol'ough 
preliminary investigation of all crimes he is assigned Lo investigate. 

A polic8 investigtltor will nOl'many wo~,!{ under littlc 0;' no supervision and 
will t11ere[o['c be required to exer'cisc sound judgment and discretion in the 
perfol'rnance of his duties. 

A police investigntol' shall have pl'irnnry investigativc [luthority in the in
vestigation of homicides, sL!kit18~s:t:ini1atural deaths, ot' otheL' crimes of 
similal' magnitude. Tn all othcr cl'imcs, a police investigator shall have 
secondar'y investigative authority. 

The designation "policc investigator" is an assignment, not a rank. Officcrs 
llssigned as invcstigatol's shall be entitled to supplemental'Y pay llnd 
allovwnces, in accordRJ1ce with existing compensation provisions, only for as 
long as they nee assigned to tIle police investigator position. Officel's may 
be assigned to and tl'nnsferred from the police invesligatoL' position at the 
discrelion of the Chief of Police. 

\ 
Police investig[l.tol's shall be l'equieed to maintain appointment files, recol'(1s, 
and reports COI1Cel'l1in0" investigative activities, as directed by the Chief of 
police Oi' theiL' com rnanding officet'o 

Police investi[;nto,'s shall be ulti mutely responsihle for the clearance, by the 
arrest of the pcrpcLl'ator r.nd the ['2COVCI'Y of all stolen property. of all 
felonies and OlllCI' offenses assigned to them by the Chief of Police or their 
commnnc1ing offICer. 
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204.9. 

204.10. 

Police investigators shall be ,'equircd to prepare complete reports of their 
investigative activities, including follow-up investigation reports, activity 
summar'ies, and other reports as directed by the Cl1ief of Police or their 
commanding officer. 

Police im:estigations shall be responsible for preparing a follow-up investi
ga tive repm't on all felonies and other CDses assigned to them within five 
days of the receipt of the ol'iginal case t'epOl'L by the investigator. 

205. Patrol Officers 

205.1. 

205.2. 

205.3. 

Pa trol officers are l'esponsible for: (a) fair and impartial enforcemen t of the 
law; (b) npPl'ehension of offenders; (c) preservation of social order; and (d) 
proteetion of innocent persons from the unlawful acts of othel's. A patrol 
officer is thc community's first defense against crime and social disorder. 
He shall be constantly vigilant in the performancc of his duties and shall be 
pat'ticularly mindful of his responsibility to conduct himself in 11 professional 
manner. 

A patrol officer shall be required to rep0l't for duty promptly at the time 
and place dc>signated by lawful authority. He shall present himself for duty 
in propel' uni form and in a neat appearance. He s!1alllisten attentively to 
the orders and instructions of his superior officel's and he shall be held 
aceountable for confol'ming to them. He shall take written notes of in
formation as may be necessary in the proper performance of his duty. Upon 
bcing assigned, he shall report promptly to his patrol area and shall perform 
his duties as required. 

A patrol officee is charged with learning the gcogt'aphical charactet' of the 
Village, including its stl'cets, public buildings, hospitals, schools, and other 
fcatures of im!)or'tance. A patrol officcr should be able to assist strangers 
and otl1er citizens in finding desired locations in the Village. 
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205.4. 

205.5. 

205.6. 

205.7. 

205.8. 

205.9. 

A patrol officer ShL1U be thoroughly familiar with his patrol urea, to the 
extent that he eun detect cl'ilninal offenses and other unusual occurrences 
requiring his attention. 

A patl'ol officel' shall at nl1 times Illaintain an nlet't and business-like manner 
and shall avoid loitering or lounging about places of business or on the 
street. A patl'ol oUicel' shall not conceul himself for non-police PUI'[?OSCS 
nor leave his beat without pcrmis:;ion. 

A pntrol officel' shall continuously patrol evcry pai't of his patrol flrca, 
giving' pal'ticulal' attention to 1.0ct1.Lions where cl'ime !1<17.[.!.rds [).::'e gl'Cw.test. 
He should not pDtl'ol his pateol area in a fixed pattern, but should alternate 
his route of travel. frequently. 

Whenever a dOOI' or window in his ptltl'ol area is found open lJndel' unusual 01' 

suspicious circlllTlsbnces, the p~trol officel' sl1.':111 investigate thoroughly to 
dctel'm inc, if possible, w!1ethel' a bUl'p.'lnt'Y 01' othel' cl'imc has beC!n 
committed. He shn.ll, if I~ecessat'y, reqllest th!.lt t~c ownCL' of the premi.:;e:~ 
be notified in ord';:!l' that an inspection of thc premises muy be conducted. A 
recol'd of all slIch incidents shall be en tel'ed by the dispa tchel' on the 
appropriate log. 

A sjn~~le officeI' should not entel' into any building in which he reasonably 
b81ievcs a bUl'glnl' to be hiding, but should D.wait the arl'ival of assistance 
before tnking any lurtl1eL' action. He should monitor the building undcl' 
sUl'vcHlance until assistance arrives. 

A patrol officol' should obsel've all persons he encounters in his patl'ol area 
uncl sl1£lli investig'~lte any pel'sons whose appeamnce, conduct, 0[' presence 
see ms s1l8[Jieiotls. 
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205.10. 

205.11. 

205.12. 

205.13. 

205.14. 

205.15. 

A patrol officce should be on the alert for wanted and missing persons and 
stolen automobiles \'vhich may be in his patrol Deea. lIe should investigate 
the occupants [lnd contents of vehicles which cause suspicion, but only 
within the limits of proper legal pl'ocedmc. 

When the occasion demands it,ll plltrol officer shall courteously, but firmly, 
que,:;tion pCl'sons on t.he public streets as to their names, addeesscs, cause of 
being on the street, and other matters I'olating to the circumstances. In all 
cases, good judgment and discretion should be used in mal<ing a decision to 
arrest. 

A patrol officer shall be friendly toward all children and be ever watchful of 
theil' physical and moml welfme, using evel'y legal means to prcven t the 
formation of zangs and the disbanding of any in existence. He shall 'Nal'll 
children away feom playing in dangerous meas. 

Patrol officCl'S arc charged with the enforcement of all provisions of local 
and state traffic codes. 

A patrol officer shall take notice of all nuisanccs, impediments, 
obstructions, defects, or other conditions, in or adjacent to the stl'oets, 
alleys, and public places, h'hich tene! to endanger the health, safety, or 
convenience of the public. He shall report to the ('adio dispatcher stl'eet 
lights out, water leaks, traffic hazards which require immediate [lction. A 
notification shall be (nade to his supol'ior officer of any traffic or other 
existing hazards in need of correction but not requil'ing immediate nction. 

A patrol officer shall carefully investigate all complaints on or ncar his 
patI'ol area which are assigned to him 0[' which arc brought to his attention 
by citizens. He shall tulcc suitable action in those cases which come under 
his jul'iscliction and inform intel'csted parties of the laws or ordinances 
l'elative to the PIlI'ticulal' complaint or inciclent. If the legal ('emedy of the 
complaint lies outside of the jul'isdiction of the Police Dcpal'tment, he snall 
advise the complainant accordingly and t'efer him to the proper autho[·ity. 
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206. 

207. 

208. 

209. 

210. 

205.16. 

A patrol officer shall be responsible for the preliminary 
investigation of all crimes brought to his attention. At 
the scene of a crime, an officer's duties are to: (a) render 
aid to the victim, if required; (b) determine the identity 
of and apprehend the perpetrator, if possible; and (c) begin 
the preliminary investigation, in that order. In serious 
cases, such as an apparent homicide, the patrol officer shall 
summon to the scene of the crime an investigator and such 
other assistance as may be necessary to conduct a thorough 
investigation. The. assigned patrol area officer at the scene 
of the crime shall be responsible for a thorough investigation 
and for the protection of the crime scene until relieved by 
competent authority. 

Civilian Service Officer 

Office Hanager 

Office Supervisor 

Clerical Personnel 

Parking Control Officer 

211. Auxiliary Officer 
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CHAPTER 300 

PERSONNEL RULES 

301. Employee Rights 

301.1. 

301.2. 

No employee of the Police Department 0[' any persons seeking employment 
with the Police Department shall be appointed, promoted, reduced, remov<:!d, 
or in any way favored or discriminated arrainst for l'easonS of political 
membership, religious faith, sex, race, or other extraneous considerations. 

No person seeking appoint.ment to or promotion in the Police Department 
shall eit;,er dil'ectly Ol' indirectly give, render, or pay any money, service, or 
thing of value to any persons for or in connection with such f1ppointment or 
promotion. 

302. Employee Training and Development 

302.1. 

302.2. 

302.3. 

Members of the Policc Department shall be encouraged to continue their 
education and training as a means of improving their proficiency. 

The Village shall take appropriate measures to facilitate the continued 
training and education of all members of the Police Department. 

The Chief of Police shall prescribe appropriate in-service training programs 
to enSUl'e the continued proficiency of all membeL's of the Dopal'tment in 
their assigned duties. 

303, Grievance Procedures 

303.1. 

Members of the Depmtment who wish to file grievances arising out of their 
employment as a member of the Department shall verbally notify their 
immedia te supervisor of the grievance. Such notification should be made as 
soon as practicable after the gl'ievance becomes known. 
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303.2. 

303.3. 

303.4. 

303.5. 

303.6. 

303.7. 

304. Layoff 

304.1. 

A supervisor recelvlllg a verbal f,ricvnJ1ce from n subol'dinute shall take 
immediatc steps, if posstble within his authority, to resolve the grievanc.e. 
If Lhe sllpervisol' ii5 un~b1e to satisfactorily resolve the grievance, he shall 
instruct tile membcl' to state the grievullce in writing for ['cview by tile 
Chief of Police. 

Wl'ittcn gl'je"ances shall be fOl'V.'ul'ded to the Chief of Police throllrr,h the 
supervisol' of tllO J11CmbCl' filing the grievance. TIle E:upcl'visor si1~lll Gndorse 
the grievance, inc1icalinrr why he was unable or u!l\'.'illinE~ to take action on the 
gl'ievr..ncc, or why slich acti()n was not satisfactory to the member initiatillg 
the grievance. 

The Chief of Police shall attempt to resolve all Gl'ievanc8s coming to his 
attention. He shall refer all grievances he is unable to resolve satisf&c.torily 
to the Police Commissioner. 

The Police Commissioner' shall attempt to resolve all grievances cO!lling to 
his attention, If he is urlD~)le to resolve a grievance, he shall refer the 
mnttel' Lo the Police COI11!nittcc fol' l'evie'll and action. 

The Police Committee shall review all grievances referred to it. The Police 
Commiltee may, if it so chooses, hold a public hearing Oil the matter. The 
Police Committee shall make a final resolution of the matter. 

Appeals r!'om disciplinary actions resulting- in suspension of three days or 
mOl'e, delllotion, or dismisS-.'ll shall be Dl'ocessed e.s prescribed in Section 604. , 

When8Vel', beCflllse of lack of wOI'k or insufficient funds, it becomes 
necessul'y to reduce the WOl'\{ fOI'ee, members shall be laid off in ordel' of 
thcir seniol'ity, in l'e\'e['S8 ol'del'. That is, rnclflbers with Lhe least seniority 
will be laid off pl'iOl' to those wilh the most seniority. 
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304.2. 

304.3. 

304.4. 

The Chief of Police mny, if he considers it to be in the interest of the 
service, forgo the seniority pI'ovision in 1. above and layoff those persons 
whom he believes, due to the quality or ql!antity of their t,vol'l<, al'e less 
valuable to the Police Depur'trr.ent tilan others, regardless of seniority. 

Persons to be lnid off must be given notice of tile layoff at least seven 
calendar days pI'ior to the effective date of the layoff. 

The name:; of all persons l'lid off shall be placed on a re(:!mployment list and 
Ehul1l'cmuin 1'11(;:08 fOl' one Y8ar, during ""hiel1 time they ~h8n be eligible fot' 
r"~eml?loymcnt "NitlIOLlt complying- with standard employment Qrocedures. 

305. Residencv --------"-

305.1. 

305.2. 

Members shnll be required to l'cside within a 12-mile radius of the Village 
limits v!ithin 1.2 months after appoin~ment to the Police Department. 

Exceptions to the residency requirelnent may be granted in special cases by 
the Police Committee. 

I 301l. J:esig_nation 

306.1. 

I 
I 
I 
I 
I 
I 

t 

I· 

Any employee wishing to leave the Police Department in good standing shall 
submit a letter of resignation to the Chief of Police at least two weeks 
be[oI'c the effective date of his l'csignation. Resignations should state the 
reasons motivating sue\) action. 

