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0-000 AOM INTRODUCTION
0-001 MANUAL OVERVIEW

This document is hereby established as the Administrative and Operational Manual of the Charles County Sheriff’'s
Office, hereafter referred to as the "Manual" or the “AOM.” The rules, policies, and procedures contained herein
are binding upon all persons who work under the authority of the Sheriff of Charles County, Maryland.

This document is intended to address the responsibilities and conduct of employees in the performance of their
duties as employees of the Sheriff's Office, both on- and off-duty. It is recognized that no policy document can
anticipate all possible circumstances an employee may encounter.

Itis also recognized that employees may be required to, in the face of exigent circumstances, act in a manner which
may immediately seem inconsistent with, or not covered by, the policies within the Manual. When such actions
arise, the employee must assume the responsibility for any action taken which is contrary to, or not covered by, this
Manual. However, any supervisory, management, or administrative review of the employee’s actions will be
completed in the light of the facts known to the employee at the time of such action.

Concurrently, employees who take actions clearly inappropriate, or failing actions clearly required in the instant
case, will be properly held accountable. This stance is designed to allow for as much latitude of action in
unanticipated circumstances as is needed, while at the same time holding employees responsible for their actions
and judgment.

0-001.1 NATURE OF THE MANUAL

This Manual is an administrative document. Its dictates require conformance by those persons who are subject to
the authority of the Manual. The Manual does not create or modify law. Violations of the rules, policies, and
procedures set forth in the Manual may expose persons who are subject to its authority, to administrative sanctions.
The Manual is not, however, intended to create a greater civil or criminal liability than would otherwise be available
under law. Finally, the Manual is not, and should not be construed to be, a contract.

0-001.2 TERM OF THE MANUAL

The Manual will be labeled according to the date it is published. All material contained in the Manual is valid until
replaced, changed, or rescinded in writing. The Manual remains in effect through changes in the administration of
the Office of the Sheriff, unless it is specifically revoked in writing by the Sheriff.

0-001.3 ORDER OF PRECEDENCE AND SAVING CLAUSE

This Manual is superior to any and all other documents within the Office of the Sheriff, Charles County, Maryland.
Any portion of other documents, which is in conflict with the Manual, is void. Other documents, or portions of
documents, containing rules, policies, or procedures which are not in conflict with the Manual, remain in force until
replaced or rescinded.

If any part of this Manual is found to be in conflict with any law of Maryland or of the United States, or decision of
any Court of competent jurisdiction, that part of the Manual so in conflict, is null and void. However, all other parts
of the Manual shall remain in full force. In the event of any conflict between any sections of the Manual, the most
recently dated section shall control.

0-001.4 KNOWLEDGE REQUIRED

All persons who are employees or agents of the Office of the Sheriff of Charles County, Maryland, are responsible
for the contents of the Manual as it exists in either paper or electronic format and as such, are to obey the rules,
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policies, and procedures contained therein. Employees and agents further understand they are responsible for all
Manual revisions and updates. Sworn personnel and corrections officers will know from memory those sections of
this Manual which deal with arrest, use of force, handling of prisoners, and the emergency operation of vehicles.

If the performance of a particular position requires that some information within the Manual be known without
references to the Manual, the employee in that position will maintain that level of knowledge. No excuse for poor
performance based upon lack of knowledge of the Manual will prevail.

The Manual will be referred to for guidance in situations where it may apply, and knowledge from memory will not
suffice. This practice will be followed in those cases where normal functions of the employee’s position permit such
timely references. Otherwise, the employee will commit such sections, as needed, to memory.

0-002 PROCEDURES FOR DISSEMINATION, AUDITING, AND STORAGE OF
AGENCY WRITTEN DIRECTIVES

An electronic copy of the most current AOM and current SOPs will be published on the Agency Intranet, available
to all personnel.

Changes and updates to the AOM are posted on the PowerDMS system for review and signature. The server for
the Intranet and PowerDMS are backed up and copies of the AOM and SOPs are maintained on the Planning
shared network drive for immediate backup access.

Each new employee is provided instructions on how to locate and sign for the Agency AOM and individual policy
updates through PowerDMS during their new hire orientation. New employees will also complete a Manual
Agreement Form #458 acknowledging the instruction was received.

The Agency auditing process with regard to knowledge of the Manual is as follows:
e All AOM updates and changes will be placed on the PowerDMS system;

=+ Upon the release of policy updates on PowerDMS, the copy of the AOM posted on the Agency Intranet will
be simultaneously updated to reflect those policies being released;

e A notification email will be sent to all personnel Agency-wide, containing a description of new material
posted on PowerDMS;

e Each employee is responsible for reviewing and signing for this material. Typically, a 30-day deadline will
be set for all employees to review and sign for the material,

e The Deputy Director, Planning & Accreditation may coordinate with commanders/subject matter experts to
administer periodic testing of Agency personnel on PowerDMS after a Manual or individual policy revision
is published. The testing shall be directed toward recently issued revisions of the Manual or those areas of
the Manual which are critical to the operation of the Agency;

e The results of the testing shall be monitored by commanders.

Commanders and supervisors shall regularly monitor PowerDMS to ensure employees under their supervision are
signing for policies placed there and are completing any tests associated with new policy. This does not relieve the
employee from his obligation to know the contents of the Manual, and no defense of lack of supervisory instruction
will prevail.
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0-002.1 GRAMMATICAL CONSTRUCTION

Within the Manual, the use of masculine and feminine pronouns is avoided if practical. In those cases where the
writer uses the masculine pronoun in referring to Agency personnel in general, the feminine pronoun is hereby
specifically included. Similarly, plural references include the singular, and vice versa. "Will' and "shall" are
mandatory verbs, and "may" and “should” are permissive.

0-002.2 SOURCE REFERENCES

Some of the material contained within the Manual is a compilation or synopsis of other sources. When this is
specifically relevant to a particular section of the Manual, citation of the reference materials are not generally
provided, but there will be a notation to refer elsewhere in policy for the relevant material. Persons using this Manual
are required to consult these sources, in cases where amplified information is necessary.

0-003 ORGANIZATION OF THE MANUAL

The Manual is divided into chapters, sections, and sub-sections for ease of use and referral. Sites of the Manual
are in the following manner: 3-401.6 where 3 is the chapter, 401 the section and 6 the subsection. Alternately the
reference could read: Chap. 3, Sec. 401.6. The chapters and sections of the Manual generally contain the following
information:
e Table of Contents
The Table of Contents gives a quick overview of the sections of the Manual and materials to be found within
them. The Table of Contents can aid in the finding of material when the reader is not sure of a specific title
or the reader wants to browse the information contained within the Manual.
e Introduction

The Introduction contains a description of the Manual and defines its purpose. It also generally explains
the Manual's form and functions.

e Chapterl
The mission statement of the Agency and its current and future goals as described in the Strategic
Management Program (SMP) are stated. The professional ideals and ethics for Agency personnel are
outlined.

e Chapter 2
The Agency organization is defined and displayed in organizational charts. The various positions within the
Agency, as well as duties and responsibilities of administrators, directors, and supervisors, and
explanations of divisions, sections, and sub-sections are included.

e Chapter 3

The administrative policies and procedures of the Agency are defined and explained. Uniforms and
employee appearance are also presented.

e Chapter4

The operational policies and procedures of the Agency are defined and explained, based on the overviews
presented within each division’s portion of Chapter 2.
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e Chapter5

The Administrative Reporting Program and methods of data collection and reporting are defined and
explained. Examples of various documents and reports can be found in this chapter.

e Chapter 6
Risk management and safety policy is provided.
e Special Orders

Special Orders contain supplemental materials which are temporary in nature, generally not having a useful
life of more than one year. These documents will, however, have a significant impact upon the operation
and administration of the Agency during their useful life. Current pay scales are also included in this section.

0-004 REVISIONS AND NEW MATERIAL

When it is evident that some area of the Manual should be revised, updated, or deleted, the information should be
provided to Planning & Accreditation, through the employee’s chain of command, explaining the circumstances. All
Agency personnel may submit recommendations for improvements to the Manual. The revision request may be as
simple as a citation of the Manual and the reasoning for the change or by providing the affected section of the
Manual with the exact revision noted.

The following sections detail the revision process.

0-004.1 RESEARCH

Planning & Accreditation shall conduct research concerning the subject matter of Manual revisions. This research
shall include the review of any material submitted to Planning & Accreditation by the Sheriff or other person noting
the need for the Manual revision. It will also include the consultation with members of the Agency who may have
special expertise in the subject matter area. Outside organizational planners, the manuals of other agencies, OGC
and law references, online resources, and any other source material available will be referenced given the time
constraints applied by the Agency to each particular revision. An electronic file will be established within the office
of Planning & Accreditation for each Manual revision. This file will contain all materials associated with the revision.
Included shall be at least:

e information and correspondence supplied to initiate the revision and all follow-up email correspondence
with the initiator, subject matter experts, and other employees involved in the revision process;

material developed by the research conducted in reference to the revision;

each draft developed as a result of the revision process;

any proposed changes to drafts and their source;

a copy of the marked up policy revision published on the Agency’s document management system;

a copy of the revision without mark ups published in the AOM; and

a completed Form #889 Policy Approval attached to the approved policy revision.

0-004.2 DRAFTS

The Deputy Director, Planning & Accreditation, or designee, shall initiate the creation of a draft of the proposed
revision to the Manual. The draft will be clearly labeled "Draft,” followed by the number of the draft and the date the
draft was created. Each succeeding draft shall be numbered and dated sequentially and no change made in a draft
unless the next number in the sequence is assigned to the changed draft. When the Deputy Director, Planning &
Accreditation is satisfied that there is a reasonable draft ready to address the subject matter of the Manual revision,
the draft will be circulated to the management staff of the Agency for the review process.
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0-004.3 POLICY REVIEW PROCESS
Drafts shall be circulated to all Agency management staff to include at least:

the Sheriff;

Chief of Staff;

the Assistant Sheriffs;

Division Commanders / Directors;
Deputy Directors / Lieutenants;

the Agency Office of General Counsel;
the President of FOP 24;

the President of CCCOA;
Quartermaster;

Chief Firearms Instructor.

Management personnel shall review those drafts and determine if there is any needed change. In this regard, the
draft (except those specifically marked confidential) may be circulated among any subordinate personnel in order
to solicit advice from those who have special expertise in a particular area.

Suggested changes and other feedback will be submitted by Agency email to Planning & Accreditation by the due
date indicated on the distribution email circulated with the draft. In keeping with both the FOP MOU and the CCCOA
Agreement, personnel will have 15 days in which to review the draft policy. Planning and Accreditation will ensure
all feedback received during the review period is shared with the commander or other employee responsible for the
policy, and the entire policy review group for further discussion / feedback.

In some cases, there may be a need to expedite this process and in those cases, with the approval of the Sheriff,
Chief of Staff, one of the Assistant Sheriffs, or Executive Services Division Commander the draft review outlined in
this section may be omitted. In these cases, the policy may be sent straight through the approval process which
may include the Sheriff, Chief of Staff, Assistant Sheriffs, Executive Services Division Commander, and the General
Counsel.

Occasionally, the draft review process and the abbreviated review process outlined in this section may be omitted
for very minor revisions. In these cases, it is optional for the Commander, Executive Services Division to review
and approve the revision. Examples would be position title changes, references to obsolete forms, misspellings,
etc.

0-005 COMMAND REVIEW AND APPROVAL

When Planning & Accreditation, in coordination with the commander or other employee responsible for the policy,
has considered all suggested changes as a result of the management review process and made appropriate
changes, the final AOM draft, marked up document management system draft, along with a completed Form #889
Policy Approval will be presented through the chain of command to the Assistant Sheriffs and / or Chief of Staff for
approval. The Commander, Executive Services Division may forward the policy to the Office of General Counsel
for legal review if he believes there is need for such review. The Commander, Executive Services Division /
Assistant Sheriffs / Chief of Staff may approve the policy or defer for approval by the Sheriff.

The final draft does not need to be presented through the chain of command to the Assistant Sheriff or Chief of

Staff for approval for minor revisions already reviewed and approved by the Commander, Executive Services
Division.

0-006 OFFICE OF GENERAL COUNSEL APPROVAL
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Each policy, when submitted for final approval, may be submitted to the Office of General Counsel to be reviewed
for legal sufficiency. The Office of General Counsel shall review each policy submitted to them and formally approve
or make final recommendations to the Assistant Sheriffs / Chief of Staff. Some policies may have this step omitted
if the Commander, Executive Services Division feels the change is not significant enough to warrant such legal
review.

0-007 SHERIFF'S APPROVAL

Each policy will be approved by the Sheriff, Chief of Staff, one of the Assistant Sheriffs, or Commander, Executive
Services Division acting upon delegated authority from the Sheriff. Only one of these signatures is needed to show
an official approval; however, at the discretion of any of these, all five may sign a particular policy.

0-008 DISTRIBUTION

Upon approval, Planning & Accreditation shall distribute the approved policy to Agency personnel. This requirement
shall be fulfilled when the policy is placed into the Agency’s document management system. Policies will be placed
on the document management system with all additions, modifications and deletions highlighted to provide a
comprehensive understanding of the revisions made. Portions of text that are struck-through indicate text that is
being removed from the policy.

All administrative, management, and supervisory personnel will monitor employee participation to make sure that
each employee receives and electronically signs for these policies. Records of employee electronic signatures and
any test results will be stored in the document management system. When a particular distribution and / or testing
cycle is complete, the Deputy Director, Planning & Accreditation, or designee, and members of the Command Staff
will have the ability to create a report of the results.

Commanders, directors, and supervisors shall ensure that newly posted material is reviewed and / or instruction is
given to confirm that staff is able to operate within the parameters of the new material.

Each time a policy revision is placed on the Agency’s document management system, an accompanying email will
be sent to all Agency employees, notifying them that a new policy revision has been released on the system. The
email will include any pertinent details about the revision, to include any related new forms or changes to existing
forms.

0-008.1 SHERIFF’S PREROGATIVE

Nothing in this section is intended to abridge the Sheriff’'s prerogative to unilaterally make changes to this Manual,
in any manner, as he may see fit. The procedures in this section shall, however, be followed unless the Sheriff
approves deviations.

0-009 STANDARD OPERATING PROCEDURES MANUALS

Standard Operating Procedures (SOPs) are policies and procedures which generally affect only the personnel and
functions of one particular unit, section or division of the Agency. Those SOPs are governed by the commander /
director / deputy director of that section and are contained within the Standard Operating Procedures (SOP) Manual
for that section.

Commanders / directors / deputy directors are hereby required to establish SOP Manuals when the provisions of
this Manual are not sufficient for the purposes of the section. All SOPs are required to conform to policies and
procedures contained in the Manual. All personnel within the section for which the SOP Manual is established, are
bound by the dictates of that SOP Manual.

An electronic copy of each section SOP Manual will be provided to the Division Commander or Director in charge
of the section establishing the SOP Manual. Each member of the section will be provided access to the section
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SOP Manual via the Agency Intranet.

The SOP Manual will be kept current, with changes and updates being made as needed. Each SOP will be reviewed
at least annually by the current commander of that section, and all revisions or additions will be distributed up the
chain of command to be reviewed by the division commander. If changes are warranted, they shall be made and
the SOP updated at that time. If no changes are necessary, the reviewing commander shall notify their superior
officer and Planning & Accreditation by way of email that the SOP does not need revision. It will then be re-issued
with the current date, which will indicate the SOP has been reviewed during that year. The division
commander/director of the issuing section may disapprove or modify any provision of the SOP, subject to approval,
or delegation of approval authority, by the Sheriff or his designee.

0-010 AGENCY ALL HAZARDS PLAN (AHP)

The primary objective of the All Hazards Plan (AHP) is to facilitate order and continuity of police services during any
extraordinary situation. The rules, policies, and procedures contained in the AHP are binding upon all Agency
personnel who may be assigned duties associated with the Agency’s response to emergency incidents or disasters.
The Commander, Homeland Security and Intelligence Section, the designated Emergency Manager for CCSO,
shall have overall responsibility for ensuring that the contents of the AHP document are current, consistent with the
Agency’s policies, procedures, and best practices. Training requirements are contained in the Plan. The document
is to be reviewed annually.

An electronic copy of the AHP can be accessed via the Agency Intranet under the Resources tab.

0-011 AGENCY CONTINUITY OF OPERATIONS PLAN (COOP)

The Continuity of Operations Plan (COOP) provides procedures to be used by the Agency when emergency
conditions exist that affect the command structure of the Agency, the operation of the Agency facilities, and the
ability of the Agency to perform all functions available during normal circumstances. The COOP is a supplement
to the Agency’s All Hazards Plan. The Commander, Homeland Security and Intelligence Section, the designated
Emergency Manager for CCSO, shall have overall responsibility for ensuring that the contents of the COOP
document are consistent with the Agency’s policies, procedures, and best practices. Training requirements are
contained in the Plan. The document is to be reviewed annually.

An electronic copy of the COOP can be accessed via the Agency Intranet under the Resources tab.
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CHAPTER 1 - MISSION, GOALS, AND STANDARDS
1-001 INTRODUCTION

The Charles County Sheriff is established by the Maryland Constitution and the laws of the state in order to provide
law enforcement functions within Charles County. The CCSO is responsible for the maintenance of order and the
delivery of police services to the citizens of Charles County. The Charles County Sheriff's Office (CCSO) is
responsible for the care and custody of prisoners held in confinement within Charles County. The CCSO is also
responsible for the security of the courts and such enforcement actions and official document service as may be
required by a court. Also, the CCSO is responsible for the transportation, within Maryland, and return of prisoners
who are extradited from other states.

1-001.1 MISSION STATEMENT
The men and women of the Charles County Sheriff's Office are dedicated to service through superior performance.

We believe mutual respect, trust and pride in our organization, combined with traditional values and innovative
techniques, will ensure the community’s right to a safe environment.

1-001.1.1 VALUE STATEMENTS

The men and women of the Charles County Sheriff's Office are bound by the highest standards of conduct, as
exemplified in the following values:

PRIDE:

Professionalism — We believe in delivering a level of service which will reflect the pride we have in our community
and organization.

Respect — We believe in individual human dignity and the preservation of human rights under the rule and spirit of
law, always treating others as we would like to be treated.

Integrity — We believe in maintaining the public trust by holding ourselves accountable to the highest moral and
ethical standards.

Duty — We believe the protection of life is our highest priority.
Excellence — We are dedicated to service through superior performance.
1-001.2 GOALS OF THE AGENCY
The general goals of the men and women of the Agency are to:
e provide professional, effective, and efficient services to the citizens of Charles County;

e develop a partnership with the citizens and other government agencies to ensure the safety and security of
the Charles County community;

e deliver all services and conduct all activities of the Charles County Sheriff's Office in a fair and impartial
manner which assures all citizens the benefits of these services and activities; and to

¢ continually strive to achieve a living environment within Charles County which allows the County's residents
to go about their daily activities in safety and free from fear of criminal activities.
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Hereafter stated are the general goals of the Charles County Sheriff's Office. Each component of the Agency has
specific short-term and long-term goals. These components’ goals are the responsibility of the individual
commanders of each of the respective components. Commanders are charged with the responsibility of developing
and utilizing goals in the management of their respective components. Goals will be:

e written;
e reviewed at least annually;
e developed with the input of employees and others; and
e pursued with the vigor necessary to assure their timely accomplishment.
1-002 COMBINED STAFFING ASSESSMENT, STRATEGIC MANAGEMENT

PROGRAM (SMP), AND FISCAL YEAR BUDGET PROCESS

The Strategic Management Program is intended to provide for the formulation, review, and annual updating of
written goals and objectives for each division and its organizational components. This program is used in
combination with Agency Staffing Assessments and the Budget Preparation Process to focus the efforts and
resources available to the Charles County Sheriff's Office toward the accomplishment of the mission of the Agency.
The program is developed by the Sheriff and his Executive Command Staff, along with participation from Agency
employees. The Program has the following major functions:

o Workload and staffing assessment every four years, to include review of the allocation and distribution of
personnel;

e Creation of a current multiyear plan, which includes:

o short- and long-range Agency goals and objectives;
o anticipated staffing and population trends;

o anticipated personnel levels; and

o anticipated capital improvement and equipment needs.

e Creation of the annual Fiscal Budget for the Agency.

Fiscal year goals are to be submitted on the SMP Goal Suggestion Form #357. Goals are statements of what each
division component wants to achieve. Fiscal year goals should be focused and achievable during the targeted fiscal
year. Care should be taken not to set too many goals, as there is a risk of losing focus. Also, goals should be
designed so they do not contradict and interfere with each other.

Objectives are specific, quantifiable, time-sensitive statements of what is to be achieved and when it will be
achieved. Objectives should:

e Be measurable - What will happen and when?

e Be suitable - Does it fit as a measurement for achieving the goal?

o Be feasible - Is it possible to achieve?

e Have ownership - Are the people responsible for achieving the objective included in the objective-setting
process?
Example:
Goal: To recruit and hire qualified police officers.

Objective(s): Research and analyze job market opportunities and identify three potential market
opportunities by June 1.
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Conduct at least 1 recruitment meeting at specified locations quarterly.

Long-term goals should be listed at the end of the suggestion form. These are goals that enable long-term thinking,
may be less tangible, and usually are achieved over a longer period of time.

The SMP contributes to the production of three Agency documents and updates the AOM to reflect any changes to
the Agency’s Mission Statement and general goals. The documents produced as a result of this process are:

o A Staffing Assessment Report from each division,
e The Agency’s approved Fiscal Budget Book,
e The Agency Strategic Management Program Document.

The Executive Command Staff of the Agency will, each year, ensure the completion of the tasks necessary to
support the Staffing Assessment, Strategic Management Program, and Budget process. A Chronological Overview
Chart of the process is provided at the end of this Manual section. Work on this process will be for the fiscal year
one year in advance.

1-002.1 STAFFING ASSESSMENT, ALLOCATION, AND DISTRIBUTION

The intent of this policy is to provide for a means to calculate sufficient Agency staffing needs and provide for
allocation and distribution of personnel among and within organizational components based on the nature or number
of tasks, their complexity, and time required for completion. The process of allocating personnel to each
organizational component also permits the Agency to determine the overall number of personnel required to meet
its needs and fulfill its objectives.

The Commander / Director, Administrative Services maintains position descriptions and an up-to-date Agency
personnel staffing summary of all authorized positions, filled and vacant. This summary is available upon request
for use in completing staffing assessments. The Deputy Director, Human Resources Section, is responsible for
coordinating the Agency’s staffing assessment process and will provide guidance to members of the Executive
Command Staff and other Agency personnel, as needed.

Division commanders shall strive to ensure, within the confines of the annual budget, that each component under
their command is appropriately staffed, and that personnel under their command are properly allocated and
distributed according to a documented assessment of measurable activities within each component. These staffing
assessments will be conducted beginning in March every four years and used in conjunction with the SMP and
budget preparation process.

The method used to determine sworn staffing in patrol operations will differ from other components within the
Agency. Non-patrol division commanders will have their personnel use the CCSO Staffing Analysis Worksheet as
part of the process. The Patrol Division Commanders will use the Allocation Model for Police Patrol (AMPP) for
overall staffing assessment of sworn patrol operations. Both spreadsheet programs will be available on the Agency
Intranet.

1-002.2 NON-PATROL COMPONENT STAFFING ASSESSMENT PROCESS

During this process, division commanders / directors shall ensure a staffing assessment is made for each
component under their command. A separate Staffing Analysis Worksheet is to be completed by each component
employee, both civilian and sworn. As a result of these assessments, recommendations regarding additional
manpower or redistribution of existing personnel will be documented using the Component Staffing Assessment
Form #957. This form is to be completed by each unit supervisor or commander / deputy director / manager, as
delegated by the division commander. The person completing the Component Staffing Assessment Form shall
generally use the following component level assessment criteria:
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e Current staffing level: Identifies the current staffing level in the component (sworn and civilian).

e Staffing assessment: Provides an explanation of sufficiency or non-sufficiency of current staffing levels and
identifies any relevant staffing considerations within the next four years (i.e., long-term absences, positions
held vacant due to budget, rotational assignments, etc.).

e Quantitative staffing summary: Identifies and summarizes any quantitative methods used by the component
to assess staffing. If other methods in addition to the Component Staffing Assessment Form were
incorporated into the assessment, that information should be included here.

e Equalization of staffing analysis: Describes how the staffing is distributed within the component and its
impact on efficiency. Also describes any changes made since the last assessment and any impact on the
operation.

The completed Component Staffing Assessment Form #957 will be submitted through the chain of command to the
division commander / director. Section commanders / supervisors / managers will review, endorse, and/or comment
on their components’ reports. Division commanders / directors will review all the component reports, compile and
summarize the reports, and provide an endorsement as to the staffing issues and priorities for the division. The
division commander / director shall forward this information through the chain of command to the Sheriff in the form
of a written report by May 1 every four years. A copy of the report will be provided to the Deputy Director, Planning
and Accreditation.

1-002.3 SWORN PATROL OPERATIONS STAFFING ASSESSMENT AND
ASSIGNMENTS

With the use of the Allocation Model for Police Patrol (AMPP), the Patrol Division Commanders can estimate patrol
operations staffing level needs that are based on Agency established performance objectives and other relevant
factors. The model is intended to establish the number of officers needed to answer calls for service and then build
upon that to ensure enough officers are assigned to patrol operations to meet performance objectives. There are
four primary performance objectives for patrol operations used in this model. They include:

o Visibility of officers — The public, as they carry out their daily activities, like to see police officers. They
particularly like to see police officers in their neighborhoods. It is important for the police to be visible to
citizens in order to make citizens feel safe and to deter potential criminal activity. Therefore, this model
sets visibility objectives for patrol and determines how many officers need to be assigned to patrol to meet
these objectives.

e Ability to meet response time goals for Priority 2 calls — It is crucial for officers to be able to respond quickly
to a Priority 2 call. These calls involve potentially life-threatening situations. Therefore, the model takes
into account the number of officers who need to be assigned to patrol operations in order to meet the
Agency’s response time goal for Priority 2 calls.

e Ability to meet response time goals for Priority 1 calls — It is also important for officers to be able to respond
to Priority 1 calls in a timely manner in order to prevent the situation from escalating and to maintain citizen
satisfaction with the response. Therefore, the model also takes into account the number of officers needed
in order to meet the Agency’s response time goal for Priority 1 calls.

e Having an officer immediately available to respond to a Priority 2 call — The department must have officers
immediately available who can respond to a Priority 2 call for service. If all on-duty officers are busy on
other calls for service and activities, then the responses to Priority 2 calls will be delayed. Therefore, a
performance objective is set in this model for the percentage of Priority 2 calls for which there should be at
least one officer available to respond. This model then takes that percentage into account in determining
the number of officers that need to be assigned to patrol operations.
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This model also takes into account additional performance objectives that are set by the Agency. First, officers are
expected to spend a certain percentage of their on-duty time performing self-initiated or directed patrol activities
such as enforcing traffic laws, stopping suspicious persons, routine patrol of neighborhoods and business locations,
and patrolling locations known for criminal activity. Second, officers spend a certain percentage of their time on
administrative activities such as training, court time, meal breaks, and tending to their patrol vehicles. The model
takes these additional activities performed by officers into account when determining the number of officers who
need to be assigned to patrol operations.

As part of the assessment, the staffing numbers obtained through the use of AMPP can be compared with the FBI
national averages and the Maryland averages for officers per thousand citizens. These averages are available
online from the Crimes in the United States and Crimes in Maryland publications.

In considering the equalization of patrol operations assignments, officers transferred to patrol districts from other
assignments, including graduates from the Police Academy, should first be assigned to fill vacancies in the divisions’
patrol squads that exist at the time of transfer. All patrol operations assignment requests, including those of officers
currently assigned to patrol, will be reviewed by the division commanders. The commanders may take into
consideration the following:

e Manpower allocation and distribution needs (including special certifications such as Taser, FTO,
Intoximeter, DRE, Secondary Language, or rank, etc.);

e Performance evaluations;
e Seniority;
e Length of time on current shift;

e Recommendations by the officer's supervisor, taking into account where the officer can best serve the
Agency and the division; and

¢ Consideration of requests by the officer.
1-002.4 STRATEGIC MANAGEMENT PROGRAM (SMP) AND BUDGET PROCESS

The Strategic Management Program (SMP) requires the formulation and annual updating of written goals and
objectives for the Agency and for each major organizational component within the Agency. For purposes of this
policy, a "major component" is a division or other component depicted on the organizational chart as the first or
second level below the Agency's Office of the Sheriff.

The SMP process’ intent is to formulate effective strategies that take into account external influences (budgets,
citizen concerns, legislative / governing officials’ concerns, etc.) on the Agency and looks at short- and long-term
goals and objectives. The process helps to determine the Agency’s mission, to set priorities, to build on strengths,
and to correct weaknesses. Participants in the process should attempt to anticipate potential opportunities and
problems. The SMP process will be closely linked with the staffing assessment and budget process of the Agency.
Since many goals require the expenditure of Agency resources, the SMP process is designed to allow projected
goal resources to be requested during the budget process and approval received before the SMP document for a
particular fiscal year is finalized. It is important for time lines outlined in this program to be followed to allow this to
occur as designed.

Each division commander / director is responsible for the formulation of fiscal year written goals and objectives for
his particular organizational components and to have written multiyear goals and objectives that combine to form
the Agency’s Strategic Plan. The established goals and objectives will be continuously reviewed for completion,
needed updates, or changes.
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The Strategic Planning Process shall allow for input from all Agency personnel. The Agency Goal Suggestion Form
#357a is designed to solicit and collect this input. Commanders / directors, deputy directors, managers, and
supervisors should encourage their subordinates to contribute their ideas to the planning process. These goal
suggestion forms are to be gathered and evaluated by each division and used, as applicable, to assist in preparing
thoughts about goals and objectives for the Agency and each division and its components.

An SMP overview will be provided to the Executive Command Staff and selected members of their staff in early
July of each year. The Deputy Director, Planning & Accreditation will provide instructions for preparing draft goals,
objectives, and time lines. The Deputy Director, Budgeting will provide guidance regarding the budget process.

Division commanders / directors will prepare the first draft of their goals and objectives on the SMP Goal Suggestion
Form #357 and provide an electronic copy to the Chief of Staff or their respective Assistant Sheriff and the Deputy
Director, Planning & Accreditation by mid-August of each year. This first draft need not include budget information.
The Deputy Director, Planning and Accreditation will compile the first draft of the SMP document by no later than
August 31 of each year and provide the Chief of Staff, Assistant Sheriffs, division commanders / directors and the
Deputy Director, Budgeting with an electronic copy.

Each division commander / director will review the first draft to ensure accuracy and will complete required fact
finding and gather financial information needed for the budget process, to include, but not limited to: staffing costs
from Budgeting, item costs from the Quartermaster, and computer-related costs from IT. This information will be
provided to the Deputy Directors of Planning and Budgeting by September 1 of each year. The Deputy Director,
Planning and Accreditation will incorporate this information into the second draft of the SMP document and provide
an electronic copy of the new draft to all Executive Command Staff members and other Agency personnel who will
be attending the SMP conference.

An SMP conference will take place in early- to mid-September of each year as scheduled by the Chief of Staff.
Members of the Executive Command Staff and other staff, as needed, should attend the conference. The first item
on the agenda will be a review of the Agency’s Mission, Goals, and Values as written in the AOM and any
suggestions for changes or updates made. The Deputy Director, Planning & Accreditation will be responsible for
making any updates needed to the AOM.

As part of the conference, division commanders should be prepared to discuss their reports pertaining to the status
of goals and objectives from the most recent fiscal year. The second draft of the SMP document will then be
reviewed and current division / component suggested goals and objectives may be openly discussed. Priorities,
goals and objectives may be refined, changed, or deleted as needed. The Deputy Director, Planning will note any
suggestions or changes needed. After goals have been reviewed, the Deputy Director, Budgeting will discuss the
up-coming budget process and answer any questions about the overall process and completion of forms used
during the process.

The Deputy Director, Planning will make whatever changes may be needed to compile the third draft of the SMP
document and submit an electronic copy to members of the Executive Command Staff. With the concurrence of the
Executive Command Staff, the Deputy Director will then publish the third draft of the SMP document on the Agency
intranet no later than October 15 of each year. The published document will contain additional supporting data to
include current and anticipated staffing levels and workload levels in relation to County population trends. This
additional data may be obtained through the Crime Analysis Function, the Administrative Services Division and/or
the Charles County Department of Economic Development.

Between October 15-31 each year, the Deputy Director, Budgeting will provide other required budget request forms
to division commanders / directors (contracts, supplies, etc.).

By the end of October of each year division commanders / directors, with input from other staff, will complete grant
requests and submit them through the chain of command to Deputy Director, Planning and Accreditation.

The SMP and budget requests will be combined into draft one of the SMP and Budget document. This document
will be presented to the Sheriff, Chief of Staff and Assistant Sheriffs for their review. Work sessions, with the Deputy
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Director of Budgeting, will be conducted as needed to make any necessary adjustments. Draft number two of the
combined document will then be created by the Deputy Director, Budgeting. The Deputy Director, Budgeting will
access the County’s online budget software in mid-November to enter operating requests.

By December 1 of each year the Sheriff's Office preliminary budget requests will be compiled and finalized online
with the County’s Fiscal Services for initial review by the County Commissioners. In mid-December, the Deputy
Director, Budgeting will supply to the Deputy Director, Planning and Accreditation an updated SMP document that
reflects the items being requested. The Deputy Director, Planning and Accreditation will update the SMP document
on the intranet.

From December to May of each year, County budget work sessions are held with the County Commissioners and
their staff. During April and May of each year, public hearings are held concerning the overall County budget,
including the Sheriff's Office budget.

During May through June of each year, budgets are adopted, goals and objectives are reviewed, and performance
measures for each goal are recorded and forwarded to the County’s Budget Office.

In June each year, the Deputy Director, Planning and Accreditation will publish the final SMP document as a working
document for the upcoming fiscal year beginning July 1. The final document will reflect input from the Deputy
Director, Budgeting regarding items adopted in the budget.

During June through July of each year the final approved Budget Book is prepared upon acceptance and approval
of the Strategic Management Plan and budget documents by the Sheriff.

Each division commander / director shall ensure review and follow-up on the goals and objectives in the final
Strategic Management Program document. At the end of each quarter during the fiscal year, each division
commander / director shall submit to the Chief of Staff or their respective Assistant Sheriff and to the Deputy
Director, Planning, a brief written summary of the progress made, problems with, revisions needed, or
accomplishment of, their goals and objectives.
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1-002.5

CHRONOLOGICAL OVERVIEW OF THE SMP AND BUDGET PROCESS

March 1 of every 4 years

Division Commanders will begin the staffing assessment process within their divisions.

May 1 of every 4 years

Division Commanders will present a written staffing assessment report. This report will be submitted through the chain of
command to the Sheriff. Copy to Deputy Director, Planning.

July 1 to June 1 of each year

Goal suggestion forms are gathered and evaluated by the various commands, and the staff of each command works on
development of goals, objectives, and time lines.

Early July of each year

Overview of SMP provided to Executive Staff and selected members of their staff by the Deputy Director, Planning &
Accreditation and Deputy Director, Budgeting.

By mid-August of each year

Division Commanders will prepare the first draft of their goals and objectives on the Agency Goal Suggestion Form and
provide an electronic copy to the Chief of Staff or their Assistant Sheriff and the Deputy Director, Planning &
Accreditation.

By August 31 of each year

Deputy Director, Planning & Accreditation will compile the first draft of the SMP Document for the following fiscal year
and send a copy electronically to each member of the Executive Staff and the Deputy Director, Budgeting.

