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0-100 GENERAL

This is the Administrative and Operational Manual, hereafter referred to as the "Manual,” of the Kent County
Sheriff's Office (KCSO). The rules, policies and procedures in this manual are binding upon all persons who work
under the authority of the Sheriff of Kent County, Maryland.

This manual will be the sole repository of permanent written guidance for the KCSO. The only exception is that
guidance may be issued by General Order of the Sheriff, pending its incorporation into this manual.

The KSCO Administrative and Operations Manual shall not be disseminated to other law enforcement agencies
or other governmental or private entities without the approval of the Sheriff or his designee.

All Sworn KCSO personnel will have a copy available to them on their in-car laptop computer. Civilian personnel
will have access to the manual via their desktop computers. One hard copy of the Manual will be maintained by
the Accreditation Manager. Electronic copies of the manual shall be forwarded to the Kent County Office of
Emergency Services, the Kent County Office of Human Resources and the Kent County Commissioners.
(CALEA 12.2.1,12.2.2)

0-101 NATURE OF THE MANUAL

This Manual is an administrative document. It does not create or modify law. Violations of the rules, policies and
procedures set out in the Manual may expose employees to administrative sanctions. The Manual is not, however,
intended to create a greater civil or criminal liability than would otherwise be available under law.

0-102 TERM OF THE MANUAL

The various pages or changes on pages, of the Manual are effective as of the date displayed at the lower right
corner of each page. All material contained in the Manual is valid until replaced, changed, or rescinded in writing.
The Manual remains in effect through changes in administration of the Sheriff's Office unless it is specifically
revoked in writing by the Sheriff.

0-103 ORDER OF PRECEDENCE AND SAVING CLAUSE

This manual is superior to any and all other conflicting documents within the KCSO. Any portion of any other
document which conflicts with the Manual is void. Other documents, or portions of documents, containing rules,
policies or procedures which are not in conflict with the Manual, remain in force until replaced or rescinded.

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

0-104 KNOWLEDGE REQUIRED

All employees of the KCSO will read and be familiar with the contents of the Manual. Sworn personnel will know
from memory those sections of this manual which deal with arrest, Use of Force, handling of prisoners and the
emergency operation of vehicles.

Each employee is either issued or has near their work location a copy of the Manual. All sworn personnel have a
copy of the current manual in their in-car laptop computer. The Manual will be referred to for guidance in situations
where it may apply and knowledge from memory will not suffice.
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Commanders and supervisors are required to instruct their subordinates concerning information contained in the
Manual and they are required to ensure the employee understands the relationship the Manual has to the
employee's position. This does not relieve the employee of the obligation to know the contents of the Manual, and
no defense of lack of supervisory instruction will prevail in a disciplinary situation.

0-105 MAINTENANCE OF MANUAL

Employees who are issued a hard copy of the Manual will ensure they are complete, current and in good condition
for use. Manuals will also be sent electronically and saved on the KCSO drive for access by all personnel. Persons
issued Manuals, and those who use Manuals, will be continually alert for areas of the Manual in need of revision
or change.

When it is evident that an area of the Manual should be changed, added to, or deleted, a memorandum should
be addressed to the Sheriff or Chief Deputy explaining the circumstances. All Agency personnel may submit
recommendations for improvements to the Manual. These may be as simple as a citation of the area of the Manual
and why or how it should be changed; or the submission of a completed example of the change or addition.

All Commanders and supervisors will regularly (at least once every six months) inspect the Manuals and the
Manuals installed on KCSO in-car laptop computers of subordinates to determine that Manuals are being kept up
to date. They will make a notation of this review on the KCSO form provided for that purpose. The Chief Deputy
will monitor this inspection process in a manner consistent with the monitoring of all inspections conducted within
the KCSO.

(CALEA 12.2.2)

0-106 DIRECTIVES OF SUBORDINATE UNITS

It is the goal of the KCSO, given its relatively small size, to include all operational procedures in this manual.
However, there may be times when a Commander will need to issue guidance which will apply to his or her
command only. Commanders have the authority to issue such written directives.

However, before issuing any such directives, they will discuss them with the Chief Deputy. The purposes of the
discussion will be:

a. to assure that the directive is consistent with this Manual; and

b. to determine whether the guidance the directive provides needs to be incorporated in this manual.
(CALEA 12.2.1¢c)

0-107 NEW MATERIAL

Every time a Manual revision is issued, all KCSO employees will be provided with a memorandum from the Sheriff
to include a copy of the Manual “Revisions Matrix” indicating the changes to the Manual. Personnel issued the
Manual will update their manuals with the new or revised materials. The Office Manager and the Patrol
Commander and CID Commander are responsible for updating the manuals in their offices.

All Commanders and supervisors will review new material with their staff and will provide such instruction as is
necessary to confirm that staff are able to operate within the parameters of the new material.
(CALEA 12.2.2)

0-108 OTHER WRITTEN GUIDANCE
In addition to this manual there are several other sources of agency-wide guidance and information:

a. General Orders. As noted above, new, permanent information may be issued in General Order form until
it can be incorporated into this manual. A copy of every General Order will be given to each employee.
The Order will be filed in, Chapter 23 copies of which are maintained in the Patrol Room, the CID, and
the Sheriff's Office.
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0-200

0-300

Special Orders. The Sheriff may issue Special Orders to transmit temporary information to all employees.
Special Orders will generally have expiration dates. Special Orders will be filed behind General Orders in
Chapter 23.

Personnel Orders. The Sheriff will issue Personnel Orders to notify staff of new employees, changes in
assignments, and similar matters. They will be filed behind Special Orders in Chapter 23.

Memoranda. Memoranda will be used to notify staff of short-term information of which they should be
aware. Memoranda have expiration dates and are filed behind Personnel Orders in Chapter 23.

ORGANIZATION OF THE MANUAL AND CITATION

The Manual is divided into chapters, sections, and sub-sections for ease of use and referral. Citations of
the Manual are in the following manner: 3-401.6 where 3 is the chapter, 401 the section and 6 the
subsection. Alternately the reference could read: Chap. 3, Sec. 401.6.

Some of the material contained within the Manual is a compilation or synopsis of other sources. When
this is specifically relevant to a section of the Manual, citations to the reference materials are provided.
Persons using this Manual are required to consult these sources, in cases where more information is
necessary.

Disciplinary references are cited at the end of the section in bold parentheses indicating the level of
discipline in the following manner. (EX: CATEGORY A)

CALEA references are cited at the end of the section in bold parentheses.
(EX: CALEA 1.2.3a where 1 is the CALEA chapter, 2.3 the section and a is the subsection)

(CALEA 12.2.1d)

REVISION OF AGENCY DIRECTIVES

The Accreditation Manager is responsible for developing revisions to the Manual. Whenever it comes to the
attention of the Accreditation Manager that there is a need to revise, add to, or delete from the Manual, he or she
will follow the steps below.

0-301

(CALEA 12.2.1e, i)

RESEARCH

The Accreditation Manager will conduct research appropriate to the subject matter of the Manual revision. The
Accreditation Manager will create a file for each Manual revision. This file will contain all materials associated with
the revision. At a minimum, the file will include:

a. the original form of the policy revised.
b. a copy of information and correspondence supplied to initiate the revision.
c. a copy of material developed by the research conducted in reference to the revision.
d. a copy of each draft developed as a result of the revision process.
e. a copy of any proposed changes to drafts and their source; and
f. the final approved revision.
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The Accreditation Manager will ensure that proposed or revised directives do not contradict other existing KCSO
directives or applicable law.
0-302 DRAFTS
When the Accreditation Manager is satisfied that there is a satisfactory draft ready to address the subject matter
of the Manual revision, the Accreditation Manager will circulate the draft to the command staff of the Agency.
0-303 REVIEW OF DRAFTS
Drafts will be circulated to all Agency command staff to include at least:

a. the Sheriff.

b. the Chief Deputy.

c. all Commanders.

Those management personnel who receive drafts of proposed revisions to the Manual will review the drafts and
determine if any change is needed. The draft (unless it is specifically marked “confidential”) may be circulated
among any subordinate staff in order to receive advice from those who have special expertise in a particular area.

In some cases, there may be a need to expedite this process and, in those cases, with the approval of the Sheriff,
the draft review process outlined in this section may be omitted.

0-304 PREPARATION OF FINAL DRAFT

Upon final review by the Command Staff, the Accreditation Manager will prepare the change in final form along
with a cover memorandum for the Sheriff. The cover memorandum will indicate that all changes recommended
by reviewers have been accepted and incorporated or will indicate which changes have not been incorporated
and the reason(s) why.

0-305 SHERIFF'S APPROVAL

The final form of the Manual revision will be presented to the Sheriff who will review and, if he concurs with the
change, will approve it for publication.
(CALEA 12.2.1b)

0-306 DISTRIBUTION

Upon final approval of the Sheriff, the Accreditation Manager will incorporate all approved changes and save the
newly updated manually on the KCSO shared drive. All KCSO personnel will be given a Revision Matrix with all
changes and a memorandum instructing them to save the newer version of the manual on their in-car laptops.

The Patrol Commander is to ensure all KCSO personnel understand the policy changes and have followed the
instructions of the memorandum.
(CALEA 12.2.2)

0-307 SHERIFF’S PREROGATIVE

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

(CALEA 12.2.1)
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1-001 JURISDICTION, MISSION, VALUES, GOALS, AND STANDARDS OF CONDUCT

The position of Sheriff of Kent County is established by the Maryland Constitution and the laws of the State
in order to provide law enforcement functions within Kent County. The Kent County Sheriff’s Office (KCSO)
is also responsible for security of the Kent County Courthouse and of the Circuit Court courtroom, and for
such enforcement actions and official paper service as may be required by any court in Kent County. The
KCSO is responsible for the transportation and return of persons who are extradited from other States. The
KCSO is also responsible for the maintenance of order and the delivery of police services to the citizens of
Kent County.

The jurisdiction of the KCSO is Kent County’ Maryland’ including the towns of Chestertown and Rock Hall,
which have municipal police forces. Kent County is bounded on the North by the water line with Cecil County
in the Sassafras River; on the West by the Chesapeake Bay; on the South by the water line with Queen
Anne’s County in the Chester River; and on the East by the Maryland State line with the State of Delaware.

(CALEA 2.1.1,12.1.1)

1-100 MISSION STATEMENT AND CODE OF ETHICS

All employees of the Kent County Sheriff's Office, both sworn and non-sworn are dedicated to service
through superior performance. We believe mutual respect, trust, and pride in our organization, combined
with traditional values and innovative techniques, will ensure the community’s right to a safe environment.

The KCSO has adopted the Code of Ethics of the Sheriff of the National Sheriff’'s Association and the Law
Enforcement Officer's Code of Ethics. They can be found in Appendix 1-A. All employees must abide by
the Law Enforcement Officer's Code of Ethics. The Chief Deputy will ensure that all employees receive
ethics training at least biennially.

(CALEA 1.1.2,12.2.1)

1-200 VALUE STATEMENTS

The men and women of the Kent County Sheriff's Office are bound by a high standard of conduct, as
exemplified in the following values:

Life - We believe the protection of life is our highest priority.

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

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

Fairness - We believe in the delivery of service that provides fair and equal treatment to all citizens without
regard to age, gender, race, creed, color, religion, or national origin.

Trust - We believe that in order to provide effective service we must develop and maintain the confidence
of the community.

Partnerships - We believe in working in partnership with the community and each other to identify and
resolve problems and issues which affect the safety of our citizens.
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Loyalty - We believe in an allegiance to the community, to the organization and to each other.
Professionalism - We believe in delivering a level of service which will reflect the pride we have in Kent
County and the Kent County Sheriff’s Office.

(CALEA 12.2.1)
1-300 GOALS AND OBJECTIVES
The general goals of the KCSO are:

a. to provide professional, effective and efficient law enforcement services to the citizens of Kent
County;

b. to develop a partnership with the citizens and other government agencies to ensure the safety and
security of the Kent County community;

c. to deliver all services and conduct all activities of the KCSO in a fair and impartial manner which
assures all citizens the benefits of these services and activities; and

d. to strive continually to achieve a living environment within Kent County which allows the County's
residents to go about their daily activities in safety and free from fear of criminal activity.
(CALEA 15.2.1)
1-301 FORMULATION AND EVALUATION OF ANNUAL GOALS
Under the direction of the Chief Deputy’ the KCSO will develop written goals and objectives annually.
a. The goals will be:
1. written;

2. measurable; and

3. developed with the input of Commanders and other appropriate persons.

b. The Chief Deputy will review the goals and objectives of each component and’ in consultation with
the Sheriff, will prepare the KCSO'’s proposed goals for the following year. The Chief Deputy will
submit the proposed goals to the Sheriff for final approval.

c. Upon approval by the Sheriff, a copy of the goals will be distributed to each KCSO employee.

d. Commanders will pursue their component goals with the vigor necessary to assure their timely
accomplishment.

e. Each Commander will report on the success of his or her component in achieving its goals when
he or she submits goals for the following year. The report will indicate success in achieving the
goals and any impediments encountered.

(CALEA 15.2.1,15.2.2)
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1-400 PLANNING AND RESEARCH

The Chief Deputy, who by position has direct access to the Sheriff and as directed by the Sheriff, is
responsible for the planning and research functions and may enlist the periodic assistance of KCSO
personnel and/or other government agency representatives to assist with the planning process. In carrying
out this function, the Chief Deputy will have the full cooperation of all KCSO staff and has access to all
agency information resources.

a. The purpose of the planning and research function is to support the goal-setting process of the
agency.

b. The Chief Deputy will, through formal meetings and informal discussion with KCSO staff, identify
areas and methods for improvement in KCSO operations.

c. The Chief Deputy may review or direct others to review case and arrest data, traffic volume, citation
issuance, or other information for potential areas of improvement.

d. The Chief Deputy may review or direct others to review literature or perform other research in the
area of state-of-the-art law enforcement practices or equipment for suggested modifications to
KCSO practices.

e. The end result of these efforts will be recommendations to the Sheriff for changes in KCSO
operations.
(CALEA 15.1.1,15.1.2)

1-401 MULTI-YEAR PLAN

The Chief Deputy will prepare the multi-year plan with input from the Patrol Division and Criminal
Investigation Division Commanders for approval by the Sheriff. A.collaborative systems review will be
initiated. The multi-year plan shall be reviewed annually and revised if warranted with successive years in
mind.

(CALEA 15.2.1, 15.1.3)

1-500 OATH OF OFFICE

In addition to the oath prescribed in §2-104 of the Courts and Judicial Proceedings article of the Annotated
Code of Maryland, every employee of the KCSO, before assuming sworn status, will take and subsequently
abide by the following oath of office:

I, (NAME)., do solemnly swear (or affirm) that | will bear true faith and allegiance to the United
States of America and to the State of Maryland; that | will serve honestly and faithfully to uphold
and defend the Constitution of the United States and the Constitution of the State of Maryland; that
| will enforce the laws of Kent County and the State of Maryland; and that | will obey the orders of
the Sheriff and of my superior officers according to the rules and regulations of the Sheriff's Office,
Kent County, and the State of Maryland.

That | pledge to respect every human life and act with compassion toward others.
(CALEA 1.1.1)
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1-600 DEPUTIES’ AUTHORITY

The KCSO has only one category of sworn personnel, the Deputy Sheriff. Deputy Sheriffs are “police
officers” as defined in §2-201 of the Criminal Procedure Article of the Annotated Code of Maryland, and
have the police powers enumerated in that Article, including the authority to make full custody arrest.

Implicit in the authority to enforce the law and to make arrests is the authority to use of force, including
deadly force, in doing so when conditions warrant. All KCSO Deputies are certified by the Maryland Police
and Corrections Training Commissions and authorized to carry weapons in the performance of their duties.

(CALEA 1.2.1,1.2.2)

1-700 STANDARDS OF CONDUCT

All employees of the KCSO will comply with the following rules of conduct, with additions and amendments
to these rules which may be promulgated, and with all other orders and directives, either verbal or written,
which may be issued by competent authority. The violation of any rule of conduct, procedure, or lawful
order, whether written or verbal, subjects the violator to disciplinary action.

Ignorance of the rules, procedures, and orders of the KCSO is not a justification for violation. An employee
is responsible for his own acts and may not transfer to others responsibility for executing or failing to execute
any lawful order or police duty.

(CALEA 26.1.1)

1-701 OBEDIENCE TO LAWS, REGULATIONS, AND ORDERS
a. An employee will not violate any law or any agency policy, rule, regulation, or procedure.

b. An employee will promptly obey all lawful orders of a superior, including those from a superior
relayed by an employee of equal or lesser rank. A lawful order is any order, either verbal or written,
which an employee should reasonably believe to be in keeping with the performance of his or
her/her duties.

c. Employees will obey all orders from superiors, whether written or verbal, except when compliance
with such orders would require the commission of an illegal act. No employee, without adequate
justification, will intentionally issue an order that is contrary to an order issued by a superior.
Employees to whom conflicting orders are issued will call immediate attention to the conflict;
however, if the conflict is not resolved, the last order will be obeyed.

d. Any order may be countermanded in an emergency. An employee countermanding a prior order
will immediately report the reason for the action to his or her supervisor. Responsibility for all
prudent and reasonable action necessary for compliance with orders will remain with the superior
issuing the order. Accountability for all action taken in compliance with orders remains with the
person taking the action.

e. Atthe scene of any incident, the assigned Deputy will be in charge until relieved at the direction of
another sworn Deputy senior in rank.
(CATEGORY C)(CALEA 12.1.3)
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1-702 CONDUCT UNBECOMING

An employee will not engage in any conduct or activities on- or off-duty that reflect discredit on him- or
herself, that tend to bring the KCSO into disrepute, or that impair its efficient and effective operation.
(CATEGORY B)

1-703 SOCIAL NETWORKING

The purpose of this section is to establish written guidelines concerning employee use of online social
networking environments when referencing the Kent County Sheriff's Office (KCSO); to ensure employees
use appropriate discretion in the use of references to the KCSO, so as not to discredit or disrespect the
agency; to ensure that the release, either directly or indirectly, of information concerning crimes, accidents
or violations of ordinances or statutes or other regulated KCSO information or images to persons outside
the KCSO is not disseminated and that all employees treat as confidential the official business of the KCSO.

a. For the purpose of this policy, social networking websites means computer network sites which focus
on building online communities of people who share interests and activities and/or exploring the
interests and activities of others. Examples of social networking websites include: Facebook,
Instagram, Linked In, Twitter and other sites that allow users to post personal blogs. The absence of,
or lack of explicit reference to, a specific site does not limit the extent of the application of this policy.

b. The proper functioning of any law enforcement agency relies upon the public’s confidence and trust in
the individual officers/deputies and the agency to effectively protect and serve the public. Any matter
which brings KCSO personnel or the KCSO itself into disrepute has the corresponding effect of reducing
that confidence and trust, as it impedes the ability to work with and serve the public.

c. Professionalism is the most significant factor in providing the highest level of service to the public.
While KCSO employees have the right to use personal/social networking web pages or sites while off-
duty, as KCSO employees, they are public servants who are held to a higher standard than the general
public with regard to ethical and moral standards. It is the policy of the KCSO to maintain a level of
professionalism in both on-duty and off-duty conduct and employees shall not engage in conduct that
contradicts or impedes the KCSO mission.

d. The KCSO has the obligation to protect the reputation of the organization and its employees; as well
as guard against liability and potential legal risk. Therefore, the KCSO reserves the right to monitor
these websites and employees are advised of the following:

1. KCSO employees shall be aware that the content of social networking sites can be subject to
subpoena and utilized in criminal and civil proceedings to impeach the employee’s character or
reputation.

2. KCSO employees shall realize that any reference to their employment with the KCSO while using
social networking environments could comprimise their safety and the safety of their family or
others.

3. All electronic communications created, received, stored on the KCSO'’s or Kent County’s electronic
communications systems are the sole property of the KCSO or Kent County and not the author,
recipient or user.
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e. KCSO employees are prohibited from accessing these types of social networking websites while on-
duty, unless the employee is conducting a criminal or administrative investigation that has been
approved by the Commander of the KCSO Patrol Division or the Commander of the KCSO Criminal
Division, or in the case of their unavailability to approve same, the Chief Deputy or the Sheriff.

f. KCSO employees shall exercise good judgement when social networking online. This includes but is
not limited to:

1. Refraining from discriminating/harassing and using derogatory language.
2. Refraining from encouraging ethically, socially or morally inappropriate behavior(s).

g. KCSO employees shall not represent their opinions or comments as that of the KCSO or as an official
of the agency.

h. KCSO employees are prohibited from posting, or in any way broadcasting or disseminating information
on the internet, social networking sites or other mediums of communication regarding the business of
the KCSO including but not limited to, the following:

1. Photographs/images, video or audio files, reports, statements or any other documents created or
received by the KCSO, any members or that of any allied law enforcement agency related to the
investigation or any other business involving the KCSO or that of any allied law enforcement
agency.. This prohibition includes the publication of any photograph or image of uniforms,
badges/shields/patches, K-9(s), vehicles, training activities, tactical operations, work related
assignments, buildings or any other KCSO property or equipment, including that of any allied law
enforcement agency that could be used to identify anyone as a law enforcement officer.