307. Sick Leave 

307.1. 

307.2. 

Sick leave is a benefit granted to employees by the Village and should not be 
abused. 

Claiming sick leave under false pretenses, or other actions constituting a 
conscious 2ttcrnpt to violate the provisiolls of this section, shall be cause for 
discirlinni'y action as deemed uppropriate by the Chief of Police. 
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307.3. 

307.4. 

307.5. 

Sick leave may be earned at the rate of 1 day per month of service. 

Sick leave muy be granted for the following reasons: 

307.4.a. 

307 A.b. 

307 A.c. 

307.4.d. 

307.4.e. 

Actual illness of the employee. 

Legal quarantine of the employee or his immediate family. 

Death in the employeets immediate family, to include fathel', molheI', sister, 
brothel', gt'andfathel', grandmother, children, spouse, father-in-law, and 
mother-in-law. 

Sick leave for more than three (3) consecutive days will only be apPI'o'/ed 
upon the submission to the Chief of Police of a written statemel~t from the 
physician in attenda.nce certi fying the employeets illness. 

Subject to the discretion of the Chief of Police, em[)loyee illnesses may be 
verified by the employee1s supervisor or other such pel'son designated by thc 
Chief o[ Police. 

Any efi1ployec who is unable to report [or duty at the time fixed, due to 
illness or injUl'y, shall notify or causc his supervisor to be notified of SLich 
inability, either directly 01' indirectly, by lel2phonc or otherwise, at least 
two hours pI'iol' to thc time hc is l'equiccd to report fOl' duty. 

Any employee who is absent due to sickness or injury which requires 
hospi tnlizution shall so advise the Chief of Police in addition to his 
immediate supervisol'. 
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307.7. 

307.8. 

307.9. 

307.10. 

It shall be the responsibility of the immediate supervisor of an employee, 
who is absent from work due to sickness or injury, to keep himse~{ informed 
as to the nature and seriollsness of sickness or injury and estimated absence 
due to such sickness or injury. It shnll also be the responsibility of the 
immediate supervisor to promptly investigate any consistent abs~mteeism 
which may indicate an impl'oper usc of sick leave. 

The Chief of Police rescrves thc right to require any employee to submit a 
medical eert.ificate for any sick leave taken. 

Any employee who becomes ill while in a Vaf!atioll status may, upon 
prcsentalion of a medical certificate by th8 attending physician, be granted 
sick leuve for the period of illness. 

Membel's absent [rom duty for more than t\'10 consecutive weeks may be 
required to submit to a physical examinntion by the departmGnt physician to 
certify his eligibility to retmn to duty status. 

308. Unauthorized Absence 

308.1. 

Unauthorized c.bsences [or more that three consecutive days may be calise 
for dismi!Jsal [l'om the Police Department 01' other disciplinary action as 
deemed appI'opriate ~Y the Chief of Police. 
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CHAPTER 400 

POLlCE l\1ISCONDUCT 

401. Misconduct Defined 

40J .1. 

. 401.2. 

Miscondu(·t on thc purt of a police officer or cmployec of thc Poliee Depart
ment is detl'imenti11 to the maintenance of good oeder and dis~ipline rcquil'cd 
to conduct police opel'olions in an cfficient and rrolessional manner. :'I]ol'e
OVCI', misconduet by a p'olice employec, if not dcnlt ','.'itI1 promptly and 
objectively, Co.l1 scriously ('l'ode publi c confidence in and SUPi.lo.' t for the 
police . 

The foJ]orling forms of misconduct by members of the Police Department 
are speeifieally prohibited: 

401.2.a. Jnsubol'dinatc or oppressive conduct 

(1) Assaults on any membcr of the Depnrtment. 

(2) Disrespect to superior officers. 

(3) FuilUl'e to report any member violating rules and orders of the 
Department. 

(4) Failure to take up grievances through proper chan:lCls. 

(5) Insubordination, by word or act. 

(6) Oppressive or tyrannical conduct towaI'ds a suboedinate. 

(7) Publicly criticizing ordcrs given by a superior. 

(8) Public cdticism of a subordinate by a senior officer. 

(9) Refusal to give name or baclge numLler on ecquest. 

(10) Usc of obscene, abusive, or dcgrading language to any officer 
01' employee of the Department. 

401.2.b. DisobC(iiencc to Order's 

(1.) Disobeclience of any oedeI' or lawful commnncl, written or oral. 
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(2) Ignornnce of rules, regulations, orders, 0[' procedurcs. 

(3) Failure to cxecute thc law [ul ordcrs of courts, 01' to mal(c 
propel' sei'vice of legal notices. 

401.2.c. Nerrlect of Dutv . -'"-

(1) Aiding pcrsons to escape al'l'est or avoid prosecution. 

(2) Deseeti on of post withau t just cause. 

(3) Engaging in any business or outside employment to the 

detriment of.police duty. 

(4) Idlin6', gossipin~, or lounging v.Jhile on duty. 

(5) Inattention to duty. 

(6) Incompetence or general inefficiency. 

(7) Voluntary incapacity for duty, oitllel' mental or physical. 

(8) Failure to re[)ort information conccming :my offender, Ol' to 
take propel' action to cause the apprehension of tile offender. 

(9) Failme to l'e[)O!'t tile known violation of a law or ordinance or 
to take proper actions. 

(10) Failul'e to repoet any matter o[ concern to the duties of a 
police officel' and the Depm·tmen t. 

(11) Failme to disclose information or evidence concerning a 
cl'iminal charr;e [or or against any pt'isoner or defendant to a 
cri minal charge. 

(12) Failul'c to file a police l'eport [)l'omptly. 

(13) Failare to read or to acquire information from the activity 
bulletin. 

(14) fnillll'e lo conduct a [)ropel' [)olicc investigation. 

(15) Failure to make any neccssmy ontry in any official document 
or book. 

(16) Failure to carry out any instl'uctions of a physician appointed 
by the Department. 
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(17) Failure to report changcs in ndclress 01' equipment. 

(18) Neglect in promptly and diligently nttending to and discharging 
the duties of office. 

(19) Permitting prisonel' to escape by cUl'elessness 01' negligence. 

(20) Sleeping while on duty. 

401.2.d. Dreach of Confidence 

(1) Calling or attending any unnuthol'iz,C'd meeting to di::cuss the> 
business of ,01' nny matter COI1N:!l'lling the DepUI'trnent with 
other than Depnl'Ln en t pel'sonnel. 

(2) Communicating 01' giving· police infol'mation which may aid a 
pel'son to escape arl'est, 01' delay the nppl'ehension of n 
cl'iminal, or to secUl'e the removal of stolen or embezzled 
goods 01' other property 01' money. 

(3) Communicating to tile public press, 0:' to any othel' pCl'son, liny 
mattei' connected with the Depai'tment, except information 
authol'ized fol' release. 

(4) Divulging uny information, without authority, I'elating- to the 
business of the Department, or to an investigation being 
conducted. . 

(5) Filling speakinG" engagements or attending conventions as 
official I'cprcscntatives of the Department without prior 
sanction 01' authority. 

(6) Giving notice, directly or indirectly, to any person against 
whom any wart'[Ui t or sum mons has been or is about to be 
issued, except in the lavv·ful eX0cution of such wal'rant 01' 

service of such summons. 

(7) Knowingly permitting any person not a member of the 
Department to use an official badi;e or credentis.L 

(8) Mnking anonymous com munications to tile Chief of Police, any 
supel'iol' officer', ot' any other pel'son. 
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(9) Unfail'ly obtaininr; OL' attempting to obtain information or 
materials I'elative to promotion examinations. 

(10) Showing" any llnnutho!'i?ed pel'son, without pl'oper aut!lol'ity, 
any book, document, record, files, 01' other matter of a 
confidential nature. 

(11) Signinrr or circulating' [ln~1 petition or st:ltement with regard to 
tile ))cpal'tmenl, exec'pl tl1l'oug-h officbl channels. 

(J 2) Soliciting 01' c[1nvas<:'in[~ nlly pel'son to intel'cede in matters 
concerning the Department or in any official channels. 

401.2.e. COI'I'upt PrDctices 

(2) FDillll'e to account fol', at' to make prompt and tl'ne retUl'n of 
any money or pI'opcrly received in an official eDi1ucity. 

(3) Gambling or being present at gambling [;ames. 

(4) Hq;lcct to give receipt for Ot' to properly inventory pi'operty 
taken fl'om a pl'isoncr. 

(~) PDrlici[>olinZ in any a(jvcrtisinf~ ~;('h2!11C or enterpl'is.:: I'chted 
to or bClsed up::m employment v:ith the Dc[>urtrnent; permitting 
usc of photogl'Uphs or nflmes for advcL'tising purposes without 
tl18 permission of the Chief of Police. 

(6) Receiving or retaining for personal US8 any property from 
persons undel' arl'est. 

(7) Soliciting rewards, presents, or gl'utuities. 

(8) Soliciting special privilcr.~8s, oj' lIsing position for personal ~~ain 
01' pl'ivate advl1nta8'c, 01' for the adv['ntage of others. 

(9) SupPol'tin[; an application for tile g['ant of a license 01' petition 
of any kind without pro~er sanction. 

401.2.f. Unlawful or Unneccsstll'V Excreise of Authority 
) --l._ 

(1) Discolll'tesy or insolence. 

(2) Incivility to any member of the public. 

(3) Indecent, hmsh, or profane language. 
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(4) MRking an unlawful or unnecessary arrest without good and 
sufficient cause. 

(5) Overbearing, OPI?I'cssive, or tyrannical conduct in the discharge 
of duty. 

(6) Permitting I?rejudice or pel'sonal feeling to influence official 
actions. 

(7) Unjustified use of firearms, batons, or other weaI?ons . 

(8) Unnecessary interference with the I?l'ivate lawful business of 
any I?eI'son. 

(9) Unnecessary Ot' unreasonable use of force. 

(1) DoiIl[{ or committing any act, 01' conduct calculated to retal'd 
retul'l1 to duty. 

(2) Feigning or exaggerating sickness or injury with a view to 
evading duty. 

401.2.11. Absence Without Leave 

(1) Absence from duty without leave ot' reasonable excuse. 

(2) Failure to appeal' I?ronlI?tly in court when notified. 

(3) Pailul'e to be present for duty as scheduled. 

(4) Failure to attend mandatory schools or instructions, dl'i11s, 
lcctUl'es, exam ina tions, or other official assemblages of the 
DeI?artrnent. 

(5) Habitual tardiness. 

(G) Rcpol'ting late for duty or to an assigned post. 

401.2.i. Ncglect of PCl'sonnl Appeal'ahcc 

(1) Failure to l'cplacc wo)'n, damaged, or dirty uniform, clothing 01' 

equipment 'vvhe~1 ordcred to do so. 

(2) Neglect of pCl'sonnl D[?pearance or dress. 

(3) Neglecting to weEn' proper uniform in the I?l'escribed manner' 
while on duty. 
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(4) Smoking on duty, v,rhile in uniform and in view of the public. 
Of[ic~I'S pa.trolling in police vehicles pct'fol'ming station duties, 
or enf,8ged in mcal breaks shall not bc considcl'cd in public 
view for the [?mpose of this section. 

(5) Uncleanliness in person or dress. 

(6) Use of unofficial unifOI'm, clothing, ot' equipment. 

401.2.j. Dnmar;e to Department P('oporty 

(1) Failure to report any loss or damage to department owned 
property or equipment. 

(2) Willfully Ol" negligently eausing \VRste, loss, or damage to any 
property issued by the Department. 

401..2.k. Intemperance 

(1) BL'ine;ing alcoholic beverages into a police building or on police 
property except in the line of duty. 

(2) Being unfit fol' duty due to the consumption of intoxicating 
liquor. 

(3) Drinking intoxicating Ji(]u:)l' whiJ.e on duty, except in the liJlI.~ of 
duty and then only with permission of a commanding officer. 

(4) Drinking- alcoliolic beverages in public vievv or in any place 
accessible to the public wllile off duty and in uniform or in any 
recognizable part of the uniform. 

(5) Entering a place where the sale of intoxicating liquors is the 
primary business, except for a police pUl'pose when on duty. 

(6) Entel'ing a place where intoxicating liquors are sold or kept 
while off duty in uniform or any identifiable part thereof. 

(7) Failure to report for duty due to excessive use of intoxicating 
liqUOl'. 

(8) Indulgence in narcotic drugs not prescribed by a physician. 

(9) TIepol'tin(j for duty with alcoholic beverages on breath. 