Prior to SMP Conference each year

Planning & Accreditation compiles the second draft of the SMP Document with changes, additions or deletions.

Early- to Mid-September of each year

SMP Conference meeting takes place at a time and place as set by the Commander, Executive Services Division.

Mid-September to October 1 of each
year

Members of the Executive Staff will complete required financial information and fact findings. Staffing costs, items cost
from Quartermaster and related computer information from Information Technology.

By October 1 of each year

Cost gathering is provided to Budgeting and Planning.

October 15 of each year

Planning & Accreditation publishes the third draft of the SMP Document on the intranet. Information supplied by the
various members of the Executive Staff as a result of the cost gathering.

Between October 15 to October 31 of
each year

Other budget request forms to Commander (contracts, supplies, etc.) - Section 5, 6, 7, and 8.

By end of October of each year

Completed budget request forms due to Budgeting, including current grants.

End of October - Early November of each
year

SMP and budget requests consolidated - Draft #1.

Early November of each year

Budget Draft #1 given to Sheriff and Assistant Sheriffs for their review. Work sessions to make any changes or cuts. Planning
& Accreditation in attendance. Draft #2 is generated with changes.

Mid-November of each year

Budgeting online access to County's budget software for entry of operating requests.

December 1 of each year

Sheriff's Office requested preliminary budget finalized online to the County's Fiscal Services for their initial compilation for
County Commissioners’ review.

Mid-December each year

Deputy Director, Planning and Accreditation re-publishes SMP document on Agency intranet reflecting updates from
Deputy Director, Budgeting regarding budget requests.

December - May of each year

County budget work sessions with Commissioners and County Budget staff.

April - May of each year

Public hearing for County budgets, including Sheriff's Office.

May - June of each year

Budgets adopted. Goals and objectives reviewed; and performance measures for each goal are recorded and forwarded
to the County's Budget office.

June of each year

SMP Document reflecting items adopted in the budget, is re-published as a working document for the up-coming fiscal
year beginning July 1.

October, January, April and July of each
year

Division Commanders will present a brief written summary of the progress made, problems with, revisions needed, or the
accomplishment of goals and objectives, directed through the chain of command to the Sheriff.

June - July of each year

Final Approved Budget Book prepared.

NOTE: Budget dates are subject to change, based on the County Commissioners’ calendar and approval.

NOTE: All dates contained within this section are expected to be adhered to as published; however, it is to be understood that changing circumstances of law
enforcement operations may impact all or any component's ability to comply in every case. It is also possible that dates for all components may need to be adjusted
to compensate for special events, natural disasters, or other causes. In any of these cases, the Chief of Staff may make such adjustments as necessary. Such
adjustments will be in writing from the Chief of Staff to the Executive Staff.

From the SMP process

1-003

From the Budget process

AGENCY SUCCESSION PLAN

Succession planning is the process of preparing employees of the Agency for leadership roles. This process
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should provide individuals with the training, mentoring and support necessary to assume an essential role within
the Agency when a vacancy occurs.

The Agency Succession Plan will allow the Agency to cultivate a crop of employees who, when ready, can
assume a leadership position within the Agency. The Agency Succession Plan will also help preserve the
continuity of operations within the Agency, by providing a group of employees ready to assume leadership
positions at a moment’s notice.

1-003.1 OVERSIGHT OF THE AGENCY SUCCESSION PLAN

The Agency Succession Plan shall fall under the sole purview of the Sheriff. The Agency Succession Plan will be
tailored by the Sheriff in order to best meet the needs of the Agency as a whole. These needs can include
accounting for attrition within the Agency, ensuring the Agency is able to maintain continuity of operations when
an essential position is not filled and any other needs as determined by the Sheriff.

At the discretion of the Sheriff, the Executive Command Staff may also provide insight during the planning,
implementation and adjustment of the Agency Succession Plan.

1-003.2 ESSENTIAL POSITIONS

Essential positions include, but are not limited to:
e  Sheriff
e Chief of Staff
e Assistant Sheriff of Operations
e Assistant Sheriff of Administration
e Assistant Sheriff of Field & Support
e Division Commanders
e Section Supervisors
e Administrative Sergeants
e Director, Charles County Detention Center
e Deputy Director, Charles County Detention Center
e Accreditation Manager
e Grant Coordinator
e Property Management personnel
¢ Office of Professional Responsibility personnel
e Information Technology personnel

1-003.3 PLANNING FOR AGENCY ATTRITION

The Agency has a number of ways to prevent the negative effects of attrition.

e The Deferred Retirement Option Program (DROP) allows the Agency to plan ahead for anticipated
openings in sworn positions. Awareness of retirement, sometimes years in advance, allows the Agency
to strategize and keep essential positions filled at all times.

e When an employee in an essential position alerts the Sheriff that they intend to separate from the
Agency, the succession plan will be utilized to ensure that the essential position remains filled.

The Sheriff, or his designee, will work with the Agency Human Resources Section and the Agency Budgeting
Section to determine the most effective way to address attrition within the Agency. This could include, but is not
limited to:

e Early or acting promotions of personnel;

e Early hiring of personnel; and

e Hiring additional sworn officer candidates, potentially over authorized strength.
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1-003.4 DEVELOPMENT AND MENTORSHIP OF EMPLOYEES

Some key characteristics in succession plan candidates are:
e Interest in assuming an essential position within the Agency;
e Documented ability to successfully manage challenging tasks; and
¢ Evidence of taking initiative to improve performance throughout their careers.

Employees should be encouraged to attend courses that expand their skillsets and give them experience and
insight into leadership positions. These courses and trainings include, but are not limited to:

e Leadership in Police Organizations (LPO);

e The Law Enforcement Executive Development Seminar (LEEDS);

e The FBI National Academy;

e The FBI Trilogy Training;

o FBI Executive Leadership School;

e Maryland Sheriffs and Chiefs — Aspiring Leaders Training;

e Charles County Sheriff's Office — Leadership Program;

o Northwestern University SPSC;

e Johns Hopkins University Training; and

e ICS training.

1-100 STANDARDS

Standards are yardsticks by which an agency or individual may be measured in order to determine if an expected
level of achievement or excellence is met. Hereafter are listed the standards by which the Charles County Sheriff's
Office and its personnel will be measured. Although it could be argued that no person or agency will completely
achieve the standards, it is nonetheless expected that all personnel will continually work and strive to do so.

These standards are not to be considered in the abstract. Instead, each employee should personally work to
achieve the degree of excellence of performance necessary to meet them. Purposeful shortfalls will be grounds for
disciplinary action; however, this is not the primary reason for their existence. These standards are primarily
intended to set the tone of service expected from all Charles County Sheriff's Office employees.

1-100.1 OATH OF OFFICE

All personnel, prior to assuming sworn status as active law enforcement officers, shall take an oath of office to
enforce the laws of Charles County and State of Maryland and to uphold and defend the Constitutions of the State
of Maryland and the United States. The “Oath of Office of a Deputy Sheriff” as executed by the Clerk of the Circuit
Court for Charles County is to be used for this purpose. The oath of office is administered to police recruits prior to
graduation from the Southern Maryland Criminal Justice Academy. However, by order of the Sheriff, police recruits
shall not legally exercise the authority of a police officer or deputy sheriff until being issued a provisional or standard
certification by the Maryland Police Training and Standards Commission under the authority of the Charles County
Sheriff’s Office.

1-100.2 AGENCY IDENTIFICATION

All employees are issued an Agency photo identification card which is to be carried at all times while on duty. With
the exception of police recruits, sworn employees of the Agency are considered to be always available to perform
the duties of their office. Sworn employees will carry their badge and identification card on their person whenever
they are armed. When on duty or acting in an official capacity, employees will display their ID and give their name
and identification number to anyone who requests them. This does not include officers in covert assignments or
those in assignments which would be jeopardized by divulging such information.
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1-101 ETHICS

Maryland Public Ethics Law sets standards of conduct for State and local government officials and employees to
guard against improper influence on public officials or the appearance of conflict of interest through programs of
financial disclosure, lobbying disclosure and regulation, approval of local government ethics requirements, ethics
law advice and training, and ethics law complaint investigation.

A basic role of government is to provide an environment conducive to human growth and endeavor, free from
artificial or arbitrary intrusion. To that end, laws are made and enforced for the common good of society. It is the
role of the police to stand as the defender of that social contract between citizens and their government. To
accomplish this goal, certain professional and personal traits are essential; therefore, members of the Charles
County Sheriff's Office shall:

e protect and safeguard lives and property; and
e protect the community from deception, oppression, intimidation, violence, and disorder; and
e support and protect the constitutional rights of all citizens to liberty, equality, and justice; and

¢ maintain exemplary personal traits of honesty, morality, self-restraint, courage, obedience to the law, and
respect for the rights and liberty of all persons; and

e recognize the badge and oath of office as a personally binding commitment to public office, public trust,
and professional ethics, surmounting personal feelings or prejudices that may denigrate one's oath; and

o professionally execute official duties, regardless of the race, sex, religion, or financial status of persons
requiring assistance; and

e display a commitment to law enforcement with courtesy, without fear or favor, malice or ill will, without using
unnecessary force, and without accepting gratuities.

An official or employee may not retaliate against an individual for reporting or participating in an investigation of a
potential violation of the Maryland Public Ethics Law.

All employees are subject to the Maryland Public Ethics Law, which is in Title 5 of the General Provisions Article
of the Maryland Code. The Training Division will be responsible for providing ethics training to all Agency
personnel at least biennially.

1-102 USE OF DISCRETION BY SWORN OFFICERS

Discretion is defined as the freedom or authority to make decisions and choices within legal confines. Sworn officers
are expected to use reasoned and impartial discretion in the performance of their duties. Recognizing that some
decisions will be especially difficult and made in emergency situations, officers are legally, professionally, and
personally bound to exercise those judgments within the confines of their oath of office and their obligations to the
law, the Office of the Sheriff, and the citizens of Charles County.

When an officer in the performance of his duty elects to exercise discretion, he must consider:

all the facts and circumstances surrounding a particular event;
the seriousness of any criminal offense(s) committed;
mitigating circumstances; and

the interests of the public and the Agency.
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The use of discretion shall be considerably limited in domestic violence and felony cases. Officers will be held
accountable and must be prepared to justify their actions in these incidents. Greater leeway in the use of discretion
is permissible in the investigation of misdemeanors, civil offenses, and juvenile cases, especially when dealing with
status offenders.

1-103 UNBECOMING CONDUCT

Employees are held bound to avoid excessive, unwarranted, or unjustified behavior that would reflect poorly on
themselves, the Office of the Sheriff, or the Charles County Government, regardless of duty or work status.

1-103.1 UNPROFESSIONAL LANGUAGE

Employees will refrain from using harsh, violent, profane, or derogatory language, which would demean the dignity
of any person.

1-104 USE OF FORCE

Sworn officers may find they need to use physical force in situations which cannot be otherwise controlled.
Reasonable force may be used when other alternatives have been exhausted or would clearly be ineffective
under the particular circumstances. In no instance may the use of force be more than is necessary to achieve a
lawful purpose.

Non-sworn personnel of the Agency may only use force in circumstances where an ordinary citizen would be
justified in using force to protect themselves from attack or in situations that would be justified by law.
Employment with the Agency does not convey authority to carry or use weapons of any kind to non-sworn
employees (except that, corrections officers shall carry and use weapons as required by a particular job
assignment).

1-105 DE-ESCALATION

If time, circumstances and safety permit, employees should attempt to gain compliance through de-escalation as
opposed to the use of physical force. De-escalation could slow down or stabilize encounters to allow for more
resources or options to better resolve the conflict. Examples of de-escalation techniques include but are not
limited to the use of advisements, warning, or persuasion.

1-106 INTEGRITY

The personal and collective integrity of the Charles County Sheriff's Office is one of the foremost responsibilities of
all employees. The dishonesty of a single employee may impair public confidence in the entire Agency.

1-107 RELATIONS WITH VENDORS AND CONTRACTORS

All employees representing the Agency in business transactions with outside business organizations or private
vendors shall conduct themselves in a fashion that reflects favorably on them and the Charles County Sheriff's
Office. The acceptance of gratuities or benefits of any kind is prohibited.

Agency resources will not be committed to furthering the work of a prospective contractor or vendor prior to the
formation of a contract. Employees will be aware of, and conform to, the conflict of interest provisions of the
Maryland Public Ethics Law.

1-108 ENDORSEMENTS

Employees are prohibited from using their official capacity, title, or position to endorse any products, organization,
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program or service without the expressed permission of the Sheriff.

Officers are prohibited from representing themselves in an official capacity, either in or out of uniform, before any
hearing or licensing board when their appearance before such a board is not an official act, required of them as a
member of the Charles County Sheriff's Office and authorized by the Sheriff or his designee.

1-109 PRIVATE COMPENSATION OR REWARD

No compensation, reward, or other consideration from private sources shall be solicited or accepted by members
of the Charles County Sheriff' Office, without specific permission from the Sheriff. When presented with an individual
reward or compensation, the employee shall explain that individual compensation is not allowed. If the citizen or
business insists, accept it and forward it through the chain of command to the Sheriff with a memorandum detailing
why and how the reward/gratuity was received.

1-109.1 DONATIONS TO THE AGENCY

Donations to the Agency, without reference to specific employees, do not have the same rules as donations to
individuals, but may still generate ethical concerns. As a general rule, the more broad the donation, the less of
an issue is presented. For example, there is no issue if an organization or individual brings donuts to District | on
Tuesday, brought donuts to a high school on Monday, and is taking donuts to a fire station on Wednesday.
Donations to the Agency should be handled by a supervisor and forwarded through the chain of Command to the
Commander of Executive Services. Donations intended as a thank you for a particular event should be politely
discouraged. When possible, employees receiving donations to the agency should obtain contact information for
the donor. In the case of a cash donation, the Executive Services Commander will submit to finance to deposit
accordingly. The Executive Services Commander will forward non-cash donations to the Sheriff to determine
disposition.

No policy can cover every scenario an employee of the Charles County Sheriff’'s Office might encounter. You may
be required to exercise your best judgment to determine if what the citizen or business is offering is a donation to
the agency as a whole, which is allowable, or is an individual compensation to an employee, which is not.
Request guidance from a supervisor or superior officer if necessary, to make a determination.

1-109.2 DONATIONS OF PERISHABLE ITEMS

When possible, the employee presented with a donation of perishable items should ask if the donor is providing
similar services to other entities. If the donor is providing similar services to other entities, the perishable items
may be accepted and shared.

1-109.3 DISCOUNTS ON GOODS AND SERVICES

Businesses sometimes offer discounted goods and services to members of police agencies, first responders or
military. Many do this as a broad gesture of appreciation for the jobs these employees perform.

Because the businesses afford this gesture to job types as a whole and it is not intended as an individual gratuity,
this is allowable. However, under no circumstances will an employee expect such discounts and will always be
prepared to pay full price for any item or service. An employee of the Charles County Sheriff's Office shall not
use his employment to solicit favors or discounted goods or services from any business or vendor at any time
whether on- or off-duty. To do so is unprofessional, unethical, and may subject the employee to disciplinary
action.

Nothing in this policy is meant to prohibit an employee from negotiating in good faith the purchase of goods or
services which are normally negotiable; i.e., homes, vehicles, etc. Further, it does not prohibit an employee from
soliciting funds, goods, or services on behalf of a fraternal or civic organization while acting as a member of, or on
behalf of, that organization.
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1-109.4 JURY DUTY

Jury duty is the civic responsibility of every eligible citizen. It is usually expected that when called, members of this
Agency will serve. Employees with a personal need to be excused will present their request directly to the courts.

Any employee summonsed for jury duty will notify his supervisor without delay and provide that supervisor with a
copy of the jury duty notice. The supervisor will forward a memorandum, with a copy of the notice attached, up the
chain of command to the Division Commander.

Employees who report for jury duty will be permitted to be absent from their duties, as needed, without loss of pay
or a charge against any leave. Employees selected to serve on jury duty will be allowed to retain the jury duty fee
for associated expenses.

If an employee is selected to serve as a juror for a trial, they will not be required to report for any shift that begins
on the same date. The employee shall report for duty if the employee’s service as a juror is not required or upon
completion and if more than half of their shift remains, including travel time. If the employee is scheduled to work
evening shift, they will report to work as scheduled once released from jury duty. Employees who are scheduled to
work midnight shift and are required to report for jury duty the following morning, will not be required to work that
midnight shift.

Employees selected to serve in a grand jury will be permitted to be absent from their duties, as needed, without
loss of pay or a charge against any leave for each day of service during a scheduled workday.

1-109.5 WITNESS FEES

When an employee is to receive witness fees and/or travel and related expenses for testimony in a court case or
other proceeding arising out of the exercise of his official duties, the employee may choose to:

. Attend the hearing on his own time (leave or day off) using his own transportation and accept any witness
fees and expenses offered; or

o Attend the hearing during duty hours or as overtime, using a Sheriff's Office vehicle for transportation, and
in this case the employee will turn over any witness fees and associated travel and expense allowance to
the Commander / Director, Administrative Services for deposit to the Sheriff's operating fund.

When an employee is to receive witness fees and/or travel and related expenses for testimony in a court case or
other proceeding not arising out of the exercise of his official duties, the employee, will be on his own time (leave
or day off), and may retain the witness fee and expenses.

1-109.6 USE OF LABOR FOR PUBLIC PURPOSE
The following persons who are supervised by Agency personnel will be used only for public purposes:

employees;

contractors;

volunteers;

Volunteers in Community Service;

Charles County Detention Center trustees;

any other trustee or prisoner;

persons who otherwise serve under the supervision of an employee; or

a person who could reasonably be expected to believe he/she was subject to obey the request or direction
of the Agency employee because of the employee’s position with the Agency.
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They will only be required and/or allowed to accomplish work which is primarily the responsibility of the Agency or
falls within the discretionary responsibilities of the Agency as dictated by Agency policy or order of the Sheriff or
designee.

Such persons shall not be used for work which is a personal benefit to the supervising employee or any other person
who is not designed to be a recipient of such benefit because of Agency responsibilities or policy. No employee of
the Agency may personally receive, directly or indirectly (through a family member or business interest), any
compensation or other benefit as a result of the work or activities of persons supervised in the context of Agency
employment.

1-110 COURTESY

Courtesy in public contacts encourages understanding and appreciation; discourtesy breeds contempt and
resistance. A courteous demeanor is entirely consistent with the firmness and impartiality that characterizes
professional law enforcement employees. Employees shall display a fair, impartial, and professional attitude toward
the public and perform work tasks in a business-like manner. Employees shall, in the normal course of their duties,
address and deal with people in a courteous and respectful manner. This section should not be interpreted to
prevent employees, in an emergency situation, from issuing commands or orders in an authoritative manner.

1-111 COMPLIANCE WITH LAWFUL ORDERS

The Charles County Sheriff's Office is organized within a clearly defined hierarchy of authority. This is consistent
with the Agency goal of maintaining efficient law enforcement operations. It is expected compliance with lawful
orders will be positive and reflect a willingness to serve. Compliance with lawful orders is a condition of employment.
A lawful order is any direction given to an employee, by another employee of the CCSO who is superior in rank or
position within the Agency, providing the order is:

o within the general realm of the duties defined by the employee’s job description or because of exigent
circumstances could reasonably be expected to be performed by the employee because of a responsibility
thrust upon the CCSO by the circumstances; and

e not in direct violation of any Agency policy, providing the person giving the order does not have the
discretionary authority to disregard in the instant circumstances; and

e not in violation of any law, regulation, or ordinance, providing such law would impact the instant
circumstances.

An employee who is found to be wrong in refusing or failing to comply with a lawful order is insubordinate, and will
be subject to disciplinary action, up to and including dismissal from employment. The employee could also face
civil action, from sources other than the Agency, for failing to perform required duties.

If the receiving employee is found to be correct, and the order is unlawful, the employee will suffer no adverse
action. In these cases, an investigation will be conducted to determine why the unlawful order was given. This
investigation will be the responsibility of OPR. Results of this investigation may cause the creation of, or modification
of, a training program; the remedial training of an employee or employees; or some form of disciplinary action, as
may be warranted for the employee issuing the unlawful order.

In cases where an employee receives an order which conflicts with a previous order, the employee shall notify the
person giving the conflicting order of the conflict. If the person giving the conflicting order indicates the second
order is to be complied with, the employee shall comply with the second order and notify the person giving the first
order of the circumstances of the conflict. This notification shall be completed as soon as practical and may initially
be given verbally, but shall be followed up in writing within 72 hours. The person giving the second order shall be
responsible for any circumstances or consequences arising from the conflict and shall bear full responsibility for the
employee’s lack of compliance with the first order.
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For the purposes of determining who is in a position to give a lawful order, sworn and corrections officers are
organized into a rank structure which defines this authority. Civilian personnel derive their authority to supervise by
their position and responsibilities in the organization, as published in the AOM. Regardless of position, no civilian
shall exercise direct operational supervision of sworn personnel in matters which impact the officer’'s sworn authority
or powers of arrest. Civilians may exercise administrative supervision of sworn employees when it is appropriate
to their position within the organization.

Failure to comply with a lawful order or directive is a serious breach of organizational discipline. Such violations
will subject the employee to disciplinary action, which may include termination of employment.

1-113 ATTENTION TO DUTY

All employees are expected to maintain a strong personal commitment to the proper performance of their duties.
Sworn employees are considered subject to duty at all times and in all places within the geographical area of their
authority. Sworn employees may be considered "off-duty" at times when they are not assigned specific work hours,
but are responsible to assume a duty which presents itself and is within the scope of the essential functions of their
positions.

1-114 FINANCIAL OBLIGATIONS

Employees are expected to avoid incurring financial obligations which are beyond their ability to reasonably satisfy
from their anticipated earnings. Employees shall pay their just debts and shall not sell or assign their salary. Neither
shall employees refuse to promptly pay all legitimate indebtedness, claims, and judgments and they shall satisfy all
executions which may be held against them.

1-115 IMMORAL CONDUCT

Employees shall maintain a level of moral conduct in their personal and business affairs which is in keeping with
the highest standards of the law enforcement community and the community at large. Employees shall not
participate in any incident involving moral turpitude which impairs their ability to perform their duties or causes the
Charles County Sheriff's Office to be brought into disrepute.

1-116 ASSOCIATIONS

Employees shall avoid regular or continuous associations or dealings with persons whom they know, or should
know, are persons under criminal investigation or indictment, or who have a reputation in the community or the
Agency for present or past involvement in felonious or criminal behavior, except as necessary for the performance
of official duties, or where unavoidable because of other personal relationships of the employees.

1-117 FUNCTIONAL COMMUNICATION / COOPERATION

With the understanding that many times official Agency business is confidential in nature and that all employees
must adhere to confidentiality policies elsewhere in this Manual, the Charles County Sheriff's Office encourages
and supports the exchange of information among all Agency functions and personnel for the purpose of coordinating
Agency activities. There are a number of ways to communicate information, such as:

attendance of investigative personnel at patrol shift briefings;
holding staff meetings;

use of email messages;

use of voice mail and other electronic systems; and

use of bulletins and newsletters.

Employees shall coordinate their efforts with all other employees of this Agency and the Charles County
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Government with the objective of ensuring maximum achievement and continuity of purpose through teamwork. All
employees are charged with the responsibility of fostering and maintaining a high degree of cooperation, both within
the Agency and in association with other law enforcement agencies and government departments.

1-118 AID TO FELLOW EMPLOYEES

In the performance of their duties, no employee shall fail to aid, assist or protect a fellow employee to the full extent
of the employee's capability, being mindful of established rules and procedures which may bear upon the existing
circumstances.

1-119 REPORTING FOR WORK

Employees shall report for work at the time and place required by assignment or instruction. They shall be properly
attired and equipped and prepared to fulfill their duties. They shall give their undivided attention to orders,
instructions, directions, and any other information directed to them or generally to employees.

1-120 INSPECTIONS

In order to fulfill the responsibilities of office, the Sheriff must at all times be familiar with the condition of facilities,
equipment, and personnel within the Charles County Sheriff's Office. To maintain this familiarity and awareness,
there is established a system of inspections. The system includes the inspection of personnel, equipment, vehicles,
supplies, office space, and other physical locations used or occupied by the Office of the Sheriff. All command and
supervisory personnel are charged, on both a random and scheduled basis, to continually inspect all that falls within
their respective areas of responsibility.

Each commander shall, when assuming a command, inventory the entire command and accept responsibility for
all he finds at his disposal as a result of assumption of command. In like manner, each commander, in preparation
for turning over a command to another, shall inventory his command and formally give an accounting of that which
is to be turned over. Each such inventory shall include personnel inspections, as well as equipment, supplies,
vehicles, and physical spaces occupied by the command.

Commanders shall conduct a bi-annual physical inventory of all supplies, equipment and vehicles. All physical
spaces, personnel, equipment and vehicles shall be inspected at least quarterly by commanders. Supervisors shall
monitor physical spaces, personnel, equipment and vehicles continually and shall conduct formal inspections at
least monthly. All inspections shall be documented and the documentation maintained by the commander or his
designee. Inventories will be conducted as prescribed in Section 3-306 of the AOM.

Discrepancies found as a result of the inspection process shall be corrected as they are found if the corrections are
within the realm of the inspector's authority and resources. If not, they are to be brought to the immediate attention
of the inspector's commander.

All equipment, uniforms, supplies, vehicles, physical spaces and all other things owned or under the control of the
Charles County Sheriff's Office, which are assigned to the keeping of an individual employee, are subject to
inspection and audit by both Sheriff's Office personnel and outside agencies who have been given the authority to
conduct audits. If an individual employee under these circumstances places any personal security device in place,
the employee's immediate supervisor will be supplied with the means to access the security device for purposes of
inspection. Any personal property of any kind which is placed within the vehicles or physical spaces owned or
controlled by the Sheriff is the responsibility of the individual employee placing it there. The CCSO assumes no
responsibility or liability for such items. All such items are subject to the inspection procedure of this Agency. No
item which would violate any rule, policy or law by its possession or use will be allowed in vehicles, physical spaces,
or in the possession of employees of the Charles County Sheriff's Office.
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1-121 TRAINING

Training is an on-going process critical to the continued effectiveness of any organization. All employees are
encouraged to utilize available training programs to improve their knowledge and skills in the areas of their
respective career responsibilities. Some training is mandatory for certain employees. For example, mandatory
annual training, including firearms and weapons training, is required for each sworn officer in order to meet the
Maryland Police Training and Standards Commissions’ (MPTSC) certification. Personnel who have such a
requirement must fulfill it.

The Agency will provide for all required training programs on at least an annual basis through the Training Division,
Southern Maryland Criminal Justice Academy (SMCJA), roll-call training, outside training opportunities and other
means. Required annual training will include a review of the Agency’s use-of-deadly force policies, significant
changes in other policies and a review of local, state and relevant federal law changes. A legal update document
shall be provided to all sworn officers by no later than September 1 of each year by the Office of General Counsel.
All supervisors / commanders of sworn personnel shall review the legal updates with their subordinates and instruct
personnel concerning significant changes in the law. Supervisors / commanders shall ensure that this instruction
be documented on either a training roster or on a Report of Training Form #182.

All training, other than in-service training, will be documented on the Form #182 and submitted to the Training
Division. All Agency training records shall be maintained by the Commander, Training Division.

1-122 EMPLOYEE HEALTH AND FITNESS

The CCSO encourages all its employees to engage in appropriate exercise, periodical physical exams, and good
nutritional habits as part of an overall healthy and physically fit lifestyle.

All persons must be able to perform the essential functions of their respective positions. It is therefore the
responsibility of individual employees to maintain a level of physical conditioning which allows them to perform as
required. All Sheriff's Office employees have access to the physical fitness facilities at Headquarters and other
Agency locations, and an Employee Fitness Program, described elsewhere in the AOM, has been created to assist
employees achieve their fithess goals. Fitness charts are located on the Agency Intranet.

Police and correctional officers are routinely placed in situations which have the potential to become dangerous
and/or physically demanding, and maintaining an appropriate level of physical fithess is essential. It is not
uncommon for long periods of sedentary activity to be immediately followed by physically and mentally demanding
situations. All sworn and correctional officers are encouraged to be fit as described in the Cooper Institute
guidelines, which are available on the Agency Intranet and elsewhere in policy.

The Agency’s goal is not solely to ensure that police and correctional officers are physically prepared to perform
their duties, but to create an environment within the Sheriff's Office where healthy habits are encouraged for all
employees, both personally and professionally.

1-122.1 EMPLOYEE ON-DUTY EXERCISE TIME

All Sheriff's Office employees are afforded one and one-half hours of on-duty exercise time per work week when
practical and approved by their supervisor. This time does not accumulate; if the employee is unable to exercise
due to work constraints during the work week, the one and one-half hours for that week does not carry over.
Supervisors and commanders will make every effort to facilitate the on-duty exercise periods and encourage their
subordinates to maintain a healthy lifestyle. Contractual agreements with active members of EST / ERT and any
other special teams will not be affected by this policy; however, those already permitted on-duty time for exercise
will not be granted this additional one and one-half hours.

An employee utilizing the on-duty exercise period may choose to exercise at one of the Agency owned and
maintained facilities or may choose to use other facilities such as a personal gym or running / walking at a park. In
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either event, the time allotted for this purpose is designated to be used to exercise while on duty and not meant to
be compensation for periods of time the employee exercises while off duty.

Since the employee is still on duty during this exercise period, they are subject to having their exercise time canceled
and being called back to work by their supervisor if necessary. Because employees are subject to call back, any
request to use this time to exercise at a location outside of Charles County will be denied.

1-123 TRUTHFULNESS

The nature of employment with a law enforcement agency requires that all employees be honest and trustworthy in
all their personal and official business. The employees of this Agency are required, as an essential function of their
positions, to give truthful answers to questions asked regarding official matters. No employee shall knowingly
exclude information, which by its omission would be misleading or fraudulent. False and/or misleading statements
are grounds for termination of employment.

1-124 LOITERING, SLEEPING, MALINGERING ON DUTY

No employee shall loiter, sleep or malinger on duty, or in any other manner shirk his responsibilities in the
performance of duty.

1-125 FEIGNING SICKNESS OR DISABILITY

An employee shall be absent from duty because of sickness, only, when suffering from an illness or injury which
would prevent the proper performance of duty. The employee shall not feign sickness or disability, nor attempt to
deceive a supervisor concerning that employee's physical or medical condition. Notification of the use of sick and
safe leave will be made to the employee's supervisor prior to the scheduled reporting time for work.

1-126 MEMBERSHIPS IN ORGANIZATIONS

No employee shall become affiliated with any organization which in any way would prevent an employee from
rendering proper service to the Agency. Membership in an armed forces reserve component of the United States
is specifically excepted.

1-127 POLITICAL ACTIVITY

Employees may participate or refrain from participating, during off-duty hours, in partisan political activities, except
where expressly prohibited by federal or state statute. There shall be no campaigning, fund-raising or electioneering
on County property during business hours.

Employees shall not engage in partisan political activity during their hours of employment. Charles County Sheriff's
Office equipment (e.g., uniforms, vehicles, badges, insignia, or business cards) shall not be used for political
campaigning, fund-raising or electioneering activities.

Nothing in this section shall be construed to restrict the Sheriff from any political activity. The Sheriff, as an elected
political official, is by the nature of the office continually engaged in political activities.

1-128 PERSONAL PREFERMENT

Employees shall not seek the influence or intervention of any person outside the Agency for purposes of personal
preferment, advantage, transfer, advancement or to gain favor or preferential treatment of any kind.
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1-129 ADDRESSING RANKING OFFICERS

Officers of a superior rank will be addressed with respect, using their rank or title in the address.

1-130 RECOMMENDING LAWYERS AND/OR BONDSMEN TO PRISONERS OR
OTHERS

Officers are prohibited from recommending or suggesting to anyone the employment or name of any person, firm
or corporation, attorney, counsel or bondsmen, except that nothing herein shall be construed as restricting the rights
of members of the Agency in connection with administration of their private affairs.

1-131 FALSE INFORMATION IN RECORDS

No member of the Agency shall make false official reports, or knowingly or willingly enter or cause to be entered in
any Agency books, records or reports any inaccurate, false or improper police information or material matter.

1-132 DUTY TO REPORT INFORMATION

It shall be the duty of every employee to properly report any information received in good faith from any citizen
regarding matters which indicate the need for action by the Agency.

1-133 CONFIDENTIAL INFORMATION

Employees of the Charles County Sheriff shall treat as confidential the official business of the Agency. They shall
not discuss or impart the same to anyone except those for whom it is intended, or as directed by their superior
officers or under due process of law. Nothing in this section shall prevent the discussion of policy by those
employees charged with policy creation, with their counterparts in other organizations or professionals in a particular
field. A member of this Agency shall not disclose to any inquiry the employment status, performance, salary or any
personal information concerning any employee, or former employee, of the organization. All such inquiries shall be
directed to the Sheriff's Human Resources Office.

1-134 HARASSMENT AND DISCRIMINATION

No employee shall sexually harass another person. No employee shall unfairly treat or discriminate against
another because of that person’s race, color, religion, sex, age, national origin, marital status, sexual orientation,
gender identity, genetic information, or disability.

1-134.1 BIAS BASED PROFILING

While profiling, in itself, can be a useful tool to assist law enforcement officers in carrying out their duties, bias
based profiling is the selection, for law enforcement action, of individuals based solely on a common trait of a
particular group. Bias based profiling includes, but is not limited to, taking law enforcement action based solely on
a person’s race, ethnic background, gender, sexual orientation, religion, economic status, age, culture, or some
other identifiable characteristic. Bias based profiling undermines legitimate law enforcement efforts and can lead
to claims of civil rights violations. Additionally, bias based profiling alienates citizens and fosters distrust of law
enforcement by the community.

The Charles County Sheriff's Office prohibits bias based profiling by any employee during all contacts with the
public. This includes, but is not limited to traffic contacts, field contacts, and asset seizure and forfeiture actions.
This policy is intended to reaffirm the Agency’s commitment to unbiased policing; to clarify the circumstances in
which officers can consider race / ethnicity when making law enforcement decisions; and to reinforce procedures
that are in accordance with Supreme Court findings and the Fourth Amendment rights of the people to be secure
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in their persons, houses, papers and effects against unreasonable searches and seizures.

Maryland law, and the Charles County Sheriff's Office, prohibits motorcycle profiling. Specifically, officers are
prohibited from the arbitrary use of the fact that an individual rides a motorcycle or wears motorcycle-related
clothing or paraphernalia as a factor in deciding to stop, question, take enforcement action, arrest, or search the
individual or vehicle.

1-134.2 POLICING IMPARTIALITY

All law enforcement actions will be based on a standard of reasonable suspicion or probable cause in accordance
with the Fourth Amendment of the U.S. Constitution. Officers, in taking enforcement action, should rely on their
training, experience, knowledge, specific facts and circumstances. Officers must be able to articulate specific
facts and circumstances that support reasonable suspicion or probable cause for all enforcement actions,
including but not limited to traffic stops, arrests, non-consensual searches, and property seizures. Except as
provided below, officers shall not consider race / ethnicity in establishing either reasonable suspicion or probable
cause.

Officers may take into account the reported race or ethnicity of a specific suspect or suspects based on
trustworthy, locally relevant information that links a person or persons of a specific race / ethnicity to a particular
unlawful incident(s). Race / ethnicity can never be used as the sole basis for probable cause or reasonable
suspicion. Except as provided above, race / ethnicity shall not be a motivating factor in making law enforcement
decisions.

