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1.01 POLICY AND PROCEDURE


DIRECTIVE

Purpose

This directive shall establish the following:

A.
Method of dissemination of all future directives.

B.
Format of directives.

C.
Responsibility of issuance of directives.

D.
Applicability of directives.

E.
Method of recommending change.

F.
Consideration of recommended change.

G.
Directive types.

H.
Policy and procedures manual.

I.
Authority for issuing directives.


POLICY

Policy consists of principles and values which guide the performance of a Department activity.  Policy is not a statement of what must be done in a particular situation; rather, it is a statement of guiding principles which should be followed in activities which are directed toward the attainment of Department objectives.

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

Policy is articulated to inform the public and Department employees of the principles which will be adhered to in the performance of the law enforcement function.

An officer in the performance of his duty is confronted with an infinite variety of complex situations which require police action.  Since policy is objective rather than situation oriented, it is broad enough in scope to encompass most situations.  Policy, therefore, must be stated in general terms.
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GLOSSARY

A.
VALUE

A value is a weight accorded to a quality of performance or accomplishment.  Values are the basis for the determination of objectives and may be both ethical and functional.

B.
OBJECTIVE

An objective is specific and definable.  It is a desired end for which effort is expended and which, if attained, fulfills the purposes of the Department.  Within each objective, there may be a number of subordinate objectives, each of which, if attained, contribute to the accomplishment of the police mission.

C.
GOAL

A goal is an idea, broad and general, to which all Department activities are directed.

D.
PRINCIPLE

A principle is a conceptual guide arrived at through logical deduction by evaluating experience with a view toward the attainment of objectives.  A principle may be of assistance in the exercise of judgement in a duty-related or off-duty activity, and may be both ethical and functional.

E.
PROCEDURE

A procedure is a preferred and expected method of performing an operation or a manner of proceeding on a course of action.  It differs from policy in that it directs action in a particular situation to perform a specific task within the guidelines of policy.  Both policies and procedures are objective oriented; however, policy establishes limits of action while procedure directs response within those limits.  Procedures will be established in writing when possible and policy dictates that they be followed.

F.
RULE

A rule is a specific requirement or prohibition which is stated to prevent deviations from policy or procedure.  Rules allow little deviation other than for stated exceptions.  Deviation from or violation of rules generally requires immediate and documented justification and explanation.
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G.
REVIEW

The Policies, Procedures and Rules contained in the Operations 

Manual shall be reviewed annually to ensure consistency with relevant Statutes, Ordinances, case law, Labor Contracts and contemporary police practice.


PROCEDURE

A.
Dissemination of Directives.

All directives that apply to all personnel shall be issued only by the Sheriff.  Such directives shall be forwarded to the Undersheriff, who shall be responsible to forward sufficient copies of the new directive to supervisors.  Supervisors shall be responsible to provide a copy of the directives to each employee under their command.  The supervisors shall be responsible to explain the directive or respond to questions in an in-service training like manner in disseminating the Directives.   The Undersheriff shall provide the Sheriff copies of the "In-Service

Training Report Form".

The supervisor disseminating the directives shall have each member sign the in-service training report form that the member received instruction and a copy of the appropriate directive.  The supervisor shall be responsible to return the in-service training report form to the Undersheriff who shall file all such forms with a copy of the document distributed.

B.
Directive Format

All issued Directives shall be in this format.  All directives, regardless of length, shall state to whom the directive is directed, the issuing authority, the effective date, the purpose, the policy and procedure as appropriate, and shall be signed by the full signature of the issuing authority on the bottom of text of the last page.

C.
Responsibility for Issuance of Directives

Directives may be issued by any supervisor to employees under their direct command at any time.  Copies of any written order, policy, procedure, or directive that establishes a standard practice, custom or method of operation shall be forwarded to the Sheriff & Undersheriff.  A directive cannot alter, amend, or supersede a directive issued by a higher authority.
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D.
Applicability of Directives.

An employee will not be charged with failure to comply with a Directive unless it can be shown that the employee was properly informed of its existence.  The signing for a Directive or policy and procedures manual shall be sufficient to establish the

employee knew of the specific job requirements.

E.
Method of Recommending Change in Directives.

1.
Any employee may recommend change to the policies, procedures, Directives or manual and are encouraged to do so  when such change will improve operations.

2.
Recommended changes shall be forwarded to the Sheriff via the chain of command.  The memo shall contain the name, number, and effective date of the Directive to be changed with the recommended change clearly stated.  Be sure to include the benefit or the reason for the change.

3.
A written response shall be forwarded to the person recommending the change unless the change is suggested orally and then an oral response shall be made.

4.
Annually the Sheriff and staff shall consider each Directive  in the Policy and Procedures manual.

G.
Directive Types

Directives are defined as follows:

1.
General Directives - Directives issued by the Sheriff, which  may apply to all employees or specific employees wherein a    permanent Directive is issued.

2.
Temporary Directives - issued to cover specific needs, for a  specific event or time frame.  They shall be self cancelling  upon completion of the event or time lapse.  These may be     issued by any supervisor and directed only to those employees under their command.  Temporary Directives may supersede permanent Directives until the change can be incorporated.

H.
Policy and Procedures Manual

1.
Employees are not expected to keep their manual with them at  all times, but will be held accountable for knowledge, understanding, and compliance with all Directive contents.

2.
All manuals are the property of the ______ County Sheriff's Department and as such are not open to the general public and can be released only with the permission of the Sheriff. Manuals shall be returned to the department upon leaving department employment.
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3.
Supervisors shall inspect employees' policy and procedures    manuals at least annually to insure that employees are keeping their manuals current.  Supervisors shall be notified by the Undersheriff when such inspections are to be conducted.  Findings of such inspections shall be forwarded to the Undersheriff, who shall notify the Sheriff of the level of compliance. The Sheriff shall take action as appropriate.

4.
The policy and procedures manual shall be divided into the following sections; Introduction, General, Administrative, Criminal, Detention and Temporary.

I.
Adherence to the Policies and Procedures: All employees shall operate based on established written policies and procedures except in the circumstances listed below:

a.
when following a procedure could endanger the life or health of an employee, an inmate or the public.

b.
when a direct verbal or written order is issued by a supervisor or a ranking deputy.
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1.02  SHERIFF NOTIFICATION


POLICY

It shall be the responsibility of all supervisors to insure that the Sheriff is informed of all matters affecting the Sheriff's Department as indicated in the policy and procedures or as judgment would dictate.


PROCEDURE

1.
Immediate notification:

The following matters shall be brought to the attention of the Sheriff immediately, regardless of the time, day, or location of the Sheriff.

A.
The death or injury of any Sheriff's Department employee.

B.
Accidents involving Sheriff's Department equipment.

C.
Reports of employee misconduct that could result in adverse effects on the employee or the Sheriff's Department, if it could become public knowledge.

D.
All requests for deputies to conduct homicide investigations.  Sufficient details shall be communicated to the Sheriff so that the Sheriff could respond to the scene immediately if desired.

E.
All requests for deputies to investigate another governmental individual or organization.

F.
Any matter likely to require the Sheriff to respond publicly or to a higher authority.

2.
Normal Business:

The Sheriff shall be notified in a timely manner, so he will be able to have input on the following matters.

A.
A written report from the assigned deputy on the progress of investigations requested by the Sheriff or District Attorney by the first of each month.

B.
Prior to the hiring of deputies or detention officers, the Sheriff shall be briefed on the applicants, and the time of interviews, so that he may view the selection process, and may request an interview if he has any concerns about the suitability of applicant.


1-6

C.
The Undersheriff shall meet monthly with the Sheriff to discuss the state of the budget and as often as necessary to discuss concerns the Undersheriff may have.  Any unusual expenditures, requests, or emergencies of a significant nature should be brought to the attention of the Sheriff.

D.
The records clerk shall provide a monthly print-out of "criminal investigation status", as soon as available, at the end of each month.

E.
The Undersheriff and deputies shall keep the Sheriff informed of any incident in which members of the press or media show an unusual interest.

F.
The Undersheriff shall keep the Sheriff informed on all personnel matters that may have an impact on the Sheriff's Department.

G.
Criminal Investigation Supervisors shall keep the Sheriff informed on any investigative matter wherein additional manpower is needed from outside the Sheriff's Department, unusual delays in completing investigations, new investigations opened, investigations closed, or potential problems with specific cases.

H.
It shall be the responsibility of the Undersheriff to insure that notification is handled as required by this Directive.

In the event supervisors cannot be contacted and immediate notification is required, Sheriff's Department employees shall notify the Sheriff personally.
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1.03  RECRUITMENT AND EMPLOYMENT


POLICY

The Sheriff's Department is an Equal Employment Opportunity Employer. It is the Departments policy not to discriminate on the basis of race, color, religion, sex, marital status, handicap, or national origin in the hiring, retention, or promotion of employees; or the compensation of fringe benefits paid them. 

Minimum Qualifications

To be eligible for initial employment, a person must: be a citizen of the United States; be at least 21 years of age; possess a high school diploma or G.E.D. certificate; have 20-50 vision in each eye, correctable to 20-20 with glasses.

All applicants must also agree to sign an oath of loyalty, to submit to a complete physical examination, and to submit to a complete background investigation.

No person convicted of a felony or a crime involving moral turpitude shall be considered for employment.

From time to time additional minimum qualifications may be placed on any position as a condition of using state or federal grant funds for salaries.

Recruitment

The Sheriff and the Undersheriff share the responsibility for recruitment of persons for all positions. The Detention Facility Administrator shares the responsibility for recruitment of persons for employment as Detention Deputies.

1.
When positions become available, the Departments Policy is to promote from within. Therefore, all vacancies will be posted in a conspicuous place for ten (10) working days. 

If, however, a qualified or best candidate cannot be found in this manner, the Sheriff reserves the right to recruit candidates from outside, in any manner that provides the best qualified candidates.
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2.
Written examinations may be given to determine whether final candidates pass the general aptitude test for the position. Examination results shall only serve to eliminate candidates who fail the exam.