2. Any other information or data, to include personal opinion, related to any open investigation or any
investigation pending prosecution involving the KCSO or any other allied law enforcement agency.

i. KCSO employees shall not discuss or divuldge KCSO business on their websites or in any other
medium of communication as addressed in this policy. Employees are prohibited from posting
messages or content that is prohibited by the KCSO Administrative and Operations Manual.

j.  KCSO employees are prohibited from posting, broadcasting or otherwise disseminating any sexual,
lewd, violent, racially or ethnically derogatory materials, comments, pictures, images, artwork, videos
or other references on their websites or through any other means of communication on the Internet in
such a way as to bring the KCSO into disrepute or disrespect.

k. KCSO employees may comment off-duty, acting as a private citizen on their personal websites
regarding issues of general or public concern (as opposed to personal grievances) so long as the
comments do not disrupt the workplace, interfere with working relationships or efficient work flow, or
undermine the public’s trust in the employee.

I.  KCSO shall protect their agency passwords and are encouraged to protect their personal passwords
to prevent the unintended or unauthorized use and/or abuse by other persons.

m. Any KCSO employee becoming aware of or having knowledge of a posting or of any website or web
page in violation of the provisions of this policy shall notify the Chief Deputy or Sheriff immediately.
(CATEGORY B)
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1-704

1-705

ACCOUNTABILITY, RESPONSIBILITY AND DISCIPLINE

Employees are directly accountable for their actions through the chain of command, to the Sheriff
of Kent County.
(CATEGORY B)

Employees will cooperate fully in any internal administrative investigation conducted by the KCSO
or other authorized agency and will provide complete and accurate information in regard to any
issue under investigation.

(CATEGORY E)

During an administrative investigation, an accused employee will, at the request of competent
authority, submit to an interrogation and polygraph examination. The questions to be asked during
the interrogation and the polygraph examination will be related specifically, directly, and narrowly
to the performance of the employee’s official duties and to the subject matter of the investigation.
(CATEGORY E)

On the order of competent authority, an employee will submit to any medical, chemical, or other
test, photograph, or lineup. All procedures carried out under this rule will be related specifically,
directly, and narrowly to the performance of the employee’s official duties and to the subject matter
of the investigation.

Employees will be accurate, complete, and truthful in all matters.
(CATEGORY F)

Employees will accept responsibility for their actions without attempting to conceal, divert, or
mitigate their true culpability, nor will they engage in efforts to thwart, influence, or interfere with an
internal or criminal investigation.

(CATEGORY E)

Employees who are arrested, cited, or come under investigation for any criminal offense in this or
another jurisdiction will report this fact to a superior as soon as possible.
(CATEGORY D)

Employees who are named as defendants in civil lawsuits, including lawsuits unrelated to their
duties with the KCSO, will notify the Chief Deputy within 24 hours of notice of the suit.

(CATEGORY D)

Employees who are issued a traffic citation or have their driving privileges suspended, revoked or
cancelled shall notify their supervisor as soon as possible. (CATEGORY B)

CONDUCT TOWARD FELLOW EMPLOYEES

Employees will conduct themselves in a manner that will foster cooperation among members of
this agency, showing respect, courtesy, and professionalism in their dealings with one another.

Employees will not use language or engage in acts that demean, harass, or intimidate another
person. (CATEGORY B)
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1-706 CONDUCT TOWARD THE PUBLIC

a. Employees will conduct themselves toward the public in a civil and professional manner that
connotes a service orientation and that will foster public respect and cooperation.

b. Deputies will treat violators with respect and courtesy, guard against employing an officious or
overbearing attitude or language that may belittle, ridicule, or intimidate the individual, or act in a
manner that unnecessarily delays the performance of their duty.

c. While recognizing the need to demonstrate authority and control over criminal suspects and
prisoners, Deputies will adhere to this agency’s use of force policy and will observe the civil rights
and protect the well-being of those in their charge.

(CATEGORY B)
1-707 USE OF ALCOHOL AND DRUGS

a. Alcohol Use:

1. Employees will not consume any intoxicating beverage while on duty unless authorized by the
Sheriff.

2. No alcoholic beverage will be served or consumed on KCSO premises or in KCSO vehicles.

3. An employee will not be intoxicated in a public place when off-duty.

4. No employee will report for duty with the odor of alcoholic beverage on his or her breath.

5. An employee placed on an inactive on-call duty status will not consume alcoholic beverages.

6. No employee will operate a KCSO vehicle with any measurable amount of alcohol present in
his/her body

7. No Deputy will report to work or be on duty as a law enforcement officer when his or her
judgment or physical condition has been impaired by alcohol.

8. Prior to reporting for duty, Deputies must report the use of any substance that impairs their
ability to perform as a law enforcement officer.

9. Supervisors will order an alcohol screening test when they have reasonable suspicion that an
employee is using and/or under the influence of alcohol. Such screening will conform to the
KCSO policy on employee drug-screening and testing.

(CATEGORY D)

b. Controlled dangerous substances, narcotics or hallucinogens use:

1. Employees will not use any controlled dangerous substances, narcotics or hallucinogens while
on or off duty unless authorized by the Sheriff and legally prescribed by a physician.

2. No employee will operate a KCSO vehicle with any measurable amount of controlled
dangerous substance present in his/her body
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3. No Deputy will report to work or be on duty as a law enforcement officer when his or her
judgment or physical condition has been impaired by medication, or other substances.

4. Prior to reporting for duty, Deputies must report the use of any substance that impairs their
ability to perform as a law enforcement officer.

5. Supervisors will order a drug screening test when they have reasonable suspicion that an
employee is using and/or under the influence of drugs. Such screening will conform to the
KCSO policy on employee drug-screening and testing.

(CATEGORY F)

1-708 SMOKING

As per Kent County Personnel Policies and Procedures Manual, Part I, PM26-3, and PM26-4; smoking is
prohibited in all offices and facilities owned or leased by Kent County, to include county vehicles.
Additionally, smoke breaks are prohibited, and Kent County employees may not smoke during work hours
unless on his/her lunch hour or scheduled break. Supervisors are prohibited from authorizing smoke breaks
during the workday.

(CATEGORY A)

1-709 ABUSE OF LAW ENFORCEMENT POWERS OR POSITION

a. Employees, while on duty, or at any other time while representing the KCSO or performing the
duties and responsibilities of a member of the KCSO, will not accept gifts, gratuities, or other
items of value or solicit or accept contributions for the KCSO or for any other agency,
organization, event, or cause without the express consent of the Sheriff or his or her designee.

(CATEGORY B)

b. Employees will not use their authority or position for financial gain, for obtaining or granting
privileges or favors not otherwise available to them or others except as a private citizen, to
avoid the consequences of illegal acts for themselves or for others, to barter, solicit, or accept
any goods or services (to include, gratuities, gifts, discounts, rewards, loans, or fees) whether
for the employee or for another. Employees are prohibited from using information gained
through their positions in the KCSO to advance financial or other private interests of themselves
or others.

(CATEGORY E)

c. Employees will not purchase, convert to their own use, or have any claim to any found,
impounded, abandoned, or recovered property, or any property held or released as evidence.
(CATEGORY F)

d. Employees who institute or reasonably expect to benefit from any civil action that arises from
acts performed under color of authority will inform their commanding officer.
(CATEGORY B)

e. While deprived of police powers, a Deputy will not wear the uniform of the KCSO or represent
him- or herself in an official capacity as an employee of the KCSO.
(CATEGORY C)
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1-710

1-711

1-712

f.  An employee may not lend his or her identification card or badge to another person or permit
it to be photographed or reproduced without the approval of the Sheriff.
(CATEGORY B)

OFF-DUTY POLICE ACTION

Deputies will not use their police powers to resolve personal grievances (e.g., those involving the
Deputy, family members, relatives, or friends) except under circumstances that would justify the
use of self-defense, actions to prevent injury to another person, or when a serious offense has
been committed that would justify an arrest. In all other cases, Deputies will summon on-duty police
personnel and a supervisor in cases where there is personal involvement that would reasonably
require law enforcement intervention.

Unless operating a marked police vehicle, off-duty Deputies will not arrest or issue citations or
warnings to traffic violators on sight, except when the violation is of such a dangerous nature that
a Deputy would reasonably be expected to take appropriate action.

(CATEGORY E)

PROHIBITED ASSOCIATIONS AND ESTABLISHMENTS

Arresting, investigating, or custodial Deputies will not commence social relations with the spouse,
immediate family member, or romantic companion of persons in the custody of this agency.

Employees will not knowingly commence or maintain a relationship with any person who is a victim,
witness or suspect in an open investigation that the Deputy is conducting, supervising, or assisting
with if the Deputy knew or should have known that the person is a victim, witness or suspect in the
investigation. This will include individuals under criminal investigation, indictment, arrest, or
incarceration by this or other police or criminal justice agency, and/or who has an open and
notorious criminal reputation in the community (for example, persons whom the employee knows,
should know, or have reason to believe are involved in felonious activity), except as necessary for
the performance of official duties, or where unavoidable because of familial relationships.

Except in the performance of official duties, employees will not knowingly enter any establishment
in which the laws of the United States, the State of Maryland, or Kent County are regularly violated.

Employees will not knowingly join or participate in any organization that advocates, incites, or

supports criminal acts or criminal conspiracies.
(CATEGORY E)

PUBLIC STATEMENTS, APPEARANCES, AND ENDORSEMENTS

Employees will not, under color of authority,

a. make any public statement that could reasonably be interpreted as having an adverse effect upon
department morale, discipline, operation of the agency, or perception of the public;
b. divulge or willfully permit to have divulged, any information gained by reason of their position, for
anything other than its official, authorized purpose; or
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c. unless expressly authorized by the Sheriff or a designee, make any statements, speeches, or
appearances that could reasonably be considered to represent the views of the KCSO.

d. endorse, recommend, or facilitate the sale of commercial products or services. This includes but is
not limited to the use of tow services, repair firms, attorneys, bail bondsmen, or other technical or
professional services. It does not pertain to the endorsement of appropriate governmental services
where there is a duty to make such endorsements.

(CATEGORY C)

1-713 POLITICAL ACTIVITY

Except as provided below, an employee of the KCSO has the same right to engage in political activities as
any other citizen.

Employees will be guided by the following examples of prohibited political activities during working hours,
while in uniform, or otherwise serving as a representative of the KCSO. Employees will not, under color of
authority:

a. Engage in any political activity;
b. Place or affix any campaign literature on city/county-owned property;

c. Solicit political funds from any member of this agency or another governmental agency of this
jurisdiction;

d. Solicit contributions, signatures, or other forms of support for political candidates, parties, or ballot
measures on property owned by this jurisdiction;

e. Use official authority to interfere with any election or interfere with the political actions of other
employees or the general public;

f. Favor or discriminate against any person seeking employment because of political opinions or
affiliations;

g. Participate in any type of political activity while in uniform.
(CATEGORY C)

1-714 EXPECTATIONS OF PRIVACY

Employees will not store personal information or belongings with an expectation of personal privacy in such
places as lockers, desks, KCSO-owned vehicles, file cabinets, computers, or similar areas that are under
the control and management of the KCSO. While the KCSO recognizes the need for employees to
occasionally store personal items in such areas, Employees should be aware that these and similar places
may be inspected or otherwise entered - to meet operational needs, internal investigatory requirements, or
for other reasons - at the direction of the Sheriff or his or her designee.

No member of KCSO will maintain files or duplicate copies of official agency files in either manual or
electronic format at his or her place of residence or in other locations outside the KCSO headquarters
without the express permission of the Sheriff.

(CATEGORY A)

Kent County Sheriff's Office Revised 6/30/22; 4/1/23
Administrative and Operational Manual



1-715

1-716

REPORTING FOR DUTY

An employee of the KCSO will not absent himself without properly approved leave.
(CATEGORY C)

An employee will report for duty at the time and place specified by his or her supervisor and will be
physically and mentally fit to perform his or her duty. He or she will be properly equipped and
cognizant of information for the proper performance of duty so that he or she may immediately
assume his or her duties.

(CATEGORY A)

An employee who is unable to report for duty for any reason will, as soon as possible, notify his or
her immediate supervisor of the reasons for the absence.
(CATEGORY B)

Employees will, while off duty, be subject to call at any time. In the event of an emergency or
potential emergency, Employees ordered to “inactive-on call” duty status and those required to
leave word where they may be reached, will notify their supervisors of the location and telephone
number where they may be contacted.

(CATEGORY B)

No employee will feign illness or injury, falsely report him- or herself ill or injured, or otherwise
deceive or attempt to deceive any official of the KCSO as to the condition of his or her health.
(CATEGORY B)

CITIZEN COMPLAINTS

An employee will courteously and promptly accept any allegation or complaint made by a citizen against
any employee of the KCSO. The receipt and processing of all complaints will be in conformance with
established procedures.

1-717

a.

KCSO EQUIPMENT

An employee will use and maintain KCSO equipment in accordance with established procedures
and will not abuse, damage, alter or, through negligence, lose any such equipment. An employee
will not cause or contribute to the abuse, damage, alteration, or loss of any KCSO equipment
through negligence or carelessness.

A Deputy relieved of his or her police powers will turn in all KCSO-issued equipment specified in
the order suspending police powers.

An employee will operate any KCSO official vehicle assigned to him or her in a careful and prudent
manner and will not, through negligent or careless operation, incur or cause damage to be incurred
to KCSO property or to the property of another. He or she will obey all laws of the State of Maryland
and all local ordinances and will conform to all KCSO procedures and regulations pertaining to
operation and maintenance of KCSO vehicles. An employee will at all times set a proper example
for other persons in his or her operation of a vehicle.

Damage to or loss of KCSO equipment will be reported in conformance with KCSO procedures
utilizing a detailed report.
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e. An employee will not have any item of KCSO equipment repaired, adjusted, or modified without
authorization from the Sheriff.

f.  Only KCSO employees will be permitted to operate or attempt to operate its vehicles, or use its
firearms, or use any other of its property. The Sheriff may make specific exceptions to this rule.
(CATEGORY A)

1-718 LABOR ACTIVITIES

An employee will not engage in any strike or job action. “Strike or job action” includes, but is not limited to,
a failure to report for duty, willful absence from duty, unauthorized holiday, sickness unsubstantiated by
physician’s statement, stoppage of work, or abstinence in whole or in part from the full, faithful, and proper
performance of duty, for the purpose of inducing, influencing, or coercing a change in conditions,
compensation, rights, privileges, or obligations of employment.

(CATEGORY C)

1-719 SECONDARY EMPLOYMENT

An employee will not be employed in any capacity in any other business, trade occupation, or profession,
except in conformance with KCSO policy and as approved by the Sheriff or a designee.
(CATEGORY B)

With the approval of the Sheriff, an employee may use a vehicle to commute to and from approved
secondary employment. However, the vehicle may not be used for any secondary employment activity.
(CATEGORY C)

1-720 PAYMENT OF DEBTS
KCSO employees will make every effort to pay all just debts and legal liabilities.

Disciplinary action may be taken when judgment has been rendered in favor of the employee’s creditor
and, although the employee is able to comply with the judgment, he or she fails to do so; or, the effects of
the indebtedness have adversely affected the employee’s ability to perform his or her duties or have
negatively reflected on the reputation or effectiveness of the KCSO.

Disciplinary action will generally not be appropriate when the employee has made a sincere effort to pay
the debts; or the employee has filed for bankruptcy.
(CATEGORY B)

1-721 NEGLECT OF DUTY
The following acts or omissions shall be defined as “neglect of duty” by KCSO personnel:

a. KCSO employees shall be punctual in attendance to all calls, requirements of duty, court
appointments and other assignments.

b. An employee will not read, play games, watch television or movies, or engage in any activity or
personal business while on duty that would cause him/her to neglect or be inattentive to that duty.

c. Sworn and civilian supervisors will actively oversee the performance of subordinates to ensure
compliance with all KCSO policies and procedures.

Kent County Sheriff's Office Revised 6/30/22; 4/1/23
Administrative and Operational Manual



d. The failure of a sworn KCSO employee to take appropriate action, either on or off duty, on the
occasion of a crime, disorder, or other condition deserving police or KCSO administrative attention
is considered neglect of duty.

e. A sworn KCSO employee will not, without proper authorization, absent himself/herself from his/her
assigned place of work during his/her tour of duty.

f. A KCSO employee will remain awake and alert while he/she is on duty. If unable to do so, he/she
will report to his/her sworn or civilian supervisor, who will determine the proper course of action.

g. A sworn KCSO employee may be authorized to suspend patrol or other assigned activity, subject
to immediate recall at all times, for the purpose of having meals during his/her tour of duty but only
for such periods and at such times as are authorized by his/her commander/supervisor. He/she
will inform his/her supervisor and “KENT” of the telephone number and location when he/she leaves
service.

(CATEGORY B)
1-800 IMPARTIAL POLICING

It is the policy of the KCSO that all investigative and enforcement traffic stops, field contacts, searches and
asset seizures and forfeitures will be based upon articulable and constitutionally valid suspicions.

1-801 PURPOSE

This subchapter clarifies the circumstances in which race, ethnic background, national origin, gender,
gender identity, sexual orientation, religion, disability, economic status, age, cultural group or other
identifiable groups or other potentially improper criteria can legitimately be used as factors establishing
reasonable suspicion or probable cause. It reinforces procedures that serve to assure the public that the
KCSO is providing services and enforcing laws fairly, equitably, and impartially.

Specific instructions for the KCSO’s implementation of §25-113 of the Transportation Article of the Maryland
Code, Race-Based Traffic Stops, is found in Chapter 12, Traffic Enforcement.

1-802 GUIDING PRINCIPLES

a. Law enforcement officers have a duty and authority to investigate suspicious activities that may be
associated with the violation of criminal and motor vehicle laws. This duty does not include pursuing
hunches or stereotyping but is limited to reasonable articulable factors which would likely lead any
knowledgeable, reasonable Deputy to the same conclusion, i.e. that a violation is occurring or has
occurred.

b. All enforcement actions, such as investigative detentions, traffic stops, arrests, searches, and
seizures, etc., will be based on reasonable articulable suspicion or probable cause as required by
statutes and the 4" Amendment of the US Constitution.

c. Deputies must be able to articulate specific facts, circumstances, and conclusions that support
probable cause or reasonable suspicion for all enforcement actions.

d. Deputies may take into account the reported race, ethnicity, gender, or other potentially improper
criteria of suspects based on credible, reliable, locally relevant information that links persons of
specific description criteria to particular criminal incidents, or links specific crimes in specific areas
to groups of individuals of specific description criteria.
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e. Nothing in this or other provisions alters Deputies, authority to conduct enforcement actions or
otherwise fulfill their enforcement obligations.

1-803 PROHIBITION OF BIASED BASED POLICING

While §1-803 permits a Deputy to take into account the reported race, ethnicity, gender, gender identity,
disability, religion or other potentially improper criteria of suspects, it does so only when credible, reliable,
locally-relevant information that links persons of specific description criteria to particular criminal incidents,
or links specific crimes in specific areas to groups of individuals of specific description criteria.

When those specific conditions do not exist,

a. Deputies will not consider race, ethnic background, gender, gender identity, sexual orientation,
religion, economic status, age, cultural group or other identifiable groups or other potentially
improper criteria in establishing either reasonable suspicion or probable cause.

b. Persons will not be singled out or otherwise treated differently because of their race, ethnic
background, gender, sexual orientation, religion, economic status, age, cultural group or other
identifiable groups or other potentially improper criteria.

c. Additionally, Maryland law prohibits law enforcement officers from “motorcycle profiling” and
requires entry level and in-service training on “motorcycle profiling” be included in other profiling
training.

These prohibitions apply to all policing activities, including but not limited to traffic contacts, field contacts,
and asset seizure and forfeiture.
(CATEGORY F)(CALEA 1.2.9)

1-804 TRAINING
Deputies will receive initial training and thereafter annual training in subjects that promote and encourage
non-biased based policing. Applicable training subjects may include, but are not limited to Deputy Safety,
Courtesy, Cultural Diversity, Search and Seizure, Asset Seizure and Forfeiture, Interview Techniques,
Interpersonal Communication Skills, and Constitutional and Case Law.

(CALEA 1.2.9)
1-805 POLICE-CITIZEN ENCOUNTERS

Police-citizen encounters, when done properly and professionally, have the potential to be positive
community relations tools and can be a means of confronting adverse anecdotal information.

Deputies will, as necessary and professionally appropriate, use techniques and strategies to advance the
reality of biased based policing. These techniques and strategies include, but are not limited to:

a. Being courteous, polite, and professional.

b. Providing the Deputy’s name, ID number and explaining reasons for the stops as soon as practical
unless doing so compromises the safety of Deputy or others.

c. Ensuring the lengths of traffic stops, investigative detentions, field contacts, etc. are no longer than
necessary to take appropriate actions.
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d. Answering questions citizens may have, including any options for dispositions of related
enforcement actions.

e. Explaining the credible, reliable, or locally relevant information that lead to stops or contacts when
no enforcement actions were taken.

f. Requesting the presence of supervisory Deputies to allow citizens to voice their field contact or
enforcement related concerns.

g. Explaining the KCSO’s complaint process.
(CATEGORY B)

1-806 ANNUAL REVIEW

The Chief Deputy will conduct an annual administrative review of the KCSQO’s practices related to biased
based policing, including citizen concerns. The Chief Deputy will document his or her findings in writing to
the Sheriff.