1-134.3 PREVENTING PERCEPTIONS OF BIASED POLICING

In an effort to prevent inappropriate perceptions of biased law enforcement, each officer shall make every effort to
do the following when conducting pedestrian and vehicle stops:
e be courteous and professional;

e introduce himself to the citizen (providing name and Agency affiliation), and state the reason for the stop
as soon as practical, unless providing this information will compromise officer or public safety;

e ensure the detention is no longer than necessary to take appropriate action for the known or suspected
offense, and the citizen understands the purpose of any reasonable delays;

e answer any questions the citizen may have, including explaining options for traffic citation disposition, if
relevant;

e provide his name and identification number when requested, in writing or on a business card; and

o offer an explanation and/or an apology if the reasonable suspicion was unfounded (e.g., after an
investigatory stop).

Personnel of this Agency found to be engaging in a pattern of bias based profiling will be subject to counseling,
remedial training and/or disciplinary measures, up to and including termination.

Supervisors shall ensure all personnel in their command are familiar with the content of this policy and are
operating in compliance with it.

To aid personnel in understanding bias based profiling issues and to facilitate compliance with Agency policies,

the Training Division will ensure training pertaining to bias based profiling and its related legal issues is provided
to all recruit training classes and on an annual basis for all personnel.

1-135 DUTY TO GIVE A STATEMENT

During the course of any official investigation by the Agency, all members shall be required to give a full, complete
and truthful statement when requested.
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1-136 PERFORMANCE OF DUTY

When an employee of this Agency becomes aware of facts or circumstances that indicate some type of action is
required by the Agency, that employee will not disregard or dismiss the event, but will take action as would be
required by the nature of their assignment.

Employees have a responsibility to take appropriate action in circumstances that involve fellow employees or
other public safety / criminal justice associates (such as members of a task force or officers from other agencies)
whose actions are criminal, unconstitutional or will harm the reputation of the Agency or law enforcement
profession as a whole.

When encountering unreasonable actions of employees or public safety / criminal justice associates that could
result in injury, death, or violations of constitutional or civil rights, intervention must be immediate when practical
and safe.

All such incidents shall be reported to a supervisor as soon as possible.

At all times employees will be attentive and responsive to citizens who seek information, assistance or desire to
file a complaint. Problems and experiences arising from confronting persons entrusted with providing public safety
can be uncomfortable and diverse. Policies and procedures cannot always dictate every possible action on how
Agency personnel should proceed. Consequently, all personnel are expected to possess and maintain a practical
understanding of their obligations as public servants and perform accordingly.

1-137 DUTY TO RENDER MEDICAL AID

Following any law enforcement action where injuries are sustained due to that action and medical aid is required,
employees shall render appropriate medical aid as soon as practical. If obvious severe injuries have occurred,
medical distress is apparent or an individual is unconscious, an employee shall activate EMS by contacting
Communications or calling 9-1-1. When transporting individuals involved in contentious police actions or following
use of force incidents, consideration should be given to utilizing police personnel not directly involved in the
action, if feasible.

1-138 NOTIFICATION TO THE STATE’S ATTORNEY’S OFFICE

The Charles County State’s Attorney’s Office has primary responsibility for all criminal proceedings that occur in
Charles County.

Any time a police action brings about the potential for criminal charges against an officer, the Charles County
State’s Attorney’s Office will be notified and be given the opportunity to review the facts of the case.

The Agency will confer with the Charles County State’s Attorney’s Office and ensure they receive all necessary
information allowed by law in situations where police action could result in criminal proceedings.

1-139 VIOLATION OF FEDERAL, STATE AND LOCAL LAWS / ORDINANCES

The violation of any federal, state or local law and/or ordinance shall be considered conduct not consistent with
employment by the Charles County Sheriff's Office and will subject the employee to disciplinary action which may
result in termination of employment.

1-141 PROMOTIONAL EXAMINATION PROCESS SECURITY

The written and oral examinations are major parts of the promotional process. It is essential to ensure the security
of the process and fairness to every candidate. Therefore, applicants shall not disclose any aspect of the written
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or oral examinations to any other person(s). Prior to administration of any written or oral examination, applicants
must affix their signatures to the Examination Security Order.

1-142 TAMPERING WITH POSTED MATERIAL

No member of this Agency shall alter, deface, destroy, or remove any official memorandum, notice, or written
material that has been duly posted within any Agency facility. Nothing in this policy will prevent the orderly removal,
by commanders, of out-of-date or obsolete materials.

1-143 SMOKING

In accordance with the Code of Maryland Regulations 09.12.23, the following restrictions shall apply:

e Burning of tobacco products (smoking) is prohibited in all Agency facilities, including Agency-owned
vehicles and vessels. This prohibition is to include all employees and visitors.

e Approved outdoor smoking areas will be designated for each Agency facility.

¢ Employees and visitors in violation may be subject to formal criminal or civil sanctions dependent upon the
laws concerning smoking in public places.

Additionally, the Agency also prohibits the use of electronic smoking / vapor devices (e-cigs) in any and all areas
where the use of tobacco products is also prohibited.

1-200 COMMUNITY RELATIONS

A citizen's encounter with the police can be a frightening or emotionally painful experience, and under these
circumstances the risk of misunderstanding is very great. Contacts between employees and citizens may occur in
emotionally-charged situations which can seriously impact the situation.

Employees should strive to develop a climate within the community supportive of collective police-community efforts
toward common goals of peace, safety, and security.

1-200.1 INDIVIDUAL DIGNITY

As all citizens are subject to the law, they have a right to dignified treatment. All employees are responsible for
protecting this right.

1-200.2 THE ROLE OF EMPLOYEES

Employees are the link between the Agency and the community; as such, they may strengthen or destroy police-
community relationships which may have taken considerable effort to develop. Because the conduct of each
employee reflects on the Agency as a whole, the burden of achieving the Agency’s community relations objectives
are shared by all personnel. Employees shall attempt to make each contact between themselves and the public
one which inspires confidence and demonstrates professionalism.

Employees should be open to comments and suggestions from the community. If during any contact with a citizen,
an employee receives relevant information about community attitudes, concerns, or opinions that the Sheriff or
other command staff should be made aware of, that employee will forward the information to the Commander,
Community Relations Section, and the District Commander for the affected district through the chain of command.
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1-201 INTERPERSONAL COMMUNICATIONS

All employees should be aware of the stress generated by most contacts between those outside a police
organization and those who are employed by the organization. Police personnel have to contend with the
communications barrier developed because of the perception that police personnel are somehow different from
other members of the society. It is incumbent upon all employees of this Agency to minimize and break down those
barriers to effective communications between the Sheriff's Office and the community in general.

One of the ways to more effective communications is that of treatment of individuals. All persons should be treated
with dignity and respect. This is not to say that in emergency situations lawful orders and commands cannot be
issued. On the contrary, it is the responsibility of all employees to take a firm lead in times of crisis. Employees of
the Sheriff are trained and equipped for just this purpose. However, the manner in which an order or request is
issued can initially determine the probability of a successful outcome.

1-202 EQUITY OF TREATMENT

All members of the society are entitled to equitable treatment. This is to say, that all segments of the community
will receive the same level of service and the same level of respectful treatment. The partnership of police and their
community is dependent upon the trust and sense of fair treatment experienced by all members of the society.
Without this trust, the likelihood of successful police work is in jeopardy.

1-203 OPENNESS OF OPERATIONS

The Charles County Sheriff's Office conducts its affairs in a professional manner, holding its personnel to high
standards of ethical performance. Therefore, all matters which are not confidential because of investigative
necessity and are not held confidential because of law or regulation, will be made available for public disclosure.
This Agency's personnel will cooperate with news media representatives and other persons representing the public
interest in the Agency's operations. These persons will be assisted in gathering facts and information to the extent
that it does not adversely affect the operation of the Agency.

1-204 COMMUNITY PARTICIPATION BY EMPLOYEES

Employees are encouraged to participate in civic activities and programs within the County. Active participation in
divergent civic, youth, and social activities reduces police-related stress and provides a vehicle for employees to be
seen as involved community members in other than a professional or controversial environment.

1-300 MEDIA RELATIONS

At the core of a free society is the ability of the general public to acquire and evaluate information concerning the
events and activities of all aspects of that society. In this regard, the existence of a free media is essential. All
elements of the media must be allowed and encouraged to gather and report every aspect of the operation of the
society. The operation of this Agency is one of those aspects.

It is to the advantage of the Agency and to the benefit of the citizens of Charles County to encourage complete and
thorough media coverage of the activities and operations of the Charles County Sheriff's Office. The reporting of
these activities and operations provides an important means of establishing the channels of communications with
the public, necessary for this Agency to properly perform its role in the society. In some cases it may be necessary
to withhold certain information from public disclosure. This will be permitted only to the degree that it is required by
law, necessary to further an investigative purpose or to protect a witness or victim.

1-300.1 RELEASE OF INFORMATION

If in the normal operation of police activities an unusual and newsworthy event should occur which causes great
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public concern or media interest, the shift commander, or in his absence, the on-scene supervisor, will contact the
Media Relations Office as soon as practical. In addition, a Commanders’ Information Report will be completed in
accordance to Section 4-115 of the AOM.

Examples of incidents which shall require an immediate notification to the MRO include, but are not limited to:

Any shooting involving a police officer;

Any incident which requires a lockdown or “shelter in place” of any private or public school, public building,

or any area / neighborhood affected by a police activity;

Homicides, suspicious deaths, accidental deaths;

Serious injury or death of a police officer or Agency employee;

Serious injury or death of a citizen resulting from a police action;

Incidents involving prominent or famous persons;

Critical or fatal motor vehicle collisions;

¢ Any incident requiring the issuance of an Amber, Silver, or Yellow alert, or the activation of a Project
Lifesaver response;

e Large scale arrests or incidents which are likely to attract media attention.

1-300.1.1 INCIDENTS INVOLVING FATALITIES OR SERIOUS BODILY INJURY

In cases where an officer is seriously injured or killed as a result of an accident or assault, or is involved in a law
enforcement action where another person is seriously injured or killed:

e The Media Relations Specialist or designee will act as the main point of contact for all communication with
the media.

¢ Information surrounding the incident will only be released by the Media Relations Specialist or designee.

e The Media Relations Office will coordinate the release of information with all other involved agencies as
appropriate, such as when multiple agencies are involved.

e As a matter of mutual courtesy, the Agency will confer with the State’s Attorney’s Office prior to the release
of any public information.

The Agency shall release only the officer’s last name, rank, tenure, and duty assignment to the public within the
first 48 hours of the critical incident. In determining the timing of the release of the officer’s information, the Agency
will take into account the circumstances involved in the critical incident and the safety of the officer. Where practical,
the Agency will also notify the officer and the designated FOP representative about the release of information.
Notwithstanding the above, where the officer is injured or killed in the line of duty, the Agency would have full
discretion in regards to releasing additional information about the officer.

1-300.2 MEDIA ACCESS TO SCENES

A command officer, Lieutenant or above, in charge of a scene may permit news media access inside police lines
for news gathering purposes. The officer should evaluate the danger to the media, the possible contamination of
the scene, the need to protect sensitive evidence and information and any interference which might occur with an
ongoing investigation or incident. If these considerations can be resolved, the officer may permit controlled access
to the degree possible under the instant circumstances. The scope of the allowed media access should be clearly
defined for all news media persons allowed across police lines. Those persons shall then be continually escorted
or limited to a particular area which can be controlled by Agency personnel. The identity of each media person
should be known or should be proven by media credentials before entry is allowed. Freelance journalists, without
media credentials, will be treated as private citizens. News media persons will be denied access, or removed from
a previously granted access, any time their presence jeopardizes a legitimate police purpose. In making decisions
concerning the access of media persons at scenes, officers in charge should be aware that these persons have the
same statutory responsibilities and are subject to the same laws and rules as are any other citizens. Media have
the right to access any property open to the public in general.




OFFICE OF THE SHERIFF, CHARLES COUNTY, MD

Administrative and Operational Manual
July 12, 2023

Journalists and other non-essential persons will not be allowed access to private property or privileged information
under law enforcement control. Scenes which would be normally closed except for law enforcement purposes will
be protected from access by all persons not needed to officially contend with the incident.

1-300.3 POLICE REQUEST TO WITHHOLD INFORMATION

News gathering representatives may photograph or report anything they observe when they are legally present at
an incident scene. Where publication of such coverage would interfere with an official investigation or place a
victim, suspect, or others in jeopardy, the withholding of publication is dependent upon a cooperative media, not
upon censorship by the police Agency. Under such circumstances, officers should advise the media representatives
or their superior of the possible consequences of publication. However, officers may not interfere with news
gathering activities as long as the performance of that action remains lawful.

Officers may not seize the lawful work product (film, photos, notes, recordings, etc.) or equipment from a reporter
or photographer in an effort to prevent the release of the information or to further a criminal investigation.

1-300.4 INDIVIDUAL PRESS STATEMENTS

No employee of the Charles County Sheriff's Office may make a statement to the media concerning the operations
or administration of the Agency; and no statement may be made concerning the employee's personal role in any
operation or administrative activity of the Agency without the permission of the officer in charge of a scene or the
employee's division commander. This policy is made to prevent individual employees from mistakenly
misrepresenting the Agency without first having the benefit of all facts and information which may affect such a
representation. In this way, statements made by Agency personnel will more likely accurately represent Agency
policies and provide the media's representatives with more complete information. It is better to do it right the first
time than to have to try to correct erroneous or harmful information which has already been made generally public.

If there is a known possibility of civil action against an employee or the Agency concerning an event, statements
will not be made without the authorization of the Sheriff or an Assistant Sheriff. Individual employees will refrain
from making statements concerning their personal opinion of the truthfulness of any statements made by any victim
or witness associated with an investigation.

1-300.5 PRESS RELEASES
Press releases will be made concerning the following:

felony criminal investigations;

serious or unusual misdemeanor criminal investigations;

all felony arrests and serious misdemeanor arrests;

all motor vehicle crashes with injuries;

all fatal motor vehicle crashes;

all serious hit and run crashes;

any motor vehicle crash of unusual interest;

all arrests for driving while intoxicated or under the influence of drugs and/or alcohol;
arrests or citations issued for alcohol violations (names of juveniles to be withheld);
incidents occurring within public schools (names of juveniles to be withheld); and
vehicle thefts, including make / model / year and the registration number of the stolen vehicle.

In motor vehicle cases, arrest and citation information (except for the names of juveniles) should be included.
Information to be excluded from press releases and held confidential shall include:

e the names of witnesses or victims of crimes;
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the names of accused child abusers when identifying the accused would likely identify the victim(s);

the names of deceased persons prior to notification of next of kin;

the names of juveniles (except those charged as adults);

criminal history information;

information concerning admissions or confessions of accused persons;

specific dollar amounts of cash or property involved (except that an indication of whether the amount is
over or under $1000); and

e any information, which in the opinion of the investigating officer, could impede the ongoing criminal
investigation or prosecution.

If a Crime Information Report has been completed in regards to an incident, and the report contains the necessary
information for a Press Release, a separate Press Release does not need to be completed. The completing officer
will check the box at the bottom of the report indicating the MRO will complete a press release. In cases where the
release of information contained on a Crime Information Report may hinder an investigation, the box indicating “No
press release” should be marked. Any further inquiries will be made to the investigating officer through the MRO.

1-300.6 PRESS RELEASE PROCEDURE

Press releases completed by the investigating officer will be submitted to a supervisor prior to the end of the
investigating officer's tour of duty. Press releases will be forwarded to the Media Relations Office for review and/or
any needed revision. Copies of only those press releases approved by a supervisor will be maintained at the La
Plata District Station’s front desk. The media will have free access to press releases. When media representatives
request further information regarding a press release or incident, they will be referred to the appropriate commander
or the Media Relations Office. Members of the media should not be referred to the investigating officer for further
information. Employees are reminded only information which is contained in the press release may be
communicated to the public.

Individual employees will not engage in either on- or off-the-record conversations with members of the media
regarding Agency matters and/or investigations without prior command level approval. The Agency MRO will be
made aware of any approved officer contact with the media. Further, employees will refrain from offering personal
opinions on any aspect of an investigation. Any employee violating this policy may be subject to disciplinary action.

1-300.7 REQUESTS BY CITIZENS FOR RESTRICTED RELEASE OF INFORMATION

Whenever a citizen requests that information concerning a particular incident not be released to the media,
employees shall explain that police reports are generally considered public information, and therefore, accessible
to the media. Employees may indicate on a report a press release was not completed for the incident; however,
the media will make the decision whether or not to publish publicly available information.

1-305 PRIVATE CITIZENS PHOTOGRAPHING OR VIDEOTAPING POLICE OFFICERS
IN PUBLIC

It is increasingly common for uninvolved bystanders at the scene of police activity to photograph and/or video
record the actions of police officers and their conduct. Members of the Charles County Sheriff’'s Office should
simply assume that, at any time, a member of the public is likely to be observing, and perhaps even
photographing or video recording, their activities.

As a result, members must understand that any bystander has an absolute right to photograph and/or video
record the enforcement actions of any police officer so long as the bystander's actions do not:

o Place the safety of the bystander, or of any police officer(s), witness(es), victim(s), or suspect(s), in
jeopardy;
e Hinder the execution or performance of an officer's official duties;
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e Interfere with the enforcement of violations of any section of law, ordinance, code, or criminal or traffic
article;

e Involve an incursion into any crime scene, private property, or other location under lawful police control
and/or not normally accessible to the general public;

e Threaten, by words or actions, other persons; or

e Attempt to incite an immediate breach of the peace or incite others to commit a violation of the law.

The acts of observing, photographing, and/or making a video recording of any police activity that occurs in a
public setting are not criminal offenses. It does not provide any justification whatsoever for any member of the
Charles County Sheriff’'s Office, without consent of the owner or a search and seizure warrant or other appropriate
court order, to seize or otherwise inspect the contents of a person's camera or video recording device.

In addition to already existing legal precedent, §2-109 of the Criminal Procedure Article, effective July 1, 2022,
states police officers “may not prohibit or prevent a citizen from recording the police officer’s actions if the citizen
is otherwise acting lawfully and safely.”

Absent any of the above six criteria, upon discovery that a bystander is observing, photographing, or video
recording the conduct of police activity:

e Do notimpede or prevent the bystander's ability to continue to do so, based solely on your discovery of
his/her presence.

¢ Do not seize or otherwise demand to take possession of any camera or video recording device the
bystander may possess, based solely on your discovery of his/her presence.

e Do not demand to review, manipulate, or erase any images or video recording captured by the bystander,
based solely on your discovery of his/her presence.

For investigative purposes, be mindful of the potential that the bystander may witness, or capture images/video of
events considered later to be material evidence. Nothing in this policy should be construed by members of the
Charles County Sheriff’'s Office as an elimination of their ability to seek out, collect, or otherwise gather evidence
in the course of a criminal investigation.

If an officer has probable cause to believe that a bystander is in possession of any still photographs, video
recordings, and/or audio/sound recordings that could reasonably be considered evidence related to a crime
and/or the identification of a person involved in a crime, a supervisor must be contacted. Unless exigent
circumstances exist, only a supervisor may attempt to obtain control of a camera or video recording device
without a warrant or consent.

1-305.1 SUPERVISOR RESPONSIBILTY

Supervisors should respond to any scene where members under their supervision believe there is a bystander
who is observing, photographing, and/or video recording their conduct and:

e the bystander’s actions are approaching the level of a criminal offense;

o the bystander’s actions are approaching a risk to the safety of officers or others;

e the bystander may have captured video or photographs that would be material evidence of a crime or
reportable use of force; or

e the supervisor’s presence is requested.

The supervisor shall ensure adequate police attention remains focused on whatever situation originally required a
police response.

The supervisor shall not allow subordinates under their supervision to become distracted from their professional
duties if it is suspected that deliberate provocation is occurring.
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If the bystander’s actions are approaching the level of a criminal offense, the supervisor shall inform the bystander
that his/her actions may, if continued, rise to the level of a criminal offense, and could subject him/her to arrest.

If the bystander’s presence is approaching a risk to the safety of officers or others, the supervisor shall direct the
bystander to a safer location which still allows the bystander to record the police activity.

The supervisor shall recover, or cause to be recovered, any camera or video recording device that contains
material evidence of a crime or reportable use of force:

e Through the voluntary consent of the individual in possession of the item.
e Through execution of a Search and Seizure Warrant.
» Through some valid exception to the warrant requirement.

Supervisors should provide guidance and assistance to members on those occasions when an application for a
Search and Seizure Warrant is made for a camera, video recording device, etc., believed to contain evidence
related to a criminal investigation.

1-305.2 SEIZING A BYSTANDER'S VIDEO RECORDING DEVICE FOR EVIDENTIARY
PURPOSES

If a bystander is believed to possess any material that is, or could reasonably be considered to be, evidence
related to a crime and/or the identification of a person involved in a crime, an officer may make a request of the
bystander that he/she voluntarily surrender his camera, video recording device, etc., into police custody. The
officer should also seek consent from the bystander to access the device to retrieve and copy the images/video
relevant to the incident. In the absence of consent, a search warrant is required to search the contents of the
device.

When an officer obtains possession of the device, the officer shall refer to Section 4-540 of this Manual for
instructions on how to safely take custody of the device.

If there is probable cause to believe that evidence exists on an individual's device, and there is a reasonable
likelihood that evidence will be tampered with or destroyed before a warrant can be obtained, a supervisor may
temporarily seize the device for safekeeping / preservation of the evidence while the appropriate application(s) for
Search and Seizure Warrant(s) are made. In such cases, the officer shall apply for and execute the Search and
Seizure Warrant(s) by submitting the device to the DFU.

1-400 PUBLIC INFORMATION

It is the policy of this Agency to comply with all legitimate requests for information concerning its actions and
operations. Because of the technical nature of some requests, all of those requests, which are not specifically
covered elsewhere in this Manual, will be referred to the Sheriff or his designee.

1-400.1 FEATURE ARTICLES OR PROGRAM OPERATIONS

Requests for Agency participation in feature articles and programs and the photographing of police facilities will be
limited to the scope of approval obtained by the media company from the Sheriff. Employees participating in the
preparation of such articles or programs should ascertain the scope of the approval and should be careful not to
exceed those limits. In any event, employees should exercise care and discretion to avoid making statements or
conveying information which, if later quoted, would create a misunderstanding or compromise the effectiveness of
the Agency.
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1-400.2 EMPLOYEES' RESPONSIBILITY TO RESPOND TO REQUESTS

It is not uncommon for individual employees to be contacted by the public or by news-gathering organizations
seeking specific information. Employees should appropriately answer questions put to them or refer the requestor
to the appropriate commander for the answer. When a request is made for information about a police matter,
employees should decide whether the requestor is a proper person to receive the information. Generally,
employees should be open in their dealings with the public and, unless there is reason to the contrary, should supply
the requested information. Employees should be careful to avoid representing their opinions as fact, compromising
an investigation, or divulging protected criminal history or victim information.

1-500 LABOR RELATIONS

It shall be the policy of the Charles County Sheriff's Office to be an impartial observer in labor disputes. The
Agency's only role is that of ensuring order and the obedience of rule of law. When members of this Agency are
called to or otherwise have the occasion to be at the scene of a labor dispute, they will conduct their activities to
prevent violations of law and to protect all parties from lawless acts.

Officers will take action to see that free access is allowed to all persons using public roads, sidewalks, and parking
lots. Those who seek to block or disrupt such access will be required to obey the law or face arrest.

Officers are not normally deployed at scenes of labor disputes. However, if conditions exist which require the
deployment of Agency personnel in such cases, a command officer will assume control of such deployment. The
on-duty district / shift commander is normally the responsible command officer.

CHAPTER 2 - AGENCY STRUCTURE, ORGANIZATION, AND RESPONSIBILITIES
2-100 AGENCY ORGANIZATION

The Charles County Sheriff's Office (CCSO) is established by the Constitution of the State of Maryland (Article 1V,
§ 44). The Office is further defined by Article 87, the Courts and Judicial Proceedings Article, and other areas of
the Annotated Code of Maryland and the Public Local Laws of Charles County. Sheriffs are constitutional officers
whose powers and duties are not expressly enumerated in the Constitution. Rather, those powers and duties are
prescribed by the common law as modified by the acts of the legislature (Soper v. Montgomery County, 294 Md.
331, 449 A.2d 1158 [1982)).

The CCSO has three major responsibilities, which can be loosely defined as providing police services, court
services, and correctional services. This chapter of the AOM describes how the Agency is organized to deal with

those responsibilities. It also provides Agency personnel with the knowledge of how their particular unit of the
organization is to fulfill its role in meeting those responsibilities.

2-101 AGENCY DEFINITIONS

Agency - is the Charles County Sheriff's Office.

Agency Owned - includes property and vehicles that are owned, leased, rented, or acquired in any manner by the
Agency or Charles County Government, State of Maryland, U.S. Government, or any other entity for the use of the
Charles County Sheriff’s Office or the Charles County Government.

Agency Segment - is one of three specific classification groups into which all employees are divided: Sworn Officer,
Correctional Officer, or Civilian Employee.

Area of Responsibility - is a specific geographic territory, group of physical assets, group of tasks, or combination
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of all of these. For example, the area of responsibility for a patrol officer might be a sector, combination of sectors,
or a portion of one or more sectors. The area of responsibility for the Deputy Director, Records Management
Section might be all the tasks assigned to Records Management Section, the physical office space and the
equipment assigned to the section. It is incumbent upon each employee to manage his area of responsibility in the
most efficient and effective manner possible in order to achieve Agency goals.

Beat - is a geographical subdivision of a sector.

Component - is any organization element. Each organizational component is under the direct command of only
one supervisor.

County - is Charles County, Maryland.

Cruiser - is a four-wheeled Agency vehicle that is not a truck or a van. When occupied by an on-duty officer(s) it
may also be called a unit, mobile unit, or car to conform to common speech. Cruiser does not imply the status or
rank of the operator or occupants.

Detail - is a subunit of a division, section, or unit, whose personnel are assigned to a specialized task.

District - is a geographical division composed of one or more sectors.

District Station - is a facility housing district employees and equipment.

Division - is one of the major components of the Agency, commanded / managed by a Captain or civilian director.
Fitness for Duty Examination - is an examination of a current employee to determine whether the employee is
physically or psychologically able to perform the essential functions of the job. The type of examination is dependent

upon the circumstances leading to the fitness-for-duty examination request.

Function - is a group of duties assigned to and performed by an employee or body of employees. Function may
also be used to indicate the employee or employees.

Manual - is the Administrative and Operational Manual (AOM) of the Charles County Sheriff's Office.

Patrol Operations - those Patrol Division personnel responsible to one of the two division commanders, and
including shift commanders.

Section - is a subunit of a division.
Sector - is a geographical subdivision of a district.

Seniority - is established first by rank or position within the organizational structure, and second by the consecutive
time served in the current rank or position. Where conflicts occur because of identical service or dates of
appointment, the employee with the lower I.D. number is deemed to be senior.

In situations requiring decision or control when employees are of equal rank or position, the senior will make the
decision or exercise control unless otherwise directed by a higher ranking employee. However, operational law
enforcement or correctional activities, of a sworn or correctional officer respectively, shall only be directed by senior
employees as permitted by law. For example, a civilian would not direct an arrest situation, but may direct the
marshaling of supplies and equipment for the situation, if that were the senior civilian employee’s area of
responsibility.

Joint operations of sworn and corrections employees shall be directed by a senior employee having area of
responsibility. For example, if sworn officers are helping to quell a disturbance within a corrections facility, the
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operation shall be the responsibility of the senior corrections employee. Likewise, if corrections employees are
used to assist patrol officers during a crisis situation, the senior sworn employee having responsibility shall be in
charge. Nothing in this section is intended to abridge any power of the Sheriff to direct and control the entire
Agency’s activities.

Span of Control - is the number of subordinates under the immediate and functional control of a single supervisor.
An employee in charge, holding the rank of Sergeant or the equivalent first-line supervisory position, is limited to
normal full-time supervision of a maximum of 15 employees.

Shift - is the personnel grouped together for scheduling purposes.

Squad - is a unit composed of a group of officers performing related tasks.

Unit - is a subdivision of a section.

Watch - is a tour of duty covering an established schedule of hours. In units which utilize three daily watches,

Watch I is the midnight watch, Watch Il is the day work watch, and Watch 1ll is the evening watch, with actual work
hours designated appropriately.

2-102 ACRONYMS

Acronyms allow for less wordy and more efficient communications within the Agency. The following listed acronyms
are used throughout this Manual and should also be employed in other in-house documents and correspondence.
Acronyms should not be used in documents and correspondence designed for use outside the Agency because
their meanings may not be clear in that context.

2-102.1 ACRONYMS LIST

AHB - Administrative Hearing Board

AOM - Administrative and Operational Manual

AWOL - Absent from duty position Without Leave Approval
CAD - Computer Assisted Dispatch

CALEA - Commission on Accreditation for Law Enforcement Agencies
CCDC - Charles County Detention Center

CCsO - Charles County Sheriff's Office

CDS - Controlled Dangerous Substances

CHRI - Criminal History Record Information

CID - Criminal Investigations Division

CIM - Criminal Investigations Manual

CIR - Commanders’ Information Report

CNT - Crisis Negotiations Team

Cco - Commanding Officer

COG - Metropolitan Washington Council of Governments
COPS - Community Oriented Police Services

CRMC - University of Maryland Charles Regional Medical Center (La Plata)
CTAU - Maryland State Police, Chemical Test for Alcohol Unit
DARE - Drug Abuse Resistance Education

DER - Department of Environmental Resources

DO - Duty Officer

DUI - Driving Under the Influence

DWI - Driving While Intoxicated

EST - Emergency Services Team

EEO - Equal Employment Opportunity

FBI - Federal Bureau of Investigation
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FOP - Fraternal Order of Police, Lodge #24
FT - Full Time (when used with reference to an employee)
FTRH - Full Time Reduced Hours (when used with reference to an employee)
FTO - Field Training Officer
IA - Internal Affairs Section
ITD - Information Technology Division
JOR - Juvenile Offense Report
K-9 - Canine
LWOP - Leave Without Pay
ACRS - Automated Crash Reporting System
MAB - Medical Advisory Board
MAFIS - Maryland Automated Fingerprint Identification System
METERS - Maryland Electronic Telecommunications Enforcement Resource System
MO - Modus Operandi
MNCPPC - Maryland National Capital Park and Planning Commission
MPDC - Metropolitan Police Department, Washington, DC
MPTSC - Maryland Police Training and Standards Commission
MRO - Media Relations Officer
MSDS - Material Safety Data Sheet
MSP - Maryland State Police
NCIC - National Crime Information Center
NCO - Non-Commissioned Officer
o][e - Officer-In-Charge
PCO - Police Communications Officer
RAFIS - Regional Automated Fingerprint Identification System
SAO - Office of the State’s Attorney for Charles County
SMP - Agency Strategic Management Program
SOP - Standard Operating Procedures
T/IA - "Trading As," common reference for a business
TDY - Temporary Duty Assignment
UMPD - University of Maryland Police Department
us - United States of America
USPP - United States Park Police
uuv - Unauthorized Use of a (Motor) Vehicle
VIN - Vehicle Identification Number
2-103 RANK PRECEDENCE OF SWORN AND CORRECTIONAL PERSONNEL

The order of rank precedence of sworn personnel of the CCSO, in descending order, from that of most, to that of
least authority is:

Sheriff

Lieutenant Colonel (LTCOL) / Chief of Staff
Major (MAJ)

Captain (CPT)

Lieutenant (LT)

Master Sergeant (MSgt)
Sergeant (SGT)

Master Corporal (MCpl)
Corporal (CPL)

Police Officer First Class (PFC)
Police Officer Il (PO2)

Police Officer | (PO1)
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Correctional Personnel:
Sheriff
Lieutenant Colonel (LTCOL) / Chief of Staff
Major (MAJ)

Captain (CPT) or Director (DIR)
Deputy Director (DD)
Corrections Captain (CPT)
Lieutenant (LT)

Master Sergeant (MSgt)
Sergeant (SGT)

Master Corporal (MCpl)
Corporal (CPL)

Correctional Officer First Class (CFC)
Correctional Officer Il (COII)
Correctional Officer | (COI)

The abbreviation of rank listed above for each position is appropriate for all official documents and correspondence.
Personnel of this Agency shall ensure that these abbreviations are used when it is appropriate to use an
abbreviation of rank.

2-104 PERSONNEL DEFINITIONS

Chief of Staff - a civilian position within Charles County Sheriff's Office equivalent to the sworn Lieutenant Colonel
position. Itis the highest responsible senior administrative and supervisory authority of all employees of the Agency.

Commanding Officer - any commissioned officer in charge of an Agency component.

Command Staff - includes the Sheriff, Chief of Staff, Assistant Sheriffs all other sworn officers the rank of
Lieutenant, and above and Deputy Directors.

Commissioned Officer - an officer holding the rank of Lieutenant or higher.

Commissioner - refers to a commissioner of the District Court of Maryland. Commissioners have statutory
authorization to conduct initial appearance hearings for persons charged as adults with crimes in order to evaluate
the propriety of their pretrial release.

Correctional Officer - a correctional officer, as defined by the Maryland Police Training and Standards
Commission, who is an employee of the Charles County Sheriff’s Office.

Director - a civilian employee assigned to the Executive Staff of the Agency. This is not a command position as
defined for sworn and correctional personnel. The directors may be responsible for staff components at the division
level that provide support to operational components performing the mission of the Agency.

Deputy Director - a civilian employee who is responsible for a component of the Agency. A deputy director has
supervisory responsibilities for all personnel assigned to his command. Deputy directors may supervise all functions
of sworn personnel assigned to their command except those related to arrest.

Division Commander - an officer the rank of Captain who commands a division and is directly responsible to an
Assistant Sheriff.

Employee - a sworn police officer, correctional officer, sworn court security officer, police communications officer
or civilian, appointed or assigned to the Agency in a permanent or temporary paid position.
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Executive Staff - comprised of the Sheriff, Chief of Staff, Assistant Sheriffs, all sworn Captains, civilian Directors
and the Agency General Counsel.

Manager - a civilian employee in charge of a certain group of tasks or a group of employees within a section / unit.
A manager is directly responsible to a section commander or Deputy Director.

Master Corporal - an officer holding the rank of Corporal with the appointed title of Master Corporal. This title may
be bestowed by the Sheriff if a Corporal meets the minimum years of service requirements and passes a homination
and review process.

Master Sergeant - an officer holding the rank of Sergeant with the appointed title of Master Sergeant. This title
may be bestowed by the Sheriff if a Sergeant meets the minimum years of service requirements and passes a
nomination and review process.

Non-Commissioned Officer - an officer holding the rank of Sergeant or below.

Personnel - Agency employees.

Police Communications Officer - an employee of the Charles County Sheriff's Office who is assigned the task of
radio communications and the associated responsibilities. These employees do not have arrest or police powers
and are not sworn law enforcement officers.

Sector / District Supervisor - a supervisor of patrol officers assigned to a sector.

Shift Commander - a sworn Lieutenant who is responsible for managing the patrol operations of a particular shift
in the Northern or Southern Patrol Division, or the midnight shift.

Superior Officer - an employee holding a higher rank or position according to the established rank precedence.

Supervisor - an employee assigned to positions authorizing the exercise of immediate supervision over other
employees, including:

o employees assigned in an acting or TDY capacity; and/or

e specific employees granted a supervisory role for purposes not otherwise contrary to specific policy; e.g.,
a Corporal granted supervisory authorization by his Sergeant; and/or

o specified employees exercising direct supervision over a component during the absence of the supervisor
or commander.

Supervisors are responsible for:

e the conduct and activities of all subordinates; and
e the actions of subordinates upon whom they have been granted supervisory authorization.

Sworn Officer - any sworn police officer or sworn court security officer, as defined by the Maryland Police Training
and Standards Commission, of the Charles County Sheriff's Office.