PROCEDURE

1.
Each applicant will submit a completed application to the Secretary.

2.
The Undersheriff or Detention Facility Administrator will review all applications and conduct or cause to be conducted, a criminal records check on each applicant.  Fingerprints will be taken of the applicant and submitted to the appropriate authorities.

3.
A pre-employment background investigation shall be conducted and the results will be documented.

4.
An initial interview will be conducted by the Undersheriff or the Jail Administrator if applicants are for employment in the Detention Facility.

5.
Completion of Minnesota Multiphasic Personality Inventory is  required of applicants.  If the test has previously been taken, and a copy of the results can be made available, a re-test will not be necessary, if the previous test was done  within the last five years.

6.
The Undersheriff or Detention Facility Administrator will review the applicants background investigation, the Minnesota Multiphasic Personality Inventory and the results of the initial interview.

7.
A second interview will be conducted with the applicant.  The second interview may be in the form of an oral review board.

8.
All applicants accepted for employment will be advised when to report for employee processing.  (See related policy No. 300.)
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1.04  OUTSIDE (OFF DUTY) EMPLOYMENT


POLICY

All employees will recognize their primary responsibility is to the Sheriff's Department.  Secondary employment will not be allowed if it interferes with regular duties or adds responsibilities to another member of the department. 

Employees will not accept secondary employment where the potential exists for a conflict of interest.

Request for secondary employment will be denied:

1.
When secondary employment, by it nature, schedule, extent, or the place where it is performed, impairs the employees efficiency or capability as an employee of the department;

2.
When the secondary employment or the place where it is performed brings either the Department or the employee into disrepute or disfavor.

3.
When County time, property, tools, records, confidential information, vehicles, or buildings are used in conjunction with the employment.

4.
When the outside employment is during regular working hours, except when on official leave.


PROCEDURE

Employees wishing to engage in secondary employment will:

1.
Prepare a written request which includes the exact nature of the employment, business, or profession, and the number of hours to be spent on the activity per week.

2.
Submit such requests to his/her immediate supervisor for review and notify supervisor upon termination of secondary employment.

Supervisor will:

1.
Review the request and render his decision.

2.
Obtain approval from the Sheriff.

3.
File copy of approved request in employees personnel file or remove request upon employees terminating secondary employment.
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1.05  PERSONAL APPEARANCE


POLICY

Deputies assigned to the Jail Division, Court Detail and Patrol are required to wear a departmental uniform at all times, unless specifically authorized by the Sheriff/Undersheriff.

All employees (except those on assignments which require otherwise), whether in or out of uniform, are expected to keep a neat and clean appearance while on duty, and at all times while in uniform.

Uniformed employees may wear only the prescribed uniform.

All uniform items will be maintained in good condition.  Clothing will be clean and pressed.  Leather goods and metal items should be polished and buffed.  Torn clothing items should not be worn unless they have been neatly and unobtrusively repaired.  Uniform items which become worn will be replaced.

All leather goods worn on the uniform belt will be of the same type material as the belt itself.

No insignia, pins, or devices of any type which are not specifically authorized will be worn on the uniform except tie pins.  No devices of any kind may be attached to the badge except for black tape or ribbon during official periods of mourning.

Rings, watches, and tie pins may be worn by employees in uniform.  Only one set of simple stud-type ear pins may be worn in pierced ear lobes by female employees while in uniform.

Female employees will wear their hair in a neatly groomed style that does not interfere with their work or the work of other employees.

Male employees will wear their hair so that the hair in back of the head will not extend below the shirt collar, and the hair in front of the head will extend no lower than one inch above the eyebrows.  Sideburns will be neatly trimmed and no longer than the bottom of the ear lobe.

Moustaches will be neatly trimmed and will not extend vertically below the corner of the mouth, nor horizontally more than one-

fourth inch beyond the corner of the mouth, and will not extend below the upper lip line.  Beards, goatees, or other facial hairs

are not permitted.
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DESCRIPTION OF UNIFORM ITEMS

All uniform items are per current, detailed bid specifications as to design, materials, linings, stitching and method of construction.  Items not listed may not be worn on or with the uniform.

Shirts
Grey in color, long and short sleeve; yoke; breast patch pockets with scalloped flaps and box pleats; shoulder epaulets; badge tab above left breast pocket; three-button cuff on long sleeve; the official departmental emblem centered one inch below the shoulder seam on each sleeve.

Trousers
Grey in color, slack style; without cuffs or pleats; one-inch flare optional; top pockets in front; two hip  pockets; left hip pocket to button; seven belt loops, one inch wide; polyester wash and wear material.

Footwear
Shoes - black, or grey, low-cut, lace-up type.  NO slip-on or moccasin style.

Boots - black, or grey western or Wellington style.

Necktie
Plain black, choke proof style; worn with one tie pin.

Name

Plate
Jackets - Worn centered above right pocket flap, with bottom of name tag even with flap seam.

Shirts - Worn centered above right pocket flap, with bottom of name tag even with flap seam.

Badges
Breast badge shall be worn centered just above left breast pocket flap of outermost garment in badge tab     provided.

NOTE:  Badge shall be furnished by the Department.  NOTHING shall be worn on a departmental badge, EXCEPT a black mourning ribbon, which may be worn until after the funeral of a deceased fellow officer as a sign of respect.

Belt

Black; coram/clarino-covered leather; Sam Brown style; Sam Brown secured to trouser belt with snap fasteners, Velcro materials, or keeper straps.

Cartridge

Holder
Black; coram/clarino-covered leather; loop type; six or twelve cartridge capacity, or magazine case.
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Handcuff

Case

Black; coram/clarino-covered leather; one velcro or snap fastener on flap of same color as belt hardware; worn with case flap on top; worn on Sam Brown belt only; positioned on opposite side from holster, to the rear of trouser leg seam.

Handcuffs
Approved cuffs, only; worn in handcuff case, or secured to belt by leather strap.

Handcuff

Strap
Black; coram/clarino-covered leather; 3/4" by 8 1/2"; two snap fasteners of same color as belt hardware; worn on Sam Brown belt, positioned same as handcuff case.

Baton

Holder
Black; coram/clarino-covered leather; 3/4" by 7 1/2"; two-inch diameter chrome plated steel or black plastic ring; one snap fastener of same color as belt hardware; positioned on opposite side from holster, centered on trouser seam.

Holster
Black; coram/clarino-covered leather, to match belt; safety strap.

Jacket
Foul Weather - "Tuffy" type; black fabric with black pile collar; quilted lining, five-button fly over zipper closure; shoulder epaulets; knit undercuffs on sleeves; two breast pleated pockets with flaps; badge tab over left pocket; official emblem on each sleeve, centered one inch below shoulder seam.

Windbreaker - black 100% nylon; nylon taffeta lining; zipper front closure; elastic waistband; pointed pleated patch pockets with flaps; pointed collar; badge tab over left pocket; pointed shoulder epaulets; official departmental emblem on each sleeve, centered one inch below shoulder seam.

NOTE:
Anytime jackets are worn over short sleeve shirts, regulation tie must also be worn.

Shoulder

Patch
The Department shoulder patch will be furnished by the Sheriff's Department, and will be worn on all shirts, jackets and foul weather gear; worn centered on both sleeves one inch below the shoulder seam. 
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Service

Bars

Shall be worn on all class A uniform outer garments; military type, gold; worn on left sleeve.

NOTE:
Employee shall wear one bar for each year of law enforcement service, with gold star denoting increments of five years of service.

Gloves
Heavy; black; leather; dress gloves.

Raingear
Yellow; waterproof nylon material; batwing construction.


UNIFORM COMBINATIONS


Deputies' Class A Winter Uniform

Required:
Long sleeve shirt, trousers, shoes or boots, belt, holster, necktie, weapon, filled cartridge holder, handcuffs with case or strap, name tag and badge.

Optional:
Foul weather jacket, jacket liner, gloves, raingear, windbreaker jacket.


Deputies' Class B Summer Uniform

Required:
Short sleeve shirt, trousers, shoes or boots, belt, holster, weapon, filled cartridge holder, handcuffs with case or strap, name tag and badge.

Optional:
Raingear, windbreaker jacket.


Jailer Uniform

Required:
Short sleeve shirt (grey in color), trousers, shoes or boots, belt, name tag.

Optional:
Long sleeve shirt, necktie and Windbreaker.

NOTE:
Supervisory and Command personnel are responsible for conducting on-going clothing inspections of subordinates.  Corrective action is to be taken when deemed necessary.  Such inspections are not designed for disciplinary purposes.  They are designed for the purpose of assuring that violations do not occur.  However, frequent and/or continuing infractions on the part of the individual employee may resultg in disciplinary actions being taken.


PROCEDURE

Responsibility




Action

Undersheriff
1.
Approves authorization for purchase of         uniforms.
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2.
Makes arrangements for uniform contractors to take measurements of employee(s).



3.
Upon completion of order, issues clothing to  employee.

Employee

4.
Makes a miscellaneous report reference uniforms or equipment items lost, stolen or damaged in the line of duty.

5.
Submits report to Undersheriff.

Undersheriff
6.
Determines that the employee's report of the facts is correct or incorrect.

7.
If correct, makes necessary arrangements to replace the uniforms or equipment.

8.
If replacements are obtained, issues employee replacement item(s).

9.
Insures inventory records are kept current.

An inventory of items issued to each employee will be maintained. This inventory will be updated each year, or at the time of ordering.
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             1.06 PERSONAL CONDUCT               


POLICY

STANDARD OF CONDUCT

The law enforcement code of ethics is adopted as a general standard of conduct for employees of the Sheriff's Department.  All employees of the Department shall adhere to the personnel rules, procedures and rules of this Department.