(CALEA 1.2.9)

1-900 COMPLIANCE WITH THE AMERICANS WITH DISABILITIES ACT

KCSO sworn and civilian personnel on occasion interact with persons with disabilities, which require
accommodating the KCSO response to said persons.

The Americans with Disabilities Act (ADA), established by law in July of 1990 defines a person with a
disability to include:

a. Individuals with a physical or mental impairment that substantially limits one or more major life
activities;

b. Individuals who are regarded as having such an impairment; and

c. Individuals with a record of such impairment.

1. The term “physical or mental impairment” includes, but is not limited to, such diseases and
conditions as orthopedic, visual, speech and hearing impairments, cerebral palsy, autism,
epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart disease, diabetes, Human
Immunodeficiency Virus infection, mental retardation, emotional illness, drug addiction (other
than addiction caused by current, illegal use of a controlled substance and alcoholism.

2. The term “substantially limits” suggests that the limitation is “significant” or “to a large degree.”
3. The term “major life activity” means those activities that are of central importance to daily life,

such as seeing, hearing, walking, breathing, performing manual tasks, caring for oneself,
learning, and speaking.
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Title 11 of the ADA prohibits discrimination against persons with disabilities in State and local government
services, programs, and employment. The KCSO is covered under ADA because it is a program of State
or local government. The ADA affects virtually everything that KCSO Deputies and or civilian personnel do,
to include but not limited to:

e receiving citizen complaints;

e interviewing witnesses

e interrogating suspects;

e arresting, booking and detaining suspects;
e enforcing criminal and traffic laws;

e registering sex offenders; and

e other duties.

The KCSO is committed to serving all individuals according to their needs. Recognizing that persons who
are deaf, hard of hearing, or deafblind and others with disabilities or special needs, the KCSO has a
commitment and legal obligation to meet those needs.

Therefore, when KCSO personnel recognize or have any reason to believe that a suspect, potential
perpetrator, potential victim, detainee, or other person who has a need to communicate with this office, is
deaf, hard of hearing, or deafblind, said KCSO personnel must advise the person that appropriate auxiliary
aids and/or services, including interpreters will be provided free of charge when necessary for effective
communication. Primary consideration will be given to the auxiliary aid request by the suspect, potential
perpetrator, potential victim, or detainee, unless there is another equally effective means of communications
available. The responsible KCSO staff person, whether sworn or civilian, will ensure that such aids and
services are offered, utilized, and documented in either a KCSO CrimeStar “Call for Service” or other KCSO
CrimeStar report that is appropriate for the interaction with said person. In the event that the request for
said services is in question, the responsible KCSO personnel will contact the KCSO Patrol Division
Commander, the KCSO CID Commander or the Chief Deputy for further guidance.

The State of Maryland has prepared an Interpreter Registry List of certified interpreters for a myriad of
languages and disabilities that can be utilized by KCSO personnel and accessed at:
http://www.mva.maryland.gov/ resources/docs/Interpreter List.pdf
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APPENDIX 1-A
Code of Ethics of the Sheriff and
Law Enforcement Officers’ Code of Ethics

The KCSO has adopted the National Sheriff's Association’s Code of Ethics of the Sheriff and Law
Enforcement Officer’s Code of Ethics.
Code of Ethics of the Sheriff

As a constitutionally elected Sheriff, | recognize and accept that | am given a special trust and confidence
by the citizens and employees whom | have been elected to serve, represent, and manage. This trust and
confidence are my bond to ensure that | shall behave and act according to the highest personal and
professional standards. In furtherance of this pledge, | will abide by the following Code of Ethics.

| SHALL ENSURE that | and my employees, in the performance of our duties, will enforce and administer
the law according to the standards of the U.S. Constitution and applicable State Constitutions and
statutes so that equal protection of the law is guaranteed to everyone. To that end | shall not permit
personal opinions, party affiliations, or consideration of the status of others to alter or lessen this standard
of treatment of others.

| SHALL ESTABLISH, PROMULGATE AND ENFORCE a set of standards of behavior of my employees
which will govern the overall management and operation of the law enforcement functions, court related
activities, and corrections operations of my agency.

| SHALL NOT TOLERATE NOR CONDONE brutal or inhumane treatment of others by my employees nor
shall | permit or condone inhumane or brutal treatment of inmates in my care and custody.

| STRICTLY ADHERE to standards of fairness and integrity in the conduct of campaigns for election and |
shall conform to all applicable statutory standards of election financing and reporting so that the Office of
the Sheriff is not harmed by the actions of myself or others.

| SHALL ROUTINELY CONDUCT or have conducted an internal and external audit of the public funds
entrusted to my care and publish this information so that citizens can be informed about my stewardship
of these funds.

| SHALL FOLLOW the accepted principles of efficient and effective administration and management as
the principle criteria for my judgments and decisions in the allocation of resources and services in law
enforcement, court related and corrections functions of my Office.

| SHALL HIRE AND PROMOTE only those employees or others who are the very best candidates for a
position according to accepted standards of objectivity and merit. | shall not permit other factors to
influence hiring or promotion practices.

| SHALL ENSURE that all employees are granted and receive relevant training supervision in the
performance of their duties so that competent and excellent service is provided by the Office of the
Sheriff.

| SHALL ENSURE that during my tenure as Sheriff, | shall not use the Office of Sheriff for private gain.

| ACCEPT AND WILL ADHERE TO THIS CODE OF ETHICS. In so doing, | also accept responsibility for

encouraging others in my profession to abide by this Code.
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Law Enforcement Officer’s 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 persons to liberty, equality, and
justice.

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

| 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, | will enforce the
law courteously and appropriately without fear or favor, malice, or violence and never accepting gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to be held
so long as | am true to the ethics of law enforcement. | will constantly strive to achieve these objectives
and ideals, dedicating myself before God to my chosen profession.... law enforcement
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2-100 AGENCY ORGANIZATION

The KCSO has two major responsibilities -- providing police services to the citizens of Kent County and
security and other services to the Circuit and District Courts. This chapter describes how the Agency is
organized to deliver those services.

2-101 RANK PRECEDENCE OF SWORN PERSONNEL

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

Sheriff

Chief Deputy

Captain (CAPT)
Lieutenant (LT)

Sergeant (SGT)
Corporal (CPL)

Deputy First Class (DFC)
Deputy Sheriff (D/S)

The ranks identified above are used throughout the agency. Regardless of where in the agency a position
is located, it is equivalent to a position of the same rank elsewhere in the agency.

2-102 COMMAND PROTOCOL

a. In the absence or unavailability of the Sheriff, his or her functions will be carried out by the Chief
Deputy or another person designated by the Sheriff or Chief Deputy.

b. Chapter 13 of this Manual describes the command structure of the KCSO for unusual occurrences.

c. Where personnel of different commands are engaged in a single operation, a Commander
designated by the Sheriff or Chief Deputy will have primary responsibility for the operation. That
Commander will determine the chain of command for the joint operation.

d. Inregular, daily agency operations, the KCSO will follow the command structure as reflected in the
agency organization chart. The first Deputy arriving on the scene of an incident will be in charge of
the scene until relieved by a commissioned or non-commissioned KCSO Deputy of higher rank.

) (CALEA 12.1.2)

2-103 COMMUNICATION, COORDINATION, AND COOPERATION

Under the direction of the Sheriff and Chief Deputy, the Command Staff will ensure that there is
communication among all components of the KCSO and that they regularly coordinate their activities.
Written communications, including revisions to this Manual as necessary, are encouraged as a means of
transmitting information.
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The Sheriff will meet with the Command Staff individually and as a group as necessary to ensure
communication and coordination among all KCSO units.

The Sheriff will hold meetings of all employees throughout each year for the purpose of notifying staff of
new developments and providing a forum for staff to share information. The Sheriff will maintain an open
door policy for all employees to voice their concerns.

Unless there is specific reason for confidentiality, Commanders will share all periodic reports to the Sheriff
with all other Commanders.

For complex operations, the Chief Deputy will oversee the preparation of an operational plan to ensure the
effective coordination of all agency elements.

(CALEA 12.1.4)
2-200 ORGANIZING PRINCIPLES

Command within the KCSO is based around several organizing principles:

a. When a position is charged with a responsibility for the accomplishment of a particular task, the
commensurate authority is conveyed to accomplish the responsibility.

b. All employees are accountable for the use of delegated authority.

c. Each supervisory employee, at every level of the Agency, is accountable for the activities of
employees under his or her immediate control.

d. Each employee is accountable to only one supervisor at any given time.

e. All communications, unless otherwise specifically directed, will follow the chain of command.
The KCSO organizational structure, as shown in the chart found at Appendix 2-A, also reflects the principle
that each component is under the direct command of only one supervisor. The KCSO Organizational Chart

is located on the KCSO website.
(CALEA 11.2.2,11.3.1 11.3.2)

2-201 POSITION MANAGEMENT
The KCSO has a position management system which tracks the following information:

a. the number and type of each position authorized in the budget approved by the Kent County
Commissioners.

b. the location of each authorized position within the KCSO organizational structure; and
c. whether each authorized position is filled or vacant.
This information will be maintained by the Accreditation Manager and provided to the Sheriff periodically

through updated organization charts.
(CALEA 21.2.3)
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2-202

SPECIALIZED ASSIGNMENTS

Because of its size, the KCSO has a limited number of specialized assignments. Decisions regarding the
continuation of specialized assignments are critical to personnel allocation. The Chief Deputy will conduct
and submit to the Sheriff an annual, documented review of specialized assignments. The review will include:

a.

b.

2-300

a current listing of specialized assignments;

a statement of the purpose for each specialized assignment; and

an evaluation of the initial problem or condition that required implementation of the specialized
assignment and whether those conditions continue to support the assignment.

(CALEA 21.1.1 and 21.2.3)

DUTIES AND RESPONSIBILITIES OF THE SHERIFF

The Sheriff is an elected State official who has duties and responsibilities assigned by the Maryland State
Constitution, Maryland statutes, and common law. Some of the duties and responsibilities of the Sheriff are
found in the following list. This list is for informational purposes and places no limit and no additional duty
or responsibility upon the Sheriff, not already found in law.

The Sheriff:

a. is the final authority for all matters of policy and operations in the agency;

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

c. is the final approval authority for all additions, deletions or changes to the AOM;

d. is the authority for all planning, direction, coordinating, controlling and staffing activities of the
Agency;

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

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

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

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

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

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

k. provides for the establishment and maintenance of goals and objectives for the Agency;

I. establishes standards of performance and moral character for the Agency’s employees;
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m. establishes the various duties and responsibilities for components of the Agency and its employees;
and

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

2-301 NOTIFICATION OF SHERIFF IN EVENT OF CERTAIN OCCURRENCES

As the KCSO’s Chief Executive Officer and as an elected official responsible directly to the citizens of Kent
County, the Sheriff has a need to be informed immediately of certain events. Among these are:

a. serious crimes, including homicide, rape, and robbery;
b. sex crimes involving minors;
c. KCSO firearms discharge other than to dispatch a sick or injured animal.

d. KCSO Deputy-involved use of force incidents which result in serious injury to a Deputy or a citizen.
“Serious injury to a citizen” means injury more severe than OC spray;

e. KCSO employee-involved motor vehicle or other accidents which result in injury to the employee or
a citizen;

f. any action by a KCSO employee which may result in a significant loss of KCSO or citizen property;
unattended death of person of note;

g. any other incident which, in a Deputy’s view, raises a question of the KCSO'’s liability or may result
in heightened community interest.

Staff will err on the side of notifying the Sheriff in the event of a question concerning the nature of the
incident.

All staff have access to the Sheriff's home and cellular telephone numbers. Those numbers are also
available at all times through “KENT”. Under most circumstances, the Deputy involved in an incident will
confer with the shift supervisor, who will make the determination whether to notify the Sheriff and make the
notification, if appropriate.

If an employee should be unable to confer with a supervisor, he or she should contact the Sheriff directly.

If the Sheriff cannot be reached, the notification will be made to the Chief Deputy, in the same fashion as
above.
(CALEA 11.3.3)

2-400 CHIEF DEPUTY

The Chief Deputy is a sworn officer who is designated “second in command,” as provided for in §2-310, of
the Courts and Judicial Proceedings Article of the Annotated Code of Maryland. The Chief Deputy is
responsible for fulfilling the duties and responsibilities of the Sheriff during periods of absence or
incapacitation of the Sheriff.
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In addition to, and/or as enumerated by, the position description for his / her position, the Chief Deputy will
have the following duties and responsibilities:

a. provide direct, daily supervision of the KCSO;

b. provide the Sheriff with timely and complete information concerning all the activities of the KCSO
and any information received having a significant impact upon the Agency, its areas of responsibility
or its operations;

c. continually monitor the functions and personnel under the command and control of the position of
Chief Deputy in order to determine their proper functioning;

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

e. coordinate efforts in response to unusual occurrences, marshaling the resources of the Agency
and acting as advisor to the Sheriff;

f. authorize policy documents for inclusion in this Manual on behalf of the Sheriff;

g. assure the Agency’s compliance with CALEA Standards by working to integrate these Standards
into the Agency culture; and

h. make recommendations to the Sheriff for development of both long- and short-term goals.
(CALEA 11.4.3)

2-500 PATROL DIVISION
The Patrol Division provides immediate police services to the citizens of and visitors to Kent County. This
Division has, as a primary goal, the development and maintenance of a safe and orderly environment for
the people who are within the geographical boundaries of Kent County.
The Division provides 24-hour-per-day, 7-days-per-week uniformed patrol to respond to calls for service,
deter criminal activity and watch for conditions which pose a public danger.

(CALEA 41.1.1)
2-501 PATROL COMMANDER
The Patrol Division Commander is a sworn position responsible directly to the Chief Deputy. He or she is
responsible for the direct supervision of shift supervisors and the performance of administrative duties
pertaining to the daily operation of the Division. The Patrol Commander is responsible for the performance
of all personnel assigned to the command.
The Patrol Division Commander is responsible for:

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

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

c. detection of conditions which present a hazard to the citizens of the County;
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d. removal of hazards and/or warning of citizens of such hazards if it is within his ability to do so using
the available resources of the Agency and County.

The Patrol Division Commander shall provide a monthly statistical report to the Sherriff regarding the
activities conducted by the Patrol Division.

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

(CALEA 55.1.1)
2-502 PATROL DEPUTIES

In addition to, or as enumerated by, the position description for his/her position, Patrol Deputies will have
the following duties and responsibilities:

a. patrolling the County;

b. seeking to prevent crime;

c. apprehending and processing violators of the law;

d. enforcing motor vehicle laws and promoting highway safety;

e. investigating vehicle collisions;

f. serving criminal and civil process;

g. rendering assistance to persons where health or property may be in jeopardy;

h. conducting preliminary investigations of all cases where the Criminal Investigation Division does
not respond.

i. maintaining accurate records; and

j. preparing reports.

2-600 CRIMINAL INVESTIGATION DIVISION

The Commander of the Criminal Investigation Division (CID) is responsible for all of the activities of the
Division.

The CID handles complex investigations which require significant time, technical investigative expertise,
investigative resource networks, flexible manpower assignment or a combination of these factors. Certain
cases will almost always fulfill these requirements and are, therefore, made the responsibility of the CID.
Other cases are sometimes easily handled by other Agency personnel and are, therefore optionally the
responsibility of the CID.
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The CID may act in a support role in criminal investigations handled by other components of the Agency,
by providing crime scene processing, assistance with interviews and interrogations, and by providing help
with other technical matters or sources of information. The determination to assume responsibility of an
investigation, in those cases where there is an option, is generally made by the Commander of the CID in
response to a request for assistance. In some cases when an initial report written by another component
of the Agency is reviewed by the Commander, he may decide the case warrants assignment to a CID
detective.

The CID will have the responsibility to investigate the crimes listed in Chapter 2-601. However, this does
not imply that detectives will be responsible for initial reports, responding to all crime scenes, or calls for
service to these crimes. Whenever practical, detectives will respond to scenes of these crimes to assist
until the case is formally assigned. In some cases, detectives will write initial reports, even though other
Deputies have initially responded to the scene. Nothing in this policy prohibits members of any other
Division from conducting investigations into, or from making arrests for, the enumerated crimes prior to the
assumption of an investigation by CID personnel.

2-601 CRIMES INVESTIGATED BY THE CID
a. Deaths (unless natural)
b. Shootings (unless accidental)
C. Felony Assault (life threatening or severe injuries)
d. Rape
e. Sexual Offense (except fourth degree)
f. Robbery
g. Kidnapping/Abduction
h. Child Abuse
i. Elder Abuse
j Critical Missing Persons
k. Burglary

l. Forgery and related crimes

m. Credit Card Fraud

n. Violations of narcotics and vice laws
0. Follow up investigations of reports by Deputies as approved/assigned
p. Special investigations assigned by the Sheriff or Chief Deputy
q. Asset Forfeiture
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r. Administrative investigations as directed by the Sheriff

2-602 KENT COUNTY NARCOTICS TASK FORCE DEPUTY
The Kent County Narcotics Task Force, (KCNTF) established through a Memorandum of Agreement for

suppression of the distribution and use of controlled dangerous substances in Kent County is operated by
an Advisory Board and not the KCSO. The KCSO designates two (2) deputies to the KCNTF.

2-603 PROPERTY ROOM

The CID is responsible for the secure and efficient storage and disposition of all property which may come
into the keeping of the Agency as a result of its daily law enforcement and public safety activities. This
includes evidence, contraband, recovered stolen property, found property, etc.

2-604 COMMANDER, CRIMINAL INVESTIGATION DIVISION

The Commander will be responsible directly to the Chief Deputy for all matters pertaining to the CID. The
Commander is responsible for the administration of all the personnel assigned to the command.

The Commander will:

a. develop programs and policies which foster close cooperation between CID personnel and
other personnel within the KCSO;

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

c. provide personnel and resources assigned to the CID for response to crime scenes and
requests for assistance;

d. assist other law enforcement agencies with ongoing criminal investigations;

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

f. evaluate the methods of operation of the CID and make recommendations for their
improvement;

g. train subordinate personnel in the operation and management of the CID;

h. develop and implement such policies as will allow for the proper chain of custody of evidence
and for the availability of the evidence for presentation in court;

i. provide for the disposition of all property which has been held past its usefulness as evidence
or which has gone unclaimed for a period required by law. He or she will see that such funds
as may be derived from the sale of property and any cash held, which may be legally converted
to the use of the Sheriff's Office or government activities, is deposited in the proper government
accounts; and
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j. inspect or cause to be inspected all personnel and equipment under his / her command on a
periodic basis.

2-605 DETECTIVES’ RESPONSIBILITIES

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

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

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

2-606 CRIME ANALYSIS

Under the direction of the Commander, the CID is responsible for the on-going analysis of crime in Kent
County and dissemination of information concerning its findings to the Sheriff, to other KCSO staff, and to
the public at large, as appropriate.

The CID Commander and his/her staff reviews the following data sources for the purposes of extracting
pertinent data to aid the crime analysis process. The CID will extract data concerning criminal activity from:

a. Offense Reports, (Criminal Investigative Reports).
b. Arrest Reports,

c. Field Interviews,

d. Calls for Service,

e. Other forms of data collection used by the agency, (UCR Monthly Reports and research conducted
on crime patterns in the state,

f. Information provided by other law enforcement agencies, MSP, Maryland Coordination and Analysis
Center (MCAC) and the Delaware Intelligence Analysis Center (DIAC)

Because of the relatively small size of the KCSO and Kent County, the CID Commander can detect
trends or patterns in crimes with relative ease. (e.g., a series of similar thefts from motor vehicles in a
certain area.) When the CID Commander detects such a trend, he or she will contact the other KCSO
commanders to alert them to the trend and to plan strategy to address the issue. The CID Commander
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may also alert staff directly concerning patterns of criminal activity that are of concern, identifying
potential suspects, methods of operation, or other factors. This may be done:

a. by memorandum;

b. by briefing at a regularly scheduled KCSO staff meeting;

134

by direct contact with certain employees;
d. by other means.
The commander may similarly exchange information with other law enforcement agencies.
Under appropriate circumstances, the CID Commander may issue a press release to notify the public of or
to solicit the public’s assistance in resolving patterns of criminal activity. In the regular CID monthly reports
to the Sheriff, the Commander will identify any crime patterns or trends that may be of significance. If, in
the Commander’s judgment, a matter needs to be brought to the Sheriff’'s immediate attention, he or she
will do so.
(CALEA 40.1.2, 40.1.3)

2-700 SERVICES DIVISION
The Services Division (SD) is responsible for the activities of the Sheriff related to the courts and the judicial
process. The Services Division Commander is a sworn Deputy who is responsible directly to the Chief
Deputy. Specific functions of the Division include:

a. evaluating and providing security at the Kent County Courthouse;

b. protecting judicial officers and the courtroom of the Circuit Court;

c. serving civil papers, keeping records of service and returns;

d. conducting Sheriff’'s sales, evictions, and writs of execution;

e. maintaining monthly and yearly statistics for reporting purposes; and

f. inspecting the personnel, equipment, facilities, and other resources assigned to the command on
a regular basis. He or she will be responsible to maintain these elements of the command in
compliance with the policies set forth in this Manual and in other official directives of the Agency.

2-800 SUPPORT UNIT

The Support Unit reports to the Chief Deputy. It is generally responsible for the administrative management
of the KCSO.