2-105 ORGANIZATIONAL TERMS OF REFERENCE

Accountability - is the responsibility of any employee to discharge his assigned duties or execute rights and
privileges in a lawful, professional manner. Each employee is accountable to only one supervisor at any given time.

Authority - is the right to act or exact action by others; the power to decide and to require that decisions are acted
upon.
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Chain of Command - is the hierarchy of authority that extends from the top to the bottom of the organization. All
communications, unless otherwise specifically directed, will follow the chain of command.

Command - is the authority and responsibility to direct and control subordinates in order to accomplish missions.
It includes the authority to assign tasks, designate objectives and supervise their execution.

Conflicting Orders - is an order given contrary to prior instructions or directives (see also Chapter 1, Section 1-
110).

Designation of Authority (Designee) - is the authority conferred upon supervisory employees and commanding
officers to delegate responsibilities to officers and employees under their supervision or command. Unless
otherwise prohibited, supervisory employees and commanding officers may utilize this authority at their discretion.
Once such authority is delegated, the designee shall be accountable for its use.

He - In those cases where the writer uses the masculine pronoun in referring to Agency personnel in general, the
feminine pronoun is hereby specifically included.

Lawful Order - is any order issued by a superior employee, or relayed from a superior employee by an employee
of the same or lesser rank, to any subordinate which is not in violation of any law, ordinance or any written directive.
Employees will obey all lawful orders.

Line Components - are the elements of the Agency which directly perform the mission of the Agency.

May - is indicative of an action which is permissible.

Shall / Will - is indicative of an action which is mandatory.

Staff Components - are the components of the organization which do not directly perform the mission of the
Agency. Staff components assist or provide support to operational components performing the mission of the
Agency.

Standard Operating Procedures - are directives written at the division or section level, which contain procedures
unique to the particular component. SOPs may restrict, but not enlarge, the authority contained in the AOM. They

are issued on the authority of the division commander.

Temporary Duty Assignment (TDY) - is an assignment where an employee is transferred, on an interim basis, to
an assignment different from his permanent assignment.

Written Directives - are written Agency documents which guide the performance or conduct of employees; e.g.,
AOM, SOPs.

2-106 24-HOUR STAFFING

The following components will provide 24-hour staffing. If necessary, supervisors will ensure staffing via changes
in work schedules or assignments.

e Patrol Operations;
e Support Services Division: Communications;
e Corrections Division.

2-107 GENERAL DUTIES AND RESPONSIBILITIES OF COMMAND AND
MANAGEMENT
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In addition to specific duties and responsibilities particular to their Agency component responsibilities, commanding
officers and civilian directors shall:

e ensure maintenance of a current SOP Manual (Upon development, a copy of the SOP Manual, and/or any
new procedures inserted, will be transmitted to Planning & Accreditation);

e ensure a uniform standard of discipline;

e as directed by the Commander, Office of Professional Responsibility, assign and monitor disciplinary
investigations; and

¢ periodically conduct staff meetings with employees under their supervision:
o for the purpose of exchanging information and ideas at all levels of the component;
o for the purpose, also, to identify problems and seek solutions; and the attendance and minutes of such
meetings will be recorded and maintained within the component for so long as they may be of value,
but in no case for less than one year from the date of the meeting;

e provide for frequent inspection of the facilities, equipment and personnel within the component, and provide
for prompt corrections of deficiencies discovered as a result of these inspections;

e ensure that all files and records are accurately maintained;
e ensure that all Agency property is properly maintained;
e assign personnel to most effectively meet the workload requirements;

o forward suggestions for revision of position descriptions to the Commander / Director, Administrative
Services;

e account for the use of pool vehicles assigned to their component;
e control and direct subordinates through direct supervision and leadership;

e maintain such working hours as may be necessary in order to accomplish the duties and responsibilities
associated with the supervision of their component;

e ensure the proper security, disbursement, and accountability of funds entrusted to their component;
e provide for a quarterly accounting of all component cash funds;

e maintain property storage locations within their component; provide liaison with the Commander, Property
Management Section, to maintain an efficient property management system;

e ensure all employees under their command have access to the Administrative and Operational Manual
(AOM) on the CCSO Intranet and that they review and sign for documents, tests, and other materials posted
on Power DMS in a timely manner.

e maintain and monitor long distance telephone logs for telephones used by more than one employee;

e provide individual copies of work schedules for personnel who work rotating shifts;
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e perform, at minimum, a bi-annual inspection of all property and equipment not personally assigned to
employees;

¢ notify the Assistant Sheriffs, in writing, of transfers and long-term TDY assignments;

e conduct an annual review of all sworn positions in their component to determine whether they may be more
effectively filled by civilian employees;

e review the monthly activity / statistical reports for components under their supervision; and

e conduct an assessment every four years of the workload and any staffing issues in each of the components
under their supervision, and forward a written report to the Sheriff.

2-200 AGENCY ORGANIZATIONAL STRUCTURE

The Charles County Sheriff's Office is divided into various components for the purpose of organizing duties and
responsibilities in a logical manner to provide the most efficient and effective means of achieving the goals of the
Agency. Although each individual within the CCSO has the responsibility to help in the realization of all Agency
goals, efforts in this regard would be fragmented and unlikely to succeed without some organizational plan in place.
Therefore, the CCSO has been organized into various Agency components which have specifically defined
responsibilities. These component responsibilities are in addition to the individual responsibilities assigned in job
descriptions and elsewhere in this Manual.

Commanders and directors of components have the component responsibilities assigned specifically to them by
this section. Personnel assigned to a component have the component responsibilities assigned generally to them.
Some personnel may have specific component responsibilities assigned by their job description, a component SOP,
or by an assignment of the commander or director.

Whenever a position is charged with a responsibility for the accomplishment of a particular task, the commensurate
authority is conveyed to accomplish the responsibility. All employees are accountable for the use of delegated
authority. Each supervisory employee, at all levels of the Agency, is accountable for the activities of employees
under his immediate control.

When duties and/or responsibilities are fixed by this section, by job descriptions or by directives and/or orders from
superiors, employees shall fulfill those duties and responsibilities to the best of their abilities within the framework
of their position and the resources provided.

Reference should be made to the Agency Organizational Chart (see Chapter 2, Section 200.1), and its various sub-
charts (see Chapter 2, Sections 200.2 - 200.13), displayed on the following pages. These charts, in conjunction
with the narrative descriptions of Agency components and their duties and responsibilities, provide an explanation
of the Agency's organizational functions.

All of the Agency’s organizational charts are maintained within the Administrative and Operational Manual which is
available at all times to Agency employees via the Agency intranet and to the general public via the Agency web
site.
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2-200.1
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2-200.2
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2-200.3 ORGANIZATIONAL CHART - PATROL OPERATIONS

—-| Sergeant |— Officers
Shift 1N
Commander
L Sergeant | Officers
_ —| Sergeant |— Officers
Shift 2N | |
Commander
L Sergeant | Officers
— Sergeant | Officers
Shift 3N | |
Commander -
Patrol Division North -| Sergeant —  Officers
Captain
— Sergeant | Officers
Shift 4N | |
Commander
L Sergeant | Officers
— Sergeant | Officers
Shift 5N | |
Commander -
L Sergeant | Officers
P Mid Shift :
Commander [ Sergeant | Officers
Adminstrative
Sergeant
Administrative
Associate- Patrol
— Sergeant — Officers
Shift 1S
Commander
— Sergeant — Officers
— Sergeant — Officers
Shift 2S
Commander
— Sergeant — Officers
— Sergeant — Officers
Shift 3S ||
Commander
— Sergeant — Officers
Patrol Division South
Captain ]
— Sergeant — Officers
Shift 45 ||
Commander
— Sergeant — Officers
— Sergeant — Officers
Shift 5S | |
Commander
— Sergeant — Officers
Administrative "
Sergeant [ | Officers
Neighborhood
Enforcement |— NET Officers
Team Sergeant




OFFICE OF THE SHERIFF, CHARLES COUNTY, MD

Administrative and Operational Manual
July 12, 2023

2-200.4 ORGANIZATIONAL CHART - SPECIAL OPERATIONS DIVISION
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2-200.5

ORGANIZATIONAL CHART - CRIMINAL INVESTIGATIONS DIVISION
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2-200.6
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ORGANIZATIONAL CHART - CORRECTIONS DIVISION

Case Management
Officers

Correctional Case
Management Sergeant

Adjustment Hearing
Officer

Inmate Services
Commander

Gang / Intelligence
Officer

Work Release
Coordinator

Work Release
Investigator

Transport / Court
Holding Officers

Records Officers

CPU Specialists

P/T CPU Specialists

Team 1 Officers

Team 2 Officers

Team 3 Officers

Team 4 Officers

Security Maintenance
Officer

ISupport Services Captainf=—
— Transport Sergeant
Intake / Property
Central Processing | _| Sergeant
Commander
— CPU Supervisor
—| Team 1 Commander = Team 1 Sergeants
=] Team 2 Commander =i Team 2 Sergeants
Custody & Security
Captain
= Team 3 Commander [—— Team 3 Sergeants
— Team 4 Commander [—— Team 4 Sergeants
— Training Commander
Special Services Captain =4 Facility Management Security Maintenance
Commander Sergeant
— Standards Commander

Supply Officer




OFFICE OF THE SHERIFF, CHARLES COUNTY, MD

Administrative and Operational Manual
July 12, 2023

2-200.7 ORGANIZATIONAL CHART - SPECIAL SERVICES DIVISION
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2-200.8
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2-200.9 ORGANIZATIONAL CHART - EXECUTIVE SERVICES DIVISION
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2-200.10 ORGANIZATIONAL CHART - TRAINING DIVISION
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2-200.11 ORGANIZATIONAL CHART - ADMINISTRATIVE SERVICES DIVISION
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2-200.12 ORGANIZATIONAL CHART - INFORMATION TECHNOLOGY DIVISION
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2-200.13 ORGANIZATIONAL CHART - OFFICE OF PROFESSIONAL RESPONSIBILITY
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2-200.14
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2-250 OFFICE OF THE SHERIFF
The Office of the Sheriff is comprised of the Sheriff, the Chief of Staff, Assistant Sheriffs, the Office of Professional
Responsibility, the Office of the General Counsel, and the Executive Office Administrator. The functions and duties
of these components are outlined and explained in the following sections. The organizational chart for the Office
of the Sheriff is found at Chapter 2, Section 200.2.
2-250.1 DUTIES AND RESPONSIBILITIES OF THE SHERIFF
The Sheriff is an elected State Official who has duties and responsibilities assigned by the Maryland State
Constitution, the Common Law and Statutory Law of the State of Maryland. Some of the duties and responsibilities
of the Sheriff are found in the following list. This list is for informational purposes and places no additional duty or
responsibility upon the Sheriff, not already found in law.
The Sheriff:

o s the final authority for all matters of policy, operations, and discipline;

e establishes orders, rules, and regulations for the administration of the Agency;

o s the final approval authority for all additions, deletions, or changes to the AOM;

¢ s the authority for all planning, direction, coordinating, controlling, and staffing activities of the Agency;

e is architect and approval authority for the Agency’s organizational structure;

e provides for the oversight of the efficiency and effectiveness of all Agency operations and functions;

e provides direction to maintain all Agency functions and operations within the framework provided by law;

e provides for the maintenance of cordial and effective relationships between the Agency, other government
agencies, political entities, the business community, civic organizations, and the citizens;

e provides for Agency staffing by presenting requests for funding to the Charles County Commissioners and
through such other avenues of revenues as may be appropriately available for this purpose;

e administers funds to accomplish the Agency’s goals and objectives;

e provides for the establishment and maintenance of goals and objectives for the Agency;

o establishes standards of performance and moral character for the Agency’s employees;

e establishes the various duties and responsibilities for components of the Agency and its employees;

e provides training and leadership to employees in order to accomplish the goals and objectives of the
Agency.

Per the Courts and Judicial Proceedings Article (CJ §2-309) of the Annotated Code of Maryland, the Sheriff will
designate in writing his Second in Command, who will, on the death, disqualification, or resignation of the Sheriff or
in the event the Sheriff is convicted of a felony, shall succeed to the powers, duties, responsibilities, and obligations
of the Sheriff until a successor is appointed by the Governor.
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2-251 CHIEF OF STAFF

The Chief of Staff position within Charles County Sheriff's Office can be filled by a sworn officer the rank of
Lieutenant Colonel or a civilian. It is the highest responsible senior administrative and supervisory authority of all
employees of the Agency. The Chief of Staff will have duties, assignments, and authority as prescribed by the
Sheriff. Each division of the Agency shall report to their assigned Assistant Sheriff, who in turn will report directly
to the Chief of Staff, who reports directly to the Sheriff. The Commander, Office of Professional Responsibility, the
Commander, Executive Services Division and General Counsel report directly to the Chief of Staff.

2-252 ASSISTANT SHERIFFS

Three Assistant Sheriffs are responsible for the day-to-day operations of the Agency. The Assistant Sheriff of
Operations is a sworn officer, appointed to the rank of Major, and is responsible for Patrol Operations and the
Criminal Investigations Division. The Assistant Sheriff of Administration is a sworn officer appointed to the rank of
Major or a civilian employee appointed to the Assistant Sheriff position. He is responsible for the Corrections
Division, Special Services Division, Support Services Division, Information Technology Division, and Administrative
Services Division. The Assistant Sheriff of Field and Support is a sworn officer, appointed to the rank of Major, and
is responsible for the Special Operations Division, Community Services Division, and the Training Division.

In addition to, and/or as enumerated by, the position description for his position, each Assistant Sheriff will have the
following duties and responsibilities:

e provide direct supervision of the division commanders / directors and other personnel who report
immediately to them;

e provide the Sheriff with timely and complete information concerning all the activities under the their direct
control and any information received having a significant impact upon the Agency, its areas of responsibility,
or its operations;

e continually monitor the functions and personnel under the command and control of their positions in order
to determine proper functioning;

o make recommendations to the Sheriff for improvements in policies and procedures in order to enhance the
effectiveness and efficiency of the Agency;

e coordinate efforts in response to unusual occurrences, marshaling the resources of the Agency and acting
as advisor to the Sheriff (specifically the Assistant Sheriff of Operations will be responsible for the All
Hazards Plan and planning for unusual occurrences);

e authorize policy documents for inclusion in the Agency Manual on behalf of the Sheriff;

e assure the Agency’s compliance with CALEA Standards by working with the Deputy Director, Planning &
Accreditation in order to integrate these Standards into the Agency culture; and

e make recommendations to the Sheriff for development of both long- and short-term goals establishment.

In addition to the duties and responsibilities outlined in this section of policy, during the day-to-day operation of the
Agency, the order of rank precedence of sworn personnel as defined in Chapter Two of the AOM shall be followed.

2-252.1 EXECUTIVE ADMINISTRATIVE COORDINATOR

The Executive Administrative Coordinator reports directly to the Lieutenant Colonel/Chief of Staff. This position
provides administrative clerical support to the Assistant Sheriffs, the Captains, and such other duties as may be
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2-260 OFFICE OF PROFESSIONAL RESPONSIBILITY

The Commander, Office of Professional Responsibility (OPR) is a sworn officer the rank of Captain. The
Commander reports directly to the Chief of Staff. In addition to, and/or as enumerated by, the position description
for this position, the Commander will assume all responsibilities for tasks assigned to the Office of Professional
Responsibility and its various components. Many of those tasks are outlined in this Manual; however, others may
be assigned by the Chief of Staff.

The Assistant Commander, Office of Professional Responsibility, is a sworn officer the rank of Lieutenant. The
Assistant Commander reports directly to the Commander, OPR. In addition to, and/or as enumerated by, the
position description for this position, the Assistant Commander provides direct supervision to the Internal Affairs
and Standards and Inspections sections of the OPR.

In addition to responsibilities outlined elsewhere in the Manual, the Office of Professional Responsibility will:

e Inspect and ensure adequate control of the storage and destruction of seized drugs, weapons, and
contraband,;

e Inspect and ensure adequate control of Agency cash funds;
e Establish procedures for, and when necessary, conduct, integrity checks;

e Maintain all Agency records of complaints against the Agency or its employees, internal investigations, and
Use of Force reports, keeping these records in secure and confidential files;

e Maintain statistical data regarding disciplinary actions and assist division commanders and the Assistant
Sheriffs to ensure the even and fair administration of the disciplinary process;

e Coordinate and provide support for all administrative hearing boards; and
e Complete and submit the Officer Discipline and Serious Officer Incident reports (ODSOI) to the Maryland

Police Training and Standards Commission by January 31 each year, in accordance with Maryland Public
Safety Article §3-207(b)(1).

2-261 INTERNAL AFFAIRS SECTION

The Internal Affairs Section is staffed by one sworn and one correctional officer who report directly to the Assistant
Commander, Office of Professional Responsibility. The Section shall be responsible for the following:

¢ Administer the investigation and resolution of all complaints of alleged misconduct by the Agency or Agency
personnel;

e Coordinate and provide support for all emergency suspension hearings; and

e Conduct or review an investigation into each use of force incident where a person is seriously injured or
death occurs.

2-262 RECEIVING COMPLAINTS

A complaint is defined as any allegation of misconduct. Allegations against the Agency or its employees which, if
true, do not rise to the level of misconduct, are not considered complaints. Additionally, lawsuits against the Agency
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or its employees, in and of themselves, are not considered complaints, but may be investigated by the OPR if
deemed necessary.

Anyone receiving a complaint either internally or externally that cannot be resolved during the initial contact with
the complainant, shall document the complaint on a Complaint Form #145. If preferred or requested by the
complainant, they may be referred to the location of the Complaint Form #145 on the Charles County Sheriff’'s Office
internet site at www.ccso.us — “Contact Us” — “Complaints and Commendations” or a copy may be printed and
provided to them. The Commander, OPR, will be responsible for the design and availability of complaint forms.

If submitted by an Agency employee, the completed form shall be sent to the OPR through the employee’s chain
of command. In cases where immediate attention is required, the Commander, OPR, or his designee may be
contacted directly.

If submitted by a civilian complainant, the completed form may be delivered to the OPR in person, sent to the OPR
via U.S. Postal Service, or emailed directly to OPR@ccso.us.

Based on the allegations, the desire of the complainant, or the need for further investigation, complaints may be
handled in a formal or informal manner. The Commander/Assistant Commander, OPR, and/or the employee’s
Division Commander shall make that determination.

The OPR maintains a flow chart to aid each Division Commander with the complaint handling process, including
receiving complaints, the investigative process and the final discipline involving allegations of employee misconduct.
A copy of the flow chart is also located on the Agency intranet site under the “Resources” drop down menu titled
“Initial Complaint Handling Process.”

The Internal Affairs Section shall make available to the public, through the media or the Agency’s community
relations programs, information regarding the method for making a complaint and ensure forms are available for
this purpose. This information will also be disseminated to all Agency personnel.

All complaints will be reviewed by a Division Commander and/or OPR. All complaints requiring investigation will be
screened by the Commander, OPR, or designee, and assigned for investigation by an Internal Affairs investigator,
or directed to a Division Commander for assignment to a division investigator. The Internal Affairs Section will retain
staff supervision of all investigations and will monitor their progress.

The Commander, OPR will report the receipt of all complaints to the Chief of Staff and Assistant Sheriffs who will
make appropriate notifications to the Sheriff. If necessary, due to the sensitivity of the complaint, notifications of
the receipt of the complaint may be limited.

The Commander, OPR will ensure each person submitting a complaint against the Agency or Agency personnel is
contacted acknowledging receipt of the complaint. The Commander will also ensure the complainant is provided
periodic progress reports of the investigation status and a notification of the results of the investigation upon its
conclusion.

2-262.1 DOCUMENTATION OF COMPLAINTS

The Commander, OPR or a designee will ensure that all complaints concerning this Agency or members of this
Agency are documented, regardless of origin. Documentation will consist of maintaining an active investigative file,
and master file. The master file is kept electronically in the |A Pro Internal Affairs tracking software program. The
active investigative file will be maintained by the investigating detective, and filed in the secure file room located in
the OPR once the investigation is finished and the administrative process is complete.

In addition to other statistical information entered and tracked in the IA Pro program, the OPR documents and
maintains files on two types of complaints. They are as follows:

e |A - cases assigned for investigation to an OPR investigator or to an investigator in the field; and
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e M — miscellaneous complaints received and reviewed by the OPR and determined to contain no policy
violation. In miscellaneous cases, a representative of the OPR will contact the complainant, explain the
disposition, and answer any questions they may have.

2-262.2 AVAILABILITY OF OPR PERSONNEL

Internal Affairs Section personnel will be available 24 hours per day, 7 days per week. The Commander, OPR or
his designee shall be contacted when OPR assistance is required.

2-265 STANDARDS, INSPECTIONS, AND SAFETY OFFICER

The Standards and Inspections / Safety Officer reports to the Assistant Commander, OPR. This position manages
special projects of the Agency as provided in the position description or assigned by the Assistant Commander,
OPR. The position assumes all the duties and responsibilities outlined in Chapter 6 of this Manual and those rules
and regulations of the Maryland Occupational Safety and Health Administration (MOSHA) and the Occupational
Safety and Health Act (OSHA). In the AOM, this position may alternately be referred to as the Safety Officer.

Safety audits will be conducted in accordance with MOSHA / OSHA specifications and notifications made to Division
Commanders, documenting findings. All required reports are generated under the supervision of the Assistant
Commander, OPR. The Commander, OPR will report any significant issues to the Assistant Sheriff of
Administration.

In addition to the previously described duties and responsibilities, the Standards and Inspections / Safety Officer
will conduct comprehensive reviews of the following:

e Reportable Use of Force Incidents
e High Speed Pursuits

Upon completion of the review, a detailed memorandum will be written and forwarded to the Assistant
Commander, OPR for final review. If Agency policy violations are discovered during the review, the Division
Commander of the involved employee will be notified to handle appropriately within their division. On occasion,
the Commander, OPR or his designee may assign the violation an Internal Affairs tracking number to be
investigated by the Internal Affairs Section or assigned as a Field Investigation.

2-270 OFFICE OF THE GENERAL COUNSEL
The Office of the General Counsel is assigned to represent the Office of the Sheriff. In accordance with Maryland
law, the Attorney General’'s Office is primarily responsible for representing and advising the Sheriff for Charles
County, Maryland, in matters of traditional constitutional duties of the office of the Sheriff. However, to ensure
prompt, thorough, and consistent legal advice, the Sheriff, the County, and the Attorney General have mutually
agreed that an Attorney shall act as a General Counsel to the Sheriff’'s Office and is responsible for:

e providing legal advice regarding the daily operations of the Agency; and

e serving as a liaison between the County Attorney’s Office and the Agency; and

e serving as a liaison between the Attorney General’s Office and the Agency; and

e coordinating responses in civil suits against the Sheriff, the Agency, and its personnel with the County
Attorney and the Attorney General; and
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e providing legal representation in various courts for the Sheriff, the Agency, and its personnel either at the
direction of the Sheriff or at the request of the County Attorney; and

e examining rules, policies, and procedures of the Agency for legal sufficiency and form; and

e representing the Agency, when requested, during Administrative Hearing Boards, both internally and
externally; and

e providing on-going information and training regarding current legal issues which may impact the Agency;
and

e serving as the Agency’s legislative liaison with the various legislative bodies at the local, state, and national
level.

The legal staff assigned to the Office of General Counsel is responsible for providing administrative and clerical
support to the General Counsel to the Sheriff.

2-280 EXECUTIVE SERVICES DIVISION

The Executive Services Division is responsible for and supports functions in the Agency relating to policy in the
Administrative and Operational Manual, division and section SOPs, Agency forms, the Grants Function, and the
Accreditation process. The division is also responsible for the activities which are related to the Media Relations
Office and Chaplain Services.

2-281 EXECUTIVE SERVICES COMMANDER

The Executive Services Division Commander, a sworn position, is directly responsible to the Chief of Staff. The
Commander is responsible for the direct supervision of subordinate personnel and the performance of
administrative duties pertaining to the daily operation of the division. He is responsible for the performance of all
personnel assigned to his command.

The Commander is responsible for ensuring employee(s) assigned to the function of Accreditation Manager shall
receive specialized Accreditation Manager training within one year of being appointed to this function. At a
minimum, the training should include information on the essential components of the process, the standards
manual, file maintenance, and on-site assessment procedures.

The Executive Services Division Commander shall inspect the personnel, equipment, facilities, and other resources
assigned to his command on a regular basis. He shall be responsible for maintaining these elements of his
command in compliance with the policies set forth in this Manual and in other official directives of the Agency.

2-282 PLANNING & ACCREDITATION

Planning & Accreditation is administered by a civilian Deputy Director. The Deputy Director shall have access to all
components and resources of the Agency in order to fulfill the responsibilities of the dual role of Planning &
Accreditation. The Deputy Director reports to the Executive Services Commander.

Planning & Accreditation has a policy development function responsible for (at the direction of, and with the approval
of, the Sheriff, Chief of Staff, Commander, Executive Services, or Assistant Sheriffs) the creation, revision, and
deletion of Agency policy contained in the Agency Manual. This function also creates, edits, revises, and publishes
SOP Manuals, with the approval of, and for, the various component commanders. Planning & Accreditation is
responsible for the maintenance of the accreditation files and the oversight of the process of accreditation, as well
as the securing and management of grants through the Grant Coordinator.
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This section may be comprised of sworn and/or civilian support staff. The Deputy Director oversees all the planning
and accreditation activities of the Agency. These include, but are not limited to:

e management of the Agency AOM,;

e assistance to various Agency Commanders in the development of section and unit SOPs;

e evaluation of new technologies and products applicable to the Agency’s activities;

e development of Agency mission statements, goals and objectives, to include an Agency Strategic
Management Plan;

o refinement of the Agency organizational structure;

e development of plans for improvement of operations and processes;

e evaluation of training technologies and recommendations for improvement;

e assistance to Agency personnel in developing presentation and publishing techniques;

e creation and maintenance of all Agency forms for general and component use;

e coordination of the Agency SMP;

¢ implementation and completion of the Agency’s formal accreditation, and, after acquisition, maintenance of

accreditation with CALEA,
e application for and securing of grants for Agency programs and capital improvements.

2-283 POLICY COORDINATOR

The Policy Coordinator receives general supervision from and reports to the Deputy Director, Planning &
Accreditation. He is responsible for analyzing information from many sources and determining from that information
the need for changes in Agency policy and procedures. This employee will complete tasks associated with the
creation and publication of documents, including the Agency AOM and SOPs, creation and maintenance of files
and file systems, and be responsible for other duties as assigned. He shall maintain an awareness of technological
advancements in the field of law enforcement and evaluate their applicability to the Agency.

2-284 ACCREDITATION COORDINATOR

The Accreditation Coordinator receives general supervision from and reports to the Deputy Director, Planning &
Accreditation. The Coordinator is responsible for acquiring materials from each division pertaining to the
accreditation process and entering them into the accreditation files, as well as maintaining and updating them as
necessary. He is responsible for ensuring that written policy conforms to the CALEA standards.

In addition, the Accreditation Coordinator will create, revise, and maintain all Agency forms for general and
component use. He will be responsible for maintaining and updating the Agency Forms section on the Agency’s
Intranet. He will be responsible for all other duties as assigned. Final authority of all forms maintenance will be the
responsibility of the Deputy Director, Planning & Accreditation.

2-286 GRANT COORDINATOR

The Grant Coordinator is responsible for seeking sources of funding for Agency programs and capital items which
are not funded, or are inadequately funded, by the Agency budget process. In this regard, the Grant Coordinator
will maintain liaison with state and federal offices and personnel who are responsible for administering grant funding
for law enforcement and correctional programs. Additionally, the Grant Coordinator will continually search to find
private sources of funding, so long as such funding will not create a conflict of interest with the Agency’s mission
and goals.

2-287 CHAPLAIN SERVICES

Chaplain Services is composed of various members of the community who are experienced representatives of their
particular denominational group. Chaplain Services reports to the Executive Services Commander. Their purpose
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is to minister to the members of this Agency in times of personal need and strife. They will be responsible to
conform to the policies defined in the Chaplain Services SOP Manual and to fulfill the duties defined therein; and
they will minister to employees, their families, and the Agency as follows:

e assist in the natification of families of employees who have been seriously injured or who have died; and

e comfort and aid injured and sick employees or other members of the police family who may be in our
community; and

e provide comfort and aid to employees who have suffered a loss of a family member or who are caring for a
seriously ill or injured family member; and

¢ aid employees who must make death notifications within the community as a result of the performance of
their duties; and

e provide moral and spiritual guidance to employees and their families; and

e actas a liaison for the Sheriff and the Agency between the various religious leaders and their congregations,
and the Agency in matters of mutual concern.

2-288 MEDIA RELATIONS OFFICE

The Media Relations Office is responsible for developing, coordinating, directing, and administering policies relating
to all phases of public relations in accordance with the mission, objectives, directives, and policies of the Sheriff's
Office. The Media Relations Office is responsible for establishing and maintaining a close working relationship with
employees of the Agency, elected officials, the press, the general public, and peer groups.

The relationships maintained between the Media Relations Office and the news media will be developed and
maintained to promote a harmonious symbiotic effort. To this end, whenever there is an apparent need to change
or develop new policies regarding the Media Relations Office, the news media will be involved in that process. Their
comments and interests will be evaluated in the final decision making.

2-289 MEDIA RELATIONS SPECIALIST

The employee in this critical position will be the Media Relations spokesperson for the Sheriff's Office, directing the
communications strategy for all matters of public policy and crisis communication. The Media Relations Specialist
will make descriptions of crimes and other recent incidents that required a police response available to the media
through the completion and distribution of regular incident briefings. Incident briefings must be approved by the
Commander, Executive Services, prior to distribution to the media. The employee receives supervision from, and
reports directly to, the Commander, Executive Services Division.

2-290 PUBLIC RELATIONS SPECIALIST

The employee in this critical position is responsible for participating in the creation, development, coordination, and
direction of, as well as the administration of, policies related to all phases of public relations. This position works
closely with the Media Relations Specialist in providing internal communication with staff as well as external
communication with the public and the media. The employee must establish a working relationship with staff
members, elected officials, the press, the general public, and other peer groups. The employee receives
supervision from, and reports directly to, the Commander, Executive Services Division.

2-291 SPECIAL PROJECTS COORDINATOR

The employee in this part-time position performs a variety of technical and administrative duties for the Executive
Services Division and the Agency in general. He assists the Media Relations Office with photographing Agency
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events and creating brochures and flyers. He assists the Planning & Accreditation Section with creating Agency
forms. He also plans special events, works on community projects, and coordinates and/or attends meetings as
assigned. The employee receives supervision from, and reports directly to, the Commander, Executive Services
Division.

2-300 PATROL OPERATIONS

Patrol Operations is that component of the Agency which has as its primary responsibility providing the immediate
police services required of the CCSO. Patrol Operations must provide preventive patrol in order to deter criminal
activity, and discover such activity while it is in progress, if it cannot be prevented. Officers of this component must
continually provide for the public safety by regulating the movement of vehicular and pedestrian traffic. They must
also find hazardous conditions; i.e., fallen trees, power lines down, hazardous pavement conditions, traffic signals
out, high water, unsafe hazardous materials handling, unsecured valuables, health hazards, and any other condition
detrimental to the public welfare. Patrol Operations has, as a primary goal, the development and maintenance of
a safe and orderly environment for the people who exist within the geographical boundaries of its area of
responsibility.

2-300.1 ORGANIZATION OF PATROL OPERATIONS

Patrol Operations is comprised of two divisions. The Northern Patrol Division is made up of Districts 3 and 4 in
Waldorf. The Southern Patrol Division encompasses District 1 (La Plata) and District 2 (Bryans Road). Each
division is under the command of a Captain; and a Lieutenant is assigned to each patrol shift in each division,
managing the work of their assigned patrol squads. Patrol Operations consists of the various shifts of officers and
their supervisors, who work rotating shifts in order to provide the immediate, 24-hour-a-day, 7-day-a-week,
uniformed response to public calls for service. These officers also provide the patrol deterrent to criminal activity
and the routine watch for conditions which pose a public danger.

2-301 PATROL DIVISION COMMANDERS

Each Patrol Division Commander is a sworn Captain who shall be responsible directly to the Assistant Sheriff of
Operations. He is responsible for the direct supervision of subordinate commanders and the performance of
administrative duties pertaining to the daily operation of the Division. He is responsible for the performance of all
personnel assigned to his command.

Each Patrol Division Commander shall be responsible for:

initial response to all calls for service which are directed to the Division;

patrol of all areas of the County with the purpose of crime prevention and detection;

detection of conditions which present a hazard to the citizens of the County; and

removal of hazards and/or warning of citizens of such hazards if it is within his ability to do so using the
available resources of the Agency and County.

Each Patrol Division Commander shall ensure the inspection of the personnel, equipment, facilities and other
resources assigned to his command on a regular basis. He shall be responsible to maintain these elements of his
command in compliance with the policies set forth in this Manual and in other official directives of the Agency.

2-302.1 ADMINISTRATIVE SERGEANTS

The Administrative Sergeants shall assist the division commanders in fulfilling the responsibilities associated with
the supervision within the Patrol Division. The Administrative Sergeants will fill in for a Patrol Supervisor during a
temporary absence. In addition to, or as enumerated by, the position description for his position, the Administrative
Sergeants shall have the following specific duties and responsibilities:
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e present all requested Patrol Division generated criminal cases to the Grand Jury;

e provide assistance to the Charles County State’s Attorney’s Office with investigative needs relating to those
cases;

e supervise and manage the Field Training Officer Program within the Patrol Divisions;
o fulfill such other administrative duties as may be required to facilitate and assist the division commanders.

2-302.2 ADMINISTRATIVE ASSOCIATE - PATROL

This position performs a variety of clerical and administrative duties relative to the operation of the Patrol Divisions
and provides direct support to the division commanders and shift commanders of Patrol Operations. Assignments
are carried out in accordance with general work instructions and established office practices and procedures. The
employee receives supervision from, and reports directly to, the Commander, South Patrol Division.

2-302.3 NEIGHBORHOOD ENFORCEMENT TEAM

This special Patrol unit performs proactive law enforcement duties relative to the operation of the Patrol Division.
Assignments are carried out utilizing nontraditional patrol techniques and will be done overtly and covertly. The
officers receive supervision from a Sergeant who reports directly to Commander, South Patrol Division.

2-303 SHIFT COMMANDERS

Shift commanders are sworn officers of the rank of Lieutenant. Shift commanders manage the affairs of the Agency
dealing with Patrol Operations during their designated shift schedule. These commanders are also tasked with
duties as assigned by their Division command. They are available to make operational decisions which require an
immediate response in order to deal with an ongoing or rapidly developing situation. Shift commanders report
directly to their Patrol Division Commander. During their assigned duty hours, including standby hours, shift
commanders have the responsibility and authority to act for the division commanders unless relieved by a superior
officer.

2-303.1 HOURS OF WORK

Division commanders will work such hours as are necessary to fulfill the responsibilities of their position and will
ensure Patrol has command coverage on a 24/7 basis. Specifically, division commanders must be available from
0600 to 1600, Monday through Friday, or provide for a qualified employee to act in their behalf during these hours.
They will make known which shift commander is on duty at any given time. Shift commanders work 10-hour shifts;
permanent midnight commanders have set hours, with a 10-hour work day.