LAW ENFORCEMENT CODE OF ETHICS

As a law enforcement officer, my fundamental duty is to serve mankind; to safeguard lives and property; to protect the innocent against deception, the weak against oppression or intimidation, and the peaceful against violence or disorder; and to respect the Constitutional Rights of all to liberty, equality and justice.

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

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

I recognize the badge of my office as a symbol of public faith, and I accept it as a public trust to be held so long as I am true to the ethics of police service.  I will constantly strive to achieve these objectives and ideals, dedicating myself before God

to my chosen profession ....law enforcement.

OATH OF OFFICE

I do solemnly swear (or affirm) that I will support, obey and defend the Constitution of the United States, and the Constitution of Oklahoma, and will discharge the duties of my office with fidelity.  I will not knowingly receive, directly or indirectly, any money or other valuable thing, for the performance or non-performance of act of duty pertaining to my office, other than the compensation allowed by law.
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LOYALTY

In the performance of his duty to serve society, an officer is often called upon to make difficult decisions.  He must exercise discretion in situations where his rights and liabilities and those of the Department hinge upon his conduct and judgement.  An officer's decisions are not easily made and occasionally they involve a choice which may cause him hardship or discomfort.  An officer must be faithful to his oath of office, the principles of professional police service, and the objectives of the Department, and in the discharge of his duty he must not allow personal motives to govern his decisions and conduct.

CONDUCT UNBECOMING A POLICE EMPLOYEE

A police officer is the most conspicuous representative of government, and to the majority of the people he is a symbol of stability and authority upon whom they can rely.  An officer's conduct is closely scrutinized, and when his actions are found to be excessive, unwarranted, or unjustified, they tend to be criticized far more severely than comparable conduct of persons in other walks of life.  Since the conduct of an officer or civilian employee, on or off-duty, may reflect directly upon the Department, each employee must at all times conduct himself in a manner which does not bring discredit to the employee, the Department, or the county.

RESPECT FOR CONSTITUTIONAL RIGHTS

No person has a constitutional right to violate the law; neither may any person be deprived of his constitutional rights merely because he is suspected of having committed a crime.  The task of determining the constitutionality of a statute lies with an appellate court of proper jurisdiction, not with an officer who seeks to properly enforce the law as it exists.  Therefore, an officer may enforce any federal, State, or local statute which is valid on its face without fear of abrogating the constitutional rights of the person violating that statute.  An officer who lawfully acts within the scope of his authority does not deprive persons of their civil liberties.  He may within the scope of his authority make reasonable inquiries, conduct investigations, and arrest on probably cause.  However, when an officer exceeds his authority by unreasonable conduct, he violates the sanctity of the law which he is sworn to uphold.
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DISCRIMINATION

It is the policy of the Sheriff to provide the highest level of police service to all citizens without regard to race, color, creed, ethnic origin, sex, age, physical or mental handicap.  Members of the Department are strictly prohibited from engaging in any act, either directly or indirectly, which causes police action to be taken because of, or in spite of, a person's race, age, sex or handicap.  No member of the Department shall engage in any activity, either directly or indirectly, which serves to harass, intimidate, belittle or otherwise abuse any person as a result of that person's race, ethnic background, sex age or handicap.  No item shall be placed on any bulletin board or any other police property which by its nature would cause attention to an ethnic group or other person who would be offended by its content, whether that item is intended to be humorous or not.

Employees who feel that they are a victim of a discriminatory act or harassment as a result of their race, ethnic background, sex, age or handicap by any other employee should report the incident directly to the Sheriff. Any employee who believes he or she has been discriminated against by the sheriff, may bring the problem to the attention of his immediate supervisor, the undersheriff, the District Attorney or the Board of County Commissioners.

CONDUCT AND BEHAVIOR

Employees will adhere to the Oath of Office, Code of Ethics, Laws of the United States, and the State of Oklahoma, and the policies of Sheriff's Department.

Employees, whether on or off-duty, will conduct themselves in such a manner that they will not discredit themselves, or the department.

Employees will use the authority of their position to accomplish the task required of the Sheriff's Department, and not for the purpose of personal gain (including advertising commercial products).

Employees will report to duty as assigned, either regularly or by emergency notice, and will be awake and alert at all times while on duty.

Employees will treat the public courteously, avoiding harsh, violent, profane, or insolent language, and use of excessive force.

Employees will refrain from starting or spreading idle or malicious gossip, or rumors about other employees, or any other person.
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Employees will not knowingly associate with criminals and/or patronize places of ill-repute, unless in the line of Official

Duty.

Employees will conduct their personal financial affairs so that creditors and collection agencies do not have to use the Office of the Sheriff to make collections.

DUTY REQUIREMENT

Employees will study and familiarize themselves with the contents of this manual, any future revisions to it, and the Daily Bulletins of the Department.

Upon request, employees will supply to the asking party their name, and assignment.

Employees will use department time, equipment, and personnel for departmental business only.

Employees will take good care of, and properly use, all property.  Employees will report damage to, or loss of, Sheriff's Department property, in writing, to their supervisor.

When so directed by the sheriff, employees will answer questions or render statements, and provide any material relevant to a departmental personnel investigation.

Employees will move or cause to be moved any piece of equipment from any office, or any portion of the Sheriff's Department Facility, only with approval of the Sheriff/ Undersheriff.

INVESTIGATIONS AND COURT ACTION

Employees will refrain from suggesting, or in any other manner, recommending to any other person, attorneys, or bondsman.  Employees will also refrain from giving to any attorney or bondsman, notice of service of warrant, arrest, or intent to arrest, any person.

Employees will reveal information obtained from police reports to personnel outside the Department only as required by law or authorized by the sheriff.

After receiving facts or information pertaining to departmental business, employees will report the facts or information in accordance with departmental procedure.

Employees will refrain from purchasing, receiving as a gift, bartering, or by any other means acquiring anything of value from a person in police custody, or any person with a criminal record or under investigation or impending investigation by the Department.
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Employees will interfere with cases assigned to other employees only with the knowledge and consent of the Sheriff/Undersheriff,

or of the assigned employee.

Employees will attempt to interrupt the legal process in a case only where a gross injustice might otherwise occur.

Employees will notify the Sheriff/Undersheriff prior to seeking, suing for, soliciting, or agreeing to accept any money or other compensation for damages sustained or expenses incurred by them in the line of duty or because of any injury or illness sustained

off duty.

Employees will accept fees for appearing in civil cases in any manner arising out of their official employment only as expressly authorized by the law or by the Sheriff.

RESPONSIBILITY OF ON-DUTY DEPUTIES

On-duty deputies with the Sheriff's Department, after considering the tactical situation, are to take all steps reasonably necessary and consistent with their assignment to protect life and property, to effect the enforcement of the laws of the State and Nation and to serve the public, without regard to the person's race, sex, creed, color, religion, occupation, or public position.

RESPONSIBILITY OF OFF-DUTY DEPUTIES

For the purpose of this policy, the term "off-duty deputy" does not apply to deputies when they are employed by another entity in a security or police related capacity.

Under Oklahoma law, a deputy's authority to arrest is limited by jurisdiction. Off-duty deputies may, on occasion, encounter circumstances that require police action. Police action may range from direct intervention to causing the appropriate action to be taken. Direct intervention should only be taken after careful consideration of the tactical situation and full knowledge that the deputy's action may come under close scrutiny. The deputy's decision must be swayed by answering the question: "Is police action in the public interest?".

Under Oklahoma law, a private citizen has the right to arrest a person who commits a felony or breach of the peace in his presence, or to arrest a person where a felony has been committed and where the arresting citizen has probable cause to believe and does believe, the person arrested to be guilty. When a police officer effects a citizens arrest of an individual in another 

jurisdiction, he must not do so under the color of his office.
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When an off-duty deputy uses his peace officer authority or becomes involved in a situation which may reflect negatively on or cause involvement of the Department, a supervisor shall be notified immediately. The deputy shall make a detailed written report immediately upon his return to work, unless the supervisor requests an earlier written report.

USE OF ALCOHOLIC BEVERAGES AND TOBACCO

Employees will restrict use of tobacco products to common courtesy and good manners at all times.

Employees will never consume alcoholic beverages on-duty except when necessary to carry-out assignment, and then only with the prior approval of the Sheriff/Undersheriff.

Whether off-duty or during an authorized on-duty assignment, employees will never consume alcoholic beverages to an extent that it is readily detectable in appearance or behavior, or to an extent that would render the employee unable to report for the next regular tour of duty or to report for duty in an emergency.

No employee will ever house any alcoholic beverages within the 

Sheriff's Department or store, transport, or otherwise keep any alcoholic beverage in any department vehicle, except when necessary to carry-out official department business.

Employees, whether on or off-duty, will not purchase or consume any alcoholic beverage while wearing a uniform (or any part thereof) of the Department.

FLAG ETIQUETTE

Employees will salute the flag when it is passing in parade or being raised or lowered.  Uniformed employees will give a military salute, non-uniformed employees will place their right hand over their heart.

When the pledge of allegiance is given, employees will stand at attention and recite it.  Uniformed employees will remove their hats and place them over their heart during the reciting of the pledge.

When the National Anthem is played, uniformed personnel will salute and non-uniformed personnel will stand at attention with right hand over their hearts.  If the flag is also displayed, all personnel will face the flag.

FUNERAL ETIQUETTE

When taps are played at a funeral, uniformed employees will salute and non-uniformed employees place their right hand over their heart.
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At an interment service, employees will remove their hats and place them over their heart during the prayer.

At the end of a funeral, employees will remove hats or helmets and place them over their heart when passing by the casket to pay last respects.

As the casket is moved from the church to the hearse, uniformed employees will come to attention and salute until the casket is in the hearse.

Uniformed employees who escort funeral processions will dismount their vehicles when they arrive at the cemetery and salute as the hearse passes by.
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1.07  CLASSIFICATION SPECIFICATION - UNDERSHERIFF


JOB SUMMARY

This job is  an administrative and operative supervisory position.  Entry to this classification is limited to appointment by the Sheriff.