2-801 OFFICE MANAGER

a. Enter datainto METERS/NCIC, perform motor vehicle record checks and criminal records checks;
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2-802

2-900

Configure and troubleshoot office automation systems, including CrimeStar and LiveScan;
Maintain records on and reporting on grants received by the KCSO;

Order goods and services for the KCSO, maintain records of accounts payable;

Maintain budget execution information for the KCSO and advise the Sheriff and Chief Deputy on
the status of funds; prepare the KCSO budget submission; Maintain Accounts Payable/Receivable
and Forfeited Funds

Maintain training and other personnel records for KCSO employees;

Prepare correspondence for the Sheriff.

Maintain Uniform Crime Reporting Program (UCR) data on an ongoing basis and perform monthly
reporting to the MSP;

Maintain files of Criminal Investigation Reports, Incident Reports, motor vehicle accident reports,
and daily reports;
Enter and maintain Protective Orders;
Answer phones and greet visitors who report into the office.
collect, account for, and deliver to the Kent County Treasurer monies which come into his or her
possession as a result of the service of process or other activities for which a fee is paid to the
Sheriff.
OFFICE ASSISTANT
Input and track civil documents and maintain service status to include peace orders.
Validate Warrants
Input and track warrants

Maintain vehicle mileages and maintenance reports.

Answer phones and greet visitors who report into the office.

DEPARTMENTAL CHAPLAINS

Chaplains are unpaid volunteers who work on an as-needed/as-available basis.

2-901

APPOINTMENT

The Sheriff may appoint one or more chaplains to serve the KCSO and, through the KCSO, residents of
and visitors to the County.

An appointment as KCSO Chaplain may be terminated by either the Sheriff or the Chaplain at any time,
without advance notice.
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2-902 FUNCTIONS
KCSO Chaplains will perform some or all of the following functions:
a. Counsel law enforcement officers
b. Counsel other KCSO staff members
c. Counsel the families of law enforcement officers and other KCSO staff members
d. Visit sick or injured officers and staff
e. Assist Deputies in making death notifications
f.  Provide assistance to victims
g. Teach officers and staff in areas such as stress management, ethics, and family life
h. Assist at suicide incidents
i. Serve as liaison with other clergy in the community
j.  Offer prayers at special occasions
k. Serve on review boards, award boards, or other committees as directed by the Sheriff
I.  Assist transients and the homeless
m. other duties as the Sheriff directs.
KCSO does not provide training for chaplains in the performance of duties as they are clergy and have

received all necessary training to complete their functions in seminary or other training received through
their religious affiliation.

2-903 ACCESSING CHAPLAINS

If a KCSO Deputy or staff member requires the assistance of a Chaplain for a personal or family matter, he
or she should contact the Chaplain directly.

If a KCSO Deputy requires the assistance of a Chaplain for a death notification, suicide, victimization
incident, or other operational matter, the Deputy will make the request through “KENT”. Communications
will attempt to contact the Chaplain and inform the Deputy of his/her availability.

2-1000 ACCREDITATION MANAGER

The Accreditation Manager reports to the Chief Deputy and is responsible for the day-to-day management
of the Kent County Sheriff's Office’s compliance with the standards of the Commission on Accreditation for
Law Enforcement Agencies.
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Within one year of appointment, the Accreditation Manager will receive specialized accreditation training.
(CALEA 33.5.4)

The Accreditation Manager is also responsible to submit mandatory reports to the State of Maryland
throughout the year in accordance with Appendix 18-C Mandated Reporting.

Additionally, the Accreditation Manager is responsible for maintaining the KCSO Administrative and
Operational Manual. The Accreditation Manager shall keep up to date on newly enacted laws and police
procedures, submitting suggestive policy updates to the Sheriff and Command Staff for inclusion in the
Manual.

2-1100 SCHOOL SECURITY DEPUTY
The School Security Deputy (SSD) reports directly to the CID Commander

The primary function of the School Security Deputy is to assure a safe and secure learning environment for
students, faculty and administrators at the Kent County High School and Kent County Middle School.

The SSD serves as a law enforcement officer and liaison between the KCSO and students, parents,
teachers and administrators at the Kent County High and Kent County Middle School. In carrying out these
functions, the SSD plays multiple roles:

a. as a highly visible, active law enforcement figure on the campus dealing with any law enforcement
related issues;

b. as a classroom resource for instruction in law-related education, violence diffusion, safety
programs, alcohol and drug prevention, crime prevention, and other areas;

c. as a quasi-member of the faculty and administrative team working together to solve problems in
the school community;

d. as a resource for students which will enable students to be associated with a law enforcement
figure in the student’s environment;

e. as a resource for teachers, parents, and students for conferences on an individual basis, dealing
with individual problems or questions; and

f. as a counseling resource in areas affecting the educational environment and, in many instances,
may be of a law enforcement related nature.
(CALEA 44.2.4)

During each month that school is in session, the School Security Deputy shall submit a monthly report to
the Sheriff regarding his/her activities.
(CALEA 44.2.4)

During the month of June, the School Security Deputy shall submit an annual report to the Sheriff regarding
his/her activities during the school year that has just been completed.
(CALEA 44.2.4)
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Appendix 2-A KCSO Organization Chart
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3-504.1 BLOUSE

3-504.2 PATROL JACKET

3-504.3 SHIRT

3-504.4 NECKTIE AND TIE BAR

3-504.5 SHOULDER PATCH

3-504.6 BREAST BADGE

3-504.7 MOURNING SHROUD FOR BREAST BADGE

3-504.8 COLLAR ORNAMENTS (NON-COMMISSIONED PERSONNEL
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3-504.9 INSIGNIA OF RANK (COMMISSIONED PERSONNEL
3-504.10 NAMEPLATE

3-504.11 OTHER INSIGNIA

3-504.12 UNIFORM PANTS/SLACKS/BREECHES
3-504.13 UNIFORM SHOES/BOOTS

3-504.14 GUNBELT

3-504.15 HANDCUFFS

3-504.16 HOLSTER

3-504.17 MICROPHONE

3-504.18 RAINCOAT

3-504.19 HAT

3-504.20 VISOR CAP

3-505 SOFT BODY ARMOR

3-506 ATTIRE FOR PLAIN CLOTHES DEPUTIES AND CIVILIANS
3-507 PRE-AUTHORIZED NON-ISSUE UNIFORM/EQUIPMENT
3-507.1 OTHER NON-ISSUE UNIFORM/EQUIPMENT

3-507.2 CONDITIONS FOR USE OF NON-ISSUE EQUIPMENT

3-600 PERSONAL GROOMING

3-601 UNIFORM AND EQUIPMENT

3-602 FINGERNAILS AND MAKEUP

3-603 HAIR STANDARDS GENERALLY

3-603.1 HAIR STANDARDS FOR MEN

3-603.2 HAIR STANDARDS FOR WOMEN

3-604 JEWELRY

3-605 TATTOOS/BODYART/BRANDS/MUTILATIONS/PIERCING

3-700 COMPUTER SYSTEMS

3-701 PROHIBITED USE
3-702 MOBILE DATA TERMINALS
3-702.1 SYSTEM INTEGRITY
3-702.2 SYSTEM SECURITY
3-702.3 VEHICLE SAFETY
3-703 CAPWIN
3-703.1 CAPWIN DEFINITIONS
3-703.2 CAPWIN POLICIES
3-703.3 CAPWIN PROCEDURES
3-800 OFFICE TELEPHONES
3-801 TELEPHONE PROCEDURES
3-802 PERSONAL CALLS PERMITTED
3-803 PERSONAL LONG-DISTANCE CALLS
3-804 PERSONAL CALLS PROHIBITED
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3-805 CELLULAR TELEPHONES

3-805.1 PROVISION OF CELL PHONES
3-805.2 BILLING
3-805.3 USE OF CELLULAR TELEPHONES IN GENERAL
USE OF CELLULAR TELEPHONES WHILE OPERATING AN AGENCY
3-805.4 VEHICLE
3-805.5 MAINTENANCE AND REPAIR

3-900 INSPECTIONS

3-901 COMMANDERS
3-902 SUPERVISORS
3-903 EMPLOYEES

3-1000 LOSS/DAMAGE TO KCSO EQUIPMENT

3-1001 DEFINITIONS

3-1002 SCOPE

3-1003 RESPONSIBILITY

3-1004 INITIAL NOTIFICATION
3-1005 REPORT REQUIRED

3-1006 SUPERVSORY REVIEW
3-1007 ADMINISTRATIVE REVIEW
3-1008 DISTRIBUTION OF REPORT
3-1009 RESTITUTION TO KCSO

3-1100 APPEARANCE OF FACILITIES
3-1101 SECURITY
3-1101.1 PROPERTY SECURED
3-1101.2 DUPLICATE KEYS

3-1200 KCSO EMPLOYEE CRIMINAL AND DRIVING RECORDS AUDIT
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3-100 FISCAL MANAGEMENT

As an elected official of Kent County and the head of the Kent County Sheriff's Office, the Sheriff has the
authority and responsibility for the fiscal management of the KCSO, within the budget appropriated by the

Commissioners of Kent County.
(CALEA 17.1.1)

3-101 BUDGET

The KCSO prepares and submits an annual budget request to the Kent County Commissioners. Kent
County’s fiscal year runs from July 1 of each year to June 30 of the following year.

Within the KCSO, preparation and submission of the budget is the responsibility of the Sheriff. The Sheriff
carries out this function with the assistance of the Office Manager.

While the process may vary slightly from year to year, based on the direction of the Kent County Budget
Office, the principal steps are relatively constant:

a. Early in the calendar year the Sheriff attends a meeting of Kent County department heads and
receives the calendar, instructions, and forms for submission of the budget for the fiscal year
beginning the following July 1.

b. In consultation with the Command Staff, the Sheriff determines what personnel, equipment, and
other needs of the KCSO will be for the budget year.

c. Under the direction of the Sheriff, the Office Manager translates those needs into specific budget
line items, according to the instructions provided by the County Budget Office.

d. The Office Manager completes all of the forms, schedules, and other material specified by the
Budget Office and presents them to the Sheriff for final review and approval, sufficiently in advance
of the County’s submission deadline to permit the Sheriff's review.

e. The Sheriff reviews and approves the budget and submits it to the County Commissioners.

f.  The Sheriff presents and defends the budget at a hearing before the County Commissioners.
(CALEA 17.2.1)

3-102 PURCHASING

a. A Commander who needs an item or a service will notify the Sheriffs Office Manager. As the
Sheriff's designated fiscal manager for the KCSO, the Office Manager has thorough knowledge of
both the items which have been budgeted for in the current fiscal year and of the current status
funds.

b. If the item is within the budget and funds are available, the Office Manager will obtain the Sheriff’'s
approval and arrange for the purchase following the Kent County Government Purchasing Policy:
If it is not within the budget, the Office Manager will raise the issue with the Sheriff for a
determination whether to proceed with the purchase.

c. Standardization of items being purchased is achieved by centralization of major purchasing
authority in the Office Manager.
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d. Each Deputy authorized use of a KCSO vehicle is issued a credit card for gasoline purchases. The
card is not valid for any other use. The Office Manager, or designee will maintain the vehicle report
spreadsheet.

e. Inthe event of an emergency requiring the purchase or rental of equipment, if the item is not within
the budget or the authority of the KCSO, the Sheriff or Chief Deputy will contact the County
Administrator and the County Purchasing Coordinator for assistance. The County Administrator
can contact the County Commissioners for authority to expend funds in excess of those available
within the KCSO appropriation.

(CALEA 17.3.1)

3-103 ACCOUNTING

Official accounting for the resources allocated to and expended by the KCSO is performed by the Kent
County Budget and Accounting Department.

After approval by the Sheriff, the KCSO submits invoices for payment to the Kent County Budget and
Accounting Department, coding the payment to reflect the activity against which the expense is to be
charged.

Each month, the KCSO receives an account activity listing showing all of the charges against the KCSO’s
accounts during the month, by program code.

The KCSO also receives a monthly Statement of Expenditures report showing, by program code:

expenditures for the month;

expenditures year-to-date;

the amount budgeted for the year;

the balance remaining; and

the percentage of funds expended year-to-date.
To assist the Sheriff in the day-to-day administration of the KCSO, the Office Manager keeps an unofficial
running tally of availability by account.

(CALEA 17.4.1)
3-104 MAINTENANCE OF CASH ACCOUNTS
The KCSO has three cash accounts:

a. a petty cash account, maintained by the Office Manager;

b. a receipt account for service of process fees and fees for copies of accident reports and other
records, maintained by the Office Manager.

c. a confidential funds account maintained by the Commander of the Criminal Investigation Division.
The operation and maintenance of this account are described in Chapter 14.
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For each account, the following minimal standards apply:
a. maintenance of a ledger showing initial balance, credits, debits, and balance on hand;
b. receipts or other documentation for cash received.

c. authorization for cash disbursement and, where appropriate, requirement for the Sheriff’'s approval
of expenditures in excess of certain limits.

d. documentation for cash expenditures;
e. persons or positions authorized to disburse or accept cash; and

f. quarterly accounting of cash activities.
(CALEA 17.4.2)

3-104.1 PETTY CASH ACCOUNT
The petty cash account is a disbursement account which provides a source of cash for incidental KCSO

expenses. It is maintained by the Office Manager and only the Office Manager or the Sheriff may make
disbursements from the account.

The petty cash account will be used for:

a. travel expenses such as mileage for short trips, tolls, and meals, when authorized;

b. minor purchases of office supplies and equipment;

c. minor payment for services such as cleaning and photo processing.
To ensure reimbursement from the account, the employee must have prior clearance for the expenditure
from the Sheriff or Captain. . An employee who fails to gain such prior clearance risks not being reimbursed
for the expenditure.
Upon completion of the transaction, the employee will return the receipt to the Office Manager. If the receipt
is in order, the Sheriff will initial the receipt authorizing payment and the Office Manager will record the
expenditure in the petty cash log, disburse the refund to the employee, and retain the receipt in the log.
In order to maintain a sufficient cash balance, the Office Manager will periodically record the receipted
expenditures on the Kent County Payment form and forward it, with the receipts, to the Kent County Budget
and Accounting Office. That office will issue a check to the Sheriff, which will be cashed to replenish the

fund.

The Chief Deputy will inspect the petty cash account on a quarterly basis.
(CALEA 17.4.2)

3-104.2 SERVICE OF PROCESS ACCOUNT
The Service of Process account is a receipt account for funds received from two sources:

a. The fees the Sheriff may charge for various types of service of process, as permitted by the Courts
and Judicial Proceedings article of the Maryland Annotated Code, §7-402.

b. Fees paid by citizens for various kinds of police reports.
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Fees may be received in the form of cash, check, or money order.
Fees for process will be handled in the following manner:

a. All process received for service by the KCSO will first be reviewed by the Office Manager. The
Office Manager will remove any cash, checks, or money orders and make a copy of the first page
of the corresponding process before forwarding it to the Service Division for service.

b. The Office Manager will record the receipt, the defendant’'s name, and the case number on a Kent
County Revenue Form.

c. On a periodic basis the Office Manager will record all of the receipts on a Kent County Revenue
Form and forward the form, along with the receipts, to the Kent County Treasurer’s Office, attaching
a copy of the process to the office copy of the Revenue Form.

d. When process cannot be served, the SD Commander will provide a copy of the return marked “non-
Est” to the Office Manager at the same time it is provided to the Court. The Office Manager will
prepare a Kent County Payment to generate a check to reimburse the payee.

With respect to fees for copies of police reports, after the citizen has received the service, the Office
Manager or the Sheriff will receive the payment and issue a receipt from the receipt log. On a periodic basis
the Office Manager will record all of the receipts on a Kent County Revenue Form and forward the form,
along with the receipts, to the Kent County Treasurer’s Office.

For both service of process and police reports, the cash, checks, or money orders will be secured in a
locking file cabinet in the Office Manager’s office until they can be forwarded to the County Treasurer.

The Chief Deputy will inspect the Service of Process Account on a quarterly basis.
(CALEA 17.4.2)

3-105 AUDIT

The Kent County Government General Fund, of which the KCSO is a sub-account, is subject to annual
independent audit under the provisions of Chapter 7 of the Kent County Code. The audit is performed in
accordance with the Government Auditing Standards issued by the Comptroller General of the United
States.

(CALEA 17.4.3)

3-106 INVENTORY
3-106.1 PROPERTY MANAGEMENT SYSTEM
The property management system for agency owned property includes the initial identifying, labeling, and

recording of existing property as well as the maintenance of the system as property is added, transferred,
replaced, or destroyed. See Chapter 15 for information on handling of evidence and seized property.

3-106.2 RESPONSIBILITY

Oversight of the property management system will be the responsibility of the Chief Deputy. The Office
Manager will maintain inventory records for the Chief Deputy.
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3-106.3 PROPERTY SUBJECT TO INVENTORY
The KCSO maintains an active automated inventory of the following items of agency-owned property:
a. motor vehicles
b. motor vehicle equipment, including:
1. radar systems
2. mobile radios
3. video recorders
c. portable radios
d. firearms and less lethal weapons other than OC spray;
e. sensitive police equipment (e.g., soft body armor, entry equipment, bullhorns, flashlights);
f. computer and office equipment with an initial purchase value of more than $50;
The Office Manager will also maintain, for each employee, a KCSO Inventory: Issued Equipment/Uniforms

form. The form is maintained in the employee’s personnel folder. The form is used to record all equipment
and uniform items issued to each employee.

3-106.4 INVENTORY ISSUANCE

As property is issued to an employee or Division, the Office Manager will record in the automated property
inventory, for each item of personal property:

a. aunique tracking number
b. the category of equipment
c. adescription of the item
d. the item serial number, if any
e. other identification, if any
f. the Division to which assigned
g. the Deputy to whom assigned, if any
The Office Manager will similarly record the issuance of property in the Inventory: Issued

Equipment/Uniforms form, including the quantity, type, identification, and any remarks concerning each
item issued to an employee.
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3-106.5 INVENTORY UPDATE

a. Addition. As new property is received, the Office Manager will record it in the automated or manual
inventory (or both, as appropriate) before its issuance.

b. Deletion. Non-usable, worn out, or broken items of equipment, property, or apparel will be returned
to the Division Commander. The Division Commander will notify the Office Manager to remove the
item from inventory records and will make arrangements for disposal of the item.

c. Return/Reissue. When a serviceable item is no longer required by an employee, the item will be
returned to the Office Manager. Similarly, when an employee leaves the KCSO, he or she will return
all issued uniforms and equipment to the Office Manager.

As property is returned, the Office Manager will record the return in the automated or manual inventory (or
both, as appropriate). The Office Manager will store returned items (or in the case of weapons, give them
to the KCSO Firearms Instructor for storage in the armory).

As items are needed, they will be taken out of inventory and reissued, with the re-issuance recorded as
above.

3-106.6 RESPONSIBILITY FOR PROPERTY

Commanders are responsible for maintaining stored agency property within their divisions in a state of
operational readiness. They will oversee the maintenance and care of equipment and supplies assigned to
their Divisions. They will conduct or oversee the conduct of regular inspections to validate the inventory of
equipment under their control and its readiness.

Employees receiving assigned equipment or property are responsible for maintenance, care, and upkeep
of such equipment or property. Employees are responsible for the return to their Division Commanders of
issued equipment or property when those items are non-serviceable or removed from service. An employee
may request at any time, through the Division Commander, a copy of the inventory of equipment assigned
to him or her.

3-106.7 EMPLOYEE PROPERTY CLEARANCE PROCEDURES

All employees who terminate employment with the KCSO will complete a clearance process with the Chief
Deputy and the Office Manager. During the clearance the Deputy will turn in all issued equipment, keys,
credit cards, and other property belonging to the KCSO. This process must be completed before the
employee’s time will be certified for his or her final paycheck.

(CALEA 17.5.1,17.5.2,17.5.3)

3-200 MOTOR VEHICLES
3-201 MANDATORY USE OF SAFETY RESTRAINT DEVICES

While on or off duty, a KCSO employee operating or riding in a vehicle owned by the KCSO (or not owned
by the KCSO but being used in an approved official capacity) will use the safety restraint devices provided
by the manufacturer. It is the responsibility of an employee who is transporting a non-employee to ensure
that the passenger uses the restraint devices.

(CATEGORY A)(CALEA 41.3.3)
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3-201.1 MANDATORY USE OF CAR SEATS FOR EMPLOYEES’ CHILDREN

The rules for the use of safety equipment in transporting children in vehicles are as follows:

a. Children under the age of 16 years, taller than 4’ 9” or weighing 65 pounds or more shall be secured
by a seat belt or in a safety seat.

b. Children under the age of 8 years must be secured in a child safety seat unless they are taller than
4’ 9” and weigh more than 65 pounds, then they shall be secured in a child safety seat or a seat
belt.

c. Children over the age of 16 years, occupying an outboard front seat shall be secured by a seat
belt.
(CATEGORY B)

3-201.2 TRANSPORTATION OF CHILDREN IN EMERGENCY CIRCUMSTANCES

KCSO will transport children only when the totality of circumstances dictates a transport is necessary. If an
approved safety seat is not available for use as specified and emergency transport is appropriate, the child
will be transported using any available, suitable seat. If no seat is available, the child will be restrained using
the safety equipment provided by the manufacturer for the occupant seated in the center of the rear seat.
If the child is so small that the manufacturer’s safety equipment would not be suitable, the transport will be
made keeping the safety of the child in mind.