2-303.2 GENERAL RESPONSIBILITIES

A primary concern of the division commander shall be the relative level of community satisfaction with services
rendered by the personnel assigned to the commander’s division. The division commander shall also be concerned
with all the services provided by the Agency and should take steps to improve these by sharing information with
various other component commanders. Division commanders are required to attend community functions in the
evenings or weekends, in order to maintain contacts and relationships with the community and its leaders. They
should adjust their schedules in order to attend to these matters. Division commanders will, from time to time, be
on patrol within their respective districts at night, in the early hours of the morning and at various times on the
weekends. They will personally observe their personnel in the performance of their duties at such intervals as
needed, to determine that these duties are being properly carried out. Division commanders will respond to
requests from their subordinate supervisors, regardless of the time of day or day of week, if there is a need for the
commander’s advice or presence. Shift commanders will be delegated tasks when necessary. Likewise, division
commanders will respond to direction from their superiors regarding needs to attend to a particular assignment or




OFFICE OF THE SHERIFF, CHARLES COUNTY, MD

Administrative and Operational Manual
July 12, 2023

function.
2-303.3 COORDINATION WITH OTHER AGENCY COMPONENTS

The Patrol Division Commanders, although not directly responsible for Criminal Investigations, DARE, Traffic
Operations, Community Oriented Policing, or other components of the Agency, are nonetheless responsible for the
coordination of all Agency services provided to the businesses, communities, and citizens within the district under
their command. Each division commander will, therefore, maintain a close working relationship with the
commanders of these other components of the Agency. The commanders of all components of the Agency are
required to keep division commanders informed as to operations of their command which occur, or will occur, within
a division commander’s district. Any operation which could potentially create a conflict or hazardous condition,
should the personnel of a district be unaware of its existence, will be revealed to the division commander, or the
senior sworn officer on duty if time is short before the operation is to commence, as far in advance as is practical
given the nature or sensitivity of the operation. Shift commanders will be delegated tasks when necessary.

In order to foster close working relationships, the division commander will meet with all component commanders
whose personnel operate within the commander’s district, as often as is necessary. These meetings will occur at
least quarterly and will be documented with meeting notes to be filed in each command’s files for a period of at least
one year. Meeting notes will be shared within each command to the fullest extent possible, except for information
which might jeopardize a sensitive operation.

2-303.4 BUDGET AND RESOURCE MANAGEMENT

Division commanders will be responsible for determining the manpower, equipment, capital improvements, facilities,
supplies and other budgetary needs of their command. In this regard, they will monitor the changes in their
communities and adjust annual requests for funding in accordance with these changes.

2-303.5 SHIFT COMMANDERS’ RESPONSIBILITIES

Shift commanders should, sometime during each tour of duty each day, personally visit each of their Patrol Division’s
facilities and inspect for security and proper operations. They will report, in writing, any discrepancies to the
commander who is responsible for the facility. In addition, they will notify any on-duty supervisor or other employee
of conditions which require attention of that employee. If there are no on-duty employees available and the condition
warrants immediate attention, the shift commander will cause notification to be made to the responsible off-duty
personnel.

Likewise, shift commanders will meet with shift supervisors as necessary during each tour of duty, each day, in
order to maintain a close working relationship and personally communicate such directions as may be appropriate.
Shift commanders will, on a rotating basis, attend the roll calls of operational components. Shift commanders will
observe the inspection of, or personally inspect the personnel assigned to, these operational units. The shift
commander will personally report the results of these inspections or will certify the inspection report of the supervisor
conducting the inspection. Any discrepancies will be corrected and made part of the report which is to be forwarded
to the respective Patrol Division Commander.

2-303.6 REPORTING AND NOTIFICATION RESPONSIBILITIES

Shift commanders will report any unusual condition or event which may be of interest to their respective division
commander or other component commander. These events may not be otherwise reportable under the policies of
this Manual, but are in the nature of a courtesy report to the component commander notified. Additionally,
operational notifications and reports required by this Manual will be the ultimate responsibility of the shift
commander. The commander may require the notifications or reports be made by other Agency personnel, but the
responsibility for their completeness, accuracy, and timeliness remains with the shift commander. Any report which
is specifically required to be completed by the shift commander will remain a personal responsibility and shall not
be delegated.
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2-305 SECTOR SUPERVISORS

The sector supervisors shall be assigned to a shift and shall be under the direct supervision of the shift commander.
The sector supervisor will report to the on-duty shift commander or, in rare instances, the on-call shift commander.
The sector supervisor will be responsible for a squad of patrol officers and the patrol sector to which the supervisor
and the squad are assigned.

The sector supervisor shall work closely with the officers under his control and will direct and assist them with their
assignments. Within the assigned patrol sector, the sector supervisor will be responsible for providing police patrol
services required of sworn officers of this Agency. They shall be aware of and perform the essential functions of a
sworn officer and supervise the officers under their control in the performance of the same.

Sector supervisors will work closely with the other sector supervisors assigned to the same patrol sector. The
sector supervisors assigned to the same sector will be jointly responsible for providing the best possible police
services to the citizens who live or work within the geographical boundaries of the patrol sector.

Sector supervisors will assist the shift commander in fulfilling the responsibilities of the commander’s position.
When the shift commander is absent from the County, a sector supervisor may be assigned to act for the shift
commander in the commander’s absence. Therefore, sector supervisors will learn the responsibilities of the
commander in order to fulfill these duties.

2-306 PATROL DIVISION OFFICERS

In addition to, or as enumerated by, the position description for their position, Patrol Division officers will have the
following duties and responsibilities:

e patrol the County;

e seek to prevent crime;

e apprehend and process violators of the law;

e enforce motor vehicle laws and promote highway safety;

e investigate vehicle crashes;

e serve criminal and civil processes;

e render assistance to persons where health or property may be in jeopardy;

e conduct preliminary investigations of all cases where CID does not respond, to include:
o observing all conditions, events, and remarks;
o identifying, locating, and interviewing the complainant / victim and all withesses;
o maintaining, protecting, processing, or arranging for the processing of the crime scene and the

collection of evidence;
o maintaining records; and
o preparing reports.
2-307 TELEPHONE REPORTING FUNCTION

The Telephone Reporting Function will be activated at the discretion of the Sheriff or his designee and will be
assigned to the Commander, South Patrol Division. When activated, the function will be staffed by sworn
personnel on modified duty or temporarily assigned to the function. They will have the responsibility to answer
calls for service by telephone for qualifying incidents. Specific procedures for officers working in this function can
be located elsewhere in this manual.

2-357 COMMUNITY SERVICES DIVISION (CSD)
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The Community Services Division is that component of the Agency which provides specialized uniform police
services. Community Services Division personnel make specific law enforcement tasks their primary duty,
implementing advanced training, skills, and equipment to accomplish specific Agency missions and goals.

2-358 ORGANIZATION OF THE COMMUNITY SERVICES DIVISION

The Community Services Division is commanded by a sworn Captain. This Captain is responsible for all the
personnel, equipment, and facilities dedicated to his command. The Division is made up of two components:
Community Relations Section and the School Resources Section.

2-359 COMMANDER, COMMUNITY SERVICES DIVISION

The Commander, Community Services Division is a sworn position which shall be responsible directly to the
Assistant Sheriff of Field and Support. He is responsible for the direct supervision of subordinate commanders and
the performance of administrative duties pertaining to the daily operation of the Division. He is responsible for the
performance of all personnel assigned to his command.

The Commander, Community Services Division shall ensure the inspection of the personnel, equipment, facilities
and other resources assigned to his command on a regular basis. He shall be responsible to maintain these
elements of his command in compliance with the policies set forth in this Manual and in other directives of the
Agency.

2-360 COMMANDER, COMMUNITY RELATIONS SECTION

The Commander, Community Relations Section is a sworn Lieutenant who shall be responsible to the
Commander, Community Services Division. The Commander, Community Relations Section shall be responsible
for the supervision and performance of the various specialized functions under his command. This component is
comprised of the Community Policing (COPS) Unit, Community Engagement Unit, Alcohol Enforcement Function,
Electronic Fingerprinting Unit, Community Organizer Function, Citizen Advisory Committee, Crisis Negotiations
Team (CNT) Function, Special Events Response Team (SERT) Function, the Auxiliary Function and the Honor
Guard Function.

2-361 COMMUNITY POLICING (COPS) UNIT

The Supervisor of the Community Policing (COPS) Unit is a Sergeant who oversees the operation of the Unit and
supervise the officers in performing the functions outlined in the following section. The Supervisor will report
directly to the Commander, Community Relations Section.

The officers assigned to the Community Policing Unit will perform specialized uniform patrol duties with an
emphasis on a specific segment of the community. They will attempt to become an integral part of their assigned
communities, gaining the respect and confidence of the citizens to a greater degree than may be possible in the
traditional patrol officer framework.

Officers assigned to the Unit will sometimes perform non-traditional roles in solving community problems by acting
as a government facilitator. Specifically, they may call upon various other components of government and the
community to provide the services necessary to solve a problem which, although not strictly a law enforcement
problem, may contribute to circumstances which generate criminal activities.

In general, the officers in this function will fight crime in a more comprehensive fashion because they are assigned

a specific area of responsibility; provided with additional training, equipment, and resources; and are less confined
in terms of their day-to-day need to respond to calls for service.

2-362 COMMUNITY ENGAGEMENT UNIT
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The Supervisor of the Community Engagement Unit is a Sergeant who oversees the operation of the Unit and
supervises the officers and civilians in performing the functions outlined in the following section. The Supervisor
reports directly to the Commander, Community Relations Section. The Community Engagement Unit is comprised
of sworn officers who perform the duties surrounding crime prevention and community outreach.

The officers assigned to the Community Engagement Unit perform specialized uniform duties with an emphasis
on preventing crime through proactive engagement and education within the community.

The Community Engagement Unit responsibilities and duties include, but are not limited to, the following:

e Establishing and maintaining close relationships with leaders of the community, civic groups, religious
groups, businesses, and the public in regards to preventive measures to improve the quality of life and
strengthen partnerships;

¢ Conducting meetings and presentations with said groups for the betterment of their respective situations;—

e Participating in community events such as Friday Night Lights and Sirens Block Parties.

e Attending community based meetings and coordinate the Crime Watch Program.

2-362.1 ALCOHOL ENFORCEMENT FUNCTION

The Alcohol Enforcement Function shall conduct routine alcohol inspections of all licensed liquor establishments to
ensure their compliance with all federal, state, and local laws. The Alcohol Enforcement Function is a component
of the Community Policing Unit and reports to the Supervisor, Community Policing Unit. The Function is comprised
of a Sworn Alcohol Enforcement Officer and a civilian, part-time Alcohol Enforcement Specialist. The Function
conducts investigations for alcohol and tobacco violations and submits written reports to various Agency
components based on their needs.

The Alcohol Enforcement Function shall maintain liaison between the Agency and the Charles County Board of
Licensed Commissioners (BOLC) and attend their meetings, in addition to attending alcohol and tobacco related
citizen group meetings on behalf of the Sheriff as directed. The Function is responsible for any alcohol-related
educational programs in which the CCSO may patrticipate. The Alcohol Enforcement Function shall maintain reports,
records, and monthly statistics, and perform other related duties as may be required.

2-362.2 ELECTRONIC FINGERPRINTING UNIT

The Electronic Fingerprinting Unit shall be comprised of specially trained civilian personnel, who shall conduct
both electronic and ink-type (rolled) fingerprinting services to customers who are members of the general public
and on occasion for those employees within this Agency whose fingerprints are required for an official Agency
purpose. The fingerprinting services are for the purpose of obtaining civilian based “applicant type” background
checks through the Criminal Justice Information System (CJIS). In addition, the ink-type (rolled) fingerprinting
services are for those persons seeking background checks for other states, or federal agencies outside the
Maryland Criminal Justice Information System. These various services will be paid for by the customers either by
cash, money order, debit or credit card when the appropriate mechanisms are available. The civilian personnel
assigned to this Function shall be known as Electronic Fingerprint Technicians. The Technicians are either full-
time or part-time and report directly to the Civilian Supervisor, Fingerprinting Unit. The location for this unit is the
Charles County Sheriff’s Office Fingerprinting Center, located in the St. Charles Towne Center Mall on the second
floor.

2-363 COMMUNITY ORGANIZER FUNCTION

The Community Organizer is a civilian employee who is responsible to the Supervisor, Community Engagement
Unit This employee shall seek to enhance the Agency’s crime fighting efforts by encouraging and enabling the
community of Charles County residents in their efforts to discourage, prevent, and suppress criminal activities
through their own efforts and cooperation with the Agency. The Community Organizer shall work to liaison with
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local community organizations, businesses, places of worship, and other components of the Agency to educate,
encourage, and support anti-crime efforts. This position provides a communications link between the Agency and
the community.

The Community Organizer is responsible for the following:

e to regularly attend community meetings and report community concerns and suggestions for improving
Agency training and practices bearing on police-community interactions to the Commander, Community
Relations Section;

e publication and distribution of the Community Dispatch to help publicize Agency programs, objectives,

problems, and successes;

organizing the annual Agency Crime Watch Kick-off;

organizing the annual Charles County National Night Out program;

organizing the Citizen’s Advisory Committee meetings; and

establishment of neighborhood Crime Watch programs.

2-363.1 CITIZENS ADVISORY COMMITTEE

The Commander, Community Relations will establish a Citizens Advisory Committee for the purpose of
distributing information to, and obtaining feedback from, the community. The Commander, Community Relations
and Command Staff members will represent the Agency at these meetings. The Committee itself will be made up
of people from throughout the County who can speak on behalf of the various segments of the community.
Members may include, but not be limited to:

e husiness leaders;

e church leaders;

e neighborhood watch leaders;

e representatives of civic organizations or clubs, such as Moose, Elk, Rotary, Lions, etc.;

e representatives of groups like Mothers Against Drunk Drivers, NAACP, AAA Potomac Region Driving
Club, etc;

e home owners association officers; and

e veterans groups like the American Legion, Veterans of Foreign Wars, etc.

The Commander, Community Relations will make every attempt to bring together a group which generally
represents the entire community, without being weighted toward a specific or limited segments of the community.
As a result of the creation of, and biannual meetings with this committee, the Commander, Community Relations
shall be able to determine the expectations of the various constituents which make up the County, regarding
Sheriff’'s Office services. Intelligence concerning upcoming community events will be gathered, as well as
information concerning criminal activities and such other information noted by community members, which might
be relevant to Agency operations.

The relative level of community satisfaction with services rendered should be a key concern of the Agency.
Information gathered as a result of Citizens Advisory Committee meetings will be organized and reported in
writing by the Commander, Community Relations. These reports will be forwarded through the chain of command
to the Sheriff. Copies of these reports, which may be of value to other components of the Agency, will be shared
with these components. A copy will also be sent to the Deputy Director, Planning & Accreditation.

2-364 CRISIS NEGOTIATIONS TEAM (CNT) FUNCTION

Closely related to the Emergency Services Team (EST) mission, is the Crisis Negotiations Team (CNT) Function.
The CNT Coordinator for the CNT Function shall be designated by the Commander, Community Relations
Section. The designated Coordinator is responsible for selecting sworn personnel who meet the following
minimum qualifications to be crisis negotiators:
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e rank of Sergeant and below;

e three years sworn experience;

e possess excellent communication skills;

e have demonstrated maturity and good judgment under stress; and
e availability for 24-hour call-out and reasonable response time.

Personnel so selected will receive specialized training that prepares them to perform their responsibilities and will
participate, with EST and other elements of the Agency, in mock training exercises designed to hone their skills
as negotiators. All training for negotiators will be scheduled by the designated Coordinator.

Crisis negotiators will have regular assignments throughout the Agency, but will respond to situations requiring
their talents and training when the need is present. They will also participate in scheduled training as necessary.
When training with EST, or working a real event, they will be under the command of the Commander, Community
Relations Section or the on-scene commander for the situation or event requiring a response.

In all cases, except when fulfilling their function as crisis negotiators, or when performing in a scheduled training
exercise, these employees will be responsible to their assigned chain of command. With regard to their actual
response to events, or participation in scheduled training exercises, they will be responsible to the Commander,
Community Relations Section. The Commander, Community Relations Section or Coordinator will provide as
much advance notice as possible to the employee’s normally assigned chain of command of the need for the
employee to respond to an event. In the case of scheduled training exercises, at least two weeks’ notice will be
provided. The normal chain of command of crisis negotiators will cooperate fully with the Commander, Community
Relations Section and Coordinator in supporting these employees to provide crisis negotiation services for the
Agency.

2-365 SPECIAL EVENT RESPONSE TEAM (SERT) FUNCTION

The Commander, Community Relations Section is designated as the Special Event Response Team Commander
and shall command and direct all SERT related activities. The Special Event Response Team provides the
Charles County Sheriff’'s Office with the capability to appropriately respond to large public gatherings,
demonstrations, disturbances, or other public safety activities, such as search and rescue missions and executive
protection details. The trained personnel can ensure a highly organized, disciplined response to any spontaneous
incident or unusual occurrence that places undue demand on patrol officers within their respective districts. The
SERT will be composed of officers with various regular assignments within the Charles County Sheriff's Office.
The officers will be broken down into operational squads, a logistical squad, and relief officers. Each squad is
supervised by a Sergeant.

2-366 AUXILIARY FUNCTION

The Auxiliary Volunteer Program provides voluntary personnel who have successfully completed the Citizen’s
Police Academy, under the authority of the Sheriff, an opportunity to apply their training to augment public safety
community outreach efforts.

Volunteers offer their services to assist the Agency in law enforcement-related community service functions, and
perform specific duties without any financial compensation from the County. They are permitted to perform only
specifically authorized duties.

To be considered for service as an Auxiliary Volunteer, the candidate must successfully complete the Charles
County Sheriff's Office Citizen’s Police Academy and be endorsed by the Commander, Community Relations
Section. Auxiliary Volunteers are required to complete a background check and remain in good standing with the
Charles County Sheriff’s Office.

Auxiliary members are not sworn police personnel and do not have arrest powers, nor will they be assigned to
duties requiring sworn police officer status. Members will not be allowed to operate Agency vehicles. Unless
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specifically authorized by the Sheriff, they will not carry weapons of any type.

Volunteers will be issued a polo style shirt of a design authorized by the Sheriff that clearly designates the
volunteer as such. For the safety of the volunteers, a police style uniform will not be issued.

Auxiliary members serve at the pleasure of the Sheriff, but report directly to the Commander, Community
Relations Section.

2-367 HONOR GUARD FUNCTION

The Honor Guard Function is a function of the Community Services Division; however, both sworn and
correctional officers within the Agency may be assigned to the Function. The Honor Guard Commander is a duty
assigned to the Commander, Community Relations Section, who will select a Sergeant as Honor Guard
Coordinator to assist in Honor Guard operations. The Honor Guard function is to assist families of fallen officers at
funerals when requested and serve as a community relations link by performing at various events in and out of
Charles County in accordance with policy found elsewhere in this Manual.

2-370 SCHOOL RESOURCES SECTION COMMANDER

The Commander, School Resources Section is a sworn Lieutenant who shall be responsible to the Commander,
Community Services Division. The Commander shall be responsible for the supervision and performance of the

various specialized functions under his command. This component is comprised of the School Resources Units,
the Criminal Justice Program Function, the School Crossing Guard Function, the Public Safety Cadets Unit, the

Teen Court Unit and the Search Management Function.

2-371 SCHOOL RESOURCES UNITS

The School Resources Units, each supervised by a Sergeant, will develop comprehensive strategies and
associated programs designed to reduce juvenile crime and delinquency. In conjunction with this primary goal, the
Units will foster activities, which are aimed at supporting target youth populations who have been determined to
have a propensity for becoming involved in criminal or antisocial behavior, and may eventually make them
subjects of Agency enforcement activities. Although this policy provides specific guidelines for the School
Resources Units, the responsibility for participating in or supporting the Agency’s juvenile operations will continue
to be shared by all components and employees of the Agency.

These Units will create and nurture working relationships with other components and employees of this Agency,
as well as relationships with citizen groups, schools and other juvenile justice agencies, in order to accomplish its
mission and goals. These Units will develop lines of communication with youth groups and organizations in order
to better understand their needs and problems. These Units will become a clearinghouse for knowledge of what
works and what does not work in the support of youth toward a life of productive citizenship within the community.
These Units will use this knowledge to marshal the resources of the community and the Agency to prevent
juvenile crime and delinquency.

Members of these Units will present school-based prevention programs that include “Safe Schools,” “Truth and
Consequences,” and D.A.R.E. (Drug Abuse Resistance Education).

These Units will gather and use statistical data in order to evaluate their performance and success or failure. This
cooperative effort will continually refine the data to make it more meaningful in pursuing the mission and goals of
the Units.

These Units will share information gathered with other components of the Agency, both on a regular basis and
through the development of training programs designed to allow other component personnel to benefit from the
specialized interaction of these Units and the youth community. To the degree possible, without compromising the
Agency’s mission, information will be shared with the community at large and the youth community, in order to
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further the purpose of supporting youth in their efforts to remain crime and delinquency free.
2-371.1 CRIMINAL JUSTICE PROGRAM FUNCTION

The Criminal Justice Program is a cooperative effort of the Charles County Sheriff’s Office and the Charles
County Public School System. This program is designed to allow high school students the opportunity to become
familiar with the Criminal Justice System and the Charles County Sheriff's Office operation specifically. As a result
of this program, the student may be in a better position to decide to enter a career as a Charles County Sheriff's
Office employee or enter some other component of the Criminal Justice System. The Criminal Justice Program is
coordinated by the Criminal Justice Program Instructor.

2-371.1.1 PUBLIC SAFETY CADETS UNIT

The Public Safety Cadets Unit, a subsidiary of the Public Safety Cadets organization, is sponsored by the Charles
County Sheriff's Office, and is overseen by the Commander, School Resources Section. The Commander, School
Resources Section shall appoint members of the Agency to act as the Public Safety Cadets Lead Mentor and
Assistant Mentor(s). The Lead Mentor has the responsibility to oversee the daily operations of the Unit. The Unit
is made up of young men and women ranging in age from 14 to 21 years old who have an interest in the law
enforcement profession.

Public Safety Cadets assigned to the Unit are volunteers and are in no way considered employees of the Charles
County Sheriff's Office. Public Safety Cadets must meet minimum standards and abide by the Constitution and
By-Laws of the Unit to remain in the Unit.

2-371.2 SCHOOL CROSSING GUARDS FUNCTION

School Crossing Guards are part-time, non-sworn positions. The School Crossing Guards shall assist school
children across the highway at designated school crossings and assist school buses entering or leaving the
highway at designated locations. School Crossing Guards are directly responsible to the Supervisors, School
Resources Units.

2-372 TEEN COURT UNIT

Teen Court is designed to reduce the number of youthful offenders and educate community youth in a realistic
court environment. Teen Court is a juvenile justice diversion program offering first-time offenders, ages 13-17 with
minor crimes and ages 17 and under with civil citations, the opportunity to accept accountability for their minor
crimes without having to incur a criminal record. Teen Court is a voluntary program that allows juvenile
respondents to be judged by a jury of their peers. Teen Court is conducted in an actual court-like setting in pre-
established community-based locations with the teens acting as prosecutors, defense attorneys and jury
members in each case. The sanctions consist of community service projects, enrollment in applicable education
programs, and mandatory jury duty in other Teen Court cases. This mission is carried out by sworn officers and
civilian staff, by conducting Teen Court in a community setting and through cooperative efforts of the juvenile
justice administration, school administrators, community leaders, volunteers and the Agency.

2-373 SEARCH MANAGEMENT FUNCTION

The Search Management Function provides highly trained supervisors and administrators to manage the planning
and operations of critical missing person and manhunt searches. These individuals, using Lost Person Theory as
the basis for their decision-making process, will provide incident commanders with the information necessary to
guide field operations in cases where the search for an individual is critically needed to save life or protect the
public from a fleeing suspect.
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2-377 SPECIAL OPERATIONS DIVISION (SOD)

The Special Operations Division is that component of the Agency which provides specialized uniform police
services. Special Operations Division personnel make specific law enforcement tasks their primary duty,
implementing advanced training, skills, and equipment to accomplish specific Agency missions and goals.

2-378 ORGANIZATION OF THE SPECIAL OPERATIONS DIVISION

The Special Operations Division is commanded by a sworn Captain. This Captain is responsible for all the
personnel, equipment, and facilities dedicated to his command. The Division is made up of the Field Operations
Section.

2-379 COMMANDER, SPECIAL OPERATIONS DIVISION

The Commander, Special Operations Division is a sworn position which shall be responsible directly to the Assistant
Sheriff of Field and Support. He is responsible for the direct supervision of subordinate commanders and the
performance of administrative duties pertaining to the daily operation of the Division. He is responsible for the
performance of all personnel assigned to his command.

The Commander, Special Operations Division shall ensure the inspection of the personnel, equipment, facilities
and other resources assigned to his command on a regular basis. He shall be responsible to maintain these
elements of his command in compliance with the policies set forth in this Manual and in other directives of the
Agency.

2-380 COMMANDER, FIELD OPERATIONS SECTION

The Commander, Field Operations Section is a sworn Lieutenant who shall be responsible to the Commander,
Special Operations Division. The Commander, Field Operations Section shall be responsible for the supervision
and performance of the various specialized functions under his command. This component is comprised of the
Traffic Operations Unit, Automated Enforcement Unit, Intoximeter Operator Function, Emergency Services Team
Function, K-9 Unit, Security Response Vessel Function, Unmanned Aerial System Function, Drug Recognition
Expert Function, and the Motorcycle Function.

2-380.1 SPECIAL OPERATIONS DIVISION SECRETARY

The Special Operations Division Secretary is a hon-sworn, part-time position within the Division which reports to
the Commander, Field Operations Section. The Special Operations Division Secretary’s duties include
administrative and clerical functions for the various sections of the Division.

2-381 TRAFFIC OPERATIONS UNIT

The Supervisor of Traffic Operations is a Sergeant who shall report directly to the Commander, Field Operations
Section. He shall be responsible primarily for specialized patrol which is aimed at the improvement of highway
safety and crash prevention. The Traffic Operations Supervisor shall have responsibility for the everyday
operation of the Unit, which consists of other Traffic Operations officers.

Additionally, the Traffic Operations Supervisor shall be responsible for the following:

e Motorcycle Function;

e supervising the investigation of fatal and serious injury crashes;

e supervising the investigation of school bus crashes;

¢ the administration and supervision of the Agency Commercial Vehicle Enforcement component;
e Charles County Tow Permit Program;




OFFICE OF THE SHERIFF, CHARLES COUNTY, MD

Administrative and Operational Manual
July 12, 2023

e Charles County Sheriff's Office Authorized Tow Services Program (ATSP);

e Charles County Sheriff's Office Intoximeter Program;

e the coordination of all grants provided to the Charles County Sheriff’'s Office for traffic enforcement or
related programs;

¢ the coordination of all funeral escort services; and

e supervising the response to traffic complaints and speed analysis requests.

The Supervisor shall prepare reports, maintain records, conduct investigations, and perform other related work as
may be required.

2-381.1 AUTOMATED ENFORCEMENT UNIT

The Automated Enforcement Unit (AEU) is comprised of a civilian Automated Enforcement Supervisor, civilian
Automated Enforcement Unit Office Specialists and one sworn Automated Enforcement Officer with arrest powers
limited by the Sheriff, Charles County. Employees of the Unit report to the Field Operations Commander.

The AEU is responsible for the processing of automated citations generated by speed cameras, school bus
cameras, and red light cameras placed throughout Charles County by contracted vendors. Additionally,
employees of the AEU field customer service telephone calls, process court paper work, research vehicle
information and testify in court proceedings relative to the citations issued by automated camera systems within
Charles County.

2-381.2 INTOXIMETER OPERATOR FUNCTION

The Intoximeter Operators are assigned to the Patrol Division. Each operator shall maintain at his assigned
station an Intoximeter Operator’s Log (MSP Form 36A).

All tests conducted by that operator (defendant tests and simulator tests) shall be recorded in the log as soon as
practical. These tests must also be recorded in the appropriate Log of Tests for Alcohol Influence Arrests (MSP
Form 36B).

Each operator is required to run a minimum of one (1) test per month, either subject test or simulation; four (4)
subject tests are also required per year. These will be listed on the Operator’s log. Special exceptions to this
regulation will be allowed because of sick and safe leave, annual vacation, temporary assignment outside of the
area, or the absence of the instrument due to repairs. The reason for failing to perform the required tests will be
entered on the Intoximeter Operator’s log.

The Operator’s log will be maintained by the operator for the purposes of establishing a permanent record of his
testing experience in court.

2-382 EMERGENCY SERVICES TEAM (EST) FUNCTION

The various duties and functions of the Emergency Services Team (EST) shall be coordinated by the
Commander, Field Operations Section who is designated as the Commander, Emergency Services Team. The
duties and functions of the Emergency Services Team include:

¢ handling high-risk situations, including hostage incidents, barricaded persons incidents, sniper situations,
or other similar situations;

e assisting in the execution of search and seizure warrants and certain arrest warrants in which the
presence of the Emergency Services Team is considered to be appropriate;

e performing selected assignments and stakeout operations in situations in which there may be an inherent
danger of armed confrontations calling for the use of specialized weapons or tactics;
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¢ maintaining the required level of readiness through the implementation of extensive training programs of
physical fitness, marksmanship, rappelling, and other skills related to the EST mission; and

e maintaining a dialog with Patrol, Criminal Investigations and other operational components concerning the
interaction of EST and these components, both during an incident and by their involvement in training
exercises.

2-383 K-9 FUNCTION
The K-9 Function shall be coordinated by the Commander, Field Operations Section.

K-9 officers will be assigned to a daily shift with other patrol officers. While they are working a normal tour of duty,
they will be under the operational supervision of the district supervisors of the squad to which they are assigned.
The K-9 officer shall perform in the capacity of a public safety officer with the primary responsibility of K-9 patrol.
K-9 officers will utilize their police K-9s for suspect apprehension, narcotics detection, humanitarian and criminal
searches, explosives detection and firearms detection. K-9 officers will attend formal K-9 training and maintain all
necessary certifications.

K-9 officers assigned to the Patrol Division as a patrol officer should not normally be utilized for calls for service
requiring advanced or extended investigations, traffic crashes, and criminal arrests requiring the transport and
processing of prisoners, or on prolonged incidents.

2-384 SECURITY RESPONSE VESSEL (SRV) FUNCTION

The SRV Function shall be coordinated by the Commander, Field Operations Section. The primary function of the
SRV is to provide waterway security patrols during times of heightened terrorism threat levels as assigned by the
U.S. Department of Homeland Security, provide law enforcement in a marine environment, and other duties as
deemed appropriate and authorized by the Commander, Field Operations Section. Officers assigned to the SRV
Function may be assigned to other divisions from the Agency; however, they will respond when the deployment of
the vessel is necessary. The duties of officers and purpose of this function are found in the SRV Standard
Operating Procedures (SOP).

2-385 UNMANNED AERIAL SYSTEMS (UAS) FUNCTION

The Unmanned Aerial Systems (UAS) Function shall be coordinated by the Commander, Field Operations
Section. The UAS Function is responsible for piloted or autonomous unmanned aircraft flights for the Charles
County Sheriff's Office. Unmanned aircraft, commonly called “drones,” are used to accomplish an aerial law
enforcement purpose for the Agency. The UAS Function consists of sworn police officers, correctional officers,
and identified civilian Agency employees who have completed the necessary training, and achieved the
necessary Federal Aviation Administration (FAA) certifications to operate as a commercial drone pilot.

The UAS Function utilizes unmanned aircraft for aerial photography, surveillance, suspect identification, search
and rescue, or other similar law enforcement purposes. The UAS Function may be deployed as a visible deterrent
in high crime areas or in a first-responder function. The use of the unmanned aircraft, and additional requirements
of the pilots, is governed by the UAS SOP.

A UAS Coordinator, appointed by the Commander, Field Operations, is responsible for the training of new pilots,
maintenance of agency UAS equipment, the coordination and documentation of continuing pilot training and the
overall functions of the Function. The UAS Coordinator, when acting in such a capacity, will report to the
Commander, Field Operations Section.

2-386 DRUG RECOGNITION EXPERT (DRE) FUNCTION

The Drug Recognition Expert (DRE) Function falls under the Commander, Field Operations Section. A DRE is a
sworn police officer, who is certified to administer a Drug Influence Evaluation on a subject suspected to be under
the influence and/or impaired by drug(s). This is typically done, but not limited to, when a subject has been
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arrested for DUI, and alcohol impairment has been ruled out. A DRE must be Standardized Field Sobriety Tests
(SFST) and Advanced Roadside Impaired Driving Enforcement (ARIDE) certified. A DRE is trained, certified, and
endorsed through the Maryland Highway Safety Office, the Maryland State Police (MSP), the International
Association of Chiefs of Police (IACP), and the National Highway Traffic Safety Administration (NHTSA).

The Drug Recognition Expert (DRE) Agency Coordinator reports to the Commander, Field Operations and the
MSP DRE State Coordinator. The DRE Agency Coordinator must be certified as a DRE Instructor and sanctioned
by the Maryland State Police (MSP) DRE State Coordinator and Commander, Field Operations as such. The DRE
Agency Coordinator is responsible for the integrity of the DRE Program for the Charles County Sheriff's Office
(CCSO) and the La Plata Police Department (LPPD). The DRE Agency Coordinator supervises DRE’s for CCSO
and LPPD, and maintains records of DRE evaluations, certifications, trainings, and policy within the DRE SOP.

2-387 MOTORCYCLE FUNCTION

The Supervisor, Traffic Operations Unit shall coordinate the use of Agency motorcycles. Only those officers who
have completed the Basic Motor Officer Certification course, or who are training under the supervision of an
instructor, will operate Agency motorcycles. Officers assigned to the Traffic Operations Unit who have completed
the Basic Motor Officer Certification Course will be assigned an Agency motorcycle during their tenure in the Unit.
Officers who are assigned to the Motorcycle Function as a collateral duty will not be assigned an Agency
motorcycle. Rather, the Supervisor, Traffic Operations will ensure a fleet of motorcycles is available for use by
collateral motor officers. Agency motorcycle officers will adhere to the policies and procedures as outlined in the
Motorcycle Function SOP. Agency motorcycles will be used for traffic enforcement, crash investigation and the
escort of funeral processions for other motor vehicle(s). Unless specifically directed by the Supervisor, Traffic
Operations, the Agency motorcycle may be utilized for operations throughout Charles County without limitation.

2-400 CRIMINAL INVESTIGATIONS DIVISION (CID)

The Criminal Investigations Division (CID) is organized to handle complex investigations which require significant
time, technical investigative expertise, investigative resource networks, flexible manpower assignment, or a
combination of these factors. Certain cases will almost always fulfill these requirements and are, therefore, made
the responsibility of CID. Other cases are sometimes easily handled by other Agency personnel and are, therefore,
optionally the responsibility of CID.

CID may act in a support role in criminal investigations handled by other components of the Agency, by providing
crime scene processing, assistance with interviews and interrogations, and by providing help with other technical
matters or sources of information. The determination to assume responsibility of an investigation in those cases
where there is an option, is generally made by a CID detective in response to a request for assistance. In some
cases, when an initial report written by another component of the Agency is reviewed by a CID supervisor, the
supervisor may decide the case warrants assignment to a CID detective.

CID will have the responsibility to investigate the crimes listed in Chapter 2, Section 400.1. However, this does not
imply detectives will be responsible for initial reports, responding to all crime scenes, or calls for service to these
crimes. Whenever practical, detectives will respond to scenes of these crimes to assist until the case is formally
assigned. In some cases, detectives will write initial reports, even though other officers have initially responded to
the scene. Nothing in this policy prohibits members of any other division from conducting investigations into, or
from making arrests for, the enumerated crimes prior to the assumption of an investigation by Criminal
Investigations Division personnel.

Sworn positions within CID have the same rank, title, and salary schedule as equivalent sworn positions throughout
the Agency.