(10) Transporting 01' consumption of alcoholic beverages in a patrol 
car or other police vehicle, except fOl' n police purpose. 
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401.2.1. Falsehood or Prev[ll'ications 

(1) i\ltel'ing- 0[' crasine- D.ny entry in nny official.report, I'ccol'd or 
doculfle~t without first consulting the next officer in the ch[lin 
of command. 

(2) Falsification of any official report. 

(3) Knowingly malcing or signinG any false statement in any 
official report, rccol'd, or book. 

(4) Untl'lltl1fulm:ss. 

(5) Willfully or nerrligcntly mnking any, fnlse, misleading 01' 

inaccurate statement. 

(6) Willfully mal<in£!: false complaint 0[' statement against any 
officci' or employee of the Dcp:1rtmcnt. 

(7) Giving false testimony in a comt of law or before a competent 
investigatory panel. 

401.2.m. Being an ACCCSS017 to 11 Discipli!181'~7 Offense 

(1) Aiding, abettin~r" connivin~:" 01' knowingly cloing- an act tow&rds 
the commission of any offense 8gainst discipline. 

401.2.n. Conviction of any Fecleral 01' State Criminal La,,! or Public 
Ordinance. 

401.2.0. SUbVci'sion or intcrfercnce with police operations . ;-

402. DUt~7 to Know Rules of Conduct 

402.1. 

402.2. 

It shall be the duty of cach member of the Department to know and abide by 
the rules of conduct prescribed in this section. 

In the event of a breach of discipline, it shall be presUlfle:d that the offending 
member had knowlecig"c of these rules. 

403. Duty to Report 

403.1. 

All members of tile Police Department havc a duty to I'CPOl't to their 

SllPC1'visors violations of these rules. 
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403.2. 

TvTcmbers of the Police Department who fail to report violations of thcse 
rules shall be subject to disciplinary action. 

404. Duty of Supervisor 

404.1. 

401. '2. 

404.3. 

404.4. 

Any supervisor of the Police Department shR.ll thol'oughly and promptly 
invesLiga tc or ef,U~C to bf.! inve:::ti2;ated the actions or conduct of a member 
of the Department v,,110 is alleged to have committed a violation of these 
rules. 

Uron r.ompletio!\ of llis jnvec;~ if:[~li()n\ the sl..'pcrvisQ~' shrJl, if hc consi,j:':rs the 
violation or mis(;onduet within his t!utilority to discipline, take [1rpl'opri:l.te 
disc:iplin:."ll'yaction. A written statemcnt of his action alld the eVt!nts lending 
"to it shall b'.~ forvvardcd promptly to the Chief of Police fol' approval. 

If a su/?ervisor feels the violations 01' misconcluct so sel'iom; as to be beyond 
his authority to discipline, he shall l'oport in writing the l'esults of i1i;=; tn
vestigo.tion, aJ.o;l~ with the SL\.i.(~ments of uny witnesses. and hil) 
recommendations concerning furt.hce action to be taken by the Chid of 
Police. 

Supervisors who fail to promptly alld thoroughly investigate allegations of 
misconduct or violation of these rules will themselves be subject to 
disciplinm'y action. 

4.05. Comrlnints !:.x~ainst Supot'iOl' O[fiCCl' 

405.1. 

405.2. 

Complaints against supcl'ior officer' by their subordinat.es will be given the 
same trcatment as all other chueges of misconduct. 

Frivolous, S\?ul'ious, or groundless complaints arrainst supervisol'S by subol'di
nates shall not be pCl'mitted. 
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405.3. 

405.4. 

Ofiicers desiring to prefer charges ngainst n sllpcl'ior officer shnll initiate 
charges wi th the p'3rson next in the chain of com mane! above the officer 
against whom cllat'gcs arc being initiated. 

OfficCl'S desiring to prefer charges nc'ainst the Chief of Police shall initiate 
those chneges \'lith the Police Commissionel'. 

406. BV-PlIssi)1cr Cl1ain of Comm[lnd . '.-

406.1. 

406.2. 

When the com[)hint to bh [.'refel'l'(!:] i::; of ~:J(:h n!ltt'l'G that it requir~'~ tlK! 
j;nmc(Untc pr;:r'mnc) l~t~cnUCll of the C;':iei of fdice, the mc:mbcl' c,:;n~t"i'ned 
may by-pnss the chnin of command 1'01' the pm'pose of brinrring tile matter 
to the nttcn ti on of the Chief of Police. 

Members violatin[~ the chain of command fol' the purpose of prefcl'l'ing 
complaints shall be required to justify such action. 

407. DCr'ot'tmcntn1 Invcstifwtions 

407.1. 

The Chief of Police shall, at his discI'etion, initiate investigations into the 
conduct of membel's of t.he De[):1l't.ment. In furthcl'ance of such in
vestig'ations, he may: 

407.1.u. 

4.07.1.b. 

-107.1..c. 

Require members to submit vvl'itten stl.l.ternents conccl'ning their 
involvement in any action being inv;:!stigated. 

Require members to tC'sti fy under outh before competent nuthori ty 
regal'ding theil' involvement in llny D.cLion being investigated. 

TIeC'juire membc['s to submit to appropriate eX[lminations for the 
pUl'pOSC of d8tccting' the extent of their misconduct, if nny; 
provicied, however', that all such examinations shall bc in 
accordance \'/ilh established law, due process, and judicial 
dcelar'alions. 
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407.2. 

407.3. 

All members are required to cooperate fully with members of the Depart
ment churscd wi ttl the responsibility of conducting Depl.1t'tmcnt 
investigations. l\1eJr.bers are rcquired to ansVJel' qllesti~ns and to provide 
documents nne] other materials rcquested by competent authority in 
connection with such investigation. 

Members refusing to cooperate \'lith any investigation, or to furnish 
information or testi mony us required by the Chief of Police, or to submit to 
a polyt;l'nph examination for the purpose of determining the extent of their 
misconduct, if any, shall be subject to dismissal from the Police 
Department. 
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501. Purpose 

501.1. 

CHAPTER 500 

DEPA~Tl\1ENT REGULATIONS 

The pl1:'pose of the procec.1Ul'cs pl'escl'ibcd herein i:-; to promulgate [juidclincs 
for members of the DC[)tll'trncnt to follow in the pc::!'fOt'llw.ncc of their clutici> 
and in thnit' off-duly Ilctiyities, Cornman S8nsc and good jud::;l1lcnt must be 
exel'cb2d by all me:r.bCl'S of th8 DCi:1i1rtmcnt in compl.ying witll lh8S~ 
guidelines. 

502. Care of Dcourtrnental Pro1)ertv 
------------~,----- ~~ 

502.1. 

502..2. 

502.3. 

502.'1. 

502.5. 

Members of t.he Depol'tment are responsible fOt' the s8.fckeeping-, proper 
care, and maintenance of all Dcp8.l'tment p!'opcrty cntl'usted to them for 
police usc. 

Members of the Depat'trnent shall not usc department property fot' their 
personal busincss or pleasUi'e. ' 

Membel's of the Depurtment shall immediately report to their supervisor any 
loss of or damage to department property assigned to them. 

Supervisors who fire advised 01' become [lwure of the loss of 01' damarrc to 
propcl'ty nssir;ncd to u subol'dinate shall take SllC!f1 action as is necessnl'Y to 
enSLll'e thnt the prope['ty is l'eplaced 0[' repaired. 

It shall be presumed that the last mcmbe!: of the Department to usc a 
damaged item of department Pl'OPCl'ty is responsible for the propel'ty in 
question. 
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502.6. 

502.7. 

503.1. 

503.2. 

Members of the Department who, t1l1'ouGh misccnduct 01' inattention, cause 
the loss 01' cJnmnG'e of depnrtment p;'operly, wllethcl' or not that ~t'operty 
was specifically a:)<;i~{ned to their care and clistody, mny be held responsible 
for its repail' or l'cplllcement. 

Membcrs of the Dcpm-tment shall be required to ['etmn all items of de[l.1rt
mental p:'o;!crty charged to their cmc and custody upon termination fl'om 
the Police Department, ai1d shnll not be entitled to nny accrued pny and 
allowances until all such items of equipment aee returned. 

Members of the Department [lre prohibited from taking or confiscatinr:; the 
property of any pel'son fo1' th~il' personal use or pleasure. 

All found, impounded, and confiscated pr'operty received by a mcmbel' of the 
Department in connection '.'li th his official duties shall be pl'omptiy I'cp')!'ted 
and placod in storaG-c in accordance willi ap~)licf.ble departmE'nt directive.:;. 

50~f. Off-Duty Conduct , 

504.1. 

50t1.2. 

Members of the Department are required to conduct their personal afCnil's in 
a mannCl' that will not bring- discI'edit to the Police Depul'tment 01' the 
Village. 

Members of the Department, whilc off duty, are specifically prohibited 
fl'om: 

504..2.n. 

BC90ming pcrsolwJly inyolved in neighborhood disputes except as 
nec,<:)ssflry to preserve the peace until the arrival of competent 
Ull thori ty. 

B:-36 



I 
1 
1 
I 
I 
1 
1 
·1 
1 
1 
1 
1 
1 
.1 
1 
I 

504.2.b. 

504.2.c. 

504.2.d. 

Wearing' an identi [iable pnrt of the police uniform except \\'hen 
traveling between their home and the police headquarters. 

Being seen in pu:)1ic in [1 loud, boisteI'oUs, in temperate, slovenly, or 
drunken condi Lion, in n mal1l1er which mny l'eflect dis::!l'edit on the 
Po] i ce De[)£lrtm cn t. 

Displaying theil' police iclenti ficntion, blldge, or service l'evolver 
except fl.S nC'ecssflI'Y lll"~dcl' ciI'Cllnlf-tan(;cs \';11icl1 eornpcl S'.1('11 [:cticn. 
Such Cil'(!l'rnst~!I1ccs v.'OlIJcl Hot in(~ludr~ i:![l'~lct.jons of tI'e ]:1\'; \',rhich 
do not I'cquire immediate police inteI'\'ention. 

505. Off-Dut~1 Employment 

505.1. 

Member's of the Dcp2.rtment are pCI'miLteJ to engage in ofr--duty ct:1ploy-· 
ment under the following' conditions: 

505.1.£1. 

505.1.b. 

505.1.e. 

505.1.d. 

505.1.e. 

Such employment shall not exceed 20 hOUl'S in anyone wOI'k week. 

Such employment shall not, in Dny manner, interfere v·,Iith the 
membeL"s regUlar peL'fol'mance of duty with the Depa!'tment. 

Such elnployment shall not be perform\;d while the mcmber is on a 
sick time status with the Department. 

Such employment shall not involve public 0[' private po]ice or guard 
service 01' any other scrvice involving the exct'cise of police 
powers, outside the !TIunicipallimits of the Village. 

Such employment shall not be of R nature to invite discl'edit or un
favorable attention upon the Policc Department, the Villucie, or the 
member. 
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505.I.r. 

505.1.::;. 

505.1.h. 

50S.1.i. 

505.l.j. 

Such employment shall not include v.,rorl( as a bO.l'tender, bouncer, 
liquor salesman, tow tl'ucl< opcmtor, cab driver, or other types of 
work as may be prohibitcd by the Chief of Pulice, Police 
Commissioner, or the Village Bonrd. 

fvlembel's seeking outside employment shall be requireci to apply in 
wcitin~; fOl' permission from the Cllicf of Police before accepting 
such employment. 

l\lcrnlx:,'s ncr-cpting- outside emnloyment shaH b8 L'equir(;d to 
pi'ovide \.\W Cl:id of Pclice with a statement of the WO!'i< to be 
done, duties to be peL'formed, v.'Ol'k scheclule, n[lme of the em;:>loyec 
or supervisor, place of employment, nnd the teicplione nurnbcl' 
where the membel' can be contacted in the event of an emergency. 

All off-duty employment shall be secondar'y in importance to the 
member1s regular employment and shr.ll be tel'minatcd if, in the 
opinion of the Chief of Police, it irltet'Iel'es with thc ability of the 
member to propedy perform his regular duties ,",vith the 
Department. 

Members shall not usc department facilities, uniforms, or equip
ment in the pcrformance of off-duty employment without the prior 
approval of the Chief of Police. 

I 506. Ref\:,on::tble Usc of Force 

I 
I 
I 
I 
I 
I 

506.1. 

Police officers me permitted to use only rcasonablc force to effect an 
an'cst or to nccoloplish any otllcr police purpose. Heasollable [or'ce is 
defined as the minimum force nccessary to accomplish the task required 
without undue danger to the officer or othcr pel'sons. 
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507. Usc of Firearms 

507.1. 

507.2. 

A police officer shall not discharge a firearm under the following cir'cum
stances: 

507.1.8.. 