JOB FUNCTIONS

Statutory Responsibilities

O.S. 19~516 states: "It shall be the duty of the Sheriff, Undersheriff and Deputies to keep and preserve the peace of their respective counties, and to quiet and suppress all affrays, riots and unlawful assemblies and insurrections, for which purpose and for the service of process in civil and criminal cases, and in apprehending or securing any person for felony or breach of the peace, they and every constable may call to their aid such person or persons of their county as they may deem necessary."

O.S. 19~544 states: "Whenever a vacancy occurs in the office of Sheriff of any county, the Undersheriff of said county shall in all things execute the office of Sheriff until a Sheriff shall be appointed by the Board of County Commissioners."

WORK PLANNING AND ORGANIZATION

The Undersheriff is responsible for workload adjustments which may involve more than day-to-day changes; for planning to meet changes in workload; and for proposing needed revisions in staffing levels or work priorities.  Other duties include:

Preparing budget proposals for manpower and equipment indicating suggestions and conclusions.

Attending meetings to exchange ideas and information.

Writing and recommending changes in policy and procedure.

Coordinating deputies activities with investigations being conducted by other units.

Studying crime trends in field of assignment, and preparing alternative plans to combat the problem.
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WORK ASSIGNMENT AND REVIEW

Undersheriff assigns work to employees or assigns employees to positions on the basis of selective considerations of the difficulty and requirements of the assignment and the capability

and qualifications of the employee.  He prepares and issues written instructions and procedures and issues special instructions for non-routine assignments.  

PERSONNEL SUPERVISION 

Undersheriff recommends reassignments, and recognition of outstanding performance. He is responsible for attendance and

leave, holding corrective interviews, issuing written reprimands, proposing disciplinary actions to the Sheriff, and  conducting training of employees.

TECHNICAL POLICE ACTIVITIES

The Undersheriff must have knowledge of and perform a wide variety of law enforcement activities.  These activities are related to departmental policies, procedures, and regulations, 

state and federal laws, city ordinances, case law, and recognized methods or techniques of criminal and traffic investigation.

JOB REQUIREMENTS

Skill in supervising others.

Skill in solving problems.

Skill in oral and written communications.

Skill in personnel management.

Ability to be adaptive and objective.                           

Skill in motivating personnel.

Knowledge of human behavioral characteristics.

Skill in training personnel.

Knowledge of specific subject matter related to law enforcement.

EVALUATION CRITERIA                                        

Difficulty
The incumbent must identify the problems and needs of assigned units and initiate plans and directions to correct them.  The Undersheriff's choice deputies task performance will determine the departments quality of output.
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Decisions are frequently based on abstract variables and feedback is often subtle and complex.  Accuracy is required in decisions and the Undersheriff is held accountable for the outcome of personal action(s) taken by the deputies.  The difficulty level of the position is elevated, for the subordinates' tasks are varied and complex and require discretionary judgement.  During nighttime duty hours, the Undersheriff is responsible for all police personnel actions and handling of emergency situations.

Interpersonal
The Undersheriff routinely talks/confers with Relationships individuals and groups of all socio-economic levels to provide information, direct their movements, and resolve problems utilizing terminology and phraseology consistent with their subculture.  The incumbent establishes and maintains a relationship with others not  directly related to law enforcement such as business executives, medical doctors, psychologists, pathologists, attorneys, social workers, etc.  The Undersheriff maintains a relationship with others connected with the criminal justice field and  with subordinates.  Communication between the  Undersheriff and deputies is most often  informal and the Undersheriff must be sensitive to and perceptive of the other person.
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1.08  CLASSIFICATION SPECIFICATION - DEPUTY SHERIFF


JOB SUMMARY

The Deputy will be assigned upon employment to one of the three functional divisions within the Sheriff's Department, i.e., Criminal Division, Civil Division and Jail Division.  Deputies are, at all times, considered to be Sheriff's Department employees, and may be assigned to any Division or specialized detail as deemed appropriate by the Sheriff or Undersheriff.


JOB FUNCTIONS

Statutory Responsibilities

19 O.S. § 516 states: "It shall be the duty of the Sheriff, Undersheriff and Deputies to keep and preserve the peace of their respective counties, and to quiet and suppress all affrays, riots and unlawful assemblies and insurrections, and in apprehending or securing any person for felony or breach of the peace, they and every constable may call to their aid such person or persons of their county as they may deem necessary."

In addition to the above mentioned duties and responsibilities mandated by Oklahoma State law, assignments to Divisions or specialized details within the Sheriff's Department will require additional skills and the assumption of specialized job functions as outlined below.

Civil Division

Deputies on assignment to the Civil Division have the major responsibility of being the servants of the court to enforce all court orders primarily in the area of civil law.  Examples of job functions are:

Serves and executes, according to law, all process, writs, precepts and orders issued or made by lawful authorities.

Insures prompt service and return to the proper court of all civil process filed and submitted for service by the Sheriff's Department.

Serves and executes, according to law, all criminal subpoenas issued by courts out of county or out of state. 

Criminal Division

Deputies on assignment to the Criminal Division have the major responsibility of being servants of the court in the enforcement of all court orders in the area of criminal Law.  Examples of job functions are:


1-26

Serves and executes, according to law, criminal warrants and subpoenas issued by lawful authority within the State of Oklahoma, to persons residing within the County.

Transports prisoners in state and out of state in accordance with orders of lawful authorities.

Performs follow-up investigations on criminal cases as required.

Patrols primarily unincorporated areas of the County to prevent crime and to respond quickly to calls for assistance.

Completes initial investigation of criminal acts when responding to calls for assistance.

Transports mentally ill persons to medical facilities for treatment and to court hearings as necessary.

Takes individuals into protective custody on service of detention orders and guardianships, transporting to appropriate facility or location.

Transports prisoners in state and out of state in accordance with lawful court orders.

Processes and sends detainer out on prisoners held in other jurisdictions and wanted in the County.

Originates and coordinates all extraditions within the County.

Transports prisoners, in accordance with writs, to the County Jail.

Deputies have major responsibilities in specialized areas, i.e., cattle theft, narcotics, sex crimes, organized crime, homicide, burglary, robbery, etc.  Examples of job functions are:

Works with federal and state law enforcement agencies, undercover law enforcement officers and informants gathering intelligence information for case work.

Assumes direct command of crime scenes, gathering and analyzing evidence, and performing follow-up investigations of the case.

Develops cases, interrogates witnesses and suspects, and files charges on individuals in criminal court.

Detention Facility

Officers assigned to the detention facility will have major responsibilities for the security, care and feeding of prisoners housed within the Detention Facility.  Examples of job functions are:
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Books and processes prisoners.

Assures that prisoners obtain food, clean clothing and bedding, medical care and due process rights as required.

Conducts security inspections hourly of cell areas to ensure the safety and well being of prisoners.

Answers public inquiries and provides information as to prisoner's housed within the Detention Facility.

Court Detail

Deputies on assignment to the Court Detail have the major responsibility of escorting and guarding prisoners to and from the facility for court appearances.  Examples of job functions are:

Escorts and guards prisoners from the facility for court appearances.

Has responsibility for security and custody of prisoners while outside of the facility.

Assists in processing prisoners, preparing paperwork, etc., as required.  Transports prisoners to and from other city, county and state facilities, as directed.


JOB REQUIREMENTS

Although some assignments may require additional or specialized skills or knowledge, all deputies employed by the County Sheriff's Department must meet the following requirements:

Common sense.

Ability to adapt behavior in relation to the working environment.

Skill in oral communication.

Ability to make decisions.

Ability to be objective.

Knowledge of laws and legal requirements.

Skill in solving problems.
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1.09  CLASSIFICATION SPECIFICATION - SECRETARY/CLERK 


JOB SUMMARY

This job is located in the Sheriff's Department and is under the supervision of the Sheriff.  The secretary maintains complete administrative and other records required in the performance of departmental duties.  

The duties performed by the secretary(s) and the records they maintain include but are not limited to the following:

Maintains complete administrative records pertaining to operations of the Sheriff's Office.

Maintains personnel files on all employees.

Prepares and maintains payroll records.

Maintains financial ledgers on all Sheriff's Department accounts.

Prepares and maintains records of all purchase orders and receiving reports.

Prepares and maintains employment and termination records on all employees.

Maintains records on operation of vehicles.

Records receipt of O.T.C. warrants, prepares notices and receipts for payments.

Processes paperwork for Sheriff's Sales.

Records and returns all process served by the Sheriff's Department.

Schedules prisoner transportation to and from other agencies and appointments.

Attends administrative staff meetings and makes recommendations.

Maintains records relating to detention facility functions.


JOB REQUIREMENTS

Ability to make decisions.

Skill in greeting the public.

Skill in supervising activity of others.
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Skill in maintaining records.

Skill in accounting procedures.

Skill in supervising activity between different groups of people.

Skill in typing. (Minimum of 60 W.P.M.)

Skill in use of dictaphone.

Skill in operating police radio.

Skill in working with fractions, percentages, and statistics.


EVALUATION CRITERIA

The employee routinely makes complex decisions based on concrete and abstract variables where tolerance for error is low.

Instances of assignments cover a wide range of criminal and civil related matter.  Once the situation is assessed, the employee makes a choice by applying created guidelines for selecting an appropriate method.  Results have far reaching effects and are viewed by the public, State Officials, City Officials, and Intra-Departmental Personnel.

The employee routinely talks\confers with individuals and groups of all socio-economic levels to resolve problems utilizing terminology and phraseology consistent with their sub-culture.  The employee is required to be keenly sensitive to and perceptive of the other persons relevant characteristics or state of being and to be aware of subtle or complex feedback so as to adjust behavior accordingly.

Stress situations are frequently encountered in the performance of the positions duties and responsibilities.