Criminal Investigations is divided into five sections: Persons Crimes, Property Crimes, Homeland Security, Forensic
Science and Narcotics Enforcement. Each section has responsibilities and duties based on the scope and types
of crimes they investigate.
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2-401 CRIMES INVESTIGATED BY CID
e deaths (unless natural);
e shootings (unless accidental);
o officer-involved critical incidents resulting in death or serious physical injury;
o felony assault (life threatening or severe injuries);
e rape;
e sexual offense (except fourth degree);
e robbery;
e kidnapping / abduction;
e child abuse;
e elderly abuse;
e critical missing persons;
e burglary;
o forgery and related crimes;
e credit card fraud,;
e CDS;
e violations of narcotics and vice laws;
e terrorism;
e threats of mass violence;
e criminal gang activity;
o follow-up investigations of reports by officers as approved / assigned;
e cold case incidents;
e special investigations assigned by the Sheriff or Assistant Sheriff.
2-402 COMMANDER, CRIMINAL INVESTIGATIONS DIVISION

The Commander shall be responsible directly to the Assistant Sheriff of Operations for all matters pertaining to the
Criminal Investigations Division. The Commander is responsible for the administration of all the personnel assigned
to the command. The Commander shall:

e develop programs and policies which foster close cooperation between CID personnel and other personnel
within the CCSO; and

e develop policies to ensure criminal investigations are conducted properly and prepared for presentation
before the courts; and

e provide personnel and resources assigned to CID for response to crime scenes and requests for
assistance; and

e assist other law enforcement agencies with ongoing criminal investigations; and

e provide methods for the exchange of information between the CCSO and other law enforcement agencies
in matters of mutual interest; and

e evaluate the methods of operation of CID and make recommendations for its improvement; and
e train subordinate personnel in the operation and management of CID; and

e inspect or cause to be inspected all personnel and equipment under his command on a periodic basis.
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2-403 UNIT SUPERVISOR'S RESPONSIBILITIES
Unit Supervisors within CID will have the following general responsibilities:
o fulfillment of all Unit responsibilities;
e supervision of Unit personnel;
e ensuring maintenance of all equipment and office space assigned to the Unit;

e inspection of personnel, equipment, uniforms, office and storage space, and vehicles assigned to the Unit
or its personnel;

¢ maintaining a general knowledge of the other units’ responsibilities, investigations, and personnel;

e assumption of the role of Section Commander in the absence of the Commander, in accordance with the
roster developed by the Commander for this purpose;

e reviewing all Unit search and seizure warrant applications prior to submission to the State’s Attorney’s
Office, if appropriate;

¢ review and approval of operational plans for all Unit special operations and search warrants;
e such other duties as may be specifically assigned by the Commander.

2-404 DETECTIVES’ RESPONSIBILITIES

Detectives assigned to CID shall investigate crimes, examine evidence, apprehend violators of the law, maintain
records, prepare reports, and perform other work-related duties as assigned or required. They shall maintain a
level of expertise in the field of investigations which is generally above that of the other sworn members of the
Agency not assigned to an investigative function.

In this regard, they will read and know the criminal law which applies to the various cases which they are charged
to investigate. They will be aware of current case law as it pertains to their cases. They will read text books and
periodicals which apply to their chosen field of investigations. They will become expert as investigators in order
that they may be recognized and testify as such in court.

Detectives shall provide such assistance and support as may be needed to the patrol units of the Agency. They
will strive to maintain a working relationship with the patrol function to the benefit of CID, Patrol, and the Agency.
They will attend patrol roll calls, when possible, and share information with patrol officers in support of the patrol
and investigations functions.

2-405 COMMANDER, PERSONS CRIMES SECTION

The Commander, Persons Crimes Section is a sworn Lieutenant who reports directly to the Commander, CID. This
Commander is responsible for the administration and operation of the Section, which includes the following units:

Major Crimes Unit (MCU);

Special Victims Unit (SVU);
Robbery Unit (RU);

Victim / Witness Services Function.

The Commander shall ensure that all the responsibilities of the various units comprising this section are handled in
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the most efficient and effective manner possible. The Commander will ensure that the various functions are manned
in a manner which provides support to the Agency patrol function while providing for the necessary investigation of
the cases currently active within the Persons Crimes Section.

The Commander will maintain an awareness of the current workloads of the various units within his section and
adjust assignments to compensate for uneven workloads. The Commander will be aware of any major
investigations currently under way within his units and ensure that the Commander, Criminal Investigations Division
is kept apprised of the status and progress of such cases.

The Commander, Persons Crimes Section will keep himself informed with regard to all the functions of the Criminal
Investigations Division through close cooperation with the Commander, Property Crimes Section; Commander,
Narcotics Enforcement Section; the Commander, Homeland Security Section; and the Division Commander. The
Commander, Persons Crimes Section will assume the responsibilities of the Division Commander in his absence.

2-405.1 MAJOR CRIMES UNIT
The Major Crimes Unit shall have the responsibility for the investigation of cases involving:

e deaths (unless attended natural);

shootings (except accidental);

felony assault with life threatening or severe injuries;
critical missing person;

kidnapping / abduction;

cold case incidents;

officer involved shootings / critical incidents;

any case specifically assigned.

The Unit will conduct missing persons investigations, providing immediate response, at the request of the Patrol
operations commander / shift commander / sector supervisor, to the scene of a critical missing person. The Unit
will conduct an investigation of non-critical missing persons if the person has been reported missing for more than
ten (10) days. All missing persons investigations will comply with the provisions of other applicable sections of the
AOM.

2-405.2 SPECIAL VICTIMS UNIT
The Special Victims Unit shall be responsible for the investigation of the following crimes and incidents:

physical / sexual child abuse;

child deaths;

vulnerable adult abuse;

rape;

sexual offenses (except fourth degree);

maintaining Sex Offender Registry list for Charles County; and
other cases as assigned.

Personnel of this Unit will be familiar with and conduct investigations consistent with the policy found in Chapter 4,
Sections 704-705 of the AOM. The Unit will act in cooperation with the Department of Social Services and Protective
Services in the conduct of the Unit's investigative responsibilities.
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2-405.2.1 COMFORT CANINE FUNCTION

The Comfort Canine Program was established to assist the Sheriff's Office in providing comfort to victims and
witnesses of various crimes. The primary goal of this program is to assist detectives during forensic interviews with
child victims and additionally to assist theses victims when testifying in criminal court cases. Secondarily this
program can assist both sworn and civilian employees with stress relief.

The CID Special Victims Unit (SVU) Supervisor will be responsible for the direct supervision of the Comfort Canine
Program. The SVU Supervisor will maintain a training and veterinary log for any canine in the program. Individual
handlers will be responsible for monthly submissions of any training received or programs/events attended. See the
Comfort Canine SOP for the full details of this program.

2-405.3 ROBBERY UNIT

The Robbery Unit shall be responsible for the investigation of serious robbery cases. This shall include but is not
limited to:

e Commercial Armed Robberies
e Citizen Armed Robberies

e Carjackings

e Other Cases as assigned

2-405.4 VICTIM / WITNESS SERVICES FUNCTION

The Victim / Witness Services Function is tasked with providing support to victims / withesses of crimes through the
use of available support programs. In this regard, the Function will be fully aware of all federal, state, and privately
funded programs aimed at the support of victims / withesses of crime. The Function will maintain a supply of
documents created by these entities for distribution to victims / withesses. The Function will maintain telephone
numbers, addresses, and names of contact persons for all of these available resources, as well as awareness of
available online resources for victims and witnesses.

The Function will make contact with victims of Part One crimes to determine their satisfaction with the Agency
response to the crime of which they were a victim. The Function will bring to the attention of appropriate Agency
management personnel any legitimate shortfall in Agency service to victims / witnesses. Agency managers and
administrators will be responsible for rectifying these discrepancies in service, if possible.

In addition to coordinating the level of satisfaction the victim / witness has with Agency service, the Function will
attempt to provide referrals to available services which may mitigate the impact of crime upon the victim / witness.
These services may include, but are not limited to:

housing;

support groups;

counseling;

financial or other restitution;

legal aid;

medical treatment; and

explanation and guidance through the criminal justice system process through coordination with the
Victim/Witness Unit of the State’s Attorney’s Office, or other allied Agencies.

e explanation of Crime Victim’s Rights.

2-406 PROPERTY CRIMES SECTION




OFFICE OF THE SHERIFF, CHARLES COUNTY, MD

Administrative and Operational Manual
July 12, 2023

The Commander, Property Crimes Section is a sworn Lieutenant who reports directly to the Commander, CID. This
Commander is responsible for the administration and operation of the Section, which includes the following units:

e Property Crimes Unit
e Financial Crimes Unit
e Digital Forensics Unit (DFU)

The Commander shall ensure that all the responsibilities of the various units comprising this section are handled in
the most efficient and effective manner possible. The Commander will ensure that the various functions are staffed
in a manner which provides support to the Agency patrol function while providing for the necessary investigation of
the cases currently active within the Property Crimes Section.

The Commander will maintain an awareness of the current workloads of the various units within his section and
adjust assignments to compensate for uneven workloads. The Commander will be aware of any major
investigations currently under way within his units and ensure that the Commander, Criminal Investigations Division
is kept apprised of the status and progress of such cases.

The Commander, Property Crimes Section will keep himself informed with regard to all the functions of the Criminal
Investigations Division through close cooperation with the Commander, Persons Crimes Section; Commander,
Narcotics Enforcement Section; the Commander, Homeland Security Section; and the Division Commander.

2-406.1 PROPERTY CRIMES UNIT
The Property Crimes Unit shall have the responsibility for the investigation of cases involving:

commercial burglaries;
residential burglaries;

some felony thefts; and

any case specifically assigned.

2-406.2 FINANCIAL CRIMES UNIT
The Financial Crimes Unit shall have the responsibility for the investigation of cases involving:

identity theft;

forgery and related crimes;

credit card fraud;

pawn violations;

auto theft;

continuing criminal fraud/embezzlement schemes; and
any case specifically assigned.

Detectives will be assigned to the Auto Theft Detail of this Unit based on their particular expertise and training in
the investigation of these types of crimes. The detectives will specialize and concentrate their efforts in the
investigation of auto thefts as well as coordinating their efforts with investigators of surrounding jurisdictions who
have a similar specialized investigative function.

The auto theft investigators shall provide assistance to Agency personnel in identifying vehicles with missing,
altered, damaged, or obliterated identification numbers. These investigators will also aid in the identification of
vehicle parts which have altered, missing, damaged, or obliterated identification numbers.
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Sworn officers of this Agency may verify vehicle identification numbers (VINSs) only if there is no evidence of the
number having been tampered with. If there is any question about the validity of a VIN, the matter shall be referred
to an Auto Theft detective. Certificates of authority to dispose of abandoned vehicles will be issued by the Traffic
Operations Unit.

The auto theft investigators shall maintain specialized files regarding auto theft trends and statistics and concentrate
their efforts based upon the information gained from these files. They will maintain liaison with the various insurance
companies and lending institutions which have an interest in auto theft. Auto Theft investigators will be responsible
for educating the public regarding ways to reduce and/or prevent the theft of motor vehicles.

2-406.3 DIGITAL FORENSICS UNIT

The Digital Forensics Unit (DFU) is a highly technical and specialized group with diverse functions and
responsibilities. The Unit’s primary mission is the identification, recovery and analysis of digital evidence leading
to the professional processing, documentation and subsequent court presentation of findings. The DFU provides
the Sheriff’'s Office with a resource for the identification and recovery of digital evidence from hardware, media
and devices containing digital evidence by conducting objective forensic analysis consistent with the Charles
County Sheriff’'s Office policies and Maryland State and Federal Laws.

See the Digital Forensic Unit SOP for the full details of this program.

2-407 COMMANDER, NARCOTICS ENFORCEMENT SECTION

The Commander, Narcotics Enforcement Section is a sworn Lieutenant who reports directly to the Commander,
Criminal Investigations Division. The Narcotics Enforcement Commander is responsible for the administration and
operation of the Section, which includes the following units:

e Street Narcotics Enforcement
¢ Major Narcotics
e Administrative Drug Analyst

The Commander shall ensure that all the responsibilities of the various units comprising this section are handled in
the most efficient and effective manner possible. The Commander will ensure that the units under his command
are adequately staffed to provide support to the Agency patrol function while providing for the necessary
investigation of the cases currently active within this Section. The Commander will maintain an awareness of the
current workloads of the various units within the section and adjust assignments as needed to compensate for
uneven workloads. The Commander will be aware of all current major investigations within the section and ensure
that the Commander, Criminal Investigations Division is kept apprised of the status and progress of such cases.

The Commander, Narcotics Enforcement Section will, through close cooperation with the Commander, Persons
Crimes Section; the Commander, Property Crimes Section; the Commander, Homeland Security Section; and the
Division Commander, keep himself informed with regard to all the functions of the Criminal Investigations Division.

2-407.1 STREET NARCOTICS ENFORCEMENT UNIT
The Street Narcotics Enforcement Unit will conduct initial and follow-up investigations of cases involving:

Narcotics violations;

Vice laws;

Gambling laws; and
Other cases as assigned.

Detectives assigned to this Unit will provide assistance to other Agency officers in handling cases requiring the
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expertise of the Unit's investigators.

2-407.2 MAJOR NARCOTICS UNIT

The Major Narcotics Unit will be responsible for the investigation and dismantling of the highest level drug trafficking
organizations. This may include drug conspiracy cases and cases involving participation with or high-level
interaction with state and federal agencies. In general, these cases, by their nature, are of a longer duration and
will require greater expertise and technical investigative methods, including conducting in-depth financial analysis.
Asset seizure and tax fraud are often a major part of these investigations. This Unit will also be responsible for any
cases presented to or brought from other agencies involving conspiracy investigations.

2-407.3 HIGH INTENSITY DRUG TRAFFICKING AREA - HIDTA

The Narcotics Enforcement Section will assign a detective to the Washington / Baltimore HIDTA group. The
detective will coordinate investigations with HIDTA and the Charles County Sheriff's Office. The detective shall
adhere to the rules and regulations of HIDTA and the Charles County Sheriff’'s Office. The Charles County Sheriff's
Office Major Narcotics Unit Supervisor shall have the responsibility of evaluating the detective, with input from the
HIDTA supervisor.

2-407.4 ADMINISTRATIVE DRUG ANALYST

The Narcotics Enforcement Section will have a full-time civilian Administrative Drug Analyst who will perform a
variety of administrative and clerical duties relative to the operation of the CID Narcotics Enforcement Section, and
associated details/functions. This position also performs specialized tasks in developing case specific intelligence
and information in the identification of person(s) involved in drug trafficking organizations. The Administrative Drug
Analyst also utilizes various in-house databases and external database sources to create, manage, and organize
comprehensive analytical reports and/or investigative assistance to the Narcotics Enforcement Section.
Additionally, the Administrative Drug Analyst will be trained in the extraction of data from cell phones and other
electronic devices to assist sworn officers from all divisions with drug investigations involving those devices. The
employee receives general supervision from, and reports directly to, the Commander, Narcotics Enforcement
Section.

2-408 HOMELAND SECURITY AND INTELLIGENCE SECTION

The Section is commanded by a sworn Lieutenant who is directly responsible to the Commander, Criminal
Investigations Division. The Section Commander is responsible for the administration and operation of the Section,
which includes the following units:

e Firearms Investigation Unit (FIU)
e Crime Analysis Function

Because of the critical nature of information gathered and managed by this command, the Section Commander will
develop and manage methods of communication with all entities associated with this Command’s responsibilities.
Information of a nature which might require immediate action on the part of the Agency will be relayed to the
Commander, Criminal Investigations Division as soon as it is received; and in the absence of the Commander,
Criminal Investigations Division, to the Assistant Sheriff of Operations or the Sheriff, directly. In the event the
Commander, Homeland Security and Intelligence Section may be temporarily unavailable to receive and transmit
critical information (leave, out-of-town training, etc.), he will develop arrangements to provide a temporary link for
information to flow up the chain of command during his absence.

This Section gathers intelligence information through the cooperative efforts of Agency personnel and partner
agencies at the local, state, and federal level. Partner agencies can cover a wide variety of disciplines, as the
nature of the work in the Homeland Security and Intelligence Section is embedded in the disciplines of intelligence




OFFICE OF THE SHERIFF, CHARLES COUNTY, MD

Administrative and Operational Manual
July 12, 2023

gathering, emergency management, criminal investigations, homeland security preparedness, and, data mining,
and crime analytics.

The Section maintains liaison with counterpart components of other agencies as necessary to gather such
intelligence information as may be available through such sources for the benefit of the Agency and the citizens of
Charles County. The Section shall make such reports as are necessary to keep the Sheriff informed concerning
organized crime, hate groups, outlaw motorcycle gangs, youth gangs, terrorist organizations, and any other
organized effort of an illegal nature or which poses a significant danger to the safety and well-being of the citizens
of Charles County. No less than once each year, an annual summation of the activities of all identified groups which
are the proper subject of the Section’s activities, and any isolated incidents not associated with a particular group,
will be compiled and presented to the Sheriff. This report will be closely protected from unauthorized disclosure
and is for the exclusive use of the Sheriff. Within this document, recommendations will be made concerning the
strategies for defending against the continuing future activities which are the subject of the report. The Sheriff will
use this document in determining resource allocation to combat the subject activities. The report will be due January
31 of each year and will cover the previous calendar year’s activities.

The Section maintains intelligence information that is limited to criminal conduct or to activities that present a threat
to the community, and which is of a confidential and sensitive nature, and which could not otherwise be maintained
within the general or investigative files of the Agency. Allfiles, records, and documents maintained by the Homeland
Security Section are stored and managed in full compliance with Code of Federal Regulations 28 (CFR28).

All intelligence files will be maintained in a secure fashion, separate from any other Agency files. These files will
be accessed only on a need-to-know basis with access strictly controlled, monitored, and documented in a manner
designed to protect against unauthorized disclosure or destruction of the information contained within them. This
Section will be utilized in their special capacity, either acting exclusive of other components of the Agency on
specialized investigations or projects of an extremely sensitive nature or in concert with other components of the
Agency when specialized equipment or techniques are not available within the other components supported.

The personnel in the Homeland Security and Intelligence Section will be drawn from Agency members and local
representatives of other law enforcement agencies. The local representatives will serve as “liaison officers” to their
respective agencies. The officers will answer directly to the Commander, Homeland Security and Intelligence
Section.

2-408.1 EMERGENCY MANAGEMENT AND HOMELAND SECURITY

The Commander, Homeland Security and Intelligence Section acts as the Agency’s Emergency Manager. This
employee will obtain and maintain the necessary federal security clearances needed to access any information
required and maintained in regard to their position.

The Commander, Homeland Security and Intelligence Section will be responsible for interaction with allied law
enforcement and all other agencies who share this Agency’s responsibility for Homeland Security and Emergency
Management. These agencies include the:

Department of Homeland Security (state and federal), i.e., MDEM & FEMA;
Charles County Department of Emergency Management;

Local Emergency Planning Center;

Maryland Coordination and Analysis Center - MCAC;

Joint Terrorism Task Force - JTTF;

Federal Bureau of Investigation - FBI;

County Emergency Operations Center (during a declared state of emergency).

The Commander, Homeland Security and Intelligence Section will be responsible for securing Agency staffing for
any named agencies and/or task forces. This will be accomplished using personnel assigned to the Commander
for this purpose. Any additional personnel needs will require the approval of the Sheriff or Assistant Sheriff.
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Notification of use of personnel from other components will be made with as much advanced notice to the affected
division commander as possible.

The Commander, Homeland Security and Intelligence Section will cause the Agency All Hazards Plan and
Continuity of Operations Plan to be reviewed at least annually and updated as may be required by changing
circumstances. The Commander will likewise cause changes in these documents as a result of after action critique
results.

2-408.3 FIREARMS INVESTIGATION UNIT (FIU)

The Firearms Investigation Unit (FIU) will conduct initial and follow-up investigations into firearms-related criminal
offenses. This may include cases involving:

lllegal manufacture, sale, or distribution of firearms or firearm equipment or paraphernalia;
Large-scale firearm thefts, or thefts from Federal Firearms Licensees (FFL);

Possession of firearms by prohibited persons;

Assaults or reckless endangerment cases involving firearms; and

Follow up investigation of NIBIN leads;

Other investigations as assigned.

135
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Detectives assigned to this Unit will provide assistance to other Agency members in handling cases requiring the
expertise of the Unit’s investigators.

2-408.4 CRIME ANALYSIS FUNCTION

The Crime Analysis Function is responsible for the collection and presentation of data regarding criminal activity in
a manner which allows operational components of the Agency to more intelligently deploy resources to prevent
crime and apprehend criminals. Additionally, this Function gathers data regarding operational workload distribution
of the various components and organizes that data in a manner which allows its use to make staffing decisions.

This Function gathers data from the Agency Computer-Aided Dispatch System and the Agency Records
Management System in order to develop crime analysis reports. The data should be analyzed and any sources
verified, so that obviously erroneous information is excluded from the reports. This data is then organized in a
manner which presents the occurrence of crimes according to geographical location, time of day, day of week, and
any notable annual or seasonal groupings. The reports generated as a result of this process are distributed to the
Criminal Investigations Division and Patrol Operations with accompanying maps as needed to explain complex
patterns. A regular feedback analysis of users of the data is completed each six months in order to make
presentations and data analysis more valuable to these users. A quarterly briefing is prepared by this Function for
presentation to the Sheriff by the Commander, Criminal Investigations Division.

The regular crime analysis reports previously described will be distributed weekly, unless unusual events suggest
a need for interim reports. The geographical data will at least segregate data to the beat level. In cases where
circumstances warrant, the data may be for a neighborhood or for a specific location. The data concerning time of
day will at least be as specific as to specify one of the three different patrol shifts of days, nights, and midnights and
particular days of the week. When available, victim descriptors, suspect descriptors, and vehicle descriptors will be
supplied for identified suspects. When available, modus operandi and physical evidence likely to be found in
connection with a particular suspect or series of crimes will be explained. Any identified strategies for combating
particular criminal activities will be included in these reports. These reports are confidential documents, internal to
this Agency, and the report or the information contained therein will not be distributed beyond Agency personnel
without the approval of the Sheriff.

2-409 THREATS OF MASS VIOLENCE OR THREATS TO HARM OFFICIALS
(OTHER THAN LAW ENFORCEMENT OFFICERS) OR ATTACK GOVERNMENT
FACILITIES

Recent history has shown in many cases individuals voice frustration against potential targets leading up to or
during the planning phases of an attack. Threats come to light in many forms but most commonly are discovered
through friends / family members, conversation (direct or overheard) or written (letter, email, or social media). No
matter how a threat comes to light, it is imperative law enforcement investigate any threat of mass violence, or
violence targeted at government institutions / officials. Employees who become aware of any type of threat falling
under this policy shall, at minimum, cause a report to be written immediately. All pertinent facts of the threat shall
be reported to the Commander, Homeland Security and Intelligence Section as expeditiously as possible. The
Homeland Security and Intelligence Section will conduct a threat assessment using all known information and will
assist in determining the next steps in the investigative process.

2-410 OFFICER SAFETY ALERTS

Employees receiving information from sources outside the Agency, relating to officer safety or threats against law
enforcement and/or government, shall forward the information to the Homeland Security and Intelligence Section
of the Criminal Investigations Division for verification and dissemination. In cases where the information is critical
to law enforcement operations or includes a serious officer safety threat, the employee shall immediately contact
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the Homeland Security and Intelligence Section. An officer assigned to the Section will review and investigate the
information for possible dissemination.

In instances where an officer from the Homeland Security and Intelligence Section cannot be reached, and the
threat or concern is of a critical nature, the information will be sent to the SMIC for vetting and distribution.

Employees are prohibited from the routine dissemination (electronic, written, etc.) of officer safety issues, threats
against law enforcement and/or the government, or trends in law enforcement.

2-410.1 DISSEMINATION

Routine officer safety bulletins will be produced by the Homeland Security and Intelligence Section when needed
concerning issues in law enforcement trends, gang activities, Homeland Security issues or concerns with officer
safety. Immediate dissemination of critical officer safety issues will be distributed electronically on the Agency email
system and in some cases broadcast on the Agency radio system.

2-411 DISSEMINATION OF PHOTOGRAPHS AND CREATION OF CRIME
BULLETINS

Employees who need to disseminate photographs of wanted suspects, photographs of suspects who need to be
identified, or other surveillance type photos, should forward all information to the Homeland Security and Intelligence
Section via email at intel@ccso.us. If the product requested is of a critical nature and requires immediate attention
and HSI is unavailable, officers should contact the Southern Maryland Information Center (SMIC) for dissemination.
SMIC will ensure swift dissemination and ensure that large files are reduced to be compatible with the email system.
This will be done in such a manner that the image’s value to the investigation is preserved. Where requested, HIS
or SMIC will analyze the information in accordance with the needs of the investigation. Due to the file size of most
photographs and surveillance images, and the limited distribution of the intra-Agency email system, employees
should refrain from personally distributing photos via the Agency email system.

2-412 FORENSIC SCIENCE SECTION

The Forensic Science Section is primarily a support section for the investigators of CID. The Section is staffed by
the Deputy Director FSS, Quality Assurance Manager, Forensic Science Technicians, Latent Print Specialists, and
a Forensic Chemist. The Section is responsible for:

e processing the scenes of major criminal events to locate, identify, collect, preserve, and examine physical

evidence;

lifting latent fingerprints;

evaluating and comparing latent fingerprints;

taking specialized photographs;

examining, enhancing, copying, and formatting evidence captured on video;

developing and preparing specialized drawings and diagrams necessary for the prosecution of a particular

case;

e coordinating the Test Shot Program and the acquisition of ballistic evidence into the National Integrated
Ballistic Information Network (NIBIN);

e analyzing Controlled Dangerous Substances (CDS) at the Maryland State Police Forensic Sciences
Division in Pikesville;

e providing expert testimony in court;

e providing support to the other components of the Agency in their area of expertise as directed by the
Investigations Section Commander; and

e such other duties as may be assigned.
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2-450 CORRECTIONS DIVISION

The Corrections Division is responsible for the incarceration of locally sentenced inmates, for a period of up to 18
months, as well as detention of prisoners who are awaiting trial. The division is comprised of three facilities: the
Detention Center, the Annex (which houses work-release inmates, women, and weekenders), and Court Holding.
The Center also holds “safekeepers” from the State and other local jurisdictions.

2-450.1 ORGANIZATION

The Corrections Division is managed by the Commander / Director of the Charles County Detention Center. The
Commander / Director is directly supported by the Deputy Director and a staff consisting of a Standards and
Accreditation Commander; Support Services Commander; Custody and Security Commander; Commander,
Custody and Security / Annex; and an Administrative Supervisor.

2-451 COMMANDER / DIRECTOR, CORRECTIONS DIVISION

The Commander / Director, Corrections Division is a correctional officer with analogous credentials and leadership
abilities. The Commander / Director shall be responsible directly to the Assistant Sheriff of Administration for all
matters pertaining to the responsibilities and elements of the command. The Commander / Director is responsible
for the supervision of subordinates and the performance of administrative duties pertaining to the daily operation of
the division. The Commander / Director is responsible for the performance of all personnel assigned to this
command.

The Commander / Director shall inspect the personnel, equipment, facilities, and other resources assigned to this
command on a regular basis. The Commander / Director shall be responsible to maintain these elements of
command in compliance with the policies set forth in this Manual and in other official directives of the Agency. The
Commander / Director shall maintain and operate the Detention Center so that it is in compliance with all applicable
state and federal requirements for such facilities.

In addition to, or as enumerated by, the position description for this position, the Commander / Director will have
the following duties and responsibilities:

e ensure that CCDC is kept in a clean and orderly state and that it is at all times ready for the task of housing
and securing the various inmates assigned to its keeping;

e ensure adequate staffing at all times and in all places within the Corrections Division, within the framework
of the personnel assigned to this command, to maintain security and order and to respond to emergencies;

e check personnel and equipment for their state of readiness to perform their designated duties;
¢ evaluate the methods of operation of this command and make recommendations for their improvement;

e administer all responsibilities assigned, within the framework of that portion of the Agency budget committed
to the current fiscal year; and

e plan for future events and conditions and provide a budget request each year outlining the requirements of
the division for the coming fiscal year.

2-451.1 INTERNAL INVESTIGATOR

The Internal Investigator function is staffed by a Correctional Lieutenant, who reports directly to the CCSO Office
of Professional Responsibility (OPR) Commander. This function is responsible for the following:

e Administer the investigation and resolution of all cases of alleged misconduct by Agency Corrections
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personnel;

Maintain records of complaints against Corrections employees;
Maintain data regarding discipline actions;

Provide support for administrative hearings; and

Other duties as directed by the OPR Commander.

2-452 DEPUTY DIRECTOR

The Deputy Director shall be responsible directly to the Commander / Director, Corrections Division. The Deputy
Director is responsible for the direct supervision of the commanders of the Custody and Security, Custody and
Security / Annex, and Support Services Sections. Additionally, the Deputy Director will supervise the Administrative
Supervisor. The Deputy Director will assist the Commander / Director in fulfilling the requirements set forth in
Section 2-451 of this chapter and will act on behalf of the Commander / Director, in the Commander’s / Director’s
absence.

The Deputy Director will aid in establishing operational procedures, including rules and regulations, security
procedures, and supervision techniques.

2-453 STANDARDS AND ACCREDITATION COMMANDER

The Standards and Accreditation Commander is a Corrections Lieutenant who shall be directly responsible to the
Commander, Support Services. The Standards and Accreditation Commander shall continually audit the facilities,
processes, procedures, and performance of personnel to determine that standards established by the Maryland
Commission of Correctional Standards are met or exceeded. The Standards and Accreditation Commander will
immediately advise the Commander, Support Services of any deficiencies identified and make recommendations
for their correction. Specifically, the Standards and Accreditation Commander shall:

e write specific policy to ensure that standards are met or exceeded,;

e maintain, refine, update, and improve the Standard Operating Procedures (SOP) Manual and Policy and
Procedure Manual of the Corrections Division;

e ensure the compatibility of the materials contained in the Corrections Policy and Procedure Manual with
that contained in the Agency AOM,;

e coordinate efforts with Planning & Accreditation of the Agency in order to prevent duplication of effort and
ensure Agency continuity of policy;

e maintain division inspection and control of assigned SOP and AOM documents to ensure accuracy of
content and the accountability for receipt of these materials;

e assist with training in regard to SOP and AOM materials to new and in-service personnel; and
e at least annually conduct a comprehensive review of Corrections Division and Agency policy and ensure
revisions, additions, or deletions as may be found necessary by such review;

e conduct audits of all areas of the facilities, to include contractors;

e ensure compliance with all applicable standards of the Maryland Commission on Correctional Standards
which fall under the tasks and circumstances of his command.

2-454 ADMINISTRATIVE SUPERVISOR

The Administrative Supervisor is directly responsible to, and supervised by, the Deputy Director. The Administrative
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Supervisor supervises the clerical staff of the division. The duties of this position include:

composing and typing correspondence, forms, and reports;
managing administrative records;

managing payroll and time and attendance reports;

maintaining statistical information and preparing statistical reports;
assisting with budget management and preparation; and

other associated duties.

Civilian clerical staff assigned as receptionists and part-time front desk support will be responsible to the
Administrative Supervisor. They will receive visitors to the facility; perform routine clerical functions, and other
duties as assigned.

2-460 CUSTODY AND SECURITY SECTION

The Custody and Security Section is commanded by a Corrections Captain who is directly responsible to the Deputy
Director. The Commander, Custody and Security Section is responsible for the overall security of the CCDC facility
and for the security of all inmates confined therein. He is responsible for the supervision of all personnel assigned
to his command. In addition to, or as enumerated by, the position description for his position, the commander will
have the following duties and responsibilities:
e ensure the facility is impervious to outside forces which may be foreseen to attempt to infiltrate or penetrate
the security of the facility;

e ensure that the facility is safe from internal schemes or attempts to escape or move contraband into or from
the facility;

o formulate plans, develop and revise policies and procedures in order to assure the safety and security of
the facility;

e ensure that the duties and responsibilities of all personnel under his supervision are clear and appropriate
to the particular task assigned and are communicated to the individual employee in a manner necessary to
avoid confusion;

e provide for the necessary training of personnel to ensure they are prepared for their assigned tasks;

e ensure compliance with all applicable standards of the Maryland Commission on Correctional Standards
which fall under the tasks and circumstances of his command;

e ensure the preparation and response of the Emergency Response Team to events requiring their services;
and

e inspect the facility on a weekly basis for cleanliness, safety, and security;

e establish operational procedures, including rules and regulations, security procedures, and supervision
techniques.

2-461 ASSISTANT COMMANDER, CUSTODY AND SECURITY

The Assistant Commander, Custody and Security, is a Lieutenant responsible to the Commander, Custody and
Security. This position is responsible for ensuring all officers are current with mandatory training and capitalizes on
training opportunities for officers as well as civilian staff. The Assistant Commander will assist the Commander,
Custody and Security in fulfilling the requirements set forth in Section 2-460 of this chapter and will act on behalf of
the Commander, Custody and Security in the Commander’s absence. The Assistant Commander will provide
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training with regard to SOPs, policy and procedure, and the AOM materials to new and in-service personnel. He
will also create annual staff awareness training and testing and maintain training records for MPTSC accreditation.

2-462 SHIFT COMMANDER

Each shift commander, a Lieutenant, shall be responsible to the Commander, Custody and Security for the
performance of the shift in fulfilling the requirements of the Custody and Security Section during the shift’s tour of
duty. The Annex Lieutenant is responsible to the Commander of the Annex and fulfills the requirements set forth
by the Commander of the Annex in his absence.

2-463 SHIFT SUPERVISOR

Each shift supervisor, a Sergeant, is responsible to his shift commander for the performance of officers assigned to
his shift. The shift supervisor may also act as the shift commander at the direction of, and in the absence of, the
shift commander.

2-463.1 ASSISTANT SHIFT SUPERVISOR

Each assistant shift supervisor, a Corporal, shall assist the shift supervisor in carrying out the shift supervisor's
responsibilities and act as shift supervisor in the shift supervisor's absence.

2-470 SUPPORT SERVICES SECTION

The Support Services Section of the division is commanded by a Corrections Captain who is responsible to the
Deputy Director. The Support Services Section is comprised of the Central Processing Unit and the Inmate
Programs and Services Unit. In addition to oversight of these two units, the Support Services Section is responsible
for:

e ensuring that the facility is safe from internal schemes or attempts to escape or move contraband into or
from the facility;

¢ formulating plans, developing and revising policies and procedures in order to assure the safety and
security of the facility;

e ensuring that the duties and responsibilities of all personnel under his supervision are clear and appropriate
to the particular task assigned and are communicated to the individual employee in a manner necessary to
avoid confusion;

e providing for the necessary training of personnel to ensure they are prepared for their assigned tasks;

e ensure compliance with all applicable standards of the Maryland Commission on Correctional Standards
which fall under the tasks and circumstances of his command;

e inmate property control;

e purchasing of supplies;

e inventory maintenance and control;
e hazardous materials control; and

¢ management of the Detention Center library.
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2-471 CENTRAL PROCESSING UNIT

The Central Processing Unit is commanded by a Corrections Lieutenant who is directly responsible to the
Commander, Support Services Section. The Commander, Central Processing will supervise and direct Prisoner
Transport, Court Holding, Intake & Discharge, Central Processing, and Security Maintenance. In addition to, or as
enumerated by, the position description for his position, the Commander will have the following duties and
responsibilities:

e oversee and control the daily operation of the components and personnel assigned to his command;

e audit and inspect the operation of the components of his command to determine the efficiency and
effectiveness of that operation;

e implement changes as needed to correct for discovered discrepancies in the operation of the components
of his command,;

e when the resources under his control are found to be inadequate for the responsibilities assigned or it is
anticipated that they will become so in the future, notify the Commander, Support Services with estimates
of the scope of needed resources;

e ensure the completeness, accuracy, and security of records regarding individuals detained at the CCDC,;

¢ maintain liaison with the court systems and other corrections and police agencies with which the CCDC is
required to interact;

e control the transport process to ensure that it is timely and that schedules are met.