50'l.1.b. 

507.1.c. 

50'l.1.d. 

As a warning. 

At a moving vehicle, excert 'Nhen necessary in the defense of 
human life when' all other !?ossible means ha'/e failed. 

In order to prevent a cdme or apprehend a pel'petl'atol', excppt 
when such action is necessary in tile defense of human life and all 
olhel' possible means have failed. 

Indiseri minntely, without due reg'~u'd for the safety of bystnnu-::rs 
or' other illl10cen t persons. 

A police office ~ dischal'[;e a firearm undei' the following circumstances: 

507.2.a. 

507.2.b. 

507.2.c. 

In his own defense from death or serious injury when all other 
possible means of defense have failed. 

In the defense of another person 'fl'om death 01' serious injury when 
all othel' possible Illeans of defense have failed. 

To effect an arrest, prevent an escarc, or l'ecaptul'e an escnpce 
when all otl1el' possible nleRnS have failed, providing thel'e is 
substantial risk that the pel'son whose Duest is sOllght will inflict 
den tl1 0[' serious bodily llano on other persons if the anest is 
delayed. 
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507.3. 

507.4. 

507.5. 

507.6. 

507.2.d. 

507.2.e. 

To kill a dangerous animal or one tl1at humane considcI:ntions 
requi!'e its removal from [urtl1ce suffel'ing, providcd thut no other 
means are available l!ndel' the circumstances und that all ncccs:;:nl'Y 
precuutions Ul'C taken to ensuf'C the safeLy of innocent bystnnclers; 
provided hOW\:!VCl', that sLlch Dclion is taken only with the pl'ior 
al?provul of the officer's immediate supervisor. 

For t[u'get practice at an uPQroved firing range. 

An officer dischrl'f,inp; his fil'eUl'm whil,~ on (lut:! E!XCept foe approved t~1r?et 
practices shJ.l] J'c'[J0l't in writing to tl1e Chief of Police tlll'ough the chnill or 
command the CieCllrr1stanccs Stll'J'Olmding sllch dischul'ge. Such notificulion 
shall be made without lllH'ensonable delay. 

The supervisor of an officer discharging 0. firearm on duty sh[lll enSUl'e thnt a 
written rcport of the incident is pl'epal'ed without unnecess:u'y delay. lf ~.he 
Officel' disclw.rging the fil'earm is inc<'lpacitatcd or oti1el'i-vise unable tl) 
pl'cp,lI'e sllcil a rc::pOl't, the ~upel'visor shall ilimself pl'8parc the t'eport, 
indicating his conclusions as to the reasonableness of the officer's actions. 

The Chief of Police shall review all repo~ts of firearms being discharged by 
police officel's on duty and shall, at his discretion, cause a pl'ompt and 
thorough investigation to be conducted. Upon the completion of such in
vestigation, the Chief of Police shall determine whether or not disciplinm'y 
action is l'equired. 

The Chief of Police shall notify, without unreasonable delay, the Police 
Commissioner of all incidents involving the dischurging of a fire8,l'm by n 
police officer while on duty. If the Police Commissioner so directs, the 
Chief of Police will fonv:.led to him the official report and investigation, if 
any, conceming slich incidents. 
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507.7. 

507.8. 

Officers involved in the shooting of another person shall be assigned to 
station duties, 'Nithout prejudice to the officer, until a thorough investi
gation of the incident has been conducted. 

Accidental discharges of firearms by officers on duty shall be reportcd in 
the mannm' presceibed above. 

508. Display of Firearms 

508.1. 

508.2. 

508,3. 

Officcrs shdl never unnet'css8.rily display fircDl'ms or draw them in public 
places except rOj' the ptll'poses of inspection 01' for official use. 

Officers shall not engage in dry firing, except at an approvcd firing r8.nge. 

OfficeJ's shall not engage in horseplay, quick draw I or other irresponsible 
focus of conduct involving the usc of firearms. 

509. RCf~istrntion of Firearms 

509.1. 

Officer's shall register the serial numbers, make, calibre, and model of all 
duty firenrms with the Chief of Police. 

510. C[lrryin9; li'ir'cl1l'tnS 'iVhile Off Duty 

510.1. 

510.2. 

510.3. 

OfficCI's are not required to, but may at their own discretion, cnl'ry firearms 
while not on duty. ' 

Officers I1r'e forbidden to cart'y fircal'ms off duty when they are intoxicated 
or' wh8n thcy nl'e othcnvise incapable of excrcising sound judgmcnt and 
discl'ction. 

Officers cnrrying firenrtns off duty nrc subjcct to the same rulcs nncl ['ee;U
lations us pertain to the cnlTying, usc, and display of fireUl'tns while on duty. 
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511. Pel'sonnl Appea.rance 

511.1. 

511.2. 

511.3. 

All members of the Police Department are required to maintain a neat and 
professional-looking appearance while on duty. 

Members attired in civilian clothing shall be neat and conservative in their 
dress while on duty. 

Members attirec in the police unHorm shall not be rermitted to wear non-
regulation items of equiprnent or uniform. 

512. Duty l~nmcnts 

512.1. 

Officers assigned to a ratrol area, district, or post, shall remain at their 
assii?;necl place of duty until relieved by competent authol'ity. 

513. Call Assignmcnts 

513.1. 

5.13.2. 

The police dispatcher shall be I'csponsible for assigning patrol officers to 
calls fOI' service. A patrol officer should not respond to a call fOl' service 
_unless specifically assigned, or when there is an obvious need for such 
assistance. 

GfOcers \'Jill not leave their beats to back up another offic'3l' unless 
request8d by the other oUker or assigned to do so by the dispatchel' or field 
supervisor, or when there is an obvious need for' such assistance. 

5] 4.. Vehicle Pursuits 

514.1. 

Police officers £lee permitted to make every reasonable effort to apprehend 
. a fleeing motorist, provided that: 

514.1.a. 

The officer l1ns probable causc to believe that the driver of the 
vehiclc or a passcngel' in thc vehiclc has committed, is committing, 
or is about to commit a crime. 
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514.2. 

514.3. 

514.4. 

514.5. 

514.6. 

51~.7 . 

514.1.b. 

The pursuit ean be conducted without unnecessary risk of personal 
injury or serious property damage. 

Police officers shall terminate vehicle pursuits whenever: 

514.2.a, 

511.2.b. 

The probnbility of apprehension becomes so remote as to make the 
continuation of the pursuit fruitless. 

The ris!<s of bodiiy injury or I?J'Ol~et'ty dfunage to innocent persons 
become 80 gl'C~)' t as to outweigh the advantages to be gained by 
apprehending the offender. 

Police officcrs involved in vehicle pll1'suits sh8.ll be responsible for main
tainin2,' control of the police vehicle and shall remain alert to other vehicles, 

. pedcstL'ians, or innocent bystanders whose safety may be threatened as a 
result. of the plll'suit. 

Officers involved in vehicle pUt'suits shnll immediately notify the dispatchel' 
of their location, direction of travel, and the description of the vehicle being 
pursued. 

UpOll beinf~ advised of a vehicle pursuit in progress, the dispatcher will 
immediately notiCy the supervisor. 

At any time dueing the ptU'suit, the sUQervisor way, at his discretion, direct 
thut the Dursuit be terminated. 

Officers engaged in vehicle pUl'suits shaH ensure that all emergency 
equipment is opeenting dul'ing the course of the put'suit. Such equipment 
shall include, if the police unit is so equipped: 
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514.8. 

514.9. 

514.7.n.. 

Siren. 

514.7.b. 

Rcd/blue flashing ovcrhead lights. 

514.7.c. 

Hazard warning flasher lights. 

Officers sl1all not continue vehicle pursuits beyond the corporate limits of 
the to\vn if Uicr'c is no l'cnsonable eX[)e.ctf~tion that tl~e violator will be 
apiJl'ehendcd. 

No more than two (2) Glen Ellyn police vehicles will Emgagc in a vehicle 
pur sui tat on e ti In e unless absolutely nccess9.ry to sllcces::;[ully conclude the 
pursuit. 

515. Political 1\("· .ies 

515.1. 

Members of the Police Department are prohibited from engoging in the 
following political activities: 

, 515.1.0.. 

515.1.b. 

515.1.c. 

515.1.d. 

Using the authority of their position to secure financial or othel' 
support for a candidate for political office. 

Using the authority of 'cheir position to influence any political 
campaign. 

Bccomine: a candidate [or IJ. full-time political office without first 
obtaining a leave of absence from the Department. 

Participating in the management of a campaign for a political 
office. 
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515.2. 

515.1..e. 

Using the authority of their position to publicly endorse a candidate 
for political officc. 

Members of the Department may engar;c in thc following political activities: 
--"-

515.2.a. 

515.2.b. 

515.2.c. 

515.2.d. 

515.2.e. 

515.2.f. 

Becoming a member of a political party. 

VoUng [or a political candidate. 

Signing a nominating petition f01' a political candidate. 

Attending a political meeting, fund-eaising, convention, ol'.similar 
gathcl'ing. 

Expl'essing private views on a political subject. 

Becoming a candidate for and serving as a member of a school 
board, pal'l< district, or similat· non-partisan elected office. 

,I 51n. Publie Statements by Poliee Employees 

I 
I 
I 
I 
,I 

I 

516.1.. 

516.2. 

5J 6.3. 

Police employees shall be fr'ee to publicly cxpress their views on police 
,mattel'S so long as their' statements are not defamatory or obscene and do 
not constitute a thl'eat to the efficiency and morale of the Department. 

Police employees may not discuss with persons outside the Police 
Depnl'tment any matter's I'elating to official police business. 

All \'Cqllcsts fOJ' information concerning official police activities shall be 
l'CfCr'l'l~d to the Chicf of Police. 
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517. Employee Orr;anizations 

517.1. 

517.2. 

517.3. 

517.4. 

5 ~ 7.5. 

Police employees have the rig"ht to join or fonn any organizution for the 
purpose of cI1Gu[>;ing in collective bal'gaining pt'tlctices, pl'ovided that such 
organization: 

517.l.a. 

Rcstl'icts its membershi[l entirely to police employees. 

517.l.b. 

Is not affiliated with a nationnllaboI.' union. 

Police employees shall not be compellcd to join any employee organizations 
as a condition of their employment. 

Any ol'r,anization claiming to rept'esent the interests of members of the 
'Dep~lI'trnent shall be chosen by a majority vote of the members of the 
Department. Such vote shall be secret ballot. 

Membel's above the rank of seI.'geant shall not be represented by an employee 
organization composed of membcI.'s of lesser rank. 

Strikes, work stoppages, and related job actions by members of employee 
org"anizutions or t.heir representatives are speeifically 9rohibiled. ilJemt>eI.'S 
engHgil\~ in st.l'ikes,\'.'Ork stop[,>ages, or l'eluted job actions shall be subject to 
disciplinf.lry action. 

518. Conduct TO'.'lUrcl Citizens 

518.1. 

518.2. 

Members are I'cquired to conrJuct themselves in a profcssional manner at all 
times. l\,lemb.:!t's shall be coUt'tcous and forthright in all contacts with the 
public. 

Officers shall at all times respect the constitutional freedoms of all 
citizens. 
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518.3. 

518.4. 

518.5. 

;'18.6. 

Members shell not allow verbal abuse 01' rude conduct by citizens to in
fluence their jud[;ll1ent concerning theil' official duties. 

OHicCl'S shall usc care to ensll!'c that the constitutional rights and freedoms 
of all persons with whom they corne int.o conteet arc not D.t~t'idged through an 
act of omission or commission on the purt of thc offic.ter. 

OfficC!l'S sl1all not tolerate the abl'irlgemont or infl'ingement of a citizen's 
constitutiollrtl rights by a:lOthei' office!', rncmbel' of the D~paI'tmcnt, or 
othel' citiz(~n. 

Officers UI'e required to take appropriD to mensures ar,-ainst persons who 
willfully 01' maliciously violate the constitutional rig-hts of others. 

518. Drivinf; Proceclures 

519.1. 

519.2. 

519.3. 

Police employees shall at all times obset'vc propel' rules of the road, safety 
precautions, nnd nppticable state and locn) traffic laws in the opel'ation of 
police vehicles. 

When responding to emel'gencies, police officers nrc requil'ed to usc 
nppropriatc emCl'r,-ency equi[Jment, including red lights and sit'en, except 
when the use of such emergency equipment is not required to enSUL'e the safe 
opcmtion of the police vehicle. 

When !'csp::mding to emcrf;eneies, polic:e officC'I'snr2 required to be alct't fol' 
othel' motol'ists, pedestrians, and safety hazal'ds which may jeopardize the 
safe opcmtion of the police vehicle. 
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520. On-Dutv Accidents 
" 

520.1. 