JOB SUMMARY

The Records Clerk is considered to be a Sheriff's Department employee, and may be assigned as deemed necessary.

This position is located in the Sheriff's Department and is an administrative position.


JOB FUNCTION

Performs routine clerical duties such as preparation, typing and filing correspondence.

Prepares and submits Uniform Crime Reports.
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Prepares and submits claims for payment for housing contract prisoners.

Maintains records and files on all inmates housed in the Detention Facility.

Maintains records and files pertaining to complaints and investigations being conducted by the Criminal Investigation Division (CID).

Prepares and submits claim for board bill as authorized under the provisions of Oklahoma Statute.


JOB REQUIREMENTS

Although a specific assignment may require additional or specialized skills or knowledge, the Records Clerk must meet the following minimum requirements:

Ability to handle confidential information with tact and discretion.

Common sense.

Ability to make decisions.

Skill in written and oral communications.

Skill in solving problems.

Ability to be objective.
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1.10 PHYSICAL CONDITIONING OF PERSONNEL


POLICY

All persons making application for a commissioned officers position or a detention officers position must provide evidence of their general physical condition.  Each employee is expected to maintain physical and mental stamina adequate to perform the work and to undergo the physical discomforts and dangers inherent in their work.


PROCEDURE

A.
Each applicant for a commissioned position must undergo a physical examination.

B.
In order to maintain a good physical condition and to promote wellness in the workplace, each employee is encouraged to participate in regularly scheduled physical activity.
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1.11  IDENTIFICATION CARDS/BADGES


POLICY

New employees will be issued identification cards (credentials)

and badges. Identification cards will be carried at all times and used to verify Sheriff's Department employment. Badges will be worn at all times while in uniform.  Employees authorized to wear civilian clothing will carry their badge and display the badge to properly identify themselves. Identification cards will be issued and worn by all visitors of the Detention Facility.


PROCEDURE

A.
Employees will:

1.
Be issued identification cards and badges during in-     processing.  The Sheriff's Department will only furnish  badges without an engraved name plate.

2.
Carry their identification cards at all times.

3.
Visibly wear their badges while in uniform or display   them to properly identify themselves as members of the  Sheriff's Department.

4.
Turn in all forms of identification upon termination.

B.
VISITORS:

1.
Sign in at the reception desk;

2.
Be issued a color coded visitor's badge.

3.
Be received in the reception area and accompanied through the facility by a responsible employee.

4.
Be returned to the reception area by the accompanying employee. 

5.
Sign out and return the visitor's card to the receptionist.
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1.12 MEDICAL SERVICES FOR EMPLOYEES INJURED


ON DUTY (I.O.D.)


POLICY 

It is the policy of the County to prevent the occurrence of accidents by maintaining safe working conditions and promoting safety at all times.

The Sheriff and supervisors shall be responsible for enforcing safe work rules.  The success of any safety program depends largely upon actual direct contact with subordinates.  Immediately reporting all accidents and injuries and the investigation of said accident even though there was no resulting injury.

Reporting of Injuries

Employees must report any injury received while on the job immediately to their supervisor, regardless of the extent of injury.  The Supervisor will determine if the employee should have medical attention (if doubt exists, the employee should be sent to a clinic or hospital emergency room where the employee should be examined by medical personnel).  In all cases, an "Injury on the Job" form will be completed and channeled to the proper office.


PROCEDURE

The employee reports an on the job injury to his/her immediate supervisor.  If an emergency or if out of town, the employee is authorized to seek medical treatment and shall notify a supervisor as soon as possible.

An on the job injury report shall be completed by the employee as soon as possible and will be submitted to an immediate supervisor.  If an employee because of the injury, is not able to complete the injury form, a supervisor will do it with the employee's assistance.

The employee will return to light duty immediately after being released or approved by the proper medical authority.

Expenses related to treatment of the injury, will be forwarded to the County Commissioner's Office through the Sheriff's Department Secretary.

A copy of all relevant records relating to an on the job injury shall be maintained in the appropriate file.
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1.13 SEXUAL HARASSMENT


POLICY

Sexual harassment of employees is illegal conduct and is prohibited by the Sheriff's Department Policy, Title 74, Section 841.10 of the Oklahoma Statutes, Title VII of the Civil Rights Act of 1964, as amended and 42 U.S.C. sub-section 2000c-2 (29 CFR, Chapter XIV, Part 1604.11-EEOC Guidelines on Discrimination Because of Sex).

     Federal guidelines have defined sexual harassment as:

1.
Unwelcome sexual advances.

2.
Requests for sexual favors.

3.
Other verbal or physical conduct of a sexual nature when:

a.
Submission to the harassment is made either explicitly or implicitly as a term or condition of employment.

b.
Submission to or refection of the harassment is used as the basis for the employment decisions which affect an individual; or

c.
The harassment has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile, or offensive working environment.

Each employee is responsible for assuring he or she does not engage in sexual harassment or any conduct which could be viewed as sexual harassment.           

Supervisors are responsible for stopping any situation of harassment he or she is aware of in the workplace, even before he or she receives a complaint from an employee about the offensive environment or incident.

Sexual harassment is a serious offense, and any employee found to have engaged in such conduct is subject to severe discipline,

including termination.

It is contrary to this policy for a supervisor to retaliate against any employee who files a charge of sexual harassment.  All possible measures will be taken to eliminate the possibility of retaliation resulting from the filing of a complaint.
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In the event a complaint of sexual harassment is found to be totally and completely without basis, appropriate disciplinary action may be taken against the employee who brought the complaint.  While this is in no way intended to discourage any employee who believes he or she to be the victim of sexual harassment from bringing a complaint, the Sheriff's Department recognizes that a charge of sexual harassment can cause serious damage to the accused employee's personal reputation and professional career.


PROCEDURE

Any employee who believes he or she has suffered sexual harassment by any other employee, including supervisors, co-workers, or visitors, must bring the problem to the attention of any of the following individuals:

1.
His or her supervisor;

2.
The Undersheriff; or

3.
If the complaint involves someone in the employee's direct line of command, then the employee may go to     another supervisor.

(Outside the department, the complaining employee may file a complaint with the State Human Rights Commission, or the Federal Equal Employment Opportunity Commission.)

The complaint may be verbal or written and should include explicit details of dates, times, places, and witnesses, if any, to the harassment.

All complaints will be investigated promptly by the Undersheriff, or as otherwise designated by the Sheriff.  The investigation shall be started within 24 hours after a complaint is made.

The identity of the employee making the complaint, as well as the identity of the individual accused of sexual harassment, will be kept strictly confidential.  Information regarding the charge of sexual harassment and the investigation of the charge will not be made known to anyone who is not directly involved either as a party, a witness, or an investigator.  Witnesses interviewed will be provided only such information as is necessary to elicit from

the witness his or her observations and other relevant information.

During the course of the investigation, both the complainant and the accused individual will be provided a full opportunity to tell his or her side of the story.  Witnesses identified by the complainant or the accused will also be interviewed.
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Upon completion of the investigation a written report of the findings will be provided to the Sheriff.  Authority for the final resolution of all charges and determination of appropriate actions rests with the Sheriff.  Any discipline imposed shall be in compliance with Policy #113 - Corrective Discipline.

In instances in which sexual harassment is found to have occurred, the Undersheriff or as otherwise designated by the Sheriff shall remain in communication with the victim to determine whether the harassment has ceased or if any retaliation has occurred.
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1.14 SHERIFF'S DEPARTMENT TOURS


POLICY

Tours of the Sheriff's Department and Detention Facility will be conducted during normal duty hours beginning at 8:30 A.M. and ending at 4:00 P.M., Monday through Friday.  Tours will not be 

conducted during the evenings or weekends, except on instruction of the Sheriff.

Persons wishing to schedule a tour, should book the tour at least three (3) days prior to the date desired. Schools or other or- ganizations with over 30 persons involved should be encouraged to stagger their arrival time at one hour intervals, if possible.


PROCEDURE

1.
Normally groups consisting of no more than 10 persons will be escorted through the Sheriff's Department or Detention Facility at any one time.

2.
Groups will be instructed to remain together and to remain as quiet as possible.

3.
Groups will not be allowed in offices, control rooms, or restricted security corridors without an escort.

4.
All Control Room Operators and Detention Officers will be advised of tours, the times they are to be conducted and the route that will be taken.  When the tour is complete the employee will so advise the control rooms. 

5.
Should an emergency arise during a tour of the facility, the employee accompanying the tour, will immediately move the individuals to a safe location. Once the emergency has ended, the employee may resume the tour once approval is received by a supervisor. Should a supervisor deem it unsafe to continue the tour, the touring group will be escorted to the lobby area immediately.  The emergency will be explained to the group and they will be asked to return at another time.
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1.15 AWARDS


POLICY

The Sheriff's Department Employee Awards Program is a way for the agency's administration (with input from the employees) to publicly recognize outstanding performance by employees and/or groups of employees of the department as well as external individuals and organizations.

This policy is intended to create a program that will provide a fair and consistent means of recognizing employees.  While it is assumed that all employees are performing a job well done, this program allows the administration to reward those whose performance is beyond the call of their normal duties.  For the purpose of this policy, all commissioned, non-commissioned and reserve members are considered employees.


PROCEDURE

A.
WHO IS ELIGIBLE FOR AN EMPLOYEE AWARD?

Any and all employees of the Sheriff's Department are        eligible to be nominated for and to win an Employee Award    under this program as long as they meet the award criteria  and are properly nominated.

Individuals and organizations outside the Sheriff's 
  Department are eligible for recognition in at least one      award category but must also meet all criteria and be      properly nominated.