(CATEGORY A)

3-202 UNATTENDED VEHICLES

A vehicle is unattended when the Deputy is not in the immediate vicinity of the vehicle or does not have the
vehicle in his or her clear observation. When leaving a KCSO vehicle unattended, the Deputy will remove
the keys and lock all doors. Canine Officers will leave the engine running in order to provide comfort control
for their animals.

(CATEGORY B)

3-203 PASSENGERS
Except as necessary in the performance of police duties or as noted below under Off-Duty Usage, a Deputy
may not transport members of his or her family or other persons in a vehicle without the approval of the
Sheriff or the Chief Deputy.

(CATEGORY A)
3-204 QUALIFIED OPERATORS

Commanders will not allow a sworn or civilian employee of the agency to operate a vehicle unless the
employee possesses a valid driver’s license of the proper class for the type of vehicle being operated.

Only the employee is permitted to operate the KCSO vehicle.
(CATEGORY D)

3-205 PUSHING/PULLING DISABLED VEHICLES
Except when imminent danger or life-threatening conditions require the immediate removal of a disabled

vehicle, vehicles will not be used to push or pull disabled vehicles.
(CATEGORY B)
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3-206 ENERGY SAVINGS

All personnel will, whenever possible, employ energy-saving techniques when operating vehicles. They will
be conscious of their routine driving techniques and make necessary adjustments to reduce fuel
consumption, while making safe and efficient use of KCSO vehicles. Deputies are expected to drive their
vehicles (both on and off duty) no more than 3000 miles in any calendar month. The Patrol Commander
will monitor monthly vehicle usage.

(CATEGORY A)

3-207 TRAVEL OUTSIDE KENT COUNTY

On-duty intrastate travel must be approved the Division Commander. The Sheriff must approve all out-of-
state travel in vehicles.
(CATEOGRY B)

3-208 OFF-DUTY USE OF OFFICIAL VEHICLES

It is the policy of the KCSO to permit Deputies to use their official vehicles while off duty in order to increase
their availability for emergency response. Vehicles will be allocated according to availability on an equitable
basis by Commanders. Off-duty vehicle use will not conflict with the number of vehicles needed to maintain
patrol and other responsibilities. To be eligible for this privilege, a Deputy must live in Kent County or no
more than 20 miles outside the boundaries of Kent County. An employee who is not eligible for the privilege
must park his/her vehicle at the KCSO when off duty.

A Deputy will announce him or herself “10-8" (in service) when beginning an off-duty trip in the KCSO
vehicle and “10-7" (out of service) at its completion.
(CATEGORY B)

3-208.1 PASSENGERS

Off-duty travel is permitted for members of the employee’s immediate family and other employees. Other
passengers must be approved by the Sheriff.
(CATEGORY A)

3-208.2 EMERGENCY RESPONSE

An employee may not respond to an emergency while transporting any passenger who is not an employee,
except for an authorized ride-along. Passengers must first be deposited at some safe, convenient location
before the emergency response is initiated. This restriction does not apply when other police officers or
injured or ill persons are riding as passengers in a vehicle while the operator is making an emergency run
in the interest of protecting life and property.

(CATEGORY B)

3-208.3 MONITORING OPERATING FREQUENCIES

An employee operating a vehicle off-duty will monitor the primary operating frequencies of the KCSO.
(CATEGORY B)

3-208.4 FIREARMS
An off-duty sworn KCSO employee who is the operator of or a passenger in a KCSO vehicle will carry a

KCSO issued firearm or their approved off-duty firearm.
(CATEGORY C)
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3-208.5 ATTIRE

While operating a vehicle off-duty, a Deputy must be appropriately attired to perform a police function
effectively while at the same time presenting a favorable image of the KCSO. Deputies are also responsible
for the proper appearance and conduct of their passengers.

(CATEGORY A)

3-208.6 LARGE OR HEAVY LOADS

Vehicles will not be used for carrying heavy or excessive loads. Objects may not protrude from the trunk or
windows.

(CATEGORY B)
3-208.7 TRAFFIC LAWS
a. Operators of KCSO vehicles shall comply will all parking laws.
(CATEGORY A)
b. Operators of KCSO vehicles shall comply with all traffic laws unless operating in an emergency
situation.
(CATEGORY B)
3-208.8 TRAVEL OUTSIDE KENT COUNTY
Off-duty travel outside Kent County must be approved by the Sheriff.
(CATEGORY B)

3-208.9 FUEL CONSERVATION

Employees are encouraged to minimize the off duty use of vehicles to reduce fuel consumption.
(CATEGORY A)

3-208.10 REVOCATION OF PRIVILEGE

The off duty use of vehicles is a privilege which the Sheriff may suspend or revoke for abuse. Abuse may
include involvement in a preventable collision.

3-209 VEHICLE EQUIPMENT

The equipment and supplies to be maintained in assigned patrol vehicles are identified on the KCSO
Inspection Report form. The form is available in the Patrol Room forms supply drawer and each Deputy will
carry a copy of the form in his or her vehicle. While the form applies specifically to patrol vehicles, it will be
used as a guide for re-supplying undercover vehicles as well.

Each Deputy is responsible for monitoring his or her use of equipment and supplies, including forms, and
for ensuring that the vehicle is always adequately stocked at the beginning of the shift. Compliance will be
verified during periodic inspections.

The Inspection Report identifies the source from which the Deputy may replenish supplies, as needed.

If the Deputy is working a shift when the individual responsible for re-supplying an item is not on duty, the
Deputy may leave a memorandum requesting re-supply for the appropriate individual.
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Additional equipment not found on the Inspection Report form must be approved by the Patrol Commander.
Any questions about replenishment of supplies should be directed to the Patrol Commander.

(CATEGORY A)(CALEA 41.3.2)
3-210 NON-ISSUE EQUIPMENT
Division commanders, with the approval of the Sheriff or Chief Deputy, may authorize the installation or use
of such non-issue vehicle equipment as may be appropriate. An employee installing or using non-issue
equipment which has not been so approved will be in violation of this policy.

(CATEGORY A)

3-2101 PURCHASE, INSTALLATION AND MAINTENANCE

The purchase, installation, and maintenance of non-issue vehicle equipment is the sole responsibility of the
employee. The KCSO will not accept any claim for damage to or loss of non-issue equipment.
3-210.2 REMOVAL

Should a vehicle be replaced or reassigned, it is the responsibility of the employee to remove the non-issue
vehicle equipment at his or her own expense.

3-211 MAINTENANCE
The maintenance of vehicles in accordance with the manufacturer’s specifications is essential. A Deputy
who is permanently or temporarily assigned a vehicle is responsible for timely scheduling and having
maintenance performed at the facility designated by the Sheriff or Chief Deputy.
(CATEGORY A)
3-211.1 OIL CHANGES
Oil and filter changes will be performed every 5,000 miles on all Patrol Division vehicles and every 7,500
miles on CID and Command Staff vehicles.
(CATEGORY A)
3-211.2 CLEANLINESS
Each employee assigned a vehicle will ensure that it is kept clean, i.e., windows free from dirt or film;
passenger compartment and trunk clean and uncluttered; and the exterior free of dirt and debris and waxed.
(CATEGORY A)
3-212 MONTHLY VEHICLE REPORT
Each Deputy assigned a vehicle will:

a. keep monthly vehicle usage below 3,000 miles;

b. Submit current mileage to the Office Manager or designee on the first day of each month, covering
the previous month.
(CATEGORY A)
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3-213 OFF ROAD SPECIAL PURPOSE VEHICLE

The Kent County Sheriff's Office maintains an Off Road Special Purpose Vehicle (ORSPV) for use in
situations where terrain, conditions or other access limitations limit the ability of patrol and investigatory
vehicles to access a scene or provide law enforcement services.

a. Authorization, conditions, and limitations for use

1. The authorization for deployment of the ORSPV will be made by a member of the
Command Staff or the Sheriff;

2. The ORSPV will be used when conditions require a vehicle that can access rough terrain,
transport personnel or supplies to a scene that is remote or otherwise prohibitive for
regular patrol vehicles, or in other conditions as authorized by the Sheriff;

3. The ORSPV will not be used for traffic stops, vehicle pursuits, or other activities for which
it is not properly equipped or that exceed its limitations. The ORSPV shall not be used at
excessive speed. Deputies operating the vehicle will wear seat belts with which it is
equipped.

b. Qualifications for use.

1. As legally defined in the Maryland Natural Resources Article Title 8, Section 01.03.03 (A)
(2), Sheriff's Office personnel who hold a valid motor vehicle license are authorized to
operate the ORSPV by Maryland Law.

2. Any deputy operating the ORSPV must complete an agency-approved training course. A
record of the completion of the course will be maintained in the deputy’s training file. The
training shall include:

i. Areview of this policy

ii. Basic orientation of the ORSPV’s controls

iii. A testride observed by the instructor that includes, at minimum:
a) Stopping, starting, turning in a controlled environment;
b) Operation of the vehicle’s lights and signals
c) Backing the vehicle
d) Safely parking and turning off the vehicle

iv. Review of the vehicle’s limitations

c. Responsibility for Condition/Maintenance of ORSPV

1. The Chief Deputy will be responsible for the Condition and Maintenance of the ORSPV

and will submit a quarterly report on its condition in conjunction with the report submitted

on the readiness of the Quarterly Emergency Equipment Inspection, (KCSO Form
#149).1
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2. In addition, any deputy operating the ORSPV will report any issues or deficiencies of the
vehicle to the CID Commander at the conclusion of the assignment in which it is used.

d. Equipment
1. The ORSPV will be equipped with a First Aid Kit and Fire Extinguisher

2. The ORSPV will additionally be equipped with a siren/Public Address system
(CATEGORY B)

3-300 WEAPONS

Only weapons, lethal and less lethal and ammunition approved by the Sheriff and issued by the KCSO may
be used by employees in the performance of law enforcement duties while on-duty.

The following are the firearms used by the KCSO:

e Primary Handgun: Sig Sauer P320, 9mm
¢ Shotgun: Remington 870, 12 ga.
e Rifle: AR-15, 223

The KCSO Firearms Instructor will maintain a complete record of every weapon approved for official use.
For firearms, the record will list the type, description, model, and serial number of the weapon and the
person to whom it is assigned.

Before any weapon is issued and put into service, it will be inspected for safety by the KCSO Firearms
Instructor. Any weapon determined to be unsafe will be removed from service and repaired under the
supervision of the Firearms Instructor or destroyed.

An employee may not make any repairs or modifications to KCSO-issued firearms except that, with prior
written authorization, handgrips may be changed. Only the Firearms Instructor may repair or have repairs
made to agency firearms.

3-301 ON-DUTY HANDGUNS

Only handguns issued by the KCSO may be carried as weapons by on-duty Deputies unless the Sheriff
has approved an alternative. Additionally, the KCSO Firearms Instructor shall inspect the alternative
weapon for operational and safety compliance. The Deputy requesting to utilize the alternative weapon
shall qualify with the alternative weapon utilizing an MPTSC approved course of fire (day and low-light
courses) under the direction and supervision of the KCSO Firearms Instructor.

(CATEGORY C)

3-302 OFF-DUTY HANDGUNS

The carrying of firearms by sworn personnel while off-duty shall be optional, except when sworn personnel
are operating an agency owned vehicle; then the sworn personnel shall be required to have in his/her
immediate possession, his/her agency issued handgun or authorized off-duty handgun. Otherwise, the
decision to carry a firearm is up to the professional judgment of the individual Deputy. When in public while
off-duty and considering whether to arm themselves, sworn personnel should consider their destination,
purpose, and attire, as well as any other pertinent variables. KCSO sworn personnel shall not be armed
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while consuming or under the influence of alcohol and or prescription drugs and or any other substance or
be in a physical or mental condition that may affect their ability to function in a safe and prudent manner
while armed.

While off-duty, KCSO sworn personnel may carry their agency issued handgun, utilizing agency issued
ammunition and their agency issued off-duty holster or may choose to carry an agency approved, personally
owned, off-duty handgun utilizing agency issued ammunition. (Current federal law; Law Enforcement
Officers’ Safety Act permits “qualified law enforcement personnel” to be armed within the United States
of America, with certain exceptions). KCSO sworn personnel travelling outside the State of Maryland while
armed should be familiar with this law and any provisions and or restrictions that may apply.

Requests to utilize off-duty handguns by KCSO sworn personnel shall be made in writing to the Sheriff.
Additionally, the KCSO Firearms instructor shall inspect the off-duty handgun for operational and safety
compliance. The Deputy requesting to utilize the off-duty handgun shall qualify with the off-duty weapon
utilizing a Maryland Police Training Standards Commission (MPTSC) approved course of fire (day and
reduced-light qualification courses) under the direction and supervision of the KCSO Firearms Instructor.
The Deputy attempting to qualify with an off-duty handgun shall do so with an appropriate and safe holster
designed for the weapon (to be approved by the KCSO Firearms Instructor) and will be required to supply
the ammunition needed for the qualification courses. (day and reduced light - minimum of eighty (60)
rounds).

Upon completion of all required off-duty training and qualification, the KCSO Firearms Instructor shall
provide written documentation to the Sheriff regarding said training to include:

a. Deputy’s name.
b. Make, model and serial# of the off-duty pistol.

¢. Qualification scores for MPTSC approved day and reduced-light courses of fire.
The Sheriff's authorization for off-duty handguns shall be filed in the personnel file of the effected KCSO
Deputy.
The KCSO Firearms Instructor shall be responsible to provide qualifications scores for off-duty handguns
to the MPTSC as required.
(CATEGORY C)
3-302.1 AUTHORIZED OFF-DUTY HANDGUNS

KCSO sworn personnel are authorized upon qualification and approval to carry the following personally
owned and registered handguns while off-duty:

a. The off-duty semi-autoloading pistol must meet the additional following criteria:
1. 9mm or 40 calibers

2. the pistols must be deemed operationally safe by the KCSO Firearms Instructor; without any
modifications, other than optional grips;

3. the pistol must be made by a reputable manufacturer.
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3-302.2 AUTHORIZED AMMUNITION FOR OFF-DUTY HANDGUNS
Authorized ammunition for off-duty semi-autoloading pistols must meet the following criteria:
a. Only agency issued 9mm or 40 calibers.

b. The ammunition must be made by a reputable U.S. manufacturer and approved by the KCSO
Firearms Instructor.

Full metal jacketed ammunition is prohibited.

3-303 RIFLES AND SHOTGUNS
Only certified Deputies will carry agency issued rifles and shotguns in their vehicles.
(CATEGORY C)
3-304 LESS LETHAL WEAPONS
The KCSO uses four (4) less-lethal weapons:
a. OC Spray. All Deputies are trained in the use of and issued oleoresin capsicum (OC) spray.

b. Sage Gun. This weapon manufactured by Sage industries fires a non-lethal rubber round. Only a
Deputy trained in the use of the Sage Gun may operate the weapon.

c. Expandable Baton. All trained KCSO sworn personnel are issued the Monadnock, 22” expandable
baton.

d. Taser®. All KCSO personnel trained in electronic controlled devices (ECD) will be issued a Taser®
X2.

3-305 AMMUNITION

The KCSO Firearms Instructor is responsible for ordering all ammunition used by the KCSO. A Deputy may
use only ammunition provided by the KCSO in any KCSO-issued handgun, shotgun, submachine gun, rifle,
or off-duty pistol. The authorized ammunition is:

Handgun (Agency) 9mm Cal. 147 grain jacketed hollow point
Handgun Personal (off-duty) 40 Cal or 9mm with hollow point bullet
Shotgun 12 ga. 1 oz rifled slug; or 00 buckshot
Rifle 223 62 grain soft point

Taser® 25’ XP Cartridge

Sage Control Ordnance, Inc. KO1 and Sage

Sage Gun KO1LE (low energy)
10 % Oleoresin Capsicum compound with
OC Spray stream distribution
(CATEGORY C)
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3-306 DUTY GEAR
Only holsters, magazine pouches, and gun belts issued by the KCSO as items of uniform equipment may
be used by Deputies in conjunction with their assigned handgun(s).

(CATEGORY B)
3-307 SURRENDER OF WEAPONS
A Deputy who is suspended is required to surrender to the Chief Deputy for the period of suspension all
weapons issued to him by the KCSO.

(CATEGORY D)
3-400 BADGES AND IDENTIFICATION CARDS
3-401 BADGE

Every sworn employee will be issued a KCSO badge signifying his or her status as a law enforcement
officer.

Retired sworn personal will be issued a (Retired) KCSO badge reflecting his or her former status as a law
enforcement officer.

3-402 IDENTIFICATION CARDS

Sworn employees are issued KCSO photo identification cards reflecting their status as sworn law
enforcement officers of the KCSO and the State of Maryland. Auxiliaries also receive KCSO IDs.

Retired sworn personal will be issued a (Retired) KCSO photo identification card reflecting his or her former
status as a law enforcement officer.

Non-sworn employees are issued Kent County photo identification cards showing name, position, and

location of employment.
(CALEA 22.1.8)

3-403 USE OF IDENTIFICATION

a. No employee will allow another employee of the KCSO or any other person to use his or her badge
or identification card.

b. A Deputy who is suspended is required to surrender to the Chief Deputy for the period of
suspension his or her badge(s) and identification card.

c. While on duty, a Deputy shall have the KCSO badge, identification card, and MPCTC certification
card in his or her possession and permit any citizen to view it.

(CATEGORY B)(CALEA 22.1.8)
3-500 UNIFORMS AND EQUIPMENT
(CALEA 22.1.6, 26.1.1, 41.3.4)
3-501 INTRODUCTION

The KCSO will provide uniforms and equipment necessary for the performance of the duties of all
employees. All uniforms and equipment remain the property of the KCSO.
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3-502 CLASSES OF UNIFORMS

Seasonal fluctuations in temperature and climatic conditions and variations in assignments require flexibility

in the type of uniform to be worn. All Deputies, regardless of assignment, will have available for use at least

one complete Class A, C, and D uniform. The KCSO recognizes five uniform classes:

Class A Dress Uniform. Blouse, slacks, straw campaign-type uniform hat and Sam Browne belt with
shoulder strap (non-commissioned officers). Commissioned officers wear the same
uniform, without the Sam Browne belt.

Class B Winter Uniform. Patrol jacket, long-sleeved shirt, black crewneck undershirt, slacks, straw
campaign hat and gun belt. The issued sweater may be worn at employee’s option.

Class C Summer uniform. Slacks, short sleeve shirt, black crewneck undershirt, straw campaign
hat and gun belt.

Class D Color Guard Uniform. Class A uniform, but with patent leather gear, riding breeches in lieu
of trousers, and high patrol boots.

Class E Specialized Uniforms. Bicycle Patrol, Tactical Entry Team, or other specialized equipment
and/or uniform prescribed by the Sheriff.

3-502.1 UNIFORM OF THE DAY

The Sheriff or the Chief Deputy will prescribe the uniform of the day. When a class A uniform has been
designated as the uniform of the day, it will be worn as described in this manual and may not be altered or

modified in any manner. Uniform Deputies will wear the uniform of the day when testifying in court as a
representative of the KCSO. Male plainclothes investigators or undercover investigators will wear a suit or
sports coat and slacks, shirt, tie, and dress shoes. Female plainclothes investigators or undercover
investigators will wear some suit, dress, skirt or slacks, blouse and dress shoes when testifying as a
representative of the KCSO. This mandatory court attire is in effect whether KCSO personnel are testifying
in court on a duty day or in an off-duty status.

3-502.2 SELECTION

The KCSO will maintain consistency regarding the class of uniform to be worn. Under no circumstances
will different classes of uniform be worn at an official function in which the KCSO participates.

3-503 WEAR REQUIRED/PROHIBITED
When they are on duty, uniformed personnel will always appear in the prescribed uniform.
A Deputy who has been suspended from duty may not wear the KCSO uniform.
(CATEGORY A)
3-504 UNIFORM REGULATIONS
The uniform must be worn with pride and in a way to bring credit to the KCSO, since it immediately identifies
the wearer as a representative of the KCSO and of the rule of law. The uniform must always be maintained

in excellent condition. No decoration or insignia not identified in this section may be worn as part of any
uniform without the approval of the Sheriff, who will designate where, when, and in what manner the insignia
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or decoration may be worn. Similarly, no item of equipment not identified in this section may be worn as
part of the uniform or used without the approval of the Sheriff.

(CATEGORY A [504-504.20])
The following elements of the uniform are issued by the KCSO.
3-504.1 BLOUSE
Pencils or pens will not protrude from breast pockets.

3-504.2 PATROL JACKET

The patrol jacket is part of the Class B uniform; it may not be worn at any official function. It will be worn
with the zipper closed at least halfway up from the bottom.

Chevrons, nameplates, and badges will be worn on the patrol jacket.

3-504.3 SHIRT

The short sleeve shirt will be worn with the collar unbuttoned. When the short sleeve shirt is worn, the
undershirt will not be visible at the neck or bicep. No medallion, choker, or necklace will be visible at the
neck. A Deputy will wear an agency provided black undershirt with the Class C uniform.

3-504.4 NECKTIE AND TIE BAR

A regulation-issue tie will be worn at all times with the Class A uniforms and it will be secured to the shirt
by a regulation-issue tie bar attached to the tie between the third and fourth buttons from the top of the shirt.
No tie will be worn with the Class B or C uniform.