520.2. 

520.3. 

, 520.4. 

520.5. 

520.6. 

Members of the Police Department who are involved in on-duty accidents 
with policc vehicles shall ccuse a rep:>rt of such accident to be made by 
another membel' of the Dcpal'tment. 

On-duty accidents l'csulting in only minor damDgc to the police vehicle and 
not involving private propel'ty may be t'cported on a memol'[tndum. 

On-'duty acciJcni..s involving' dRllHlge to OthCl' vehicles or l!l'Of.)erty shall be 
repOl'tec1 on rr standard accident report. 

Officcl's involved in on-duty traffic accidents involving any damage to the 
police vehicle or durnage to prol!erty other than the police vehicle shall 
request the pl'cE;ence of a supervisol' at the scene of the accident. 

Supervisors shall personally investigate all accidents involving any damage 
to a police vehicle 01' damage to peopel'ty othel' than a policc vehicle and 
shall determinc whether negligence on the pal't of an officer is a 
contributing factor to the accident. Supervisor's shall be required to prcrare 
written rel,)orts of all truffic accidents involving their subordinates while on 
duty. 

Negligent, imprudent, or unlawful action by a member resulting in damagc 
to apolicc car or other pl'Oel'ty may bc cause fol' disciplinary action. 

521. Unmlthorizecl Pm'sons 

5?1.1. 

No member shall alloy" unauthorized persons to entel', linger, or loiter' about 
thc police headquartcI's, police vehicles, cl'i me scenes, or other places whcl'e 
their presence may be detrimental to efficient police opcl'ations. 
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522. Unattended Vehicle 

522.1. 

522.2. 

Except a::; II1l1Y be necessary in emergencies, police officers shull not permit 
policc vehicles to b~ left unnttenc1ed and out of their view without first 
tUl'l1ing off the i;.;nition, and locking the clOOl'S of tl1e vehicle. 

Membel's of the Department shall not seck special favors or concessions as n 
result of theil' official position. 

523. Profes~;ionnl Courtesy 

523.1. 

It is the policy of the Departme:1t that the law Shclll be enforced llllilul'mly 
wiLhout l'c;;[ll'd to a peeson's officinl staLus or SO';!!1i prominence. The 
pt'actice of offering professional courtesy to othel' police officel's, public 
officials, 01' other pt'om inen t [>8[,S0I1S, solely on the basis of theil' official 
position or social prominence, is prohibited. 

52<1. PCl'sol1[ll j\1ailing Acl::l~'ess 

524.1. 

Members of the Department are pI'ol1ibited from listing the addl'ess of the 
Police Department as their personal mailing addl'ess. 

525. Cha~::r.e or Addt'css 

525.1. 

Members of the Department shall immediately notify the Chief of Police of 
any cililnge in their home address and telephone number 48 hours prior to 
such el1o.l1~e. 

526. Emcl'ffCncv Telc~hone Nllmbet' , --------
52G.1. 

J\1'embers of the Dep[!.rtment al'e t'equit'ed to maintain fl telephone in their 
residence for 1.he purpose of emeegency notification and other official police 
business. 

527. Death 01' Seriolls Inlll1'v of Member -------------_.-, '-' -----
527.1. 

The Chief of Poiice shull be notified immediately in the event of 1.he death 
01' seriol\!; injuI'Y of any rnembet' of the Depnrtmcnt. 
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527.2. 

527.3. 

In the event of the on-duty death or serious Injury of any membel' of the 
Department, tile sr.nior officer on duty shall i rnmccliately notify the Chicf of 
Police' and shall initiate a full investigation into the circumstances 
slll'l'ollndin~{ the death OL' injlll'Y. 

Upon beinr; notifir:cl of the on-duty death or serious injury of a membel' of 
the Dep9.I'tment, tllC Chief of Police shall pCI'sonnlly notify the mcmb<;L"s 
next of kin, 01' shall cause such notification to be mEtde by a senior member 
of the DerUl'tlllent. 

528. L8avin~~ VillGge Without Permission 

52.3.1. 

528.2. 

No member' of the Department while on duty shall leave the jurisdiction of 
the Village without prior approval of his superior officer. 

Members leaving the Village while on duty shall noti fy the dispatch<;r of 
their location, status, and purpose fol' leaving the Village. 

529. CElre of 'Shotf,(uns -------'-'--
529.1. 

Shotrruns shEtll not be unloaded or loaded in police headquarters. 

529.2. 

No loaded shotguns will be permitted in police headquartel's. 

530. Appeal'£l.nce in Civil Suits 

530.1. 

Members of the Department who m'e subpoenaed to appear as witnesses ill 
civil cases al'ising Ollt of the ped'ormance of their duties with the 
Department shEtH be entitled to eO[:lpensation for their court time either by 
being paid rq;ulul' eomt ti me 01' by fees paid by the pct'son in whose beh~tl[ 
the mcmbel' is appeai'ing, but not both. 
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531. TI'Clll'>portinr; PCI'sons in Polir.!e Vehicles 

531.1. 

531.2. 

532. Escorts 

532.1. 

Members shall not t.rnnspol't persons in a police vehicle, cxcept: 

531.1.0.. 

531.1.b. 

531.1.c. 

531.1.d. 

Persons under arrest. 

Persons in need of expeditious medieal tl'cutmcnt which might be 
othC'rwisc delayed to the dell'iment of the health OL' safety of the 
individual. 

For necessary police purposes. 

Wilh the Dpp;'oval of the shift commander. 

When8vel' persons in necd of immcdiate medicnl attention arc transported in 
a police vehic~lc, another p8L'SOn, either a citi?:.en ot', an officeL', mllst 
accompany the person being tL'unsported. 

Officers may, at their discretion, provide persons with police escort, pro
vided tha t such escorts shall not exceed l'easonable and safe speeds and shall 
not be condueted in a l'eci~less mal1ner. 

533. COlwt ;\ppemance 

533.1. 

Officl~I'S testi fying in court in connection with police duties ::\re required to 
maintain a J1C'at and pl'oressional appearance, to coopcL'ulc fully '>'.'ith Cf)urt 
and pl'oseculion pCI'sonnel, to nnSVlCl' tl'uthfully and cOlnplclcly all quC!stions 
dircdc<l to t.hcm while under oath, and to conduct thcmsclv(;s in a 
pl'ofcssionnl manner at flll times. 
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533.2. 

Officers appearing in traffic court shall be attired in the rec-uln.tioI1 police 
uniform unless othel'wise dil'ected by the Chief of Police. 

534. Radio Pl'ocedures 

53-1.1. 

53'1.2. 

Mcmbel'S of the Department shall at all times comply fully \\'ith proper l'udio 
pl'o:3cdmes Emd shall not usc profane, abusive, or othel' types of offensive 
languuge on the radio. 

Officc'rs sh.:!ll DnSV,ICr the radio promptly when called and shall at all times 
ke(':;p the d;.-.;p::.tcher inf.ormed ES to theil' status and location. 

535. PubHc EnC]clfsemcnts 

535.1. 

Members ShDll not, as 11 l'epl'escntative of th13 Police Department, publicly 
endorse any pl'oduct, s~rvice, or person. 

5,36. AttcndancC:il...t Meetings 

536.1. 

536.2. 

Members are required to attend all meetings and training' sessions as 
dirceted by the Chief of Police unless their official duties preclude such 
attendance. 

Mcmbers unable to attend meetings and training sessions shall notify the 
Chief of Po1ic<) in advance of their inability to be present and the l'eason for 
theil' ubs(~ncc. 

537. Coo~el'ation \'lith otilel' i\r;encies 

537.1. 

53't .2. 

Members of the Department shall maintain a cooperativC! relationship with 
othel' police and 1mv enforcement agencies. 

Member's shull render sllch assistance to other police and law enforcement 
[l[?;encies as may be llecess~.lry to uccomplish an officinl police plll'pose, 
pI'ovidin[; that such nssistancc docs not violate any of the pr'ovisions of these 
rules and l'egulations. 
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. 537.3. 

Members shall not leave the jUJ'iscliction of the VilL'J[;e to render assistnncc 
to an01l1el' policc or law enforcement agency unless such assistance is \'e
quested by U1at agency, and then only uHel' notifyin!; 1I1C dispatcher of stich 
action. 

538. Emcrgcnc~1 TrcDtm('nt of Pt'isoners 

538.1. 

538.2. 

538.3. 

Members of the Department me I'csponsible fOI' the humane treatment and 
physical \vcll-bei.ng of all prisoners in their custody. 

Prisoners \'.'fiO become ill 01' ifljUl'ed wJlil~ i!1 the cllstod;.' of a melnber of lhe 
De[Xlrtmcnl 311(111 :)8 :?;ivon ii11medi~lle attention consistent witl1 the 
seriousness nnd nature of tJ1cil' injUl.'Y Oi' illncss. 

MembeL's who fail to ensure thnt propcl' medical attention is rendcl'ed to a 
person in their cu.3tody who is in need of sllch attention shall be he!.d 
responsible and shall be subjcct to disciplinary nctions. 

539. Physicul Conditioninf{ 

539.1. 

539.2. 

All mcmbers of the Department are required to maintain themselves in good 
physical condition. 

The Chief of Police may reqllire any member to obtain certification from 11 
lic(;nscd physician to the effect that the member,ls health and physical 
condition b not an ilnpl?oimcnt to his police duties. 

540. UnuuthoJ'izet) Use o[ nuslncss Cards 

510.1. 

I\'icm\)el's o[ the Police Department sholl not purchase, usc, or display 
business Ctu'd~, without rrior Llrpl'oval of the Chief of Police. 
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541. Conflictin{~ Ol'dcrs 

541.1. 

541.2. 

Any member \I,'ho L'eceives nn order or command which is in conflict with any 
previous Ol'del' 0[' corn rnnl!d from allY otheL' slJpel'iol' office;.' shall pr'omptly 
and l'CSPCCtful1y c1tll attention to tile conflict of ordel's to the s'JiJC1'ioI' 
officer issuill?; tile! most ['ccent ordN. If the superior' officer who issues the 
most rceent order fails to chnnG"e his ordeJ' to resolve the conflict, his oedeI' 
shull be obeycd. 

Superior Of[j~CI'S \\'ho issue orders they know 01' havc reason to believe m'e in 
conflict \','ith priOl' orders from unothel' superiOl' officer shall be responsiblc 
for any conflict between the two ol'ders. 

5/12. Of~icj.:l.l Bl:si!1cSS 

542.1. 

All officel's and ernploye(~s shall treat as confidential the business of the 
Depal'tment. They Silflll r;ive wch inforlnation only to thosc authori7..cd to 
reccive it. 

543. False Repol'ts or Entries 

54~.1. 

No officcr 01' employee of the DCpDl'tmcnt shall make false official reports 
or knowiT1~'ly entel' 01' cause to be entcred in any departmental book, ['ccoed 
or reports, any iiiilccmate, false, or impI'oper police information or othel' 
material matter. 

541. Comprisinf; the A9ministl'o.tion of Justice 

541.1. 

Officers und employers ~;hnl1 not interfere with the pl'OpCl' administration of 
criminal justice. 'filey f;i1nll not attempt to intert'upt legal process, except 
whcre a mR[lii'est injustiec might otl1c[".vise occur, not partieipote in, Ot' be 
concerned with any ndivi.ly wh:cll migllt interfere with the proC!e~;s of law. 
Execpt in the interest of justice, they silall not attempt to have Ilny tl'afric 
citations 01' notices to npp8nL', 01' final wal'ninss l'edllce:d, voided, 01' striekcn 
from the I'C(~OI'c]s or files. Any member havin7, knowledge of such action and 
failing to inform his Sllpcl'iol' officer thereof shJ.lJ be subject to charges. 
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544.2. 

514.3. 

544.4. 

545.1. 

545.2. 

OfficCI's and cmployees shall not communicate in any mClnncr dil'cctly or 
indit'cctly and inlonnaticn which might assist POI':.o:1S guilty of criminal or 
qUD.si-c[,j minnl <lcts to cscnpc :tn'C'st 01' punishment 01' which may cnable 
them to dispose of 01.' secrete evidence of unln.v.,r[ul aelivity or money, 
merchl:1l1dise, or other propcrty u.nlawfully obtained. 

Officer's [l11d cmployees receivin;-; or possessing facts or infoI'mation t'elalive 
to a criminal offense or case sl1o..11 not retain Sl.lch facts 01' information 
throu(jh ulterior moUves, desire 1'01' rersonal ci'edit, or arri{i'anclizcment, but 
shall repor't the facts 01' information in accordance with departmental 
proccdure. 