B.
WHAT AWARDS ARE AVAILABLE AND WHAT CRITERIA MUST BE MET TO WIN AN AWARD?

SHERIFF'S DEPARTMENT MEDAL OF HONOR - The highest award that can be bestowed on a Sheriff's Department employee.  This award is reserved for the employee (commissioned or non-commissioned) who displays an action that goes far beyond    the call of duty and results in the sparing of life,      property, and/or in some other way provides a significant    and unique impact on a critical situation or issue.  This    honor is not intended to be an annual award but it is to be  presented only when the criteria are met. (Award-Medal)

SHERIFF'S AWARD - This annual award is the highest honor     that can be bestowed to someone other than a Sheriff's      Department employee.  It is reserved for the ONE citizen,    business, or non-government agency, that above all others,  champions the cause of law enforcement, crime prevention, or  through some action provides a unique and dramatic impact

on a law enforcement or crime related situation or issue. (Award-Plaque)


1-39

SHERIFF'S DEPARTMENT MEDAL OF VALOR - This award is reserved for the individual employee(s) who demonstrates a high degree of personal bravery when confronted with an unusually dangerous situation.  This award will be presented only as circumstances dictate and is not intended to be an annual presentation. (Award-Medal)

SHERIFF'S CROSS - This honor is to be presented to the family of the employee who loses his or her life in the performance of duty under honorable circumstances.  The Sheriff's Cross may be awarded in addition to any other award the employee may 
be entitled to in making the supreme sacrifice. (Award-Medal)

PURPLE HEART - This award is reserved for individuals who, while in the performance of their duties, are injured while involved in an unusually dangerous situation.  This award will be presented only as circumstances dictate and is not intended 
to be an annual presentation. (Award-Medal)

SHERIFF'S MEDAL OF SERVICE - This annual award is reserved for the employee who provides extraordinary service that has a significant impact ON THE DEPARTMENT AS A WHOLE.  This award is limited to no more than three presentations each year. (Award-Medal)

EMPLOYEE OF THE YEAR - This annual award is reserved for the ONE employee, who, above all others, demonstrates outstanding service, serves as an example to other employees, displays qualities of ability, leadership, motivation, and ingenuity, and through whose efforts furthers the goals of the Sheriff's Department. (Award-Plaque)

EMPLOYEE COMMENDATION -  This annual award is reserved for those who provide exemplary performance generally exceeding the established standards.  There is not a limit to the number of these awards that can be presented. (Award-Certificate)

SHERIFF'S TEAM AWARD - This annual award is reserved for all the members of a TEAM of Sheriff's Department employees who, through their individual talents and efforts, collectively demonstrate outstanding service, serve as an example to other employees display qualities of ability, motivation, and ingenuity, and serve to further the goals of the Sheriff's Department. (Award-Certificate)
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COMMUNITY SERVICE AWARD - This annual award is reserved for the employee who devotes his/her personal time and energy to a community service project that in the meantime furthers the goals of the Sheriff's Department.  There is no limit to the number of these awards that can be presented. (Award-Certificate).

C.
THE PROCEDURE TO NOMINATE AN EMPLOYEE FOR AN AWARD

Any employee may nominate another employee for an award under the Sheriff's Department Employee Awards Program.  Nominations must be made in writing using the attached nomination form and forwarded to the Sheriff.  It is incumbent on the employee making the nomination to include the names of all of the employees that should be included on a team award.  Supervisors are encouraged to add their comments to the form but MUST forward the nomination on to the Sheriff, who in turn, MUST present it to the Selection Committee.  The Sheriff will collect the nominations and bring them before the Selection Committee at the quarterly and annual meetings.

D.
THE SHERIFF'S DEPARTMENT EMPLOYEE AWARDS PROGRAM SELECTION COMMITTEE

The Sheriff's Department Employee Awards Program Selection Committee will be appointed by the Sheriff and will serve two, one year staggered terms.  They are expected to attend all regularly scheduled meetings which include four quarterly meetings and one annual meeting.  Each committee member will have one vote (in secret ballot form) on award nominations with majority rule.  Committee members, themselves nominated, must abstain from voting on their own nomination.  In the event of a tie vote, the Undersheriff will have one vote to serve as a tie breaker.  All recommendations will then be forwarded to the Sheriff for final approval.

Beginning in calendar year 1993, the Selection Committee must include: Jail Administrator, Criminal Investigator, Civil Deputy, Undersheriff, Secretary and D.A.R.E. Officer.

E.
METHOD OF AWARDING EMPLOYEES PUBLICLY

Employee commendations and team awards shall be presented quarterly.  All other awards will be presented at the annual awards function to be held in the last week of January of each year.  The awards program selection committee shall be responsible for planning the annual awards function.
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1.16 EMPLOYEE INCIDENT-INVESTIGATIONS


POLICY

Protection of the Public. The public has the right to expect efficient, fair, and impartial law enforcement. Therefore,any misconduct by Department personnel must be detected, thoroughly investigated and properly adjudicated to assure the maintenance of these qualities.

Protection of the Department. The Department is often evaluated and judged by the conduct of individual members. It is imperative that the entire organization not be subjected to public censure because of misconduct of a few of its personnel. When an informed public knows that its law enforcement departments honestly and fairly investigates and adjudicates all allegations of misconduct against its members, the public will be less likely to feel any need to raise a cry of indignation over alleged incidents of misconduct.

Protection of the Employee. Employees must be protected against false allegations of misconduct. This can only be accomplished through a consistently thorough investigative process.

Removal of Personnel. Personnel who engage in serious acts of misconduct or who have demonstrated they are unfit for law enforcement work, must be removed for the protection of the public, the Department, and the Department employees.

Correction of Procedural Problems. The Department is constantly seeking to improve its efficiency and the efficiency of its personnel. Occasionally, personnel investigations disclose faulty procedures that would otherwise have gone undetected. These procedures can then be improved or corrected.

Each complainant or allegation of misconduct by an employee of the Sheriff's Department, whether from a private citizen or from another employee, will be investigated in an impartial and objective manner.

Employees may be directed to submit to a polygraph examination during the investigation.  The employee may use the O.S.B.I. polygraph examiner or may request another examiner be called in.

Completed investigations will be submitted to the Sheriff for review.

All complaints or allegations will be determined to fit in one of the following categories when the investigation is complete:

"Unfounded" - When investigation shows the alleged acts did not

occur at all. 
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"Exonerated" - When the investigation indicates the act(s) occurred, but did not constitute misconduct.

"Not sustained" - When evidence is inconclusive.

"Sustained" - When evidence indicates the employee did commit some or all of the alleged acts and the acts constitute misconduct.

Where disciplinary action, beyond oral reprimands by a supervisor is required, a written report must be made to the Sheriff or Undersheriff, including a description of the incident and a recommendation for action to be taken.

Final administrative appeal from either the findings or the disciplinary action taken, will be through the Sheriff.


PROCEDURE

A.
All charges of misconduct brought against a Sheriff's Department Employee by must be  made in writing, by the complaining party.  

B.
Upon receipt of a written complaint, the Sheriff will assign the Undersheriff to investigate all facts relevant to the matter.

C.
Fellow employees of an individual under investigation are to be cooperative and impartial when asked for information concerning the incident under investigation. 

D.
All copies of investigation records, correspondence, and other related matter will be delivered to the Undersheriff upon request.

E.
The Undersheriff will review all information relevant to the incident, and forward all material to the Sheriff along with a recommendation of appropriate courses of action which may be taken.  This will be done in the form of a confidential report.

F.
The Sheriff will make the final decision on the Under-sheriff's recommendations.    

G.
The complainant and employee(s) will both be advised in writing as to the findings.

If a supervisor deems disciplinary action, beyond an oral reprimand is necessary, a written report will be submitted to the Sheriff or Undersheriff, including but not limited to:

a.
employee's name, date and time of occurrence of incident;
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b.
nature of incident and/or circumstances; and

c.
recommendation for action to be taken.

The Sheriff or Undersheriff will review the written report from the supervisor.  If disciplinary action is deemed necessary one of the following actions will be taken:

a.
places a formal, written reprimand in employee's personnel file; or

b.
places employee on a designated probationary period;

c.
places employee on suspended leave without pay;

d.
demotes employee in rank or pay;

e.
terminates employee's employment.

An employee may ask the Sheriff to review decisions of a supervisor.  The Sheriff for all investigations appealed shall:

1.
Review completed investigation report and any previous findings.

2.
Direct additional investigation if necessary.

3.Make final decision on classification of complaint and action to be taken; or

4.
Notify complainant and employee(s) of final decision within 5 working days.

5.
Send complete file on to Undersheriff.

6.
After appeal, and if complaint has been classified as "Exonerated", "Not Sustained",or "Sustained", files letter regarding complaint, nature of investigation, disposition, and any personnel actions to be taken in personnel file.

The Undersheriff initiates any personnel action ordered by the Sheriff.

The secretary enters appropriate disposition information in employee file and files all documents related to the complaint and investigation, regardless of classification.
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1.17 INDIVIDUAL TRAINING


POLICY

It is the policy of the Sheriff's Department to provide for all levels of training:  Basic Recruit, In-Service, and Advanced/Specialized Training.  Supervision of the Detention Center training program shall be the responsibility of a designated training officer.


IN-SERVICE

The purpose of an in-service training program is to provide continuing education to employees beyond their initial training.  Such a program will insure members retain the skills necessary to perform their duties while at the same time, providing instruction concerning the latest trends and developments in the field of law enforcement and jail operations.


ADVANCED AND SPECIALIZED TRAINING

The purpose of deputies attending advanced and specialized training is to enhance performance quality in the Sheriff's Department.  The total Department will benefit from the knowledge and materials gained from the advanced and specialized training schools.


GUIDELINES FOR INSTRUCTORS

Outlines:  Shall be submitted to the training officer at least two (2) weeks in advance of their first scheduled class for approval.

Examination:  If any examination is to be given, a copy of the examination and answer key shall be submitted to the Administrative Services Division at least two (2) weeks in advance of the first scheduled training assignment.

Visual Aids, Hand-out material:  Instructors shall inform the administrative services division of visual aids or hand-out material required one (1) week in advance of training.