3-504.5 SHOULDER PATCH

The KCSO emblem will be worn on both shoulders of the shirt, blouse, and patrol jacket. Each patch will
be placed so that the top is 2 inch below the shoulder seam and is centered on the seam.

3-504.6 BREAST BADGE

When worn on the blouse, shirt, or patrol jacket, the badge will be worn in the holder provided.

3-504.7 MOURNING SHROUD FOR BREAST BADGE

At the direction of the Sheriff or the Chief Deputy, each sworn officer will place a mourning band on his or
her badge.

The mourning band will generally be worn:
a. For 30 days after the death of a Kent County Deputy killed in the line of duty;

b. Through the date of internment upon the death of a law enforcement officer of another Maryland
jurisdiction killed in the line of duty;

c. Under other circumstances to be determined by the Sheriff.
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3-504.8 COLLAR ORNAMENTS (NON-COMMISSIONED OFFICERS)

With the Class A, B, or C uniform, a Deputy will place the collar ornaments (the Seal of Kent County) on
the shirt collar, one on each side, 2 inches back of the collar opening and centered on the collar in a straight-
line parallel to the collar top.

3-504.9 INSIGNIA OF RANK (COMMISSIONED OFFICERS)

With the Class A uniform, an officer will wear insignia of rank on each shoulder of the blouse, centered at
the cross point of the seams, and on the uniform shirt.

The designation will be worn on the shirt at all times on both collars, 2 inches back of the collar opening
and

centered on the collar in a straight-line parallel to the collar top.

3-504.10 NAMEPLATE

A regulation-issue nameplate will be worn secured over the right breast pocket, centered, and with the
bottom edge of the nameplate touching the top edge of the flap of the breast pocket of the blouse or shirt.
On the patrol jacket the nameplate will be worn in the holder provided above the right breast pocket. (A
nameplate which does not fit the holder will be placed covering the holder, secured inside the jacket with
the attaching pins.)

3-504.11 OTHER INSIGNIA

a. The CALEA insignia will be worn on the right pocket flap of the blouse or shirt centered over the
button and centered between the top of the button and the upper pocket flap seam.

b. Length of Service insignia will be worn immediately above the nameplate, centered.

c. Sheriff's Commendation insignia will be worn immediately above the Length of Service Insignia,
centered.

d. Unit Insignia will be worn above the Sheriffs Commendation Insignia. It may be paired with the
American Flag

e. The American Flag will be worn above the Sheriffs Commendation Insignia. It may be paired with
Unit Insignia.

f. Pistol Qualification Medal will be worn on the left breast pocket flap, centered over the button and
centered 1/4 inch below the pocket seam.
3-504.12 UNIFORM PANTS/SLACKS/BREECHES
Regulation issue uniform slacks will be worn by all personnel unless otherwise prescribed.

On designated training days, K-9 personnel may wear breeches and boots.
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3-504.13 UNIFORM SHOES/BOOTS

Employees will wear traditional military-style dress shoes with plain toe. Shoes will be constructed of
smooth black leather or simulated leather capable of being polished to a high luster and will have no
ornamentation. Their design will be such that the uniform slacks will not ride up on the heel opening.

With approval of the Commander, a Patrol Deputy may wear black leather combat-type boots or insulated
rubber boots during tactical operations or extreme adverse weather conditions.

3-504.14 GUNBELT

The gun belt will be worn directly over the waist belt and will fit snugly. The shoulder strap will be used only
by noncommissioned personnel wearing the Class A uniform.

The handgun holster is worn on the strong hand side and the radio carrier is worn on the side opposite the
holster.

Items listed below are to be worn on the belt.

a. Magazine holder;

b. 0O.C. spray holder;

c. Portable radio carrier;

d. Mini-flashlight holder (optional);

e. Handcuffs and case;

f. Case for protective gloves;

g. Key ring holder (optional);

h. Cellular telephone; and

i. Monadnock expandable baton
3-504.15 HANDCUFFS
All noncommissioned personnel will carry handcuffs. They are optional for commissioned and plainclothes
personnel. When carried by uniformed personnel, they will be placed in a handcuff case worn on the uniform
gun belt (noncommissioned officer) or waist belt (commissioned officer) where they are conveniently

accessible to the wearer.

The carrying and method of carrying handcuffs by non-uniform personnel will be determined by the nature
of the individual’s assignment.

3-504.16 HOLSTER

Only holsters issued by the KCSO as an item of on-duty uniform equipment and for off-duty use or those
approved for use by the KCSO Firearms Instructor and Sheriff may be worn.
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3-504.17 MICROPHONE

When used with a portable radio, the microphone will be worn in the manner recommended by the
manufacturer.

3-504.18 RAINCOAT

A regulation raincoat will be issued.

3-504.19 HAT

The regulation hat for the KCSO is a straw campaign hat with Sheriff's Office Badge insignia.

Deputies in uniform will wear the hat at all times when they are outdoors unless operational conditions
indicate otherwise.

3-504.20 VISOR CAP

Tactical Entry Team members may wear a visor cap during tactical operations and tactical training
In special situations, the Sheriff may authorize Patrol Deputies to wear issued black caps.

3-505 SOFT BODY ARMOR

Soft body armor (protective vest) is issued to all personnel to provide a measure of protection against
assault and to reduce the possibility of fatal or serious injury. The wearing of KCSO-issued soft body armor,
while on-duty, is mandatory for Patrol Deputies. It is optional for CID and NET Deputies and for
commissioned officers. However, all personnel are required to have their body armor readily available at all
times while on duty.

Commanders or supervisors will order that soft body armor be worn on especially hazardous pre-planned
operations, such as warrant execution.

Under no circumstance may an employee make or attempt to make any alterations to soft body armor. If
armor becomes unserviceable, it must be returned to the Division Commander for replacement. Soft body
armor will be replaced every 5 years.

(CATEGORY C)(CALEA 41.3.5, 41.3.6)
3-506 ATTIRE FOR PLAIN CLOTHES DEPUTIES AND CIVILIANS
The CID unit uniform shall consist of agency approved polo with their name, ID and Sheriff's badge
embroidered on the front, and slacks. CID personnel attending court shall wear a suit or sports jacket,
slacks, shirt and tie.
Civilian employees shall wear business attire consisting of the following:

e Males - suit or sports jacket and slacks, shirt, and tie.

e Females - suit, dress, skirt or slacks and blouse.

Plain clothes deputies conducting covert activities may dress and be groomed appropriately for their
assignment, with the approval of the Criminal Investigation Division Commander.
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Plain clothes or covert personnel who wear clothing items purchased by the Kent County Sheriff's Office
shall only wear said clothing items while on duty or while representing the Kent County Sheriff's Office in
the member’s official capacity.

(CATEGORY A)

3-507 PRE-AUTHORIZED NON-ISSUE UNIFORM/EQUIPMENT
A Deputy will wear personally provided black or charcoal grey socks with all classes of uniform.
The KCSO authorizes Deputies to carry personally owned folding knives or similar cutting instruments with
a blade length not to exceed 4 inches. These devices may be used only as tools and not as weapons,
except as described in Chapter 8.

(CATEGORY A)(CALEA 41.3.4)
3-507.1 OTHER NON-ISSUE UNIFORM/EQUIPMENT
Personal non-issue equipment to be worn as part of the uniform, in addition to or in place of issued
equipment, must be approved by the Sheriff or Chief Deputy prior to use. Approval will be subject to the
following procedures:

a. the employee will complete and submit a written request to his or her Commander.

b. the Commander will evaluate the item for quality, utility, and legality, and determine whether the
employee is adequately trained in its use, recording his or her findings on the request and
forwarding it to the Sheriff or Chief Deputy.

c. the Sheriff or Chief Deputy will make the final determination, recording it on the request. The
request will be returned to the employee and a copy filed in the employee’s personnel file.
(CATEGORY A)
3-507.2 CONDITIONS FOR USE OF NON-ISSUE EQUIPMENT
Use of non-issue equipment is subject to the following conditions:

a. it must be maintained in proper appearance and repair at the employee’s expense,

b. itis subject to personal inspection in the same manner as issued equipment; inspection reports will
contain remarks relative to personal equipment,

c. Commanders may designate which approved, non-issued equipment may be worn by personnel
attending special functions,

d. Commanders may immediately suspend and, following recommendation to and approval by the
Sheriff or Chief Deputy, discontinue the use of approved non-issued equipment; and

e. employees misusing approved non-issued equipment may be subject to disciplinary action to the
same extent as if the equipment was issued, except in incidents of damage or loss.
(CATEGORY A)
3-600 PERSONAL GROOMING

Deputies are required to be neat, clean, and well-groomed in their personal appearance at all times, except
where authorized to dress otherwise in a covert investigation assignment.
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To ensure compliance with the standards prescribed in this section, each Deputy will be inspected semi-
annually. A record of the inspection will be made on the KCSO Inspection Report.

(CALEA 26.1.1, 53.1.1)
3-601 UNIFORM AND EQUIPMENT

The standards for uniform and equipment are as follows:

a. Uniform and civilian clothes will be kept clean and pressed at all times, with a pressed appearance
at the beginning of each tour of duty.
b. Shoes will be free of dirt and shined. Foul weather footwear will be conservative in appearance.

c. Leather and brass will be regularly polished and shined.
d. Sidearms will always be clean and serviceable.
(CATEGORY A)
3-602 FINGERNAILS AND MAKEUP

Fingernails will be trimmed and free of dirt. Deputies in uniform may only wear conservative polish or
coating.

Cosmetics will be in good taste and natural in appearance. Eye shadow, false eyelashes, and excessive
lipstick are prohibited.

(CATEGORY A)
3-603 HAIR STANDARDS GENERALLY
Sworn employees must keep their hair neat and well-groomed while on duty. The following regulations are
not all-inclusive, and final judgment on acceptability rests with the individual Commander.

3-603.1 HAIR STANDARDS FOR MEN

a. The length and bulk of hair on the crown and sides of the head may not interfere with the proper
wearing of any authorized uniform headgear.

b. At the front of the hairline, hair may not fall below the band of properly worn headgear.

c. Hair will be worn in a tapered look and when combed will not touch either the ear or the collar.

d. Hair will be tapered down to the neck at the back.

e. Sideburns will be neatly trimmed and tapered in the same manner as the hair. They will not extend
below the earlobe, will be of constant width (i.e., not flared), and will end with a clean-shaven
horizontal line.

f. Mustaches, beards, and goatees are permitted. Beards and goatees may not exceed Y inch in

length. Mustaches will not extend over the upper line of the upper lip or extend past either side of
the mouth. Extreme styles (e.g., handlebar mustaches) are prohibited.
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g. Deputies may be required to shave for an annual respirator (gas mask) fit tests or when the use of
a respirator (gas mask) is likely. Deputies with facial hair must have a shaving kit readily available
to enable the Deputy to remove facial hair in the event they are required
to utilize a respirator (gas mask).

h. Wigs or hairpieces will be worn only to cover natural baldness or disfiguration and will conform to
all hair regulations.
(CATEGORY A)

3-603.2 HAIR STANDARDS FOR WOMEN

a. The length, bulk, or appearance of natural hair will not be excessive, ragged, or unkempt. Hair will
be neatly groomed and will not hang over the collar. Hair may be worn slightly over the ears, but
the bulk or length of hair may not interfere with the proper wearing of authorized headgear.
Ponytails and completely plaited hair are prohibited.

b. At the front of the hairline, hair may not fall below the band of properly worn headgear.
c. Hair coloring must appear natural.

d. Ribbons or other ornaments (except for neat inconspicuous bobby pins or conservative barrettes)
are prohibited.

e. Buns and French braids in a neat and attractive manner are permitted on the top or back of the
head, provided they do not interfere with the wearing of uniform headgear and do not hang over
the collar.

f. Hairpieces or wigs will conform to all hair standards.
(CATEGORY A)

3-604 JEWELRY

Earrings that dangle below the ear lobe are prohibited. Commanders may prohibit the wearing of bracelets
(excluding medical alert identification) and any other jewelry which detracts from the professional
appearance of the employee or constitutes a safety hazard.

(CATEGORY A)

3-605 TATTOOS/BODY ART/BRANDS MUTILATION/PIERCINGS

The purpose of the policy is to promote uniformity of appearance, for the purpose of identification of KCSO
personnel to the public, to maintain neutrality and the perception of neutrality amongst members of the
public, to foster discipline and to encourage public confidence in members of the KCSO. This policy applies
to all sworn and civilian members of the KCSO.

Tattoos, body art or brands that are considered extremist indecent, sexist, or racist are strictly prohibited
regardless of their location on the body. For the purposes of this section, the following definitions shall

apply.
a. Extremist tattoos/body art/brands are those affiliated with, depicting, or symbolizing extremist
philosophies, organizations, or activities. Extremists’ philosophies, organizations, and activities are
those which:

1. advocate racial, gender or ethnic hatred or intolerance,
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2. advocate, create, or engage in illegal discrimination based on race color, gender, ethnicity,
religion, or national origin,

3. advocate violence or other unlawful means of depriving individual rights under the United
States Constitution, Federal, State or Local law.

b. Indecent tattoos/body art/ brands are those that:

1. are grossly offensive to modesty, decency, or propriety,
2. shock the moral sense because of their vulgar, filthy, or disgusting nature or tendency to incite
lustful thought,

3. reasonably tend to corrupt morals or incite libidinous thoughts,

c. Sexist tattoos/body art/brands are those that:

1. advocate a philosophy that degrades or demeans a person based on gender, but that may not
meet the definition of “indecent”,

d. Racist tattoos/body art/brands are those that:

1. advocate a philosophy that degrades or demeans a person based on race, ethnicity, or national
origin.

Mutilations includes but are not limited to:

a. foreign objects inserted under the skin to create a design or pattern,

b. a split or forked tongue

c. enlarged or stretched out holes in the ears other than a standard piercing.
Piercings (other than lobes of ears)

a. While on duty or wearing clothing that identifies the person as a Sheriff's Office employee, an
employee (sworn or civilian) may not wear or display any body piercing, that is not covered by an
article of clothing unless authorized, in writing, by the Sheriff.

(CATEGORY A)
3-700 COMPUTER SYSTEMS

Agency computer systems are created and maintained for accomplishing the mission of the KCSO. The
rules governing their use may be found in the County Commissioners of Kent County, MD Employee
Handbook. These policies strictly prohibit the introduction of outside computer software and data storage
devices into County-owned workstations without the prior approval of the County Information Systems
Administrator.

Annually, the Kent County Office of Information Technology performs an audit of all KCSO computers and
reports same to the Sheriff and Chief Deputy. Discrepancies or questionable usage are dealt with as per
KCSO administrative policies with the personnel involved.

(CATEGORY B)(CALEA 11.4.4, 41.3.7)
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3-701 PROHIBITED USE

In addition to the restrictions identified in the Employee Handbook, the KCSO has imposed the following
restrictions. Violation of these prohibitions may result in disciplinary action or criminal prosecution:

a. An employee may not access information concerning individuals who are not the subject of
legitimate police inquiry.

b. Only employees who have been trained in and authorized access to MVA or CJIS computer data
bases may use them to access criminal history and motor vehicle information or to enter data.
When the system is not in use, the screen will be covered.
(CATEGORY C)
3-702 MOBILE DATA TERMINALS

All KCSO vehicles are equipped with mobile data terminals (MDTs). The MDT is an in-car laptop computer
on which the CrimeStar recordkeeping system has been installed. The CrimeStar system will be used for
the preparation of all reports and for tracking a wide variety of previously manual functions, such as
warrants, civil documents, calls for service, arrests, traffic accidents, and criminal investigative reports.

MDTs will be used only for official KCSO business and only by those who have been trained in their use.
MDTs contain sensitive law enforcement information; use of or access to the MDTs by unauthorized
persons is prohibited.

(CATEGORY B)

3-702.1 SYSTEM INTEGRITY

a. General. MDT users are prohibited from modifying default settings, e.g., font size, pixel count,
creation of a windows password, etc. and loading any unauthorized software.

b. Care of MDT. Special care will be taken to prevent spillage of liquids or other foreign materials onto
the MDT. Beverages and other containers will be secured with lids. The employee will clean the
MDT device, the screen, and the keyboard daily following the instructions provided in initial training.

c. Inspection. At the beginning of each shift, the Deputy will verify that the system has started and is
functioning properly. If the employee should encounter a problem with starting or operating the
system, he or she will notify the shift supervisor immediately and the Office Manager as soon as
possible. The Deputy will not personally attempt any repairs to the system other than turning off
and restarting the computer.

d. MDT to Stay in Vehicle. A Deputy may not remove the MDT from his or her vehicle unless directed
to do so by the Division Commander or Office Manager (or his or her designee).
(CATEGORY B)

3-702.2 SYSTEM SECURITY
It is the assigned Deputy’s responsibility to ensure the security of the MDT against unauthorized use.

a. Passwords. Employees will not give their passwords to any other person or persons to use, nor will
they leave the password in any discernible written form in or near their computer. Individuals will
be held strictly accountable for any transaction appearing under their log on signature and
password. Assigned personnel, however, may be required to disclose this information to someone
in their chain of command or support personnel for KCSO business purposes
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b. Vehicle Security. It will be the assigned Deputy’s responsibility to safeguard the MDT by locking
the vehicle upon exiting the vehicle. All personnel are required to log off from all network computer
systems at the completion of their workday.

c. Transporting Prisoners. Special care must be taken to safeguard information when transporting
prisoners. The Deputy will log off the system and close the laptop cover during prisoner transport.
(CATEGORY B)

3.702.3 VEHICLE SAFETY

The driver of any vehicle will not operate an MDT while the vehicle is in motion. Deputies will stop their
vehicles and park in a safe manner before attempting to access or input information.
(CATEGORY B)

3-703 CapWIN

The Kent County Sheriff's Office (KCSO) has an agreement with the University of Maryland to utilize
the Capital Wireless Integrated Network (CapWIN) to provide the KSCO with a tool to enhance
communications for law enforcement activities such as incident management. It will also provide a
mobile interface to the Maryland Electronic Telecommunications Enforcement Resource System
(METERS) and the FBI's National Crime Information Center (NCIC) database. CapWIN is operational
on KCSO MDTs in patrol vehicles and on selected computers at KCSO headquarters.

3-703.1 CapWIN DEFINITIONS
a. The CapWIN system:

1. Provides wireless access for law enforcement personnel to METERS/NCIC and the Maryland
Motor Vehicle Administration (MVA).

2. Through CapWIN, deputies with mobile data terminals (MDTs) can run METERS/NCIC queries
from their vehicles.

3. CapWIN is a wireless network designed to allow participating public safety and transportation
agencies to communicate with one another through the CapWIN message switch.

d. The system allows for unit-to-unit communications at incident scenes as well as
communications between mobile units, KCSO or “KENT".

b. Authorized CapWIN Users:

1. Authorized CapWIN Users are those persons who have received the required CapWIN training
and possess a valid CapWIN system log-on and password.

2. To access METERS/NCIC through the CapWIN System, KCSO users must receive
authentication and authorization as required by both CapWIN and the Criminal Justice
Information System (CJIS).

c. Positive Response - A response received from a CapWIN System query of law enforcement
databases which would indicate that some type of law enforcement action is warranted or required.

d. False Positive Response - A response received from a CapWIN query which indicates that law
enforcement action is necessary or warranted, but upon confirmation through radio
communications, the response is determined to be in incorrect and no law enforcement action
would normally be taken.
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3-703.2

a.

False Negative Response - A response received from a CapWIN query which indicates that no law
enforcement action is necessary or warranted, but upon confirmation of the response through
normal radio communications, it is determined that the response is incorrect and law enforcement
action is indeed warranted.

Error Response - Any response received from a CapWIN query which does not match the response
received via normal terminal response of METERS/NCIC.

Instant Messaging (IM) - A form of electronic communication between two users who are online
simultaneously.

Chat Room - A virtual room where two or more users can communicate electronically. Chat rooms
can be either public or private

(1) Public rooms are visible and accessible to any user on the system.

(2) Private rooms can only be joined by users who are invited to be part of the conversation by the
creator of the room.

CapWIN POLICIES

Before using CapWIN to run law enforcement queries, KCSO users will receive any and all
necessary approvals, authentications and/or authorizations necessary for access to
METERS/NCIC.

Authorized CapWIN users are responsible for their conduct while utilizing the CapWIN System and
will comply with all applicable laws related to access to CJIS information.

Additionally, CapWIN users will be required to receive training in the use of the CapWIN system
and will comply with all applicable CapWIN “Rules of Behavior” and KCSO guidelines as defined
in the KCSO Administrative and Operations Manual, Chapter 3.

Users will maintain their CapWIN log-on identification and password as confidential. Users will not
divulge their log-on or password to others and will not allow anyone else to access the CapWIN
System with their log-on and password.

Instant messaging and chat rooms are available for official business and incident management
related communications between CapWIN users.

1. Personnel are reminded that all information sent over the CapWIN system is recorded and can
be retrieved for review.

2. The content of electronic communications may be monitored to support operational,
maintenance, auditing, security, and investigative activities

3. Users should structure their electronic communications in recognition of this fact.

4. Neither the KCSO nor CapWIN can guarantee that electronic communications will be private.
Employees should be aware that electronic communications could, depending on the
technology, be forwarded, intercepted, printed, and stored by others.