Contents of any criminGl I'CCOI'd or 1'8POI't filed in the Pollce Dc!pnrtm2nt 
shall not b(! exhibited or divulged to nny pC!t'son other thnn during the pl'oce~;s 
of an investigation or to another duly uuthorized 1m'.] en[o\,(!ement officer or 
undcr due process of law, G}~ce[>t as directed by a c.ommanding officer. 

Members arc cncolll'ar;ed to continue their cdUCUtiO!1 by attcnding courses of 
instruction nt institutions of hi[:';her lcarning; hO\'lCVel', such attendancc 
should not be allowed to interfcrc with thc membcl"s pri.mary policc l'C

sponsibili lies. 

Members shall not be! allowcd to rcad, study, or complete school assignments 
while on duty, cxccpt that reading may be permitted when: 

545.2.a. 

545. Z.b. 

The subject mattcr is directly 'related to the membcr1s primary 
policc duties. 

Such t'ending docs not intel'fere with the member's ['egtllar duty 
assignment. 
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CHAPTER 600 

DISCIPLINARY PROCEDURES 

601. Purpose of Discipline 

601.1. 

601.2. 

Discipline dil'ectly influences the quulity of police sCJ'vice find is essential in 
a policc dCp.?lrtn18nt to ccn1.l'ol its p~l'form8.nce and to achieve satisfr:.ctol'y 
objectives. Lnxity in discipline impail's the efficiency and crCectiv(:ness of 
the De[Jul'trnent. Officers and emrloyces of un undisciplined dcp3.r-trncnt 
13Ck esprit Jr:! eOi'ps, suffer fl'om poor mor::lc, ancll'cfJect a eus~Jl)1 rttiludc 
to':w.rds tl)')1I' ciuLie-s, their sup2i'ior,'" Fwir' ~':_~':;i!r'll;3ibiljty LO the D2P~1:'t!1I(!nl, 
G:1d tl18 p~u}ic. 'l'liC! ne1. l'c:,ult is lhi1t tile entir2 JJcpD.l'tment SUflCi'£; iron~ a 
lacl< of dil'cetion and pUl'pOSl~, and thereby becomes disorgnnizcd. It is a 
form of trainin(;, d8pcncJcnt [or its success on the ability of superiors to 
train s'ubordinates to obey' and conform to the department rules and 
procedul'cs. The rewards of effective discipline are prcstie;e and public 
confidence in the Dep[;.~'tment and its leadership. 

. Police authorities define discipline as "inteJlig-cnt, willing, and c})('(.!t'fu1 
obedience to the viill of the leadel'. It is t11e cohesive force which binds the 
member's as a unit, and its stl'ict cnforcement is a benefit to alJ.. tt Discipline 
establishes a state of mind 'which pl'oduces proper action and prompt 
cooperc..tion undel' all circumstances. 

602. Applicability . ' 

602.1. 

OfficCL's and employees of the Department, regardless of rank, age, sex, or 
[lssie:nn1cnt, .shall be subject to cliscirlin8r'y action, accordinp.; to the nature 
01' ngg-ravation oi tile offense, for failure, eiU1E,H' v.,rilHully or through 
negligence or incorpctcllce, to pet'form the duties of their run!, ot' 
assignment; or for '.·,Jbtion of any gencl'al ordcl' or t'uleof the Department;. 
or for failme to oiJCV allV htwful instt'uctioll, order or com maild of a SllDerior 
officel'; 0[' upon ~ollv'iction in n COUl't having criminal jurisc;iction. 
Disciplinney action in all cas~s will be decided on the merits or dernedts of 
each case. The final QUtllOl'ity for disciplinary action rests with tile Chief of 
Police. 
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G03. T~'[)cs of Disciplinnry Actions 

603.1. 

60'1.1. 

At the discretion of the Chief of Police, nnd in [lccordnnce with the 
provisions or the Hulcs and Rq;ub Lions Pl'csct'il)(;d herein, employees are 
subject to the following types of disdpiinr.ry actions: 

603.1.a. 

Oral repri mand. 

G03.l.b. 

Wr-i Hen rcpl'i IT! and. 

603.1.c. 

Suspension reom duty with pay. 

603.l.cl. 

Suspension from duty without pay. 

.603.1.0. 

Demotion in rank. 

603.1.f. 

Dismissal. 

603.1.[: 

ExLl'/). duty without p~l.y on a voluntary basis. 

Tile Chief of Police nln.y, for good cause, slispend any officer or employee of 
the Police D\;f\rtrLrncnt wiU~out pay for a rCI'jod not to exceed t11r<:8(3) 
consecutive co lcnd~u' clays. A I'CPOt't of all SllS[Kmsions and a sb Lemen t of 
the I'CnSOI1f; thcl'cfol' ~;h811 be mude to the Police Cornmissionerwithin 24 
hours of such action. 
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604.2. 

604.3. 

60Ll.4. 

604.5. 

6011.6. 

605.1. 

The Chief of Police mny not suspend any member from duty for morc than 
three 3-dny pel'iods durinG any consecutive 12 months. 

The Chief of Police rna\' demote in rank OJ' dismiss nnv membor of the Police 
Dcpnrtmen t [01' good cn\.lse. The Chief of Police shall furnish the member 
[tnd the Police Commi.s<;ion [t vlJ'itlen statement showinr; the reasons for his 
action. The Jl1Cmbel' shall be furnished n copy of the written statement 
immediatc1y UP0i) bcinf~ notified of the nction. The Poliee Commis::;ioner 
shall be: notified in v.'ritinG v/iti)in 2,1 hours of suel1 action beil1~ t&ken. 

l',IlY nICI\;\)Q.r who is dCJrrloted in rank oj' di,:missed from tile p()]j~c 
DCP:11'l.1!'(111t t!'I:J.~l' thi'; ~~:·ction :'illJ.Jl hElve th~ !'i~ht to nppo~;l su::.h H~~icm to 
the Police COI;lmissiollci'. Such G.p~e:l.l must be IOfl.de in \'!ritiorr within 15 
days of the demotion 0[' disrniss:d. The Pojiee Commissioner' shall be 
empowercrl to modify or Dpprovc the action of tJ1C Chief of Police. The 
decisjon of the Policc Commissiooce shall be final. 

-A supcI'viso!' nlfly, for' r,ood rc~son, impcse disciplinary nction on subordim:te 
memb~r~ ov('r ",,'hom he Ius autliol'ity. Sup~I'visOl'S may impose eithct' vCl'hnl 
or written reprimands. Hecoll1mcndations for mor'e severe types of 
disciplinu:,y action slwU bo madc to the Chief of Police. 

Supenljsol's may, in emel'gencies, sus~end from duty for not more thnn three 
consecutive d~ys mernb8I'S whose conduct poses an immediate threut to frood 
or del' and disci~line of the Dcp~l'tmcnt ai' to the general Welftil'C and safety 
of the public. The Chief of Police should be notified in writing of such 
actions irI1111Cdit}tely. 

Any mcmbcr who is demotcd, dismis~cd, or sllspended for rnore thDn tlH'CC 

days may initiate u wl'ittcn request for a public hearjn;~ to the Police 
ConHnittce within 10 dnys of the effectivc date of tne disciplinlll'Y /lction. 
The Police Committee may, I1fter 11 l'cvicw of the ineirJent, ot'dcr wi1utevcl' 
action it seems nppl'opriate. The action of the Police Committee shall be 
final. 
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701. Policy ------". 
701.1. 

701.2. 

CHAPTER 700 

CITlZEN COMPLAINTS 

It is the policy of the DCp:.ll'tment that all citizen compla.ints a~<linst 
membees of tlle Depa.rtment shall b2 promptly and thorouGl1ly invcstigated. 

No n1P:nb~i' of this DC;);1i'tmc'nt ShElll, through intimidation, threat, or other 
rnellils, hHem!?t to disC'OL!,"~S"(! (tny eiti,~cn fl'om flwking a compl<::.int u;;;ainst a 
mCIllber of thc Depurtlnc!1t. 

702. llec_~.~.:}n~ Complaints 

702.1. 

702.2. 

702.3. 

702.4. 

Whenever possible, citizen complaints G?,ainst membcrs of this Dcpnrttncnt 
should be rc[cl'l'cd to the shift com mancicr or to the next senior o[ficC':r on 
L!uty at Lhe ti :ne the complaint is made. 

No membcr of this Department shall refuse to accept a complaint against a 
member of the Depar-tmcnt from a citizen. 

No member shall attempt to conceal or fail to report a citizen's complaint 
against a mClrlb~l' of this Depol·UTlent. 

No membcl' shall accept ot' investigate a citi7.en's complaint against itimself. 

703. Hcc'ol'dinr: Cornplnints 

703.1. 

'rhe lT1Bmber l'eceiving a citizen's complaint ['~ainst a member of this 
DC'(Xl1'tmcnt ~;hf)ll make a \'vrillen reconj of the complaint. The I'ceoed 811[\11 
be in the [Ol'!l1 of a memorandum submitted through the ehain of command 
to the Chief of PoHce. 

" 
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703.2. 

703.3. 

703.4. 

'{04.1. 

.' 

Any rC'co!'(] of a citizen's complaint against a member' of the Police 
Department shall include, if known, the folLOwing: 

703.2.a. 

703.2.b. 

703.2.c. 

703.2.e. 

Date, time, and location of the incident. 

Full name, address, and telephone number of the cornplninnnt. 

rull na.me, ndd~'css, anci tclepl"ionc number of all witnesses, if !lny. 

Name, rank, or cescf'iption of the member ngainst whom the 
compkin'l is being lodged. 

Brief description of the incident. 

Citizens ml1ki'1~; complaints against the poiice Sllould bp, ,asked to nlDke a 
written statement dGsct'ibin:; the cir·cu.!:str..nces sUlTounding the incident. 
This stntcrnC!lt shall be signed and witnessed Elild attached to the officia) 
report of the incident. 

Plloto(;l'aphs, \'litness~sf statement'S, and othel' documentation of the 
complaint ;-:hould be attached to the offici2..1 l el}ol't of the incident. 

Supel"li~~ol'.'3 receiving citizen eomplnint agftinst members under thei!' 
comntllHJ ::.1~o~lld nttemp ... to intel·vie" .... the complaint in ord:;!' to report to 
the Chief of Policc fully lilt.:! details of all such complaints. 
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704.2. 

704.3. 

701.4. 

Supervisors are permitted to attempt to ['csolve minor complaints at the 
time they arc received. Every aU empt should be mnde lo resolve the 
complaint to the s,;tisfaction of the citizen, if this eun be achieved equitably 
and fniL'ly to ullpersolls conC!erned. 

Sup{!rvisors who succeed in resolving minor complaints shull nevertheless 
make u wl'ittell repol't of the complaint and the action taken to the Chief of 
Police. 

Supervisol's V,,.110 Dl"e unable to resolve the complaillt due to its np[)[ll'cnt 
gravity o~' is!' oti1:r rca<;ons sha1lI'crort 1hc cOn1;?lnint, the [tC!Uons taken, 
and their l'eeommund::ttions for fut'thel' action to the Chief of Police. 

Duty of the Cl1j,~f of Police 

705.1. 

705.2. 

705.3. 

705.4. 

The Chief of Police is ulti matelv responsible for the conduct of all membNs 
of the DcpLi.rtmen t, nnd is required to take those ste[ls which, in his 
judgment, are n(;~cs;::a!'y to satisfactot'ily l'csolve citizen com~laints agn.inst 
members of the Police Department. 

The Chief of Police shall ensure that 11 complete record is prepared and 
maintained of all citi2cn complaints against members of the Police Depart
ment. 

The Chief of Police shall cause all citizC'n C'ompla.ints af;ainst members of 
the Depnl'tmcnl to be prom[>tly and tllO:'Ollghly investigated. 

The Chief of Police shnlll'cview the l'epol'ts of all citizen compinir.ts [l~aj[>~t 
membel'S of tbe; Police DCp~I'trncnt that have been rcsolved by superior 
officel's to cnsul'c lI1ftt the llcti0ns taken by slIch sUflC'rior officCl'S WC\'C fair 
unci equitable to nil conccl'ned. At his discretion, the Chief of Police may 
dil'ect thut flll'lll~I' Dction rc~rrt'cling n citizcnls comphint be tuken if it 
appears that llle eadiel' actions taken were not srrtisfaetory. 
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705.5. 

705.G. 

705.7. 

705.8. 

The Chief of Police shall, upon completion of an investigation of a citizen's 
complaint against El member of thc Department, review the results of the 
investigation and determine the apPl'opriate disposition of the matter. The 
results of the investigation shull resulL in one of the four findings: 

705.5.u. 