Preparation for Classes:  Instructors shall be responsible for classroom preparation and for teaching the assigned subject during the entire time scheduled.

Dress:  Instructors will be required to dress in their normal duty attire.  The only exception will be classes requiring specific dress, i.e. self-defense, etc..
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Conflict in Schedule, Absence:  If an instructor cannot make a teaching assignment due to illness, conflict of schedule, etc., he will notify his immediate supervisor and the Administrative Services Division.


GUIDELINES FOR PERSONNEL ATTENDING TRAINING

Supplies:  Students shall report to class with the necessary supplies to participate in the required course work.

Report for Class:  Students shall report to class at the proper time and shall not leave class until dismissed by the instructor at the conclusion of training.  If the student becomes ill or is required to miss part of the training due to court, an emergency, or other legitimate reason, he shall notify the training officer.

Dress:  Appropriate attire for training sessions will be either departmental uniform or conservative civilian clothes.  Shirts will have collars and be free of printed slogan or advertisements.  Footwear must be designed to be worn with stockings.  T-shirts, shorts, sandals, and similar casual clothing or military garments will not be allowed.  The only exception will be classes requiring specific dress (i.e. self-defense).

Refreshments:  Refreshments will be allowed in the classroom as long as the room is kept clean and any trash is picked up and thrown away.

Conflict of Schedule, Absence:  If a student cannot make an assigned training session due to a conflicting schedule or illness,  he/she shall notify the immediate supervisor as to the reason for their absence.  The supervisor will notify the training officer and make arrangements for the person to make up the session.


GUIDELINES FOR TRAINING STAFF

Preparation of Training Room:  The training officer shall be responsible for setting up the training room, providing necessary visual aids, hand-outs (if properly notified by instructor), the day prior to the first scheduled class.

Enrollments, Travel, Lodging:  The training officer shall arrange for enrollment of personnel in schools, preparation of trip requests, travel and lodging reservations and arrangements.  

Roll-Call:  The training officer shall be responsible for roll-call at scheduled in-service training to insure personnel attending are accredited with training hours.
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Scheduling:  The training officer shall meet prior to scheduling in-service training to consider staffing and shifts to minimize shortages in patrol and investigations, and to minimize overtime

costs for training.  

The training officer shall schedule instructors for all training.


ANNOUNCEMENT AND SELECTION FOR TRAINING

The administrative Service Division will announce upcoming schools and seminars to the executive staff on a weekly basis.  Personnel interested in attending specialized or advanced training shall submit a memorandum through the chain of command to the Sheriff expressing their interest.  The immediate supervisor should add his/her recommendations concerning the Deputy's request to attend.

The sheriff's office will then forward a copy of names submitted for schools to the training officer and place the names on staff agenda.  The Sheriff and Division commanders may select personnel to attend training.
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1.18  EMPLOYEE PROCESSING


POLICY

All new employees will participate in an in-processing program.

Terminating personnel will be out processed through appropriate sections, prior to their last date of employment.


PROCEDURE

A.  IN-PROCESSING

Each new applicant will report to the designated Secretary who will complete the following:

1.
Payroll enrollment.

2.
An Employment Eligibility Verification form will be filed out in compliance with the Immigrations Reform Act of 1986.

3.
An Employment form will be completed and submitted to the CLEET training center as required.  (Sworn Personnel, Detention Officers, and Reserves).

4.
Retirement plan enrollment.  This process is conducted at the County Commissioners office.

5.
Equipment is issued and signed for by applicant.

6.
Applicant receives a copy of applicable policies and procedures.

B.
OUT-PROCESSING

1.
The employee will submit a formal resignation to the supervisor, who will pass it through the Undersheriff to the Sheriff.

2.
An interview will be conducted with the employee by the Undersheriff.  Reasons for the employees resignation will be  documented and made a part of the employees personnel file.

3.
All issued items will be turned in before the end of the employee's final working day.

4.
If the employee decides to withdraw the resignation, it must  be done at least three working days prior to the employee's last scheduled work day.  The request to withdraw the resignation, will be addressed in writing to the Undersheriff.  Upon receiving the request, the Undersheriff will present the request to the  Sheriff.  The Undersheriff will then advise the employee of the Sheriff's decision to approve or disapprove the request to cancel the resignation.
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5.
If the employee is allowed to withdraw the resignation, no further action will be taken.  If the request is denied, the formal resignation and the request to withdraw will be made a part of the employee's personnel file.  If the request is denied, a brief entry on the request, outlining the reason for denial will be made.

6.
All issued items will be turned in and a receipt will be issued for those items.  All items not accounted for will be  noted and the undersheriff will be notified.  A decision will be made whether or not to charge the employee for the items not accounted for.

7.
The secretary will make any necessary adjustments on the payroll.
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1.19  PAYMENT OF OPERATING EXPENSES


POLICY

The Budget and Fiscal Policy relating to payments of authorized debts of the Sheriff's Department will comply with the applicable rules of the State Auditors Office and Oklahoma Statutes.  The primary reference is Title 19, Chapter 33, sections 1500 through 

1505 of the Oklahoma Statute, Supplement 1985.


PROCEDURE

A.
All payments of expenses will be approved by a Requesting Officer (Sheriff or Undersheriff).

B.
The following purchase procedure is to be followed by all Sheriff's Department employees: 

1.
Sheriff's Department employees upon prior approval by requesting officer, are authorized to purchase any items needed in the performance of their duties where   the aggregate cost of these items do not exceed $50.00. Employees must sign invoices for purchases thereby acknowledging receipt of the merchandise.  Employees will deliver the invoice to the secretary the same day of the purchase or her next working day. 

2.
Supervisors are authorized to purchase any items needed in the performance of duties whereby the aggregate cost of these items do not exceed $100.00.  An invoice must be obtained and signed by the person making the purchase thereby acknowledging receipt of the merchandise.  The invoice will be forwarded to the secretary the day of the purchase or her next working day.

3.
All purchases in excess of $100.00 must be approved by the Purchasing Officer(s), prior to placing an order for delivery of any merchandise, except as authorized in items number five (5) and number six (6) of this order.

4.
Two employees appointed by the Sheriff will be receiving officers for the Department.  The receiving officers are responsible for receiving all items delivered to the department and to ensure that all items are delivered as ordered, both in quality and quantity. All items purchased by employees of the department must be receipted through the receiving officer who is required to complete a Receiving Report SA&I 1-4030.

5.
Purchase of food products for the Detention Facility do  not require prior approval.  Such purchases will be done in compliance with  19 O.S. 180.43 and the department's Policy and Procedures.  
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6.
SHERIFF'S PURCHASE BY CREDIT CARD: (Blanket Purchase Order) (19 O.S. Supp. 1986, Sections 1506 and 1507):  As credit card purchases are made, the Sheriff or Deputy Sheriff shall obtain a receipt.  These receipts are to be attached to the County Sheriff's credit Card Expenditures SA&I, form with a written explanation of each expenditure.  Expenditures under this order will be in compliance with the 19 O.S. Supp. 1986 Section 1506 and 1507.    

7.
Emergency Purchases may be made without prior approval if a supervisor determines that an emergency exists for  the expenditure of funds.  For the purpose of this order an emergency would be deemed an illness, injury or reported injury requiring immediate medical care. This would include use of an ambulance service or other emergency medical or non-medical related services.  In all such cases, the supervisor authorizing the expenditure, will insure a report detailing the reasons for the expenditure is prepared and submitted to the Undersheriff/Secretary immediately.
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1.20 MEDIA RELATIONS


POLICY

The Sheriff's Department recognizes the fundamental right of the media in a free society to gather and disseminate information on matters of public interest.  The department shall actively cooperate with the media to every extent possible through employees authorized to release information by this policy.  The department will continuously strive to develop and maintain a professional relationship with all members of the media based upon mutual cooperation, openness, fairness and respect.

The department, whenever possible and subject to legal restraints, shall provide accurate and factual information to the media concerning the investigations and operations of the agency.  What can be released will be limited by state statutes and this policy.  Under no circumstances will information be released to the media or public in violation of state law or Sheriff's Department policy, or when release would hamper an investigation or operation, destroy evidence, hinder prosecution, or unnecessarily embarrass or jeopardize an innocent person.


PROCEDURES

A.
Persons authorized to release information

1.
The Sheriff is the primary conduit for media information and whenever possible and practical, it shall be the Sheriff who releases information to the news media and public.

2.
During the Sheriff's absence from duty, the Undersheriff will handle all media relations.

3.
At the scene of a crime or event where the Sheriff is not present, the Undersheriff may grant interviews to the media in accordance with this policy.  In the absence of the Undersheriff the ranking deputy at the scene may grant interviews to the media.

4.
After the initial crime scene or event only the Sheriff/Undersheriff may grant interviews about ongoing investigations or other agency related matters without prior approval.

5.
All inquires related to department policies and internal operations of the department should be directed to the Sheriff.


1-52

6.
The Sheriff's Department often conducts criminal investigations in close conjunction with other municipal, county, and state law enforcement officers.  The Sheriff's Department shall be sensitive to the needs and wishes of the heads of these other law enforcement agencies to handle their own news releases. In some instances, it may be desirable to yield the news release at a scene to another agency or to conduct a joint news release.

B.
Responsibilities of the Undersheriff

The Undersheriff is accountable to the Sheriff and in his absence shall be responsible for disseminating information to the news media, training department employees on media policy and relations, being present at major crime scenes and events to handle the media and their needs, and the performance of other related public information duties.

C.
Notification of Sheriff/Undersheriff

All employees have the duty and responsibility to immediately notify the Sheriff/Undersheriff of any crime or event which has or is likely to attract media and public attention.  All available information will be made available and all updated new information will be made available as soon as possible.

D.
Information not available to the media:

Guided by the need to protect the legal rights of the accused, the following information may not be disseminated to the news media or public by anyone within the Sheriff's Department.