5. All KCSO regulations governing the use of electronic communications will apply to the use of
the CapWIN messaging system.
(CATEGORY C)
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3-703.3

a.

3-800

CapWIN PROCEDURES

CapWIN users will obtain confirmation, with “KENT”, for any positive response indicating an active
METERS/NCIC Hit (e.g. stolen, wanted or warrant), before relying or acting upon the results. If the
response is confirmed, the user will take the appropriate enforcement action. However, if the
CapWIN response is found to be incorrect, the user will report the issue as outlined below.

Notification of CapWIN issues:

1. Authorized CapWIN users will immediately report all false positive, false negative and error
responses to the Kent County Government IT Help Desk at 410-778-5315, or via email at
help@kentgov.org.

2. Any other issues related to CapWIN access will be reported to the Kent County Government
IT Help Desk in the same manner or may be reported to the CapWIN Help Desk at 877-CAP-
WIN1 (877-227-9461) or helpdesk@capwin.org.

(CATEGORY B)
The Kent County Government IT Help Desk will:;
1. Document and track all CapWIN related issues.

2. Notify CapWIN of all documented issues and coordinate their resolution.

OFFICE TELEPHONES

The impression citizens receive when we speak with them over the telephone can help to promote or hinder
the good will we need to accomplish our mission. Employees must strive to be courteous and helpful and
to leave citizens with the impression that they have been served efficiently by the KCSO.

The policies in this section are equally applicable to land lines and cell phones.

3-801 TELEPHONE PROCEDURES

a. An employee will answer promptly, giving the caller immediate and undivided attention.

b. An employee will be prepared for telephone calls, with pad and pencil available for note taking, and
will take down the caller's name when it is first mentioned.

c. An employee will answer installation telephones by saying: “Kent County Sheriff’'s Office, this is
(employee’s name and rank). How may | help you?” The employee will carefully explain what he
or she is doing to address the citizen’s concern (E.g., “l am going to transfer your call to Sgt. Smith,
who can answer your question.” Or, “Please hold the line while | check our records; this may take
several minutes, but | will be right back”

(CALEA 22.1.8)

d. An employee will offer to assist or take a message when a caller asks for another employee who
is not present. Every employee will verify that messages are signed by the taker and that the date
and time have been noted, and that the name of the caller and the message are verified.

e. When a caller makes a complaint, the employee will obtain all information required to complete a
Complaint Against Personnel Report or will advise the caller how to obtain and complete a Report,
before terminating the conversation.

(CATEGORY A)
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3-802

PERSONAL CALLS PERMITTED

a. Personal calls should be limited to emergencies and important matters and should be kept to the
minimum duration.

b. Examples of the kinds of brief personal calls permitted are:

1.

2.

5.

6.

calls to notify family, doctor, etc. when an employee is injured on the job,

calls within the local commuting area to advise family of a change in schedule or to make
alternate transportation or childcare arrangements when an employee is required to work
overtime or otherwise alters his or her work schedule without advance notice,

calls to locations within the local commuting area than can be reached only during working
hours,

calls to locations within the local commuting area to make arrangements in an emergency,
calls to check on family members,

calls of an emergency nature to or from hospitals, doctors, schools, day care, etc.

c. Whenever possible, outgoing personal calls should be made from cell phones. Abuse of telephone
rules may result in disciplinary action.

3-803

(CATEGORY A)

PERSONAL LONG-DISTANCE CALLS

An employee may make a personal long-distance call from a telephone only if there are no charges to the
KCSO. That is, the call must be charged to the employee’s home telephone number or another non-KCSO
number; be made to a toll-free number; be charged to the called party; or be charged to a personal
telephone credit card.

3-804

PERSONAL CALLS PROHIBITED

The following personal uses are prohibited and may subject an employee to administrative action.

a. Use where there is a toll charge to the KCSO, or where the employee intends to reimburse the
KCSO for the toll.

b. Use which significantly interferes with the conduct of official business.

c. Listening in on or recording telephone conversations, except as authorized by appropriate legal

authority.
(CATEGORY A)
3-805 CELLULAR TELEPHONES
3-805.1 PROVISION OF CELL PHONES
a. The KCSO will provide each sworn staff member with a cellular telephone.
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b. The KCSO will pay for the basic telephone service, which includes a specified number of monthly
anytime minutes. That allowance should be adequate for use of the cellular phone for official
business.

c. A Deputy may use the cellular telephone for personal use; however, all charges in excess of the
basic charge are the responsibility of the Deputy, unless the Deputy can demonstrate that more
than the base number of minutes was used for necessary KCSO business.

d. Inorder to maintain compliance with Maryland law, KCSO personnel shall not “text message” while
operating any KCSO vehicle.
(CATEGORY A)

3-805.2 BILLING

Cellular telephone bills will be sent to the KCSO front office. The Office Manager will provide the Deputy

each month with his or her payment amount. Telephone bills must be paid within 5 days of notification from

the date of the Office Assistant.

The Office Manager is responsible for resolving billing disputes with the cellular telephone service provider.
(CATEGORY A)

3-805.3 USE OF CELLULAR TELEPHONES IN GENERAL

a. Deputies will carry their cellular telephones at all times, charged and turned on.

b. Deputies must be aware that cellular telephone coverage in the County is not universal.

c. Deputies will use their cellular telephones while on duty to send information which is too lengthy,
too sensitive, or otherwise inappropriate for the mobile radio system.

3-805.4 USE OF CELLULAR TELEPHONES WHILE OPERATING AGENCY VEHICLES

Although law enforcement personnel while acting within the scope of official duty are exempt from the
requirements of the laws documented herein, in order to promote highway safety by reducing the probability
of KCSO personnel becoming involved in a motor vehicle accident while talking or texting while using a
cellular telephone/wireless device, the following policy will apply to all KCSO personnel operating agency
vehicles:

a. All KCSO personnel while operating an agency vehicle on the travelled portion of a highway are
prohibited from using a “handheld” cellular telephone/wireless device to talk or text,

b. If KCSO personnel have a need to communicate with a “handheld” cellular telephone/wireless
device while operating an agency vehicle, they shall drive the agency vehicle off the travelled
portion of the highway to a safe location to utilize the cellular telephone/wireless device,

c. If KCSO personnel have a need to communicate with a cellular telephone/wireless device while
operating an agency vehicle and the cellular telephone/wireless device they need to communicate
with has the capability to operate in the “handsfree” mode, the KCSO personnel may utilize the
device to talk while operating an agency vehicle while operating on the travelled portion of a
highway. KCSO personnel are reminded that if the “handsfree” mode of operation of the cellular
telephone/wireless device becomes a distraction to the safe operation of an agency vehicle, they
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shall discontinue the use of the cellular device until the usage can be continued off the travelled
portion of the highway in a safe location and manner,

d. KCSO personnel are reminded that there is also a prohibition from utilizing a Mobile Data Terminal
(MDT) while an agency vehicle is in operation (KCSO Administrative and Operations Manual
Chapter 3, Section 703.3),

(CATEGORY A)

3-805.5 MAINTENANCE AND REPAIR

Questions about cellular telephone operation, maintenance, or repair should be addressed with the Office
Manager.

3-900 INSPECTIONS

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

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

3-901 COMMANDERS

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

b. Commanders will conduct annual physical inventories of all equipment assigned to their
commands. The results of the inventory will be reported to the Sheriff through the Chief Deputy.

c. Commanders will inspect all physical space, personnel, equipment, and vehicles at least semi-
annually, in March and September. All inspections will be documented on the KCSO Inspection
Sheet. The results of the inspection will be reported to the Sheriff through the Chief Deputy.

(CALEA 53.1.1)

3-902 SUPERVISORS
Supervisors will monitor physical space, personnel, equipment, and vehicles continually. They will take

corrective action with respect to deficiencies they discover, when those deficiencies are within the scope of
their authority, and they will report deviations from KCSO standards to their Commanders.
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3-903 EMPLOYEES

a. Employees should engage in a regular process of self-inspection and should also bring to their
supervisors’ attention deficiencies which they note in supplies, equipment, physical plant, or other
areas of the KCSO’s responsibilities.

b. All equipment, uniforms, supplies, vehicles, physical spaces, and all other things owned or under
the control of the KCSO, which are assigned to the keeping of an individual employee, are subject
to inspection.

c. If an employee puts any personal security device in place, the employee's immediate supervisor
will be supplied with the means to access the security device for purposes of inspection.

d. Any personal property of any kind which is placed within the vehicles or physical spaces owned or
controlled by the Sheriff is the responsibility of the individual employee placing it there. The KCSO
assumes no responsibility or liability for such items. All such items are subject to the inspection
procedure of this Agency. No item which would violate any rule, policy or law by its possession or
use, will be allowed in vehicles, physical spaces, or in the possession of employees of the KCSO.

e. [Each employee assigned a vehicle will, at the beginning of each shift, inspect all of the systems of
the vehicle for correct operation and ensure that the vehicle is stocked with all materials needed to
carry out assigned duties. The employee will also search the interior of the vehicle to ensure that
there is no contraband present. The employee will conduct the same search prior to and after
transporting any prisoner.

(CATEGORY B)(CALEA 53.1.1,70.1.2)

3-1000 LOSS/DAMAGE TO KCSO EQUIPMENT

The purpose of this Section is to establish a uniform procedure dealing with the reporting of lost or damaged
KCSO equipment.

3-1001 DEFINITIONS

KCSO equipment or parts thereof owned and issued by the KCSO. This term does not include expendable
equipment.

e Loss: includes accidental loss and/or theft.

e Damage: includes any physical damage. This term does not include malfunction or normal wear.
3-1002 SCOPE
These procedures will apply to all cases of loss of or damage to KCSO equipment, except damage to a
motor vehicle resulting from a motor vehicle accident, which is covered in Chapter 12.
3-1003 RESPONSIBILITY
Employees are held responsible for their uniforms, motor vehicles, and other equipment issued to them.
Where it is established that equipment has been damaged or lost through negligence, the employee may
be obligated to replace the item at his or her own expense. Every employee of the KCSO will assume
personal responsibility for all County property issued to him or placed in service for his or her use or

convenience.
(CATEGORY B)
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3-1004 INITIAL NOTIFICATION

The employee assigned any equipment which is damaged or lost, or the first employee having knowledge
of such damage or loss, will report it immediately to his or her immediate supervisor.

(CATEGORY B)
3-1005 REPORT REQUIRED

In each case of damage or loss of equipment, the employee making the initial notification, or another
employee designated by the immediate supervisor will complete a written detailed report.
(CATEGORY B)

3-1006 SUPERVISORY REVIEW

The supervisor receiving the written detailed report, or another supervisor designated by the Chief Deputy
will initiate an appropriate investigation into the incident and report the facts and appropriate
recommendations to the employee’s Commander.

(CATEGORY B)

3-1007 ADMINISTRATIVE REVIEW

Upon completion of the supervisory review, the detailed report will be submitted to the employee’s Division
Commander for initial administrative review. The Division Commander will determine, considering all the
facts and circumstances, whether disciplinary action is warranted. The Report will be forwarded to the Chief
Deputy for final administrative review.

3-1008 DISTRIBUTION OF REPORT
The report will be filed as follows:

a. a report involving any type of damage to a motor vehicle will be filed in the motor vehicle history
file;

b. a report involving damage to or loss of personal issue equipment will be filed in the employee’s
personnel file.

3-1009 RESTITUTION TO KCSO

If the Report involves the theft of or damage to equipment by a third party from whom restitution may be
gained, the Chief Deputy will be responsible for monitoring the progress of the case through the courts. The
Chief Deputy will be responsible for obtaining a certified copy of and acting upon a certified copy of any
court decision ordering restitution in favor of the KCSO.

3-1100 APPEARANCE OF FACILITIES

All facilities will be maintained in a clean and orderly fashion. Commanders are responsible for the
cleanliness and orderliness of areas under their control. Commanders will encourage all personnel to
practice energy conservation measures to ensure efficient use and management of utilities.

3-1101 SECURITY

The responsibility for security at each work area or facility rests with the respective Division Commander.
The goal of security procedures is to provide adequate protection to personnel and property. During night-
time and other hours of limited operation, all areas will be secured, with the exception of an entrance for
the public.

Kent County Sheriff's Office Revised 6/30/22; 4/1/23
Administrative and Operational Manual



Offices used by personnel will be secured when not occupied. Only authorized employees will be issued
keys.
3-1101.1 PROPERTY SECURED

Each Commander is responsible for securing KCSO property under his or her control so as to prevent
public access.

3-1101.2 DUPLICATE KEYS

The Chief Deputy will establish and maintain a key control system which will include the availability of
duplicate keys for all vehicles and facilities.

3-1200 KCSO EMPLOYEE CRIMINAL AND DRIVING RECORDS AUDIT

Annually, the KCSO Criminal Investigation Division Commander shall conduct an audit of every KCSO

employee’s criminal and driving record. The results of the audit shall be provided to the Sheriff for his review
and administrative action, if appropriate. The annual audit shall be maintained and secured by the Sheriff.
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4-001 PERSONNEL ADMINISTRATION

The KCSO recognizes that its employees are its public face to the citizens it serves, the primary means by
which its mission is accomplished, and its most valuable asset. The KCSO strives to compensate
employees fairly, to provide meaningful assignments which demonstrate the dignity of work, and to treat
every employee in an equitable manner.

4-100 EQUAL EMPLOYMENT OPPORTUNITY, HARASSMENT AND WORKPLACE
VIOLENCE

The KCSO will conduct all its personnel activities in a manner which will assure equal opportunity for all
persons based on merit, without regard to political affiliation, race, color, religion, national origin, gender,
marital status, age, disability, or other non-merit factor. This policy is consistent with the policy of the Kent
County Government, set out in the County Commissioners of Kent County, MD Employee Handbook.

The KCSO has a separate Equal Employment Opportunity Plan which is found as Appendix 4-A.

All employment-related notices, such as advertisements for vacancies, will indicate that the KCSO is an
equal-opportunity employer.

4-101 SCOPE

This policy applies to all aspects of the employment process, including hiring, pay, benefits, assignment,
promotion, transfer, layoff, training, and general personnel administration.

4-102 DISCRIMINATION PROHIBITED

A supervisory or managerial employee of the KCSO who violates this policy will be subject to the disciplinary
process.

(CATEGORY D)
4-103 APPEALS

A sworn employee who believes he or she has been discriminated against on one of the prohibited bases
identified above may file a grievance in accordance with the procedure described in this Manual. A non-
sworn employee may file a grievance in accordance with the Kent County Government, set out in the County
Commissioners of Kent County, MD Employee Handbook.

(CALEA 31.2.3)
4-104 HARASSMENT

The KCSO is committed to achieving and maintaining a workplace free of the effects of illegal harassment,
including sexual harassment. That commitment is part of the policy set out and more fully described in the
Kent County Government, set out in the County Commissioners of Kent County, MD Employee Handbook.

An employee will normally report harassment through the chain of command; however, if a supervisor is
the source of the alleged harassment, the employee may go directly to the Sheriff or to the Chief Deputy.
(CATEGORY D)(CALEA 26.1.3)

4-105 WORKPLACE VIOLENCE

Kent County has adopted a strict policy against workplace violence found in the Kent County Government,
setoutinit's The County Commissioners of Kent County, MD Employee Handbook. That policy is applicable
to all employees of the KCSO.

(CATEGORY D)
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4-200 CLASSIFICATION AND PAY

Except for the position of Sheriff, which is established by the Constitution of the State of Maryland, every
position in the KCSO is established pursuant to the Kent County Classification Plan. (See, the County
Commissioners of Kent County, MD Employee Handbook.) A copy of each position description is
maintained by the Office Manager and is available for review by employees. These positions will be

reviewed every four (4) years.
(CALEA 21.2.1,21.2.2)

4-201 BASIC PAY

Grade levels for KCSO employees are set in accordance with the Kent County Classification plan. Pay level
is based on grade level.

4-201.1 PAY GRADES
Sworn employees are paid, based upon their ranks.
Non-sworn employees are paid, based upon their grade levels.

(CALEA 22.1.1)
4-201.2 ADVANCEMENT WITHIN GRADE
Contingent upon funding by the Board of County Commissioners, an employee may receive an increase in
pay at the beginning of each fiscal year. Increases are not automatic and are based upon the results of the
employee’s overall performance evaluation. If an employee receives an Unacceptable performance
evaluation, the employee may not receive an pay increase for that fiscal year.

(CALEA 22.1.1)
4-201.3 RELATIONSHIP TO RANK

The Deputy levels in the classification system correspond to the KCSO rank structure:

Deputy Sheriff Deputy 1
Deputy First Class Deputy 2
Corporal Deputy 3
Sergeant, Lieutenant, Deputy 4
Captain/Chief Deputy Deputy 5
(CALEA 22.1.1)
4-202 PREMIUM PAY

Sworn employees not exempt from the Fair Labor Standards Act will be paid premium pay when, in a work
period of 28 consecutive days, their tour of duty exceeds 171 hours or the average length of tours of duty
during a 28-day work period; or, in a work period of at least 7 but less than 28 days, the employee’s total
number of hours exceeds the ratio of 171 hours for 28 days.

The KCSO does not provide salary supplementation based upon special skills or augmentation based upon
special duties.

Canine Deputies are scheduled for one hour less per shift than other Deputies in recognition of the time
required to care for their animals.
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4-203

4-203.

OVERTIME PAY

An employee who works scheduled or unscheduled overtime hours will enter the hours on the
overtime log and Executime at the conclusion of the assignment. The Patrol Commander or Chief
Deputy shall approve the overtime.

Compensation will be at the employee’s hourly rate for all overtime hours worked when the employee
has worked less than 85.5 hours in a pay period.

Compensation will be at 1.5 times the employee’s hourly rate for all overtime hours worked when the
employee has worked more than 85.5 hours in a pay period.

. An employee who is requested to report for duty (“called out”) on a leave day or during a period more

than 2 hours prior to a scheduled shift shall be compensated at a minimum rate of 2 hours overtime.
If the “call out” is less than 2 hours prior to a scheduled shift, the employee shall be compensated for
the actual amount of time worked.

As in all scheduled or non-scheduled overtime events or incidents, KCSO supervisory and/or
administrative personnel will monitor the hours worked by KCSO personnel on said assignments so
as not to cause detriment to the employee’s health or safety or to negatively affect the employee’s
ability to function effectively in their regularly scheduled duties prior to or after participating in any
scheduled or non-scheduled event to include participation in Special Event Detail Overtime.

No KCSO employee shall be allowed to work an overtime or special overtime assignment while on
paid “sick leave.”

Employees who work a scheduled twelve (12) hour KCSO workday shall not engage in a voluntary
overtime assignment on days they work a scheduled shift at the KCSO, with the following exception.
KCSO employees who are scheduled for court following a 1900 to 0700 scheduled shift may elect to
work a voluntary overtime assignment from 0700 until court begins, usually no more than two (2)
hours KCSO employees working other than a scheduled twelve (12) hour workday may engage in
voluntary overtime not to exceed four (4) hours on days they work a scheduled shift at the KCSO, so
long as the voluntary overtime does not impair the employee’s ability to perform his or her duties at
the KCSO. In any event, KCSO employees will not be allowed to engage in voluntary overtime with
less than eight (8) hours off-duty between a scheduled KCSO shift. The Patrol Division Commander
and the Criminal Investigation Division Commander shall be responsible to monitor and evaluate
overtime activities for those personnel under their respective commands and take the appropriate
action when issues arise.

1 SPECIAL EVENT DETAIL OVERTIME

With the approval and at the discretion of the Sheriff, an employee may participate in providing law
enforcement services for special events that occur in Kent County. Considerations effecting the Sheriff's
determination to provide law enforcement services for special events include but are not limited to:

a. The detail would provide a valuable public service to Kent County residents and visitors.
b. A reduction of crime or criminal activity would likely result from the detail.
c. Areduction of traffic accidents or the mitigation of traffic related incidents or congestion would likely
result from the detail.
d. A reduction of routine calls for service in conjunction with the event would likely result from the
detail.
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In addition to the considerations listed above, it is the policy of the KCSO that Special Event Detail Overtime
events are primarily those events in which the promoter is other than a “non-profit” or “charitable”
organization.

a. Deputies must bear in mind that they are sworn law enforcement officers, even when working in
special event detail, and that they must take appropriate enforcement or other action to safeguard
life and property when circumstances demand such action.

b. Special event detail overtime may be authorized for establishments which sell and dispense
alcoholic beverages, so long as the sale of alcohol is not the primary business of the
promoter/establishment. A sworn employee is prohibited from directly selling or dispensing
alcoholic beverages.

c. The Sheriff may not authorize certain types of special event detail overtime by KCSO personnel
that in his sole discretion and opinion would constitute a conflict of interest or would tend to bring
discredit to the agency.

d. KCSO personnel will work these special event details in uniform and will use vehicles assigned to
the Kent County Sheriff's Office.

e. Additionally, KCSO personnel will work solely under the direction and control of Kent County
Sheriff's Office supervisory personnel and may be called away from the event based on the
discretion of KCSO administrative or supervisory personnel.

f.  The Sheriff may revoke authorization for an employee’s special event detail overtime at any time
that employment conflicts with his or her duties or constitutes a conflict of interest with the KCSO.
The Sheriff may also revoke authorization when an employee has been placed on light or restricted
duty status and the performance of the special event detail overtime may adversely affect an injury
or iliness. The revocation will be made in writing.