2-472 INTAKE

The Intake Function is supervised by a Corrections Sergeant responsible to the Commander, Central Processing.
In addition to intake, this component is responsible for inmate property control.

2-473 TRANSPORT

The Transport Function is supervised by a Corrections Sergeant responsible to the Commander, Central
Processing. This component is responsible for transports and the court holding facility.

2-474 CENTRAL PROCESSING

The Central Processing function of the Central Processing Unit is overseen by a civilian Central Processing
Supervisor responsible to the Commander, Central Processing Unit. This component is comprised of civilian
support staff, and is tasked with all duties associated with inmate processing.

2-475 INMATE PROGRAMS AND SERVICES UNIT

The Inmate Programs and Services Unit is commanded by a Corrections Lieutenant who is directly responsible to
the Commander, Support Services. The Commander, Inmate Services Unit is responsible for the services provided
to or for inmates which are outside the basic functions of housing and security. Some examples are work release,
classification and treatment, commissary services, gang unit, and security maintenance. The Commander is
responsible for the supervision of all personnel assigned to his command. In addition to, or as enumerated by, the
position description for his position, the Commander will have the following duties and responsibilities:
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o formulate plans, develop and revise policies and procedures in order to assure the proper operation of the
functions within his command;

e ensure that the duties and responsibilities of all personnel under his supervision are clear and appropriate
to the particular task assigned and are communicated to the individual employee in a manner necessary to
avoid confusion;

e provide for the necessary training of personnel to ensure they are prepared for their assigned tasks; and

e ensure compliance with all applicable standards of the Maryland Commission on Correctional Standards
which fall under the tasks and circumstances of his command.

2-476 CLASSIFICATION

The classification function is supervised by a Corrections Case Management Supervisor responsible to the
Commander, Inmate Services. This component is tasked with all duties related to inmate classification and
administrative hearings.

2-476.1 INTELLIGENCE OFFICER

The Intelligence Officer is responsible to the Correctional Case Management Supervisor. This officer is tasked with
gathering intelligence and information from suspected and known gang members for the purpose of information
sharing with appropriate entities.

2-476.2 SECURITY MAINTENANCE SERGEANT

The Security Maintenance Sergeant is supervised by the Commander of Inmate Services. This component is
responsible for all non-County maintenance within the Detention Center, Annex, and Court Holding, to include
scheduling and meeting with maintenance vendors, proper operation of doors, cameras, and all locking devices.
This Sergeant works hand in hand with County Maintenance and outside vendors in the repairs of all equipment
inside the detention center complex.

2-480 CCDC ANNEX

The CCDC Annex is commanded by a Corrections Captain who is directly responsible to the Deputy Director. The
Section is responsible for the overall security of the CCDC Annex and for the security of all inmates confined therein,
to include work release, women, weekenders, inmates with less than 60 days, and Accounting. He is responsible
for the supervision of all personnel assigned to his command. In addition to, and as enumerated by, the position
description for this position, the Commander will have the following duties and responsibilities:

e ensure the facility is impervious to outside forces which may be foreseen to attempt to infiltrate or penetrate
the security of the facility;

e ensure the facility is safe from internal schemes or attempts to escape or move contraband into or from the
facility;

o formulate plans, develop and revise policies and procedures in order to assure the safety and security of
the facility;

e ensure the duties and responsibilities of all personnel under his supervision are clear and appropriate to
the particular task assigned and are communicated to the individual employee in a manner necessary to
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avoid confusion;

e ensure compliance with all applicable standards of the Maryland Commission on Correctional Standards
which fall under the tasks and circumstances of his command;

e inspect the facility on a weekly basis for cleanliness, safety, and security;

o formulate plans, develop and revise policies and procedures in order to assure the safety and security of
the facility.

2-481 ASSISTANT COMMANDER, ANNEX

The Assistant Commander of the Annex is a Lieutenant who is directly responsible to the Commander of the Annex.
The Assistant Commander will assist the Commander of the Annex in fulfilling the requirements set forth in Section
2-480 of this chapter and will act on behalf of the Commander of the Annex in the Commander’s absence.

2-482 WORK RELEASE

The Work Release Coordinator is a civilian who is directly responsible to the Annex Lieutenant. The position
involves the planning, assigning, supervising, and appraising the work of subordinate officers. The Coordinator is
tasked with all duties related to inmates assigned to the work release program. Responsibilities include:

¢ Working closely with District and Circuit courts;

e Establishing operational procedures, including rules and regulations, security procedures, and
supervision techniques;

¢ Evaluating methods of work release operation and making recommendations for improvement;

o formulating plans, developing and revising policies and procedures in order to assure the safety and
security of the facility.

2-482.1 WORK RELEASE ASSISTANT

The Work Release Assistant is a corrections officer, responsible to the Work Release Coordinator. This position is
responsible for all collection, testing, and documentation of urinalysis specimens. The Assistant assists with
interviewing and processing inmates into the work release program.

2-482.2 WORK RELEASE INVESTIGATOR

This position is staffed by a correctional officer responsible to the Work Release Coordinator. The function of this
position is to process eligible inmates into the Work Release Program, to include the following:

e Conduct on-site visits to employers;

o Verify inmates’ attendance at work sites;

e Assist the Work Release Assistant to ensure compliance with standards established by the Maryland
Commission on Correctional Standards.

2-482.3 INMATE ACCOUNTING SPECIALIST

The Accounting function of the division is staffed by a civilian responsible to the Work Release Coordinator, who is
responsible to the Lieutenant of the Annex. This component is tasked with all matters relative to internal inmate
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financial accounts, inmate visiting, and federal, state, and juvenile accounts and billing.
2-500 SPECIAL SERVICES DIVISION

The Special Services Division is that component of the Agency which has the primary responsibility for the activities
of the Sheriff which are related to the courts and the judicial process. Additionally, this division handles the supply
functions and the maintenance of property which has been found, seized, or recovered. Among the various specific
functions of this division are found:

enforcement of child support orders of the courts;

enforcement of orders of the court with regards to domestic violence;

the protection of judicial officers and various courtrooms;

the service of civil papers;

the detection and arrest of fugitives;

the acquisition, storage, and distribution of uniforms and equipment used by Agency personnel;

the storage and disposal of the property held by the Agency because it was found, recovered after being
stolen, is evidence, or was confiscated as contraband,;

Agency risk management; and

e Agency owned, leased, or loaned facilities (except detention facilities).

2-500.1 ORGANIZATION OF SPECIAL SERVICES DIVISION

The Special Services Division is comprised of three sections: Judicial Services Section, Property Management
Section, and Courthouse Section. The Judicial Services Section contains the Child Support Enforcement Unit,
Warrant/ Fugitive Unit, Domestic Violence Unit, and the Civil Unit. The Property Management Section contains the
Quartermaster Section, Property Custodian, Procurement Specialist, Firearms Tracking Specialist, and Fleet. The
Courthouse Section contains the Volunteers In Community Service (VICS) and the Courts/ Judicial Security Unit.

2-501 SPECIAL SERVICES DIVISION COMMANDER

The Special Services Division Commander is a sworn officer who shall be responsible directly to the Assistant
Sheriff of Administration. He is responsible for the direct supervision of subordinates and the performance of
administrative duties pertaining to the daily operation of the Division. He is responsible for the performance of all
personnel assigned to his command.

The Special Services Division Commander shall be responsible for maintaining the relationships between the CCSO
and the various judicial officials with whom the Agency deals. The Commander shall inspect the various courtrooms
for which he is responsible and provide for their security, making recommendations to the Sheriff and the various
judicial officials as may be appropriate. He will develop measures for the overall security of the Charles County
Courthouse.

The Special Services Division Commander is responsible for the availability and maintenance of all supplies and
equipment used by Agency personnel in the performance of their duties. This includes the Agency fleet of vehicles,
their fuel, equipment, insurance, maintenance, and repair. The Commander is responsible for overall fleet safety
and shall monitor collision and damage reports as well as injury reports, where the cause of injury is a fleet collision.
The Commander shall maintain such statistical information in this regard that he may make recommendations to
the Commander, Training Division, the Assistant Sheriffs and the Sheriff's "Safe Driving Programs," driver training,
Collision Free Driving awards, and budget information.

The Special Services Division Commander is responsible for the secure and efficient storage and disposition of all
property which may come into the keeping of the Agency as a result of its daily law enforcement and public safety
activities. This would include evidence, contraband, recovered stolen property, found property, etc. The
Commander shall develop and implement such policies as will allow for the proper chain of custody of evidence
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and for the availability of the evidence for presentation in court. He will provide for the disposition of all property
which has been held past its usefulness as evidence or which has gone unclaimed for a period required by law. He
will see that such funds as may be derived from the sale of property and any cash held, which may be legally
converted to the use of the Sheriff's Office or government activities, is deposited in the proper government accounts.

The Special Services Division Commander shall require members of his command to support the efforts of the
courts to:

e curb domestic violence;

e transport fugitives outside the State of Maryland as well as capture fugitives in Charles County wanted by
other states and coordinate extradition between the State’s Attorney’s Office and other agencies;

o facilitate such civil matters as may come under the jurisdiction of the Office of the Sheriff.
The Special Services Division Commander shall inspect the personnel, equipment, facilities, and other resources
assigned to his command on a regular basis. He shall be responsible to maintain these elements of his command
in compliance with the policies set forth in this Manual and in other official directives of the Agency.
2-502 JUDICIAL SERVICES SECTION
The Judicial Services Section is responsible to:

e provide support of the court in the arrest of persons for whom the court has issued warrants;

e serve such civil processes as may be issued by the court; and

e provide support of the court in areas pertaining to domestic violence.

2-502.1 ORGANIZATION

Judicial Services Section is comprised of the following four units:

e Domestic Violence;
o Warrant/ Fugitive;
e Civil;
e Child Support Enforcement.
2-510 COMMANDER, JUDICIAL SERVICES SECTION

The Commander, Judicial Services Section reports to, and is responsible to, the Commander, Special Services
Division. The Commander, Judicial Services Section will ensure that the responsibilities of the Judicial Services
Section are faithfully carried out and that personnel within his command:

are knowledgeable in their respective areas of responsibility;

are aware of all rules, laws, and procedures which affect the performance of their duties;

are properly equipped and prepared for the tasks which they are required to complete;

attend to their duties and responsibilities in a timely and expeditious manner;

execute their daily activities consistent with the essential functions established for their specific position
and within the framework of the Manual of this Agency and any Standard Operating Procedures established
for the Judicial Services Section; and

o faithfully discharge their lawfully assigned tasks and duties.

2-515 DOMESTIC VIOLENCE UNIT
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Personnel assigned to Domestic Violence receive and serve interim/ temporary/ final/ modified protective orders,
interim/ temporary/ final/ modified peace orders, arrest warrants, criminal summonses, and other civil and criminal
process. Sworn officers assigned to this Unit will respond to domestic violence calls for service, take initial reports,
apply for warrants when appropriate, and make on-scene arrests when appropriate. These officers will give
guidance to victims and coordinate efforts with community groups and services for domestic violence.

2-515.1 SUPERVISOR’S RESPONSIBILITIES

The Domestic Violence Unit Supervisor is a sworn officer who is responsible for the daily operation of the Unit. The
Supervisor will maintain a close working relationship with the courts, concerned agencies, and domestic violence
volunteer groups. The Supervisor will maintain monthly and yearly statistics for reporting purposes. The Unit
Supervisor will assist the Judicial Services Section Commander, learning that position in order that he may fill that
role as required in the Commander's absence.

2-515.2 DUTIES OF OFFICERS ASSIGNED TO DOMESTIC VIOLENCE

Officers assigned to this function shall receive and serve domestic violence processes, including ex-parte orders,
protective orders, peace orders, modification orders, and show cause orders. They will serve criminal processes
related to domestic violence cases. They will maintain close working relationships with various citizens’ groups
concerned with the area of domestic violence prevention and intervention. They will also respond to associated
calls and make on-scene arrests as may be indicated. These officers shall maintain a working relationship with the
judges, magistrates, and court personnel who are associated with the domestic violence area of the law.

2-515.3 DOMESTIC VIOLENCE SPECIALIST

The Domestic Violence Specialist is a civilian who is responsible to the Domestic Violence Unit Supervisor. The
Specialist will be responsible for data entry of civil and criminal warrants/ processes. The Specialist will enter,
modify, clear, cancel, etc., civil and criminal warrants/ processes and all peace orders in the Agency computer
system, METERS, and NCIC as necessary. The Specialist is responsible for entry of all ex-parte and protective
orders into the METERS system. The Specialist will prepare papers for entry by conducting inquiries of subjects
(i.e., local computer, MVA computer, Maryland raps, etc.). The Specialist will send and receive teletypes to and
from allied agencies. The Specialist will maintain a close working relationship with the courts, concerned agencies,
and domestic violence volunteer groups. The Specialist will assist the Unit Supervisor with monthly and yearly
statistics for reporting purposes. The Domestic Violence Specialist will be responsible for other duties as assigned.

2-520 WARRANT/ FUGITIVE UNIT

This Unit acts as the Agency fugitive squad and handles the extradition of persons captured out of state for crimes
committed within Charles County and arranges for their return to stand trial. Sworn officers are responsible for
prisoner transports including long-distance extraditions and duties as may be assigned. Personnel assigned to the
Warrant/ Fugitive Unit receive and serve arrest warrants, attachments, criminal summonses, summons/
indictments, and criminal information. Officers will assist the Unit Supervisor and will be responsible for other duties
as assigned.

2-520.1 SUPERVISOR’S RESPONSIBILITIES

The Warrant/ Fugitive Unit Supervisor is a sworn officer responsible for the daily operation of the Unit. The
Supervisor will maintain a close working relationship with the courts and other concerned agencies, including U.S.
Marshals. The Supervisor will maintain monthly and yearly statistics for reporting purposes. The Unit Supervisor
will assist the Judicial Services Section Commander, learning that position in order that he may fill that role as
required in the Commander’s absence.
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2-520.2 DUTIES OF OFFICERS ASSIGNED TO WARRANT SERVICE

Sworn officers assigned to warrant service are responsible for the service of arrest warrants, attachments, criminal
summonses, summons/ indictments, and criminal information. Sworn officers are responsible for prisoner transports
including long-distance extraditions and duties as may be assigned by supervisory personnel. Officers will assist
the Unit Supervisor and will be responsible for other duties as assigned.

2-520.3 WARRANT/ FUGITIVE SPECIALIST

The Warrant/ Fugitive Specialist is a civilian who is responsible to the Warrant/ Fugitive Unit Supervisor. The
Specialist will be responsible for data entry of civil and criminal warrants/ processes. The Specialist will enter,
modify, clear, cancel, etc., civil and criminal warrants/ processes in the Agency computer system, METERS and
NCIC. The Specialist will prepare papers for entry by conducting inquiries of subjects (i.e., local computer, MVA
computer, Maryland raps, etc.). The Specialist will send and receive teletypes to and from allied agencies. The
Specialist will assist the Unit Supervisor with monthly and yearly statistics for reporting purposes. The Warrant/
Fugitive Specialist will be responsible for other duties as assigned.

2-530 CIVIL UNIT

This Unit provides for the service of civil processes, including, but not limited to, subpoenas, summonses, evictions,
and juvenile court papers. It is also responsible for the seizure, and in some cases, the seizure and sale, of personal
and/ or real properties as required by court order.

The Unit is responsible for the service of warrants of restitution without partiality to either the landlord or tenant. It
conducts sales and attaches property. Its personnel may at any time be required to assist wherever needed within
the organization.

The Unit is staffed with both sworn officers and civilian Civil Process Server Specialists. Sworn officers are required
to perform all of the duties of this section. Civilian Civil Process Server Specialists are required to perform only the
duties which do not require the power of arrest or the use of force.

2-530.1 CIVIL UNIT SUPERVISOR

The Supervisor of this Unit will oversee Sheriff's sales, evictions, writs of execution, and all other civil process. The
Supervisor will maintain monthly and yearly statistics for reporting purposes. The Civil Unit Supervisor will maintain
a close working relationship with the courts and other law enforcement agencies. The Unit Supervisor will assist the
Judicial Services Section Commander, learning that position in order that he may fill that role as required in the
Commander's absence.

2-530.2 CIVILIAN CIVIL PROCESS SERVER SPECIALISTS

Employees who occupy the position of Civil Process Server Specialist are not sworn law enforcement officers. They
have no power of arrest, and are not expected to, or empowered to, use any level of force in the performance of
their duties. These employees are, however, agents of the Sheriff of Charles County, Maryland, for the purpose of
providing the service of civil process on behalf of the Sheriff.

Employees in this position are not issued impact weapons, firearms or any other type of weapon with the exception
of a K-9, taser and spray, which may be issued to ward off attacking animals. The Sheriff does not expect or
anticipate that weapons will be needed or used by the individuals who perform the duties of civilian Civil Process
Server Specialist; however, weapons may be carried under the provisions of HR-218.

This position requires civilian Civil Process Server Specialists to deliver original court documents to individuals who
are named in those documents. Delivery will be accomplished without the use of force, and the civilian Civil Process
Server Specialist will retreat from any threatening or hostile situation which develops during the attempted service
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of these papers.

Civilian Civil Process Server Specialists will not participate in the service of any document which requires arrest
powers. They may serve papers which notify a witness/ defendant/ petitioner/ respondent of the date, time, and
place of an appearance or required action in a criminal or civil trial/ hearing/ matter. Civilian Civil Process Server
Specialists may assist sworn officers in the handling of certain scenes, such as an eviction scene, only after sworn
officers have made that scene secure and removed any persons who may pose a threat.

Civil Process Server Specialists have the rights and privileges granted to ordinary citizens, and as such are not
prohibited to take such action as could an ordinary citizen. This would include the right to defend themselves from
attack to the degree that any citizen would be able to defend themselves or others.

2-530.3 DUTIES OF CIVILIAN CIVIL PROCESS SERVER SPECIALISTS

Civil Process Server Specialists will locate the addresses of individuals to be served civil process by the use of the
Motor Vehicle Administration computers, telephone directories, road maps, and such other information sources as
may be legally available. They will examine those civil documents which come into their possession to ensure
correctness and completeness before attempting to serve them. They will communicate with the supervisor of the
Civil Unit concerning any discrepancies in these documents and take the action necessary to have the
discrepancies corrected.

Civil Process Server Specialists will be familiar with the rules and procedures established in law and by court rulings
concerning the service of civil processes. They will follow and abide by these rules of procedure in the course of
their work, as well as any non-conflicting SOP’s. They will make accurate and timely returns to the court of the
action taken on each document.

The Civil Process Server Specialist operates vehicles of the Sheriff's Office in the course of his duties. Such
operation will be in accordance with the rules and policies of the Agency and within the laws of the State of Maryland.

The Civil Process Server Specialist may assist in the service of writs of execution, writs of possession, writs of
replevin, warrants of restitution, and the sale of various real and personal properties. Civil Process Server
Specialists will perform such other duties as are appropriate to this class of work, to include service of civil process
outside of Charles County as may be assigned from time to time by supervisory personnel. Civilian Civil Process
Server Specialists will not execute evictions, writs of possession, landlord/ tenant warrants of restitution, writs of
execution, sheriff's sales, criminal process, or any other process that requires service by a sworn officer.

Civil process shall not be served on any inmate who is in the temporary custody of the Sheriff of Charles County,
being housed under the Interstate Agreement on Detainers (IAD).

2-530.4 DUTIES OF OFFICERS ASSIGNED TO SERVE CIVIL PROCESS

Sworn officers of the Civil Unit who are assigned to civil process duties are responsible for service of civil and
criminal process, including but not limited to: subpoenas, summonses, seizure and sale of all personal or real
properties as required by the court, writs of execution, writs of possession, landlord/ tenant warrants of restitution,
Sheriff's sales, and all other process which cannot be served by the civilian process server.

Sworn officers are required to assist courthouse security as may be assigned. Sworn officers will assist the Unit
Supervisor as needed and will be responsible for other duties as assigned.

2-530.5 CIVIL SPECIALISTS

Civilian civil specialists are responsible for data entry of all civil process received by this Agency. Specialists will
enter, modify, clear, cancel, etc., civil and criminal process in the Agency computer system. Specialists will prepare
papers for entry by conducting inquiries of subjects named (i.e., local computer). Specialists will keep in close
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contact with the courts. Specialists will send and receive facsimiles to and from other agencies. Specialists will
assist the Unit Supervisor as needed and will be responsible for other duties as assigned.

2-540 CHILD SUPPORT ENFORCEMENT UNIT

Sworn officers assigned to Child Support Enforcement are responsible for the service of arrest warrants,
attachments, summons, and other process relating to child support. They will provide security for the Domestic
Relations court when it sits on child support matters. Sworn officers will assist the Unit Supervisor as needed and
will be responsible for other duties as assigned.

2-540.1 CHILD SUPPORT ENFORCEMENT UNIT SUPERVISOR

The Child Support Enforcement Unit Supervisor is a sworn officer responsible for the daily operation of the Unit.
The Supervisor will maintain monthly and yearly statistics for reporting purposes. The Supervisor will also maintain
a close working relationship with the State Department of Human Resources Child Support Enforcement
Administration, the local Department of Social Services, the Circuit Court for Charles County, the Master for
Domestic Relations, and agencies and volunteer groups associated with child support enforcement. The Unit
Supervisor will assist the Judicial Services Section Commander, learning that position in order that he may fill that
role as required in the Commander's absence.

2-540.2 CHILD SUPPORT ENFORCEMENT UNIT COORDINATOR

The Child Support Enforcement Unit Coordinator is a civilian who is responsible to the Unit Supervisor. The
Coordinator is responsible for data entry of all civil and criminal warrants/ process received by this Agency that are
child support related.

The Coordinator will enter, modify, clear, cancel, etc., civil and criminal warrants/ process in the Agency computer
system, METERS and NCIC. The Coordinator will prepare papers for entry by conducting inquiries of subjects
named (i.e., local computer, MVA, Maryland raps, etc.). The Coordinator will maintain a close working relationship
with the courts, the State Department of Human Resources Child Support Enforcement Administration, local
Department of Social Services, and allied agencies, volunteer groups, and law enforcement agencies. The
Coordinator will assist the Unit Supervisor with monthly and yearly statistics for reporting purposes, and as
otherwise needed.

2-540.3 CHILD SUPPORT ENFORCEMENT UNIT WARRANT SPECIALIST

The Child Support Enforcement Unit Warrant Specialist is a civilian responsible to the Unit Supervisor. The
Specialist will enter, clear, cancel, or otherwise update civil and criminal warrants/ process in the Agency computer
system, METERS, and NCIC. The Specialist will prepare papers for entry by conducting inquiries of subjects named
(i.e., local computer, MVA, Maryland raps, etc.). The Specialist will maintain a close working relationship with the
courts, the State Department of Human Resources Child Support Enforcement Administration, local Department of
Social Services, and allied agencies, volunteer groups, and law enforcement agencies.

2-540.4 CHILD SUPPORT ENFORCEMENT UNIT CIVIL PROCESS SERVER SPECIALIST

The Child Support Enforcement Unit Civil Process Server Specialist is a civilian responsible to the Unit Supervisor.
The Process Server Specialist will have the primary responsibility for the service of all child support related
summonses. The Process Server Specialist will receive the process from the Child Support Enforcement Unit
Warrant Specialist and using all available resources and established investigative techniques, attempt to serve this
process. The Process Server Specialist will keep appropriate records of all activities related to the attempted service
and service of summonses and make appropriate returns before returning the process to the courts. The Process
Server Specialist will attempt to re-locate an individual who has moved and cause updating of all information relative
to child support enforcement. The Process Server Specialist will not participate in the service of any document
which requires arrest powers. Civilian Process Server Specialists have the rights and privileges granted to ordinary
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citizens, and as such are not prohibited to take such action as could any ordinary citizen. This would include the
right to defend themselves from attack to the degree that any citizen would be able to defend themselves or another.
The carrying of weapons is authorized only as stated in HR-218.

2-540.5 CHILD SUPPORT COURT OFFICER

The Child Support Court Officer is a sworn officer who is primarily responsible to provide security within the Charles
County Courthouse relating to child support matters. The duties of this position include:

e assisting with the transportation of prisoners to and from the Court Holding Facility just outside the
courthouse for court hearing; and

e checking for any weapons or other illegal items normally prohibited from the courtroom such as knives,
scissors, drugs, tape recorders, etc.; and

¢ handling all the necessary paperwork which follows each prisoner; and
e escorting prisoners to offices as needed to sign necessary paperwork; and
e working warrants and writs of attachment; and

e participating with other child support officers in attempting to locate individuals wanted in child support
matters.

Child Support Officers are grant-funded and serve child support papers only.
2-550 COMMANDER, PROPERTY MANAGEMENT SECTION

The Commander, Property Management Section is responsible for the management of the Agency's fleet of vehicles
and facilities (except Detention Center buildings). Vehicles shall include any and all motorized conveyances and /or
vessels, operated by Agency personnel, any associated trailers or equipment related to those vehicles or vessels,
and Agency bicycles. The Commander is responsible for all vehicles seized by the Agency in reference to CDS
arrests. He manages the impound lot and the release of seized vehicles. In this regard, the Commander shall
provide for:

vehicle procurement, including any vehicle procured through any funding source;
vehicle disposition;

vehicle insurance;

vehicle maintenance and repairs;

the handling of administrative functions regarding vehicle crashes; and

the coordination of repair of collision damage to Agency vehicles.

In the case of special vehicles and/ or those procured through grants or any funding source, the Commander may
assign the task of acquisition to the Fleet Manager, or work in conjunction with another designated person who may
have the necessary technical knowledge and expertise related to a special vehicle.

The Commander of Property Management Section will work with the requesting division representative to ensure
all needs are met in the acquisition. At a minimum, the funding source, type of vehicle, and necessary options need
to be identified. Ample lead time must be given to acquire the vehicle in order to research and meet the requirements
given.

Once the vehicle has been acquired, it will remain under the control of the Commander of Property Management
Section until it is titled, tagged, and insured prior to the vehicle being issued. The Commander of Property
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Management Section will also ensure any specialized training or license certification relating to the specialized
vehicle has been accomplished prior to the issuance of the vehicle.

The Commander of Property Management Section shall also be responsible for:

e arranging and coordinating with vendors, Charles County Public Facilities personnel and Agency
employees for all repairs, renovations and/ or additions to Agency owned or operated facilities;

e managing Agency alarm systems, coordinating installation and removal of alarm systems, and keeping
Charles County’s False Alarm Reduction Unit (FARU) informational requests and renewals current;

e providing certificates of liability insurance to any person or entity making such a request as a result of the
Agency’s use of that individual’s or entity’s property or facility; and

e managing all current and new locking systems as well as maintaining a central repository for all Agency
door/ alarm keys and codes.

Additionally, the Commander shall manage the supply functions of the Agency and the security and disposition of
the property held by the Agency by his supervision of the Quartermaster and Property Custodians. The Commander
must maintain all the records and files associated with these functions and ensure that the Agency is supplied in a
timely fashion, having most items on hand when they are needed. The Commander should have ready supply
channels for those items which are not stocked and be able to obtain them in short order. The Commander must
maintain the security of all property recovered or stored by the Agency in the course of its operations. He must
provide for the proper disposal of items as is appropriate and lawful. The Commander further has responsibility for
administering Agency facility security policies, Agency keys, passes, and alarms (exclusive of CDC and court
holding).

2-551 PROPERTY HELD OFFICER

The Property Held Officer is a sworn officer responsible to the Commander, Property Management Section and will
coordinate with the Civilian Property Held Custodian for the receipt, storage, security and disposal of property
recovered, found, confiscated or held as a result of the activities of the Agency. This property includes controlled
dangerous substances seized in connection with CDS/ gambling/ vice investigations. The property which is the
object of the Property Held Officer’s activities is that of outside persons or entities which has come under the control
of the Agency as a result of its legitimate activities.

The Property Held Officer will be responsible to transport CDS from the Agency vault to the laboratory approved for
analysis of such evidence if out of County or release CDS to Agency personnel for analysis. The Property Held
Officer is assigned to assist in the retrieval of such analyzed CDS, and its return to the Agency drug vault.

The Property Held Officer must secure and inventory property in such a manner as to maintain not only the safety
of that property from loss, but to the degree that the chain of custody of items is maintained as necessary for
production as evidence in court hearings. The Property Held Officer shall maintain records which will allow him to
determine when an item is no longer needed for evidence purposes.

The Property Held Officer shall dispose of CDS held on a regular basis in a manner consistent with law and/ or
Agency policy and coordinate all other disposals with the Property Held Custodian. The Property Held Officer shall
ensure that no property is kept beyond the length of time required by law or beyond the time for which it is needed
as evidence.

The Property Held Officer shall provide a complete inventory of all CDS within his custody each January and July,
and coordinate with the Property Held Custodian for a complete inventory of all other property. The report of the
inventories is due and shall be forwarded to the Commander, Special Services Division, by January 31 and July 31,
respectively.
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2-551.1 PROPERTY HELD CUSTODIAN

The Property Held Custodian is a civilian responsible to the Commander, Property Management Section and will
oversee the receipt, storage, security, and disposal of property recovered, found, confiscated, or held as a result of
the activities of the Agency. This property does not include controlled dangerous substances seized in connection
with CD / gambling/ vice cases or the supplies, equipment, and the like which are under ownership of the Agency.
The property which is the object of the Property Held Custodian's activities is that of outside persons or entities
which has come under the control of the Agency as a result of its legitimate activities.

The Property Held Custodian may be assigned to assist in the transportation of CDS from the Agency vault to the
laboratory approved for analysis of such evidence. The Property Held Custodian may also be assigned to assist in
the retrieval of such analyzed CDS and its return to the Agency drug vault.

The Property Held Custodian must secure and inventory property in such a manner as to maintain not only the
safety of that property from loss, but to the degree that the chain of custody of items is maintained as necessary for
production as evidence in court hearings. The Property Held Custodian shall maintain records which will allow him
to determine when an item is no longer needed for evidence purposes. The Property Held Custodian shall dispose
of property held on a regular basis in a manner consistent with law and/ or Agency policy and deposit such monies
as may be received from that disposition in accounts as required by law and/ or Agency Policy. The Property Held
Custodian shall ensure that property is not kept beyond the length of time required by law or beyond the time for
which it is needed as evidence.

The Property Held Custodian shall conduct a complete inventory of all property within his custody each January
and July. The report of that inventory is due and shall be forwarded to the Commander, Special Services Division,
by January 31 and July 31, respectively.

2-552 FIREARMS TRACKING SPECIALIST

The Firearms Tracking Specialist is a civilian responsible to the Commander, Property Management Section, and
will oversee the receipt, security, and disposal of firearms recovered, found, held for safekeeping, or held as a result
of other activities of this Agency. The firearms which are the object of the Firearms Tracking Specialist’s assignment
are those of outside persons or entities which have come under the control of the Charles County Sheriff’'s Office
as a result of its legitimate activities, and may also include firearms which have been placed into lawful service of
the Agency and used as training aids related to the handling, identification, and packaging of recovered firearms.

The Firearms Tracking Specialist must secure and inventory in such a manner as to maintain not only the safety of
the firearms from loss, but to the degree that the chain of custody of items is maintained as necessary for production
as evidence in court hearings. The Firearms Tracking Specialist shall maintain records which will allow him to
determine when an item is no longer needed for evidentiary purposes.

The Firearms Tracking Specialist shall dispose of firearms on a regular basis in a manner consistent with law and/
or Agency policy.

The Firearms Tracking Specialist shall ensure firearms are not kept beyond the length of time required by law or
for which they may be needed as evidence.

The Firearms Tracking Specialist shall conduct a complete inventory of all firearms within his custody during
January and July of each year. A report of those inventories is due and shall be forwarded to the Commander,

Special Services Division through the Commander, Property Management Section no later than January 31 and
July 31, respectively.

2-553 QUARTERMASTER

The Quartermaster is responsible for the supply of Agency authorized uniforms, equipment, and supplies. The
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Quartermaster will requisition, store, and inventory all uniforms and associated items used by Agency personnel.
He shall control the distribution and disposal of these items in a manner consistent with Agency policy.

The Quartermaster shall requisition and inventory all supplies and equipment used by components of the Agency
where it is necessary to have stocks on hand or when there is a significant saving involved in bulk purchases. The
Quartermaster shall control and distribute these items in accordance with Agency policy with the assistance of the
Quartermaster Specialists and Procurement Specialist. The Quartermaster, with the assistance of the
Quartermaster Inventory Specialist, shall prepare and cause to be distributed to, Deputy Director, Accounting
monthly inventory reports.

2-553.1 QUARTERMASTER INVENTORY SPECIALIST
The Quartermaster Inventory Specialist performs work relative to the office receipt and/ or disbursement of items
purchased through the Fleet purchasing system, entering data into the various computer systems, compiling

monthly and yearly inventory reports, answering the telephone, updating and maintaining files, records, reports,
and providing clerical support. The employee receives supervision from, and reports directly to, the Quartermaster.

2-554 PROCUREMENT SPECIALIST

The Procurement Specialist is a civilian responsible to the Quartermaster. The employee receives supervision from,
and reports directly to, the Quartermaster. The Procurement Specialist is to assist the Quartermaster with the
purchasing process and procure high quality goods and services for the best value. Most purchases are done
through a comprehensive system of specifications and competitive bidding. The Procurement Specialist will
communicate with vendors, contractors, and consulting firms regarding bids and RFPs for materials, equipment,
supplies, and services required.

2-555 FLEET MANAGER

The Fleet Manager is the primary contact for vendors concerning all issues relating to vehicle management and
repair or service. If the Fleet Manager is not readily available, the Commander, Property Management Section shall
be contacted.

The Agency Fleet Manager is responsible for management of vehicles and, in addition to other duties specified in
his position description, and elsewhere, will:

e conduct an ongoing inventory and advise the Commander, Property Management Section of vehicles to be
replaced, and number of vehicles to be purchased;

e prepare bids;

e coordinate all titte and insurance work;

e monitor care and maintenance of vehicles;

e coordinate repairs of damaged vehicles;

e coordinate the purchase and installation of all related vehicle equipment;

e approve invoices related to vehicle services for payment, prepare requisitions as needed, and coordinate
with the Fleet Inventory Specialist to ensure proper accounting;

e coordinate the distribution of gasoline credit cards;
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e monitor the use and condition of vehicles;

e maintain a computer database to record and track required information necessary for effective fleet
management;

e make reports to the Commander, Property Management Section concerning any activities which may
jeopardize the investment represented by a vehicle, which is not being properly maintained, serviced or
cared for;

e complete such other duties as may impact directly on the efficient operation of the Agency fleet;
e ensure compliance with VEIP inspections for all Agency vehicles; and

e ensure the completion of the required 80,000-mile Maryland State Inspection of all vehicles which are in
service when reaching 80,000 miles.

2-555.1 FLEET MAINTENANCE SUPERVISOR

The employee in this position will oversee, assemble, troubleshoot, and repair all Agency installed vehicle
equipment. He is responsible for the complete building of emergency police vehicles and is the primary repair source
for any electronic components installed by the Agency. The Fleet Maintenance Supervisor is the senior employee
in this area and may delegate work, address safety problems, and will be responsible for all work performed at this
location. He will also inspect and may reject work performed by contracted vendors that fail to meet appropriate
quality standards. The employee receives supervision from, and reports directly to, the Commander, Property
Management Section.