1.
Any statements or comments about the character, credibility, or reputation of an accused person or witness.

2.
The names of persons interviewed.

3.
Opinions and conclusions of the investigator.

4.
Admissions, confessions, statements, or alibis of an accused person.

5.
The performance or results of forensic or investigative tests or the refusal of any person to take such a test.

6.
Expected testimony of witnesses.

7.
Any investigative or intelligence report.

8.
Names or identifying data on informants.
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9.
Specific facts of a crime known only to the offender(s).

10.
Names of victim(s) of rape or sexual assault.

11.
Names of juvenile arrestees unless charged as an adult in state criminal court or arrested as an adult under a reverse certification law.

12.
Information on ongoing undercover investigations.

E.
Information generally available to the media:

Information is available to the public from private or government sources or is available to the public through the Oklahoma Records Act (Title 51, Oklahoma Statutes, Section 24A.8, "Law Enforcement Records-Disclosure"). Such information shall include: 

1.
An arrestee's full name, age, race, sex, address, physical description and occupation, unless the arrestee is a juvenile not charged with a reverse certification crime.

2.
The specific criminal charge(s) filed against the accused.

3.
Time and place of the arrest.

4.
Law enforcement agencies involved in the arrest.

5.
Circumstances surrounding the arrest such as:  resistance to arrest, pursuit, possession or use of  weapon or items seized.

6.
Prior conviction information of any person.

7.
Disposition of all arrests and search warrants.

8.
The nature or type of reported crime or incident.

9.
Date of the crime or incident.

10.
Location of the crime or incident.

11.
The fact of the Department's involvement in an investigation unless the confirmation of investigation's existence would jeopardize safety.

12.
A brief general summary of the crime or incident.
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13.
What authority requested the investigative or forensic assistance of the department.


14.
Names of all law enforcement agencies participating in the investigation.

15.
The full name, age and address of a deceased victim after next of kin is properly notified.

16.
The official cause and manner of death after verification of the Office of the State Medical Examiner.

17.
The name(s) of victim(s) of crime (except rape and sexual assault) when release of the name will not unduly embarrass or endanger them.

18.
Official radio logs.

19.
Information on individuals incarcerated taken from the jail booking register.

20.
Information from criminal court proceedings such as bail, pleas, dates and time of appearances, preliminary hearings, trials, sentencing, etc. (does not apply to juvenile court proceedings).

F.
Crime scene access by the media:

Neither the First Amendment to the United States Constitution or specific statutes guarantee the news media the right to access to the scene of a crime or other occurrence where the general public is also excluded by the police.  Therefore, the Sheriff's  Department will not allow the news media or the public inside the outer perimeter of a crime scene under the control of the department.  This restriction is necessary to protect the scene, preserve evidence, keep the news media and public away from dangers, and to ensure a thorough and competent investigation.  The department will not, however, unnecessarily extend outer perimeters.  The Sheriff or other authorized employee will politely and professionally handle the media outside the boundaries of the crime scene.

G.
Other general guidelines:

1.
The Sheriff's Department will not purposely pose a person in their custody for photographs or viewing by the media or public but will not prohibit a person in Sheriff's Department custody from being photographed or viewed while being routinely handled in a public place.
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2.
Formal press conferences will only be conducted by the Sheriff or his designee.

3.
Formal written news releases will only be written and  disseminated by the Sheriff or his designee.

4.
This policy shall be followed by all employees of the Sheriff's Department.  Only the Sheriff has the right and authority to make or grant exceptions to this policy within the confines of statutory and constitutional law.
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1.21 POLYGRAPH EXAMINATION OF SHERIFF'S DEPARTMENT EMPLOYEES


POLICY

Employees of the Sheriff's Department are held to the highest standard of integrity.  When conduct of a Sheriff's Department employee is legitimately questioned, polygraph examinations may be given to the employee if indicated by the facts  of the case.


PROCEDURE:

Any Sheriff's Department employee must submit to a polygraph examination when required to do so by the Sheriff.

A.
A Polygraph examination shall be given to Sheriff's Department employees only under any of the following circumstances:

1.
An internal investigation is ongoing concerning acts or omissions allege against the employee for on-duty activity.

2.
An internal investigation is ongoing concerning acts or omissions alleged against the employee for off-duty activity which, if they occurred, would be a violation of law.

B.
Any Sheriff's Department employee who is required to submit to a polygraph examination will first be advised by the Sheriff that the results of the test will not be used  against them in a criminal case.

C.
Failure by the employee to cooperate with the polygraph examiner, or failure to submit to the polygraph examination  when so ordered, is grounds for disciplinary action.
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1.22 COMMUNICATIONS WITH DEFENDANT'S DEFENSE ATTORNEYS 


AND THEIR EMPLOYEES


POLICY

Employees of the Sheriff's Department shall limit communications regarding the subject matter of investigations to those communications authorized by law or by this policy.


PROCEDURE

No employee shall discuss a specific investigation with 


anyone not employed by the Sheriff's Department, other law   enforcement agencies, judges, or prosecutors, except that:

1.
Matters of public record may be discussed.

2.
The subject matter of an investigation may be discussed with the party who requested the investigation.

3.
The Sheriff or Undersheriff may authorize general details of an investigation to be released to the news media when the release of such information is in the public interest and when the investigation is already a matter of public knowledge.

4.
Sheriff's Department employees shall make evidence in their custody available for viewing by the defendant or defense     attorney when ordered to do so by a judge or at the request of the prosecutor.

A.
If the viewing is ordered by the court, the prosecutor should also be present.

B.
The case officer should be present.

C.
Only the Sheriff's Department employee who is already   in the chain of custody may present the evidence for viewing, unless another Sheriff's Department employee is substituted by the Sheriff.

D.
The Sheriff's Department employee having custody of the evidence is responsible for its security during the viewing.

E.
The Sheriff's Department employee presenting the evidence may not answer questions unless approved by the prosecutor.

F.
If the viewing is allowed at the request of the  prosecutor, the prosecutor should be present. 
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5.
All communications to Sheriff's Department employees from attorneys concerning civil suits involving the Sheriff's Department or a member of the department must be directed     to the Sheriff.

6.
Sheriff's Department employees may discuss the specifics of a Sheriff's Department investigation with employees of other law enforcement agencies, experts, and witnesses when necessary for the complete investigation of a crime.

7.
When subpoenaed by the defense, the Sheriff's Department employee will honor all subpoenas and appear at all court     hearings.
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1.23 COURT APPEARANCE

POLICY

Employees shall attend court at times required and be prepared to testify.  If unforeseen emergency circumstances prevent an employee's prompt attendance in court, he shall, by the fastest means, notify the appropriate liaison of the District Attorney's Office.

PROCEDURE

Employees who receive a subpoena or other notice from a Federal, State, or Municipal Court will make themselves available on the assigned date.  Should an employee have any type of scheduling conflict that would hinder their appearance, they are required to notify the appropriate liaison of the District Attorney's Office.

Employees will appear at the District Attorney's Office thirty minutes prior to the scheduled court time.  Employee's who receive a Defense subpoena are required to appear on the assigned date or contact the Defense Attorney prior to the court date and make alternate arrangements.

PRIORITY OF SUBPOENAS

Employees shall respond to the first subpoena served when they are ordered to report to two separate courts of equal ranks at the same time.  Employees shall respond to a subpoena from a federal court or a superior court in preference to conflicting subpoenas from a lower court, even though the latter is served first.  However, in all cases, employees shall promptly notify the second court of the subpoena served from the first court.

APPEARING IN COURT OUTSIDE THE COUNTY

Employees are required to appear in District Courts outside of the County when subpoenaed to do so, unless notified otherwise by officials of the court.

Employees may use their personal vehicles for those court appearances or they may use county-owned vehicles with approval of the Chief Deputy.

If a county vehicle is used in making court appearance outside the County, any monies received for mileage must be turned in to the County Treasurer's office through the Department.
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PERSONAL APPEARANCE AND COURTROOM DEMEANOR

APPEARANCE

Employees shall be neat in their personal appearance and conduct themselves with dignity.

DEMEANOR

Employees shall avoid any action that would indicate a special interest in securing a conviction or give an outward appearance of dissatisfaction with decisions.  A position of an impartial public servant seeking justice is the only position justified.

UNIFORM

All uniformed personnel appearing in court are encouraged to wear the regulation uniform of their respective division.  In lieu of the uniform, conservative, business attire will be worn.  Civilian personnel shall be dressed in conservative business attire including coat and tie for male personnel and appropriate equivalent attire for female personnel.

FIREARMS IN COURTROOM

Unless otherwise directed by the Court, all certified deputies will carry their weapon when appearing in court.

BASIC RULES GOVERNING COURTROOM TESTIMONY

Employees shall follow these rules when testifying:

1.
Tell the truth.

2.
Talk in a customary manner.

3.
Speak clearly, slowly and loud enough to be heard.

4.
Do not answer a question until it is understood.

5.
Correct, without delay, any mistakes in testimony.

6.
When testifying before a jury, questions should be answered with divided attention between the jury and the person asking the question.

7.
When testifying before a judge, questions should be answered with divided attention between the judge and the person asking the question.
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8.
Do not give the impression to the court that there is any  animosity toward the defendant or his counsel.

9.
Be respectful.

10.
Answer questions concisely.

11.
Speak in response to a question.  Do not volunteer information which has nothing to do with the question which has been asked.

12.
Do not distort or conceal any facts.

13.
Sit erect on the witness stand.

14.
Take and leave the witness stand with dignity and confidence.

15.
Avoid loss of temper.

16.
Do not try to be humorous or sarcastic.

17.
Should an objection be made by counsel for either party, stop testifying until the judge has ruled on the objection.

18.
Pause briefly after each of the questions is complete in order to allow counsel time to object to the question.

19.
Avoid terminology that is unique to the police profession and avoid police slang or slang terms in general.
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