705.5.b. 

705.5.c. 

70S.5.d. 

Unfounded. The evidence clearly establishes that the incident did 
not occur. 

Not Sust.ained. The evidence fails to establish whether or not the 
incident 0ccurred. 

Exonerated. The evidence reflects that the incident did OCCllr, but 
that the actions of the member were proper and reasonable. 

Sustained. The evidence clearlv reflects that the incidem did 
occur and that the actions of the member constitute grounds for 
disciplinary action. 

Tne Chief of Police shall ensure that citizens making complaints ag-ainst 
members of the Department me notified of the final disposition of the 
incident. 

The results of all investigations concerning citizen complaints against 
member'S of this Department :;l1a11 be confidential. 

Reports of investigations of citizen complaints which are determined tv be 
unfounded shall not be included in the officel" s personnel file, but shall be 
placed in a separate file maintained by the Chief of Police; all othCl' reports 
of investigations of citizen complaints shall be placed in the officel"S 
personnel file. 
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705.9. 

All actions tnken as tl fe-suIt of nn invcsti[;ution of a citi:r,cn cornplail1t shall 
be posted in the pol.j('(' hcndquartel's, but such notice shnll not c1isclo:;c the 
particu1nr details of tile complaint. nor tl1e details of the subsequent 
investigation. 

706. Ri~(ilts of Citizenry 

706.1. 

70fl.2. 

Citizens mnkinf: complaints aC;<linst membel's of the Dcp.'lI'tment. ~hnll \lavc 
the right if they so desirc to <.Iis(:.I.\'s ,\ilh ti1e Chief of Polic8 the oifi"iJ.l 
record of the comrbint, along \·:itli the l'csuHs of the investigation {lnd wlY 
felevant documents. 

Citizens who file compJnints artninsl m<:mhCl'S of ll1e Police Dcplll'tl;1ent [{lei 

who l1l'C! flot f!ltisfiecl with the ciispositbn of such ('\.1mplnints slt:·ll be 
informQd of llleh' right to bl'ing tIle complr<i:lt to the attention of the Policc 
Commissioner. 

707. H.cvic\'~ hy PoJice Gornmissionel' 

707.1. 

707.2. 

The Police Commissioncl' may, nt 11is di';cl'ct:on, rcview the official rC~01'cl 
of a citi7..cn 's l!(-,mpJnin t <':?,D.il1<,t 1] mcmber of the Depnt'tmcnt in Ol'(:<~l' to 
rcport to the compLtin~mt his fjndin~s us to the pl'opl'iety of the 
invcstigf'~tion conduc.ted and final db;:>osition. 

The Police Commissioner ma~, in unusual or aggravuted circutnst;mces, 
CRllse tbe com~)lnint to be bt'ou:~:ht to the attention of the Police Committee 
fot' ['('view and [urt!wl' acUon, The Police Committee shull )1Hve final 
authority. 

708. Rc\'iC'w h\' OU1cr I\uthorities 

708.1. 

Cilizcn1s cOIl"l[)bint np;ninst unnecessary fot'cPo, brutality, or invasion of 
constitutional rig"hIs IllG.Y ['CRull in the intervention of other slD-te or fcdcl'Dl 
law enforc.cmcnt uuthot'ities. In such cases, 11.11 membet's of the DCpfd'tmcnt 
arc required to CoopCi'nte fulJy in any invcstigaUon that may ensue. 
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PART II 

DEPARTMENT ORGANIZATION AND ADHINISTRATION 

CHAPTER 100 

CHAPTER 200 

201 
202 
203 

CHAPTER 300 

CHAPTER 400 

401. 
·402. 

402.1. 
402.2. 
402.3. 
402.4. 
402.5. 
402.6. 

403 
403.1. 
403.2. 
403.3. 
403. l l. 
403.5. 

404 

404.1. 
404.2. 
404.3. 
404.4. 

TABLE OF CONTENTS 

C-l 

Introduction 

Department Authority and Control 

Statutory Authority 
Village Authority 
Administrative Code 

Department Organization 

Organizational Duties and Respon
sibilities 

Office of the Superintendent 
Patrol Division 

Duties and Responsibilities 
Organization 
Division Commander 
Shif t Commander 
Patrol Officer 
Other Personnel 

Investigations Division 
Duties and Responsibilities 
Organization 
Division Commander 
Investigators 
Other Personnel 

Technical Services Division -
Administration 

Duties and Responsibilities 
Organization 
Division Commander 
Other Personnel 
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405 

406 

Consllltil1t'S Note: 

/ 

405.l. 
405.2. 
405.3. 
405.4. 
405.5. 
405.6. 

406.1 
406.2 
406.3 

Staff Services Division - Office 
Hanagemen t 

Duties and Responsibilities 
Organization 
Division Commander 
Office Supervisor 
Clerical Personnel 

. Other Personnel 
Communications - DUCOH 

Duties and Responsibilities 
Organization 
Interface ,vith Department 

This portion of the manual describes the organizational 
characteristics and responsibilities of the department's 
various units. Emphasis here is placed on the mechanics 
of departmental operation, including functional roles, 
relationships, and operating characteristics. 
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APPENDIX D 

RECOMMENDED WRITTEN DIRECTIVE FORMAT FOR PART III, 
GENERAL AND SPECIAL DIRECTIVES, OF THE PROPOSED MANUAL 
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Dale of Issue Effective Date Number 

Subject 

Reference Rescinds 

I. 

II. 

PURPOSE '. 

TIle purpose of this directive is to establish a standard definition and format for the 
written directives and memoranda ot the Glen Ellyn Police Department and to 
provide for their proper preparation, issuance, and distribution. 

DEFINITION 

A. General Directives 

General Directives will be issued for t1ie purpose of announcing the adoption 
or revision of policy or procedure applicabk generally throughout the 
Departmen t. 

B. Special Directives 

Special Directives will be issued to: 

1. Announce policy and procedure in-regard to a specific circumstance 
or event. 

2. Announce policy and procedure that are of a temporary and 
self-canceiling nature. 

3. 

4. 

5. 

Announce policy and procedure which have applicability only to a 
specific division, unit, or activity of the Department. 

Provide for the distribution of signific~ll1t articles, communications 
from other agencies, and other information of value to all personnel 
or spc(;!fic bureaus. 

Amend or cancel previo'.ls G~ncr~:1 anc! Special Directives. 
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III. 

c. Personnel MernorandCl 

Personnel l-.femoranda will be issucd for the purpose of announcing the 
following: 

1. The appointment of new pcrsonncl. 

2. 

3. 

4. 

5. 

6. 

111c assignment or transfcr of personnel from one unit to another. 

The promotion or demotion of offi.;crs from one rank to another. 

The suspension, dismissal, :llld/or restoration to duty of an officer or 
civilian. . 

The fI.~signation or retirement of personnel. 

Thc issuance 'of awards and/or Department Commendations. 

GENERAL FORMAT 

A. Indexing and Coding 

1. 

2. 

3. 

The Adminis trative Division ~vill be responsible for indexing 
and coding General and Special Directives and Personnel ?-.lemOl'lllhla. 

General Directives will be numbered consecutively with a prefix 
consisting of thc last two digits of the yea r; e.g., 77-1, 77-2. etc. Each 
order will have an additional code below the date in accordance with 
tIle following: 

a. A-I, 'A-2, ·ctc.--Administration 

b. 

c. 

G-J, G-2, etc.--General Policy 

P-l, P-2, etc.--Personnel Polipy 

d. R-l, R-2, etc.--Rllles and Regulations 

Special Directives and Personnel Memoranda will he numbered 
consecu tively wHIl a prefix cOi1sisting of the last two digits of the 
year; e.g., 77-1, 77-2, etc. 

B. Dating 

c. 

D. 

All directives and memoranda will bcar the date of issuance and the effective 
date. 

Purpose 

Gencral and Special Directives will be introduced by a brief summary 
statemcnt which indicates the contents of the directive. Dep:.lrtment policy 
will be specified in appropriate directives. 

Amendments and Cancellations 

Any General Directives, Special Din.'.ctivcs, or PerS0nncl M~moranda which 
amend, rescind, sl.Ipnsede, or change in :1I1y manner otiler directives or 
memoranda will bear the identifying data n::cessary to conned thcll1. 
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IV. 

v. 

VI. 

E. References 

Whenever applicable, all directives and memoranda will carry notations 
directing attention to other directives, memoranda, or documents which are 
related. 

PREPARATION AND ISSUANCE 

A. General and Special Directives 

1. 

2. 

Final c!raft c~nip.s of all directives will be prepared by the Adminis

tratjvp. Division. 

They will only be issued under the authorization of the Super
intendent. 

B. Personnel Memoranda, 

1. 

2. 

The preparation of Personnel Memoranda shall be the responsibility 
of the Office of the ,Superintendent. 

Thev will be issued only with the authorization of the. 
Superintendent. 

DISTRIBUTION 

A. Distribution will be nOIcd on each directive and memorandum as foHows: 

1. "A"--includes all personnel (sworn and civilian). 

2. "B"--inc1udes major commands (all divisions). 

3. "C"--inc1udes "B" and specific units or individuals noted. 

4. "D"--inc1udes only sworn personnel. 

B. General and Special Directives will be distributed to all ~crsonnel or to the 
limited group who are specifically affe.:tcd by their cont~nt, as ind;cated by 
the above distribution code. 

C. Personnel t>.femoranda will normally be distributed only to those who have a 
need to know, i.e., "B" or "C" distribution. 

DEPARTMENT DIRECTIVE MANUAL 

A. The DepartJ!lent Code will consist of all General Directives, Special 
Directives, and PersonJlel ~vlemorancla thaJ Iww beel~ issllcd and ~lr(' currently 
in effect. It shall bc bound in an appropria[c ioose-kaf binder and shall be 
organized conse.:utively by directive or memorandum number in the 
following manner: 
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1. Section I ---General Directives 

2. Section II --Special Directives 

3. Section III --Personnel ~\'lemoranda 

B. The Office of the Superintendent of Police and the Adminis tratj Ile 
Division Hill maintain a master file of all ordl?rs and memoranda 
issued. 

C. Copies of all G~ncml Directives and those Special Directives nnd Personnel 
Memor3nda w!lich are sent to the vanOl\~ commands and are currently in 
effect will be maintained in a mast~r me at each command headqu:uters. 

D. Each individual officer shan maintain his mvu manual. 
Gcncr::ll and SpeciJI Directives issuf>d to him which arc currently in effect 
and Personnel :'fcmoranda directed to him. 

E. Officers and civilians shall be heid responsible for the conteats of all 
directives and memoranda issued to them. 

BY ORDER OF: 

Superintendent of Police 
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ILLUSTRATIVE PROCEDURAL INSTRUCTIONS 
FOR PART IV OF THE PROPOSED MA~ruAL 
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Procedural Instructions 

Procedural instructions are a c~mpilation, by general subject area, 

of specific instructions to personnel to guide them in carrying out certain 

duties. Procedural instructions in Glen Ellyn should be organized according 

to: 

• 

" 
• 

Administrative Procedures 

Field Operational Procedures 

Technical Services Procedures 

Staff Services Procedures 

o General Procedures 

An example of a General Procedure is enclosed for purposes of illustration. 
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PROCEDURAL IHSTRUCTlm~ 
I""· OF ,,,V, !'F"C<'" OH' rD' 

iu~7r----------------~----------------~-----------------------+7.AM~E~N~D~S~--------------~~------

Department Issued Firearms - Care of 

REF~E=~=E~N~C=E---------------------~------~~R~E~SC~I~N~D~S----------------~------------------------------

General Order LX-XX 

- --------

I. 

II. 

III. 

IV. 

- -- --- -- ---------- --- - - ----...:..-----------------------------------

INTRODUCTION 

The importance involved in the proper care and maintenance of firearms 
cannot be over-emphasized~ Host officers may never be called upon to use a 
firearra in the performance of their duties as la,·, enforcement officers. On 
the other hand, some officers will use a firearm several times during their 
career. If and ,.;then an officer is confronted -Hith a situation where the 
defense of his 01'111 life or the life of another person depends on his use of 
a firearm, the Iveapon he UGCS must be in proper "lOrking condition at that 
particular ins tanto The only thing \·f.1ich can provide this assurance is 
adequate and proper care of the firearm on the part of the officer responsible 
for using it. 

PURPOSE 

The purpose of the procedures set forth in this instruction is to provide 
guidelines and ins truc tion8 to be u tilizeu by all officers of the department 
in the proper care and maintenance of department issued firearms. 