2-555.2 FLEET INVENTORY SPECIALIST

The Fleet Inventory Specialist performs work relative to the office receipt and/ or disbursement of items purchased
through the Fleet purchasing system, entering data into the various computer systems, compiling monthly and
yearly inventory reports, answering the telephone, updating and maintaining files, records, reports, and providing
clerical support. The employee receives supervision from, and reports directly to, the Commander, Property
Management Section.

2-555.3 FLEET SERVICES TECHNICIAN

This employee serves an as assistant to the Fleet Maintenance Supervisor and generally performs routine repair
work as needed. He will perform vehicle disassembly to vehicles that have been removed from service, assist in
preparatory work with new vehicle assembly, and perform minor mechanical repairs. Technical electronic repairs
or installs are permitted under the direction and guidance of the Fleet Maintenance Supervisor. The employee
receives supervision from, and reports directly to, the Commander, Property Management Section.

2-556 AGENCY FACILITIES MANAGER

The Agency Facilities Manager is responsible for the maintenance and daily operations of the Agency’s building
facilities/ physical plants, and equipment; exceptions will be the CCDC, Detention Center Annex, and Court Holding
facility. The employee is responsible for all maintenance and building management issues at assigned facilities, as
well as the lease agreements for all satellite facilities that require service. The employee receives supervision from,
and reports directly to, the Commander, Property Management Section.
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2-560 COURTHOUSE SECTION

The Courthouse Section is responsible for maintaining a safe court environment and overseeing the Volunteers in
Community Service function.

2-560.1 ORGANIZATION
The Courthouse Section is comprised of the following units:

e Volunteers in Community Service (VICS)
e Courts/ Judicial Security Unit

2-561 COMMANDER, COURTHOUSE SECTION

The Commander, Courthouse Section reports to, and is responsible to, the Commander, Special Services Division.
The Commander, Courthouse Section will ensure that the responsibilities of the Courthouse Section are faithfully
carried out and that personnel within their command:

are knowledgeable in their respective areas of responsibility;

are aware of all rules, laws, and procedures which affect the performance of their duties;

are properly equipped and prepared for the tasks which they are required to complete;

attend to their duties and responsibilities in a timely and expeditious manner;

execute their daily activities consistent with the essential functions established for their specific position
and within the framework of the Manual of this Agency and any Standard Operating Procedures established
for the Courthouse Section; and

e faithfully discharge their lawfully assigned tasks and duties.

2-562 COURTS / JUDICIAL SECURITY UNIT

This Unit shall be responsible for the physical security of the courthouse and for maintenance of courtroom security.
Judicial Security is comprised of full-time sworn officers, sworn full-time reduced hours officers, sworn part-time
officers, correctional officers, and part-time security aides. Employees will operate metal detectors to screen visitors
to the courthouse in an effort to maintain a safe environment for employees and the general public. Employees will
work shifts so as to open and close the courthouse and assure that the building is secure upon closing. Officers
working courtroom security will assist the sitting judge and will carry out instructions from the judge in a courteous
and expeditious manner. Officers will transport prisoners between court holding and the courtrooms as needed and
maintain order within their courtrooms. Employees will assist the Unit Supervisor as needed and will be responsible
for other duties as assigned.

2-562.1 COURTS / JUDICIAL SECURITY UNIT SUPERVISORS

The Courts / Judicial Security Supervisor is a sworn officer who is responsible for the daily operation of the Unit.
The Supervisor will:

e ensure there is available adequate personnel each day to provide the necessary security for the Courthouse
and any courtrooms in use; and

e coordinate courtroom security assignments and courthouse security assignments as well as prisoner
transports between court holding and the courtrooms; and

e be responsible for the issuance and security of any and all passes used to control admittance to the
Courthouse; and
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e maintain accurate records concerning these passes and any door keys controlling access at the
Courthouse; and

e assist Public Facilities in overseeing the maintenance of the alarm system installed at the Courthouse; and
e attempt to identify the cause of any false alarm generated by the system; and

e work within the supervisory structure of the CCSO and the entities using the Courthouse in order to
eliminate false alarms through system and security awareness training; and

e maintain monthly and yearly statistics for reporting purposes; and

e assist the Courthouse Section Commander, learning that position in order that he may fill that role as
required in the Commander’s absence.

2-562.2 COURT SECURITY OFFICER

This position is staffed by a special class of sworn officers hired and assigned specifically to provide courthouse,
courtroom, and general judicial security. These officers are sworn deputy sheriffs with all associated powers. The
powers of these officers are limited, however, by the Sheriff, to be used only during those times when the officer is
actually assigned to perform judicial security work or in traveling directly to and from work. At all other times, these
officers are prohibited from carrying Agency firearms or firearms in any capacity not available to ordinary citizens,
and using their powers of arrest, or acting in any other official capacity.

Court Security Officers are prohibited from wearing their uniforms during non-duty hours, except when traveling
directly from their residences to their assigned duties and returning directly to their residences upon completion of
their assigned duties. Court Security Officers are prohibited from working in any capacity other than for the Sheriff
while wearing their Charles County Sheriff's Office uniforms. Court Security Officers may not work for any employer,
other than the Charles County Sheriff, where their sworn powers are to be used or could reasonably be expected
to be used.

Court Security Officers are civilian employees for the purpose of pay, retirement, disability, or any other benefit
matter. Court Security Officers working part-time are not entitled to any benefit other than those provided for part-
time civilian employees. Part-time Court Security Officers work at will per the assignment of the Judicial Security
Unit Supervisor or Coordinator and have no guaranteed minimum number of work hours.

2-562.2.1 COURT SECURITY OFFICER FIELD TRAINING PROGRAM

The successful completion of the Field Training Officer (FTO) Program is required of every new hire/ lateral
officer. The Field Training Officer Program is based on the essential functions of a Court Security Officer and is
meant to ensure each officer will have received the necessary training, supervision and guidance under actual
working conditions to meet the high standards of the Agency.

2-562.2.2 COURT SECURITY FTO PROGRAM RESPONSIBILITY

The Court Security FTO Coordinator will be selected by the Commander, Courthouse Section and will usually be
a sergeant assigned to the Court and Judicial Security Unit. The FTO Coordinator is responsible for the overall
daily operation and administration of this program. Specific responsibilities of the FTO Coordinator include
maintaining all necessary records, ensuring current curriculum, providing for specified training and acting as a
liaison with the Training Division. The FTO Coordinator will also be responsible for the selection and training of
FTOs for this program. Details of this program can be found in the Courthouse Section SOP.



OFFICE OF THE SHERIFF, CHARLES COUNTY, MD 3 -
St

Administrative and Operational Manual
July 12, 2023

2-562.2.3 COURT SECURITY FTO PROGRAM DESCRIPTION

The Court Security FTO Program requires systematic and organized activities that educate and train newly hired/
lateral officers. The program consists of on-the-job training, instructional training and numerous evaluation
throughout the process. The program is designed to replicate those conditions a Court Security Officer will be
presented with when performing in a solo status.

Court Security Officers are required to successfully complete a minimum number of hours based upon the police
certification. Lateral officers, previously certified in Maryland must complete a minimum of 80 hours in a certified
FTO Program. Comparative Compliance officers must complete a minimum of 160 hours in a certified FTO
Program. Additional hours may be required to successfully complete the FTO program but no training program
should exceed 240 hours.

2-563 COURTHOUSE SECURITY AIDE

The courthouse security aide is a part-time civilian position. The security aide is unarmed, poses no custodial
authority, and does not have powers of arrest. The position is assigned to the courthouse to assist the sworn
courthouse security officers with the day-to-day security operations of the courthouse. The security aide wears
Agency issued civilian attire as described in this Manual.

2-563.1 DUTIES OF COURTHOUSE SECURITY AIDE

The courthouse security aide assists sworn officers with the process of screening visitors and searching property
that is being brought into the courthouse (i.e., purses, briefcases, document binders, etc.). The aide will be
responsible to check individuals who bypass the metal detection by making sure each individual has a valid pass
to enter the courthouse. The aide will also assist with other duties as assigned by the courthouse security detail.
The courthouse security aide will assist officers working in a courtroom that is in session. The aide will collect and
distribute Agency mail throughout the courthouse at the discretion of the supervisor or courthouse coordinator. The
aide will work a maximum of 24 hours a week and in some cases might not work the maximum hours if not needed.

2-570 VOLUNTEERS IN COMMUNITY SERVICE (VICS)

The Volunteers In Community Service function is supervised by a civilian VICS Supervisor responsible to the
Court Security Supervisor. This component is comprised of civilian support staff and is tasked with all duties
associated with alternative sentencing programs. Information regarding the daily duties of the function can be
located in the Volunteers in Community Service SOP.

2-600 SUPPORT SERVICES DIVISION

Support Services Division is the information management segment of the Agency. This division-is responsible for
the management of information processing regarding:

requests for services;

how calls are handled and cleared;

investigations;

complainants, victims, suspects, persons arrested; and
other law enforcement agency activities, etc.

This responsibility encompasses all procedures, hardware, and software used by the other divisions of the
Agency, including computer, voice communication, and data transmission systems. The Support Services
Division provides critical support to all other divisions in the proper handling of the information used to track
Agency response to the needs of the community at large. This includes data entry, storage, and retrieval.
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e other law enforcement agency activities, etc.

This responsibility encompasses all procedures, hardware, and software used by the other divisions of the
Agency, including computer, voice communication, and data transmission systems. The Support Services
Division provides critical support to all other divisions in the proper handling of the information used to track
Agency response to the needs of the community at large. This includes data entry, storage, and retrieval.

2-600.1 ORGANIZATION OF THE DIVISION

The Support Services Division is comprised of the Communications Section and the Records Management Section.

2-601 SUPPORT SERVICES DIVISION COMMANDER

The Support Services Division Commander is a sworn officer who is directly responsible to the Assistant Sheriff of
Administration. The Commander is responsible for the direct supervision of subordinate commanders and the
performance of administrative duties pertaining to the daily operation of the division. He is responsible for the
performance of all personnel assigned to his command.

The Support Services Division Commander shall be responsible for maintaining Agency information and records
systems, Agency communications systems, and the equipment associated with that function.

The Support Services Division Commander shall inspect the personnel, equipment, facilities, and other resources
assigned to his command on a regular basis. He shall be responsible for maintaining these elements of his
command in compliance with the policies set forth in this Manual and in other official directives of the Agency.

2-610 COMMUNICATIONS SECTION

The Communications Section Commander is a sworn officer who is responsible to the Support Services Division
Commander. The Commander, Communications Section is responsible for direct supervision of the Police Station
Supervisors and the Police Communications Supervisors. The Commander is responsible for all radio and other
communications devices used by the Agency, with the exception of specialized devices used in vice / intelligence
operations.

2-611 COMMUNICATIONS SECRETARY

This non-critical position provides a variety of clerical and administrative support services relative to the operation
of the Communications Section. Assignments are carried out in accordance with general work instructions and
established office practices and procedures. The employee receives supervision from, and reports directly to, the
Commander, Communications Section. Work is evaluated through observations, conferences, and reports.

2-613 POLICE COMMUNICATIONS OFFICER (PCO) SUPERVISOR

The Police Communications Officer Supervisor, a first-line supervisory position, is responsible for the day-to-day
operation of a particular shift of Police Communications Officers (PCOs). The PCO Supervisor must ensure that
his particular shift is staffed to properly handle the anticipated work load. The PCO Supervisor must ensure that all
calls for service are received and routed in an efficient manner. The supervisor must approve / disapprove leave
requests, train and evaluate subordinates, and interact with other components of the Agency. The PCO Supervisor
is responsible to the Communications Section Commander.

2-613.1 POLICE COMMUNICATIONS OFFICER (PCO)

The Police Communications Officer (PCO), a civilian, is responsible for the reception and proper handling of all calls
for service. The PCO must use the radio, computer, telephone, and data communications devices of the Agency
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to provide support of other Agency personnel. They shall have access through various printed materials and
Agency computers to directories of community services, duty rosters, and contact information for all Agency
personnel. The PCO must be calm under the intense pressure of handling urgent situations and be able to handle
the task of radio and telephone communications, while at the same time operating computer entry and retrieval
devices. This position requires 24 hours per day, 7 days per week shift work. The PCO must maintain geographical
and situational awareness of all assets available to respond to or participate in activities of the Agency.

2-614 POLICE STATION SUPERVISOR

The Police Station Supervisor is a civilian directly responsible to the Commander, Communications. The Police
Station Supervisor, a first-line supervisory position, is responsible for the day-to-day operations of a particular shift
of police station technicians, to include scheduling, performance ratings, and duties as described in the position
description maintained in the Agency’s Human Resources Section.

2-614.1 POLICE STATION TECHNICIANS
The Police Station Technician position is non-sworn. This position requires 24 hours per day, 7 days per week shift
work. The technicians shall be knowledgeable in the use of standard office equipment, machines, and the CAD and
METERS systems. They shall have access through various printed materials and Agency computers to directories
of community services, duty rosters, and contact information for all Agency personnel. Police Station Technicians
shall also:

e serve as receptionists for callers and visitors;

e serve as call takers for non-emergency calls for service and for overflow emergency calls;

e obtain all pertinent and relevant information and enter appropriate information in the Agency CAD system:;

e treat all callers with respect, courtesy, and sensitivity;

e be especially responsive to the needs of crime victims / withesses and monitor victim / witness calls carefully
to ensure that the response is appropriate to the circumstances;

o carefully assess calls requesting information about victim / withess assistance to ensure that there is no
emergency, and if an emergency response is necessary, indicate in the CAD system that an officer shall
be dispatched;

e provide referral information to victims / witnesses in heed of medical attention, counseling, and emergency
financial assistance;

o perform METERS functions;

e prepare daily transmittal of citations; and

o perform other duties as assigned by the Commander, Communications.

2-620 RECORDS MANAGEMENT SECTION

The Deputy Director, Records Management Section is directly responsible to the Commander, Support Services
Division. The Deputy Director is the "Custodian of Records." The Deputy Director shall be responsible for oversight
and management of all record-keeping functions, and evaluates and counsels the Records Supervisor, and
disciplines subordinates.

This includes the gathering and storage of information concerning calls for service, investigations, persons,
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photographs, administrative files, etc. At a minimum, the Deputy Director will maintain records of service calls and
crimes by type and location, and will maintain records of all stolen, found, recovered, and evidentiary property. In
some cases, the physical storage of information may be handled by another component of the Agency. In these
cases, the Deputy Director shall institute policies and procedures through the AOM or by the creation of an Agency
Records Manual which controls the process of gathering, storing, handling, retention, and disposal of that
information.

The Deputy Director, Records Management Section shall be the authority for the disposal of any record or files and
will establish time tables for the retention and disposal of various types of records and files. The Deputy Director,
Records Management Section is responsible for the lawful expungement of records.

2-621 RECORDS MANAGEMENT SUPERVISOR

The civilian Records Management Supervisor coordinates the daily operations of the Records Management Section
by dissemination of daily assignments to each data entry clerk. The Records Section reviews each offense / incident
report generated by each officer to assure proper classification and coding for uniform crime reporting. He gathers
all statistics from the police records technicians and prepares the final report form and forwards them to the
Maryland Department of State Police. The supervisor trains, evaluates, counsels, and disciplines the assigned
personnel in accordance with Agency policy and procedures. He performs other related work and special
assignments as directed by the Deputy Director, Records Management Section.

2-622 POLICE RECORDS TECHNICIANS

Civilian Police Records Technicians assigned to the Records Management Section are responsible for the
processing of all materials entering the section. This includes:

processing all reports as instructed in the Records SOP;
filing;

computer data entry and generation of computer copies;
faxing;

copying;

coordination and preparation of files for various law enforcement agencies and other criminal justice
agencies;

maintenance and tracking reports received;

coding and classification of reports for UCR reporting;
records checks;

HIT responses and METERS entries; and

preparing the Agency U.S. mail for pickup.

Police records technicians perform other related work and special assignments delegated by the Records
Supervisor and/or the Deputy Director as needed.

2-623 OFFICE ASSOCIATE

The part-time Office Associate position is held by a civilian. This position is responsible to the Records Management
Supervisor or Deputy Director. Personnel assigned to this position will perform various clerical duties to include:

filing;

answering telephones and taking messages;
answering Agency related questions;

receiving and routing Agency mail;

walk-in records checks;

logging in, faxing reports, and distributing all faxes;
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¢ handling expungements;
e computer data entry; and
e other duties as assigned by the Records Management Supervisor.

2-700 INFORMATION TECHNOLOGY DIVISION (ITD)

The ITD is commanded by a civilian director, who reports directly to the Assistant Sheriff of Administration. The
Director of ITD is responsible for ensuring the ITD is responsive to the needs of the Agency and the overall
management of the ITD.

2-731 DIRECTOR, ITD

The Director, ITD, is a civilian who reports to the Assistant Sheriff, Administration and is responsible for all hardware,
software, network communications links, and the processing of information within the Agency and, in certain areas,
the processing of information outside the Agency. This responsibility includes:

e acquisition and maintenance of hardware and software systems;

continued review of applicability of existing information systems;

exploration of new technologies that would enhance the efficiency of Agency information systems;
oversight of the use of all information systems within the Agency;

creation of user manuals or acquisition of existing manuals;

maintenance of all hardware and software systems either through ITD personnel or outside contractors;
maintenance of all data communication links and network hardware and software;

creation and/or modification of software used within the Agency;

satisfaction of requests for statistical data;

upkeep of the Agency website and development and use of an in-house Intranet site; and

e response to user calls for service and technical problem resolution on a 24-hour, 7-day basis.

2-732 SYSTEMS OPERATIONS MANAGER

The position of Systems Operations Manager is held by a civilian tasked with supervision of the Systems Operations
Section and all of the critical network and server hardware and software systems within the Agency.

2-733 SYSTEMS OPERATIONS UNIT

The Systems Operations Section consists of the civilian positions of Network Specialist, Database Administrator,
and Network Applications Specialist. These positions report to the Systems Operations Manager. This Unit is
responsible for all network hardware and software applications, to include:
e oversight of the network LAN and WAN connections;
administration of the network software;
administration of the network user population;
maintenance of the network devices;
establishment of new network connections;
monitoring network use and identification of bottlenecks;
maintenance and support of the UNIX servers;
evaluation of new technologies; and
administration of network backup systems.

2-733.1 NETWORK SPECIALIST

The position of Network Specialist is held by a civilian tasked with, in coordination with the Systems Operations
Manager, supervision of the critical network infrastructure within the Agency.
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2-733.2 DATABASE ADMINISTRATOR

The Database Administrator, a civilian, is responsible for the maintenance of all database applications used by the
Agency other than the CAD / RMS databases. This position is responsible for the creation, ongoing maintenance,
and support of all applications using the databases. This position is also responsible for the ongoing maintenance
of the Agency’s Intranet and internet sites.

2-734 APPLICATIONS MANAGER
The Applications Manager is a civilian tasked with supervision of the Applications Section with responsibility for:

interaction with the software vendor concerning problems and enhancements;

interaction with system users including resolution of problems, training, and documentation;
development of ad-hoc reports;

continued assessment and audit of system security issues; and

evaluation of upgrades and/or new software products that would benefit the Agency.

2-735 APPLICATIONS SECTION

The Applications Section is responsible for the maintenance of the software used by the Agency and other allied
agencies with respect to our computerized records for police calls and reports. This Unit works closely with
personnel who utilize this software in the following areas:

e Police communications and the County 911 Fire and EMS in Computer Aided Dispatch;
Police Station Technicians at the district stations in calls for service start up and tracking;
Records, Narcotics, and CID in Records Management;

Civil and warrant units in civil process and warrant tracking;

Child Support Enforcement Unit;

the Detention Center in arrest processing and jail intake and inmate tracking;

Patrol operations and community policing; and

the PC-based office software used throughout the Agency.

2-735.1 SYSTEMS ANALYST

The position of Systems Analyst is held by a civilian responsible to the Applications Section. The Analyst will perform
duties as indicated in the position description maintained in the Agency’s Human Resources Section and other
duties as assigned.

2-737 TECHNICAL SUPPORT MANAGER

The position of Technical Support Manager is held by a civilian tasked with supervision of the Technical Support
Section with responsibility for:

establishment of PC operational procedures;

all PC installations and movements within the Agency;

keeping abreast of all improvements in hardware and software;

interaction with the software and hardware vendors concerning problems and technology enhancements;
interaction with PC users including resolution of problems, training and documentation;

PC software and hardware inventory; and

continued assessment and audit of system security issues.
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2-738 TECHNICAL SUPPORT SECTION

The Technical Support Section is overseen by the Technical Support Manager. The Technical Support Section is
responsible for all PC hardware, software, and related peripherals such as printers, scanners, etc.

2-739 TECHNICAL SUPPORT SPECIALIST

The Technical Support Specialists are responsible to the Technical Support Manager. The Technical Support
Specialists will perform duties as indicated in the position description maintained in the Agency’s Human Resources
Section and other duties as assigned.

2-740.1 IT ADMINISTRATIVE SUPPORT SPECIALIST

The position of IT Administrative Support Specialist is held by a civilian reporting directly to the Director, ITD, and
providing support to all the units within ITD in the following areas:

e administration of the ITD Help Desk;

e coordination of the work order responses to the user population;

e assistance with creation of documentation; and

e tracking of requisitions and purchase orders used by ITD.
2-800 TRAINING DIVISION

The Training Division has direct responsibility for the overall management of all Agency training, even though some
training programs are sponsored, conducted, or administered by other entities.

2-800.1 ORGANIZATION OF TRAINING DIVISION

The Commander, Training Division manages this division. The component is comprised of sworn Agency training
personnel, the Training Administrator, Agency personnel assigned to the Southern Maryland Criminal Justice
Academy (SMCJA), the Cadet program, and the Firearms Training Detail.

2-801 TRAINING DIVISION COMMANDER

The Training Division is commanded by a sworn Captain who reports directly to the Assistant Sheriff of Field and
Support. The Commander is responsible for the direct supervision of subordinate personnel and the performance
of administrative duties pertaining to the daily operation of the division. He is responsible for the performance of all
personnel assigned to this command. The Training Division Commander shall inspect the personnel, equipment,
facilities, and other resources assigned to his command on a regular basis. He shall be responsible for maintaining
these elements of his command in compliance with the policies set forth in this Manual and in other official directives
of the Agency.

2-805 SOUTHERN MARYLAND CRIMINAL JUSTICE ACADEMY

The Southern Maryland Criminal Justice Academy (SMCJA) is an institution supported by the Agency through
monetary payments and dedication of personnel. It is the institution of choice for mandated sworn and correctional
officer entry level training.

The Commander of the SMCJA is responsible to the Sheriffs of Charles, St. Mary’s, and Calvert counties collectively
for the operation of this institution. However, the personnel assigned from the Charles County Sheriff's Office to
staff the institution are assigned to the Training Division.

The Assistant Sheriff of Field and Support will monitor the activities of the personnel assigned to the SMCJA and
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determine that their job performance is to the credit of the Agency. He will assist the Sheriff in maintaining an
awareness of the programs and operations of the SMCJA.

2-805.1 TRAINING COORDINATOR
The Training Coordinator is a civilian responsible to the Commander SMCJA with responsibility for:

e Instructing annual in-service training, as well as entrance level training for both correctional and law
enforcement officer programs;

e Developing and conducting training programs to certify and qualify employees as mandated by the MPTSC.
2-805.2 TRAINING INSTRUCTOR

Training instructors are sworn and part-time civilian positions responsible to the Commander, SMCJA and/ or the
Training Division Commander, based on their assignment, with responsibility to:

e Instruct annual in-service training and entrance level training for both correctional and law enforcement
officer programs;

e Develop and conduct training programs to certify and qualify employees as mandated by the MPTSC,;

o Prepare teaching materials for new training programs; review, evaluate, and modify existing and proposed
programs and recommend appropriate changes.

2-810 TRAINING UNIT

The Supervisor of the Training Unit is a sworn Sergeant who reports directly to the Commander, Training Division.
The supervisor of the Training Unit is charged with the responsibility of the continual evaluation of the Agency
employee levels of knowledge, skills, and abilities (KSA) in relationship to the performance of tasks required of the
employee as a result of the employee’s position within the Agency. In this regard, the Training Unit must provide
training opportunities which close any gap between the KSA needed and those actually possessed.

2-810.1 SPECIFIC RESPONSIBILITIES

Following is a list of some of the specific tasks assigned to the Training Unit. The supervisor will see that these and
other associated responsibilities are managed to the benefit of the Agency and the citizens of Charles County.

e Training files will be maintained for each employee of the Agency, to include a record of each training
program attended.

e Arecord of each training program conducted by the Agency shall be maintained. This record will contain,
at least, the course content (lesson plan), the names of attendees, and their association if they are from
outside the Agency, and the performance of each attendee as measured by tests (if administered).

e Arecord will be kept and an analysis made of funds expended to accomplish training in order to gain the
greatest benefit-to-cost ratio.

e There will be a monitoring process to determine that all required or mandated training is being
accomplished.

e There will be a continual search for the best training programs, methods, and techniques available to
accomplish Agency training.
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e Support will be provided for the Agency Training Advisory Council, and the Council’'s recommendations will
guide the Commander in choosing subject material for Agency training.

¢ A master lesson plan file will be maintained for all training conducted by the Agency or at the direction of
the Agency in any on-going format. This file will retain lesson plans for programs which have been
discontinued or changed, maintaining the outdated plans for support of any future litigation regarding
training. These lesson plans will contain at least:

e a statement of performance and job-related objectives;

o the content of the training and specifications of the appropriate instructional techniques;

e a statement authorizing that the lesson plan is approved for a particular training purpose under the
authority granted the Commander, Training Division; and

¢ dentification of any tests used in the training process and the acceptable score for receiving credit for
successful completion of the program.

¢ Aremedial training policy is established and administered which is designed to ensure that any deficiencies
noted in training or in actual performance of Agency tasks are identified and corrected.

e Each new employee will be provided a training program concerning Agency policy, procedures, rules and
regulations, to include testing of the employee’s knowledge of the same.

e Oversight will be maintained of new employee on-the-job training and in-service training, to include
specialized training for all employees who may be promoted to new positions or duties.

e Oversight of training necessary to assure compliance with the Agency’s EEOC Plan will be maintained.
2-811 TRAINING PROGRAMS

Employees are required to attend training programs which they are scheduled, or directed, to attend. All employees
will be trained as required by any law or Agency directive regarding minimum training for their position. All levels
of supervision are required to provide for employee training, at least to the minimum levels required by law,
regulation, or policy of the Agency. This requirement is deemed to have been met by a supervisor if a Request for
Training Form #181 has been forwarded to the Training Commander.

Supervisors and administrators will provide an immense contribution toward the career development of their
subordinates. As required by MPTSC, newly promoted supervisors / administrators will attend an approved training
course within a year’'s time frame of their date of promotion. Supervisors will also receive training in career
counseling and career development. This training will increase their knowledge of techniques used in managing,
counseling, and assessing their subordinates’ skill levels, knowledge, and abilities.

Each employee who is responsible for conducting a training program, and the Training Commander, will develop
for each program a method of dealing with excused absences of attendees at training programs. These methods
could take the form of make-up classes, individual instruction, reading assignments, or such other methods as may
qualify the employee to the levels required of attendees to the program. Employees who are scheduled to attend
any program must notify the Training Commander, or the designated leader of the particular training program, as
far in advance as possible, of any need to be absent from a training program or any portion thereof.

All levels of supervision will identify advanced training, beyond that required at entrance level, in order to enhance
the performance of their subordinates. Recommendations for such training will be forwarded to the Training
Commander for consideration. Division commanders will coordinate with the Training Commander any use of funds
at the division level expended for training. Likewise, any training accomplished at the division level or below, both
accomplished in-house, or received gratis from outside sources, will be reported. The Agency Form #182, Report
of Training, will be used for this purpose.
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2-812 TRAINING ADVISORY COUNCIL

The Charles County Sheriff’s Office has established a standing committee within the Agency known as the
Training Advisory Council. The Training Advisory Council is responsible, through the Training Commander, for
identifying training priorities for the Agency and for the oversight of all training throughout the Agency, including
the review of training related policies. The Council, in identifying training needs, shall take into consideration any
information or suggestions obtained from citizen complaints, community meetings, citizen advisory committee
meetings, personnel involved in internal investigations, and supervisory or command personnel.

The Council is composed of the Training Commander and one representative from each of the Agency divisions
and the Office of General Counsel. The division representatives will be appointed by their respective division
commanders or directors. If that selected representative is not available to attend a particular Training Advisory
Council meeting because of an excused absence, the respective division commander should send a substitute to
represent the division.

The Training Advisory Council will meet in a manner and/ or location as designated by the Training Commander.
The Training Commander will send out notifications of dates and times of these meetings to the division
commanders/ directors. Training personnel will ensure that these meetings occur at least biannually, with records
of attendance and minutes of each meeting maintained and recorded in writing. A copy of the minutes for each
meeting will be forwarded to all members of the Executive Staff.

During the first scheduled meeting each year, the Training Advisory Council will conduct a review of policy and
training needs pertaining to active threats. The results of the annual active threat review will be documented in the
meeting minutes. In conjunction with the regularly scheduled meetings of the Training Advisory Council, the Office
of General Counsel; Commander, OPR; and the Training Commander shall meet to review incidences of use of
force to determine any necessary changes in Agency training or policy.

2-813 TRAINING ADMINISTRATOR

This civilian position involves a variety of administrative duties relative to the operation of the Training Division,
specifically the Training Unit. This employee handles all requests for training, registration, travel, expenses, and
other related items. Specialized Agency training programs conducted or organized by the Agency are coordinated
through this office. The Training Administrator regularly coordinates with the three Assistant Sheriffs to ensure
Agency training is properly scheduled, organized, financed and within budget. The Training Administrator interacts
with the Maryland Police and Correctional Training Commissions (MPCTC) to ensure Agency personnel have met
all training requirements and that training is properly documented and reported to MPCTC. The Training
Administrator is responsible for addressing any concerns of the Commission and responding to audits of training
records requested by MPCTC. Additionally, the Training Administrator will compile records and information to satisfy
any applicable standards mandated by CALEA. This position also serves as the Systems Administrator for the
Agency online training website. The Training Administrator reports directly to, and is supervised by, the
Commander, Training Division.

2-814 FIREARMS TRAINING DETAIL

This Detail is comprised of firearms instructors, including the Agency Chief Firearms Instructor, who provide training
to all personnel. This component is responsible to provide initial training, in-service training, and specialized training
to entry level, in-service level, and even retired level personnel. Instruction in handguns, rifles, shotguns, and special
use weapons is required. The Chief Firearms Instructor will make sure that all requirements for Agency personnel
to use firearms, both in policy and law, are complied with insofar as the administration of training can accomplish
this.

2-814.1 CHIEF FIREARMS INSTRUCTOR

The Chief Firearms Instructor is a full time civilian who is responsible for the supervision and coordination of the
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firearms instructors and the day to day operations of the Firearms Training Detail. The Chief Firearms Instructor will
ensure that all firearms programs meet MPTSC standards and any instruction provided to Agency personnel will be
properly recorded and documented. The Chief Firearms Instructor is also responsible for the Agency Armory
facilities and tracking all firearms and ammunition utilized by the Agency. The Chief Firearms Instructor reports
directly to the Supervisor, Training Unit.

2-815 CADET PROGRAM

The Cadet Program is designed to provide qualified high school seniors and college students with the opportunity
to serve in a uniformed auxiliary capacity. After serving a minimum of one year, they may be appointed as
correctional or sworn officers. This program is under the direct supervision of the Training Unit Supervisor.

Cadets may serve in any component of the Agency in order to gain knowledge and experience of as much of the
Agency’s operations as possible. During such assignments, they may report daily to a commander who is

responsible for the component to which they are assigned. The overall responsibility for their performance,
development, and evaluation remains with the Training Unit Supervisor.

2-900 ADMINISTRATIVE SERVICES DIVISION

The Administrative Services Division is managed by a sworn commander or civilian director who reports directly to
the Assistant Sheriff of Administration. The Commander / Director, Administrative Services Division is responsible
for overseeing the Agency's Budgeting and Accounting Sections and the Human Resources Section. The
Commander / Director represents these sections during meetings with the Command Staff and the Sheriff. The
Commander / Director is designated as the Agency’s EEO Coordinator. The Commander / Director, in addition to
the duties listed in the position description, is responsible for:

e providing guidance and assistance to the Deputy Directors within the division on various issues;

e overseeing the hiring process in order to hire and retain the best possible candidates to staff the various
positions throughout the Agency;

e managing and overseeing the Agency’s budget development, approval, and implementation;

e reviewing and approving the processes of background investigations, ensuring all legal requirements have
been met;

e researching alternative methods of testing applicants, ensuring the Agency is current in its processes;

e acting as liaison between the Sheriff and Human Resources in order to assist the Sheriff with hiring
decisions concerning police officers, corrections officers and higher level civilian positions;

e overseeing the process of promotion by forming committees, chairing meetings, and otherwise ensuring
the validity of the entire process;

e controlling the re-evaluation of positions and their placement on pay scales;

e evaluating and researching the Agency’'s rate of pay for the various positions within the Agency’s
classification plan;

e developing and submitting the Division budget and controlling the use of the approved budget.
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2-901 ACCOUNTING SECTION

The Accounting Section is administered by a civilian Deputy Director, who reports to the Commander / Director,
Administrative Services Division. In the absence of the Deputy Director, Budgeting Section, the Deputy Director,
Accounting Section acts as the Sheriff’s liaison with County Government finance personnel and outside auditors.
Accounting is composed of four major areas: Accounts Payable, Accounts Receivable, General Accounting, and
Payroll.

2-902 PAYROLL

The Accounting Section is responsible for processing the biweekly Payroll Change Notices and biweekly additional
pay data entries received from the Agency timekeepers in accordance with the Charles County Government’s
Payroll office.

2-903 CASH FUNDS

The Accounting Section, in conjunction with division commanders and the Office of Professional Responsibility, is
responsible for overseeing the maintenance of Agency cash fund accounts. Accounting shall maintain a record of
all components or personnel who are authorized by the Sheriff to receive, maintain, or disburse cash.

2-904 INMATE ACCOUNTING

The Accounting Section is responsible for the bank reconciliations and related reports for both checking accounts
at the Detention Center. In addition, the Accounting Section:

e prepares monthly bank reconciliations and reports for the two bank accounts at the Detention Center;
e Audits the petty cash fund monthly and replenishes funds as needed.

Personnel assigned to the Accounting Section will be responsible to the Deputy Director, Accounting Section.
Section personnel will be responsible for duties as indicated in the Position Description maintained by the Agency
Human Resources Section and other duties as assigned.

2-905 GRANT ACCOUNTING

Grant Accounting prepares monthly and quarterly financial reports of federal, state, and local grant programs and
projects, submits financial reports and documents to state and local granting agencies for reimbursement.
Personnel attend meetings to review the fiscal request on the grants with the granting agencies, to provide additional
explanation of our funding requests.

The Accounting Section is responsible for monitoring and tracking the financials for all grants awarded to the
Sheriff's Office. The Planning and Accreditation Section is responsible for facilitating and coordinating the
programmatic grant process. The Deputy Director, Accounting and the Grant Coordinator work closely together to
coordinate these efforts, especially during the grant reporting process throughout the life of the grant.

During the life of the grant, the Deputy Director, Accounting, as well as the Grant Coordinator, will maintain separate
grant files. The Grant Coordinator will keep all signed grant application and award documents as well as any grant
adjustments and programmatic report documents. The Deputy Director, Accounting will keep all financial related
documents as well as financial report documents. The Grant Coordinator will send all pertinent information to the
Accounting Section to be maintained in the Agency’s master file, along with all financial information relating to a
particular grant award. A complete file must be maintained by the