POLICY 

It shall be the policy of this department that all firearms issued to 
individual officers, bureaus, divisions, or units shall be maintained in 
presentable and functional condition at all times. 

A. Presentable condition is defined as the firearm being properly and adequately 
cleaned, free of any rus t, lead deposi t) or pow-der residue, properly 
lubricated, tHld loaded with the prescribed mmnunition wh,en in use. 

B. Functional cOl,;!ition is defined as all working parts and mechanisms of 
the firearra to be in propel.." operating order. 

PROCEDURE 

A. Service Revolvers 

1. The service revolver shall be routineli cleaned and oiled at least 
every other week by the office:!:" to ,.,hom it is assisned. Such cleaning 
shall be accomplished in accordance with thA instructions listed in 
Annex A, titled, "Instructions for-Cleaning the Service Revolver". 

B-2 
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The metal surfaces of the service 
WD-40, gun oil, or other approved 
least twice per week on a routine 
is exposed to inclement weather. 
teflon coated surfaces. 

' •• ' " t 

revolvt!r should be wipe"d with 
rust-preventive solution, at 
basis, and any time the weapon 
This step is not necessary on 

3. It shall be the responsibility of each individual officer to maintain 
his service revolver in the prescribed manner so that it is in a 
presentable and functional condition at all times. 

4. Any officer who fails to maintain his service revolver in the manner 
specified in Item =if3 above, shall be subject to disciplinary action. 

B. Department Shotguns 

1. Each department shotgun shall be cleaned once per week on a routine 
basis. Such cleaning shall be accomplished in accordance \vith the 
instructions listed in Annex B, titled, "Instructions for Cleaning 
the Remington Hodel 870 Shotgun". 

2. I t shall be the responsibility and duty of each second \'latch officer, 
who on Sunday is assigned to a police vehicle equipped with a de
partment shotgun, to clean that shotgun in accordance with the instruc
tions listed in Annex B, titled, "Instructions for Cleaning the 
Remington Hodel 870 Shotgun", prior to the general vehicle and equip
ment inspection. 

3. Station personnel assigned to the second watch at each division or 
unit shall be responsible for cleaning all deparL-ment shotguns assigned 

.t.o the division or unit which are not in use on any given Sunday. 
Such cleaning shall be accomplished in accordance with the instructions 
listed in Annex B and shall be completed sometime during the regular 
tour of duty on Sunday of each week. 

4. Each department shotgun shall be rotated through the Gunroom every 
six (6) months for thorough cleaning, necessary repairs, refinishing, 
and inspection by the department firearms repaiL-man. 

5. The desk sergeant assigned to the second w.o:.tch shall assure that each 
shotgun assigned to his division or unit is forwarded to the Gunroom 
for the six (6) month inspection. The shotguns shall be scheduled 
at the rate of not more than two (2) per week until such time all 
assigned shotguns have been inspected and shall be rescheduled each 
six (6) months thereafter on a routine basis. 

6. The desk sergeant assigned to the second \vatch shall be responsible 
for. maintaining a file to contain a 4" x 6" card on each department 
shotgun assigned to his division or unit. The card shall indicate the 
serial number of the shotgun, the officer or beat to which it is 
assigned, and the dates involved for each six (6) month inspection, 
including the date the next inspection is due. 
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7. The desk sergeant assigned to the second watch at each division or 
unit shall assure proper and adequate cleaning equipment is 
maintained at the station at all times. He shall requisition the 
required items from the Supply Unit. The required cleaning items 
shall include an adequate supply of the following: 

a. Cleaning rods for service revolvers and shotguns. (At least 
two (2) of each). 

b. Cleaning brushes for service revolvers and shotguns. (At least 
two (2) of each). 

c. Cleaning patches and rags. 

d. z:oppes 419 nitro solvent. 

e. vill-40. 

C. Other Department Firearms 

1. The proper care and cleaning of all other department issued firearms 
shall be accomplished on a routine basis and in an acceptable manner 
by the officers to ~.mom such weapons are assigned. 

D. Caution 

Care should be taken when using spray lubricants (WD 40, etc.) 
as they can penetrate cartridge primers and cause a weapon to misfire. 
'~1en using a spray lubricant on a weapon, officers should: 

1. Remove all anmmni tian from the firearm before spraying the ~.,reapon. 

2. Revolvers 

Wipe the entire cylinder dry inside and out. Check for excess 
lubrication under the cylinder extractor and surrounding area 
including the recoil plate and bushings with particular attention 
to the firing pin access opening. 

3. Shotguns and automatic pistols. 

Care should be taken to wipe dry the breech, bolt face extractor, 
firing pin assembly, and underside of the slide. 

DISTRIBUTION: All Personnel 
All Bureaus, Divisions, and Units 
To be posted on all bulletin boards for one week. 
Annex A and Annex B to be permanently posted at or near the location 
where ~.,rcapon cleaning is accomplished. 
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FRONT 
SImIT 

INSTRUCTIONS FOR CLEANING THE SERVICE REVOLVER 

REAR SIGHT 

ANNEX A 

CYLINDER RELEASE 

~1I'r2J 
~I"'-----I 

EXTRACTOR 
BARREL ROD 

TRIGGER 
GUARD 

TRIGGER 

NOHENCLA TURE 

GRIP 
SCREW 

SIDE PLATE 

GRIP 

CAUTION: Always unload the weapon prior to cleaning. Double check to make certain 
there are no cartrj~es in t~le cylinder. 

1. Open the cylinder and hold the weapon with the muzzle toward you and pointed 
slightly dmvnward. 

2. Attach a cleaning patch dipped in Hoppe I s 1f:9 nitro solvent to the cleaning 
rod, and run it back and forth several times through the barrel. 

3. If the weapon has been fired recently, run a bristle brush dipped in 
solvent back and forth several times through the barrel. 

4. Attach a dry cleaning patch to the cleaning rod and run it back and forth 
in the barrel. Change the patches as they become dirty and continue the 
process until they come out clean and dry. 

5. Repeat the above steps for each ch11ffiber in the cylinder. 

6. Due to corrosion caused by escaping gases between the barrel and the 
cylinder, the following parts also require cleaning: 

a. The frame jus t above the cylinder at the rear of the barrel. 
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b. The area around the throat of the barrel. 

c. The throat of the barrel. 

d. The nose of the hammer and firing-pin. 

e. The firing-pin channel and the hannner groove in the framC:'. 

f. The extractor rod. 
() 

7. After the gun has been cleaned, the following parts should be checked 
before oiling: 

a. Check all scre, .... s on the side plate and grips to make certain they 
are tigh t. (Use a screHdriver that fits the screH heads in order 
to avoid burring the scre~·ls). 

b. Check the extractor rod to assure that it moves freely. If it binds, 
check for accumulation of dirt, or a bent rod. 

c. With the cylinder still open, dry fire the Heapon double action 
while holding the finger against the plate Hhere the firing-pin 
comes through the frame to assure that it protrudes far enough to 
strike the primer. 

d. Close the cylinder and cock the weapon. Watch as you are doing this 
to see that the cylinder revolves to the next chamber. Check to 
see that the cylinder is locked in place. If the movement is slight, 
it is locked into proper position. If the movement is more than 
slight, the weapon is in need of repair. 

8. Hith the cylinder open, put a drop of oil on the extractor rod in front 
of the cylinder, and work the rod back and forth so the oil is evenly 
distributed. Push the rod all the way back to the cylinder and 
put a drop of oil on that part of the rod exposed behind the cylinder, 
then work the rod back and forth until it works smoothly and freely. 

9. Put a drop of oil on the firing-pin at the point where it is attached 
to the hannner. 

10. Put a drop of oil in the channel groove in the top of the frame through 
Hhich the hammer travels. This , .... ill flov} do\ro into all of the other 
working parts inside the gun. 

11. Wipe away any excess oil that may appear. 

12. Lightly spray a cleaning patch with WD-40 and using a cleaning rod, run 
it through the barrel and through each chamber in the cylinder. 

E-6 

) 



I 

I 

I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

- 3 -

13. Allow a few minutes for the WD-40 to penetrate, then run a dry cleaning 
patch through the barrel and each chamber of the cylinder to remove any 
excess WD-40. 

14. Lightly spray a clean dry rag with WD-40 and wipe all the exterior metal 
surfaces of the weapon. (This step is not necessary on teflon coated 
revolvers.) 

15. Allow a feyl minutes for the HD-40 to penetrate, then wipe the excess 
off with a clean dry rag. 

16. Hake certain each chamber in the cylinder is completely dry before reloading 
the weapon. 

General Rules: 

1. The service revolver should be oiled every time it is cleaned. 

2. Do not over oil. It: is important that only a drop of oil be placed 
on the vital parts. 

3. If the service revolver is in need of repair, or it is apparent the interior 
working parts need cleaning or oiling, take it to the Supply Unit. 

lL Care for 'lour revolver well, so that it ~vill work properly when you need it. 

5. Usc:> caution when using spray lubricants (WD-40) 
cartridge primers and cause weapons to misfire. 
on a revolver, officers should: 

as they can penetrate 
Hhen using spray lubricants 

a. Remove all BilUl1unition from the firearm before spraying the lubricant 
on the \venpon. 

b. After spraying a lubricant on the weapon, be sure to wipe the cylinder 
dry inside and out. Check for excess lubricant under the cylinder 
extractor and surrounding area, including the recoil plate and bushing 
with particular attention to the firing pin access opening. 
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STOCK 

INSTRUCTIONS FOR CLEANING TIlE REMINGTON HODEL 870 SHOTGUN 

SAFETY 

BREECH LOADING AND DOUBLE 
ACTION BARS BLOCK EJECTION PORT 

~ 

TRIGGER 
GUARD 

TR "GGER 
, , 

" 
" 

ACTION 
BAR LOCK 

BARREL 

NOl1ENCLATURE (BROKEN LINES INDICATE PARTS ON REVERSE SIDE) 

ANNEX B 

FRONT 
SIGHT 

-----

Caution: Always check to make certain no shells remain in the barrel or 

the magnzine prior to cleaning. 

1. Push safety to the "On Safe" pOSition (red band not shmving), and open 
the action. (Do not pump the action or pull the trigger with the barrel 
removed.) 

2. Unscrew the magazine cap and remove the barrel from the receiver. 

3. Replace the magazine cap to the end of the magazine tube so the magazine 
spring and retainer will stay in the tube. 

4. Insert a cloth patch in the cleaning rod and swab the bore several times 
using Hoppels #9 nitro solvent. Do not use a brush unless there is a 
heavy accumulation of lead and power residue inside the barrel. If a 
brush is necessary, push it completely through and out of the barrel 
before reversing the stroke. . 

5. Insert a dry cleaning patch or rag in the cleaning rod and run it through 
the barrel several times to remove the solvent and residue. Use a 
second cleaning patch if necessary. 

6. Using the plastic nozzle extension attached to a can of HD-40, lightly 
spray the interior of the barrel from each end. 

7. Allow a few minutes for the WD-40 to penetrate then run a dry cleaning 
patch or rag through the barrel to remove the excess spray. 
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8. With a small amount of Hoppe's 119 nitro solvent on a dry rag, thoroughly 
clean the insidQ front of the receiver groop. Entry can be gained through 
the loading and ejection port, the magazine loading port, or the front of 
the receiver group (when barrel is r~noved). 

9. Spray a small amount of vro-40 on a clean dry rag, and wipe the inside front 
of the receiver group in the same marmer as specified in step iJ:8 above. 

10. Allow a feY! minutes for the WD-L~O to penetrate, then "ripe the excess off 
with a clean dry rag. 

11. Replace the barrel and magazine cap. (Magazine cap should be finger- tight.) 

] 2. Ligh tly spray WD-40 on the exterior metal surfaces. (I t is not necessary to 
do this to shotguns with teflon coating.) 

13. Allov] a few minutes for the WD-40 to penetrate, then wipe off the excess 
spray with a dry rag. 

General Rules: 

1. When it is apparent the shotgun has not been fired recently, steps 114 
and #5 above, can be eliminated. 

2. When in doubt as to the use of solvent, push a close-fitting dry rag 
through t.he barrel. If lead streaks shov] on the rag; s\vab the bore 
wi th th~ solvent as noted in step 1J:4 above. 

3. Be careful not to use more solvent or WD-40 than necessary. Too much 
solvent, oil or \>1D-40 can get dmm into the action and magazine. Care 
should be taken to wipe dry the breech, bolt face, extractor, firing pin 
assembly, and underside of the slide to prevent a buildup of \-1D-40 on 
these parts. An excessive amount of the lubricant ·::an penetrate: the 
shell primers and cause the weapon to misfire. 
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