The KCSO Patrol Division Commander shall be responsible to coordinate and administer the Special Event
Detail Overtime Program. The Patrol Division Commander shall be responsible to control and/or limit the
special event detail hours worked which may interfere with the health and/or normal working requirements
of the KCSO personnel involved. Therefore, employees who work a twelve (12) hour KCSO workday shall
not engage in a Special Event Detail Overtime assignment on days they work a scheduled shift at the
KCSO. KCSO employees working other than a twelve (12) hour workday may engage in a Special Event
Detail Overtime assignment not to exceed four (4) hours on days they work a scheduled shift at the KCSO,
so long as the Special Event Detail Overtime assignment does not impair the employee’s ability to perform
his or her duties at the KCSO.

Liability for KCSO personnel working special event details shall be insured under Kent County’s liability
coverage through the Local Government Insurance Trust (LGIT).

KCSO personnel participating in a Special Event Detail shall document said activity on the KCSO CrimeStar
RMS System.

The KCSO and the promoter shall engage in a written agreement for the services provided by the KCSO.
The KCSO shall invoice the promoter of the special detail event at the pre-determined rate. The Special
Event Detail overtime rate shall cover the employee’s time and one—half overtime rate, their benefits and
use of the agency vehicle. Overtime payment for a KCSO employee’s services in conjunction with a
special event shall be made to the employee through the Kent County Office of Finance.

(CALEA 22.2.5)
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4-204 COMPENSATORY LEAVE

a. FLSA Non-exempt employees may earn compensatory leave in lieu of, and at the same rate as,
overtime pay.

b. FLSA Exempt employees may earn compensatory leave in lieu of overtime pay at the rate of an hour
worked for an hour off.

c. An employee may accrue up to a maximum of 240 hours of compensatory leave in a leave year.

d. An employee may apply to use compensatory leave to his or her credit in the same fashion as other
leave.

For more on this subject, see, the County Commissioners of Kent County, MD Employee Handbook.
(CALEA 22.1.1)

4-205 APPROVED ABSENCES

Provisions for accrual and use of annual leave, sick leave, holidays, personal days, military leave,
educational leave, funeral leave, medical leave, jury duty, subpoena, and leave without pay are fully
described in the County Commissioners of Kent County, MD Employee Handbook.

Kent County government no longer documents family medical leave independently. It is captured as sick

leave
(CALEA 22.1.2)

4-206 EMPLOYEE BENEFITS

Kent County provides a comprehensive benefits package to KCSO full-time sworn and non-sworn
personnel which are described in the County Commissioners of Kent County, MD Employee Handbook.

The Personnel Coordinator in the Office of the Kent County Commissioners is available to provide
employees and their families with assistance in the full range of employee benefits, including retirement,
health benefits, life insurance, and liability protection. Employees may make an appointment to meet with
the coordinator by calling the County Commissioners’ Office. The coordinator also has brochures and other
materials available for all employee benefit programs.

(CALEA 22.1.3, 22.2.3)

4-206.1 RETIREMENT, DEATH, AND DISABILITY BENEFITS

Sworn employees are covered by the Maryland State Law Enforcement Officers’ Pension System (LEOPS).
Non-sworn employees are coved by the Contributory Pension System for Employees and Teachers of the
State of Maryland (State Retirement and Pension System, or SRPS). Employees are provided copies of
the brochure describing costs and benefits and further information about the plan from the Maryland State
Retirement Agency.

Both programs also provide benefits for employees and survivors in the case of service-connected or non-
service-connected disability or death.

(CALEA 22.1.3)
4-206.2 HEALTH INSURANCE

Full time and permanent part-time employees are eligible for coverage under the County health insurance

plan. An employee may obtain a copy of the document describing costs and benefits and further information

about the plan by contacting the Personnel Coordinator in the Office of the Kent County Commissioners.
(CALEA 22.1.3)
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4-206.3 LIFE INSURANCE

Full time employees are covered by a County-paid life insurance policy. An employee may obtain a copy
of the master policy and further information about the plan by contacting the Personnel Coordinator in the
Office of the Kent County Commissioners.

4-206.4 LIABILITY PROTECTION PROGRAM

Under the State Government Article of the Maryland Code, §6-106, the Attorney General of the State of
Maryland is responsible for defending the Sheriff and KCSO Deputies in matters which arise from carrying
out their functions of service of process, courtroom security, transportation of prisoners and certain
administrative matters, so long as their actions were within the scope of their employment.

For all other areas, Kent County carries insurance intended to provide protection for employees and the
County in the event of legal action against the employee and the County, as well as the cost of damages
to citizens” property and injury to citizens. The insurance only covers actions by employees that are within
the scope of their employment.

Any legal action which is instituted against an employee or the County as a result of willful neglect of duty
or purposefully harmful action is the sole liability of the employee involved.

An employee of the KCSO who is served as a defendant in a lawsuit related to his or her official duties will
notify the Chief Deputy within 24 hours of service and may request appropriate legal representation.

The employee should prepare a memorandum for the Chief Deputy making the request and attaching
copies of all court documents received. The memorandum should note the date, time, and manner of
service of the documents. The request for representation will be reviewed by the employee’s division
Commander who will then forward the request to the Chief Deputy. The Chief Deputy will review the request
and forward it to the Attorney General's Office on KCSO letterhead. If a determination is made that the
Attorney General’s Office will be the representing entity, the employee may need to fill out additional forms
as mandated by the Attorney General’s Office.

Employees will not make any statements, or otherwise furnish information regarding an incident or
allegation of liability against the Sheriff or the KCSO to anyone outside the agency without first notifying the
Chief Deputy and the Attorney General’s Office. Approval must be obtained from the Attorney General’s
Office to make the statement or to furnish the information.

An employee filing a lawsuit as a plaintiff must provide sufficient written information at the time of notification
so that a determination can be made as to whether the cause of action arose during employment.

Employees will not compromise, discharge, or settle any claim arising from the performance of their duties
of employment against their personal or property interests, or against the State or County’s property or
interests, without the consent of the Chief Deputy and the Office of the Attorney General.

(CALEA 22.1.3, 22.1.4)

4-206.5 TUITION REIMBURSEMENT

Kent County’s plan for tuition reimbursement for courses related to the employee’s position is described in
the County Commissioners of Kent County, MD Employee Handbook. An employee may obtain further
information about the plan by contacting the Personnel Coordinator in the Office of the Kent County
Commissioners.

(CALEA 22.1.3)
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4-300 RESERVE DEPUTY PROGRAM

The KCSO maintains a Reserve Deputy Program as a cost-effective way of meeting the agency’s workforce
needs. Reserves are used primarily to help the KCSO meet its patrol responsibilities and may be subject
to the supervision of the patrol supervisors on duty during their shifts. (CALEA 21.2.3)

4-301 AUTHORITY, QUALIFICATION AND SELECTION

KCSO Reserve Deputies exercise the same powers and authorities as full-time Deputies. They carry
weapons and have full custodial arrest authority.

As such, they must possess and maintain current certification from the Maryland Police and Correctional
Training Commission, achieved only after completing the full course of study at an MPCTC-certified training
academy.

They also will meet the same qualification requirements and complete the same pre-employment process
as full-time Deputies.
(CALEA 16.1.1,16.1.2, 16.1.3, 16.1.4)

4-302 UNIFORMS, EQUIPMENT, TRAINING, and LIABILITY PROTECTION
Reserve Deputies will be issued regulation KCSO uniforms and equipment.

Reserve Deputies will be subject to the same weapons qualification requirements, use of force training, and
in-service training requirements as full-time Deputies.

Reserve Deputies have the same liability protection as full-time Deputies.
(CALEA 21.2.3,16.1.5, 16.1.6, 16.1.7)

4-303 TENURE AND BENEFITS

Reserve Deputies are “at will” contract employees who may be dismissed without cause upon 30 days’
advance notice.

Reserve Deputies are not eligible for annual or sick leave, health benefits, life insurance, dental benefits,
or retirement benefits. They are eligible for medical benefits for injuries sustained in the line of duty.
(CALEA 22.1.3)

4-304 PERFORMANCE APPRAISALS

Reserve Deputies are rated on the same schedule as and under the same standards as full-time Deputies.
(CALEA 16.3.1 to 16.1.7)

4-400 VOLUNTEER PERSONNEL

Volunteer personnel are uncompensated non-employees who provide assistance to the Kent County
Sheriff’s Office in the accomplishment of its mission. Volunteers are appointed by and serve at the pleasure

of the Sheriff. Volunteers are not sworn employees and have no law enforcement responsibilities or
authority.
(CALEA 45.3.1)
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4-401 DUTIES AND TRAINING
The duties, role, and authority of each volunteer will be described in writing and the description will be
maintained by the Office Manager. Each volunteer will have training sufficient to complete his or her
auxiliary functions. The written description of the volunteer’s duties will include a statement concerning the
training required for the function.

(CALEA 45.3.1,45.3.2)
4-402 UNIFORMS

KCSO volunteers are not issued and do not wear uniforms.
(CALEA 45.3.3)

4-403 BENEFITS

Volunteers are not eligible for annual or sick leave, health benefits, life insurance, dental benefits, or
retirement benefits. They are, however, eligible for medical benefits for injuries sustained in the line of duty.
(CALEA 1.2.1)

4-500 EMPLOYEE ASSISTANCE PROGRAM

The Kent County Government recognizes that an early intervention process that guides an individual with
personal and/or workplace problems toward an effective solution benefits the employee and the County.
The County has therefore established a comprehensive Employee Assistance Program (EAP) for all

employees.

Copies of the brochure describing program services have been provided to all employees and are available
from the County Personnel Administrator.

The services of the EAP are available to employees (both for their own concerns and for their concerns
about other co-workers), to employees’ dependents and household residents, and to supervisors.

(CALEA 22.1.7, 35.1.9)
4-501 OBTAINING SERVICES AND CONFIDENTIALITY

EAP services are available 24 hours a day, 7 days a week by calling the toll-free number in the program
brochure. The brochure also lists the range of services available through the program.

Except as required by law, all calls to the EAP and all counseling sessions are confidential.
(CALEA 22.1.7)

4-502 REFERRALS TO EAP

While use of the EAP is always voluntary, there may be circumstances under which an employee will be
referred by his or her supervisor. Those circumstances may include:

e an unexplained decline in the employee’s performance or attendance record,
¢ misconduct by the employee,

e invocation of the early warning system; or
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o the perception by the supervisor that the employee’s performance or conduct is being adversely
affected by factors external to the work environment.

Referrals to the EAP will be approved by the Chief Deputy.
The referral will take the form of a memorandum from the supervisor to the employee, identifying the
concerns which prompt the referral, attaching a copy of the program brochure, and advising the employee
that he or she is responsible for bringing conduct and performance within acceptable standards.
The Chief Deputy will arrange an annual briefing on supervisors” responsibilities under the program and
on referrals for KCSO supervisors.
(CALEA 22.1.7, 35.1.9)
4-600 PERSONNEL EARLY INTERVENTION SYSTEM (PEIS)
The Personnel Early Intervention System (PEIS) is an information-based management tool designed to
identify employees whose behavior is problematic and to provide a form of intervention to correct that
performance. Typically, the KCSO will attempt to intervene before an employee is in a situation which
warrants formal disciplinary action. The KCSO’s small size and command employees” consequent intimate
knowledge of employees’ behaviors gives it an advantage that larger agencies may lack. The Chief Deputy
will be responsible for oversight of the system.
(CALEA 35.1.9)
4-601 INITIATING A PEIS REVIEW
A number of conditions may initiate a PEIS review. Among these are:
a. Allegations of misconduct
b. Questionable/frequent use of force incidents
c. Preventable motor vehicle accidents resulting in damage over $2,000
d. Civil litigation
e. Notices of intent to sue
f.  Abuse of sick leave
g. Habitual tardiness
h. Continual or sudden poor performance
i. Inability to work effectively with co-workers

j. Unusual behavior

k. Unexplained/frequent injuries

I.  Discretionary arrests

m. Incidents of workplace violence
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n. Subject of a criminal/internal investigation

0. Garnishment of wages

p. Subject of a protective/peace order

g. Detainee abuse complaints

r. Traffic/pedestrian stop complaints or suspected inequities supported by data review

s. More than one citizen complaint in a 12- month period
This list is not meant to be all-inclusive. While the Chief Deputy will initiate a review upon any of these
incidents, he or she may also initiate a review based on other factors or supervisory reports. A supervisor
may also suggest a review.

(CALEA 35.1.9)

4-602 CONDUCTING THE PEIS REVIEW

The Chief Deputy will conduct the initial review by gathering all available information concerning the
employee’s recent conduct and behavior. Most of that information will be available in the employee’s
personnel folder, maintained by the Sheriff. Other information will be available from KCSO internal affairs
reports, motor vehicle accident reports, citizen complaint files, and other sources.

If the Chief Deputy perceives a pattern of behavior which constitutes a matter of concern, he or she will
convene a meeting with the employee’s immediate supervisor and the employee’s Commander to review
the materials.
In that meeting, the managers will decide whether intervention is necessary and what form that intervention
will take with the final approval of the Sheriff.

(CALEA 35.1.9)
4-603 FORMS OF INTERVENTION

A. In most cases, the initial intervention will be in the form of a counseling session with the first-line
supervisor. In that session, the supervisor will:

a. specifically describe the conduct or behaviors which are of concern to the KCSO.
b. describe alternative conduct or behaviors which would be acceptable.

c. establish a schedule for meeting with the employee at least biweekly for a specified period to
review the employee’s conduct and performance; and

d. specifically inform the employee about Kent County’s Employee Assistance Program.
In some circumstances, other intervention, such as training, may be necessary.
(CALEA 35.1.9)
B. Before returning to full duty, the KCSO shall provide:

1. Voluntary mental health consultation and voluntary counseling services to the Deputy if the
Deputy is involved in an accident resulting in a fatality; and

Kent County Sheriff's Office Revised 6/30/22; 4/1/23
Administrative and Operational Manual



2. Mandatory mental health consultation and voluntary counseling services to the Deputy if the
Deputy is involved in an incident resulting in:

i. A serious injury to the Deputy
ii. A Deputy-Involved Shooting; or
iii. Any use of Force resulting in a fatality or serious injury.
C. A mental health consultation and counseling service shall be confidential
D. Mental health consultation and services shall be offered at no cost to the Deputy
4-604 PROGRESS REPORTS

The first-line supervisor will report to the Chief Deputy, through the Commander, after each biweekly
meeting with the employee, on the employee’s progress.

The Chief Deputy will, as required, reconvene the management team if the prescribed interventions are not
successful in correcting the employee’s behaviors.
(CALEA 35.1.9)

4-605 ANNUAL PEIS EVALUATION

Each year, the Chief Deputy will perform an analysis of the process and the system and will report to the
Sheriff in writing on the status, including the number of reviews conducted, the number of interventions
made, the results of those interventions, and any suggestions he or she may have for changes in the
program.

(CALEA 35.1.9)

4-700 OFF-DUTY EMPLOYMENT

4-701 DEFINITIONS

a. “Off-duty employment” is the rendering of any service or the sale of anything for pay or remuneration
from any source other than the Kent County Sheriff's Office. The definition includes entrance and/or
re-enlistment into the military reserve and any form of self-employment. It does not include engaging
in investments in real property or securities as an individual, or sale of an employee’s home, or other
personal property.

b. “Employee” means every employee of the KCSO, unless otherwise indicated.
4-702 AUTHORIZATION

An employee who wishes to engage in off-duty employment must submit a memorandum to the Sheriff.

The memorandum will fully and specifically identify the employment activities for which authorization is

requested. The request, approved or denied, will be placed in the employee’s personnel file.
(CATEGORY C)
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4-703 REVOCATION

The Sheriff may revoke authorization for an employee’s off-duty employment at any time that employment
conflicts with his or her duties or constitutes a conflict of interest with the KCSO. The Sheriff may also
revoke authorization when an employee has been placed on light duty status and the performance of the
off-duty employment may adversely affect the injury or illness. The revocation will be made in writing.

4-704 CONDITIONS FOR OFF-DUTY EMPLOYMENT

a. The limitations of all-off duty employment overtime hours are to reduce conflicts with regular
scheduled KCSO duty assignments and to reduce instances of fatigue, which can increase the
probability of injury to the KCSO employee and/or the public, in addition to possibly placing the
KCSO and Kent County in a libelous situation

b. Sworn and non-sworn KCSO employees will report for duty fully rested and alert, capable of
performing the essential functions of a KCSO Deputy and other duties as assigned.

c. Deputies must bear in mind that they are sworn law enforcement officers, even when working in
off-duty employment, and that they must take appropriate enforcement or other action to safeguard
life and property when circumstances demand such action.

d. Off-duty employment may be authorized for establishments which sell and dispense alcoholic
beverages, so long as the sale of alcohol is not the primary business of the establishment. A sworn
employee is prohibited from directly selling or dispensing alcoholic beverages.

e. The Sheriff may not authorize certain types of off-duty employment by KCSO personnel that in his
sole discretion and opinion would constitute a conflict of interest or would tend to bring discredit to
the agency.

f. Unless specifically authorized by the Sheriff in writing, an employee engaging in off-duty
employment may not wear the KCSO uniform, or any part of the uniform, except the issued sidearm.

g. An employee may not engage in off-duty employment while on-duty, on sick leave and may not
engage in off-duty employment which will impair his or her ability to perform KCSO law enforcement
duties.

h. Use of KCSO vehicles in connection with off-duty employment is discussed in Chapter 3, Section
208.10 of the KCSO Manual.
(CATEGORY B)(CALEA 22.2.4)

4-705 LIABILITY

An injury or iliness arising from off-duty employment is not compensable by the County. Employees have
only their personal or job-provided insurance and County sick and vacation leave on which to rely for income
while ill or injured. Serious iliness or injury may result in being disqualified to resume employment with the
KCSO. The exception is an injury resulting from a bona fide law enforcement action taken while working at
off-duty employment.

(CALEA 22.2.4, 22.2.5)

Kent County Sheriff's Office Revised 6/30/22; 4/1/23
Administrative and Operational Manual



4-800 RECOGNITION OF MERITORIOUS SERVICE
4-801 POLICY

The KCSO strives to recognize outstanding performance on the part of individual employees of the KCSO
or groups of employees. It also strives to recognize the performance of non-employees who have made
significant contributions to or rendered significant services to the KCSO.

(CALEA 26.1.2)

4-802 MERITORIOUS SERVICE BOARD

The Meritorious Service Board consists of the Command staff of the KCSO, chaired by the Sheriff. The
Board meets periodically at the call of the Chair. Each member of the Board has the responsibility to bring
to the Board’s attention outstanding service which he or she believes is worthy of recognition. The Patrol
Commander will serve as Secretary to the Board and will set out in writing the basis for the award
recommendation.

(CALEA 26.1.2)

4-803 FORMS OF RECOGNITION

Sheriff's Citation for Valor. This award will be authorized for posthumous presentation to the next of kin of
any employee who has died while exercising law enforcement functions, where the circumstances indicate
the display of true valor; or for presentation to a member of the KCSO whose performance has been
identified as outstanding and above and beyond the call of duty, where a risk of life by the member was
involved.

Sheriff's Commendation. This award will be authorized for posthumous presentation to the next of kin of
any employee who has died in the line of duty under honorable circumstances, where facts do not warrant
presentation of the Sheriff's Citation for Valor; or for presentation to a member whose performance has
been identified as outstanding and above and beyond the call of duty. Courage and valor play an important
role but are not mandatory.

Sheriff's Citation. This award will be authorized in instances where the performance of a member of the
KCSO is identified as exceptional and exemplifying the highest standard of the police profession. This
award will also be authorized in instances where the actions of a civilian/citizen is identified as exceptional
and exemplify the highest level of assistance to a member of the KCSO and/or the community.

Kent County Certificate of Valor. This award will be authorized when a citizen or member of another law
enforcement agency has assisted the KCSO at a definite risk to his or her own life.

Kent County Certificate of Recognition. This award will be authorized when a member of the KCSO has
performed in an exemplary manner for a period of at least one year, with or without an outstanding incident.
The award will be authorized in instances where other law enforcement agencies or their members have
provided exemplary and meritorious assistance to the KCSO.

Kent County Certificate of Appreciation. This award will be authorized in instances where a citizen has
voluntarily provided exemplary assistance to a member of the KCSO, or to another citizen in a matter in
which the KCSO is involved.

(CALEA 26.1.2)
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4-804 PRESENTATION

Awards will be presented at a regularly scheduled meeting of the Kent County Commission or at some
other function deemed appropriate by the Meritorious Service Board.
(CALEA 26.1.2)

4-805 DOCUMENTATION

Awards will be publicized within the agency through a Personnel Order issued to all employees. A copy of
the Order and the citation will be placed in an employee’s personnel folder.

(CALEA 26.1.2)
4-900 DISCIPLINE

a. Background:
1. The purpose of discipline is to correct inappropriate behavior.
2. The KCSO must strive for consistency when applying discipline.

3. The Statewide Police Disciplinary Matrix ensures that similar violations receive similar
penalties

b. Philosophy:

The Statewide Disciplinary Matrix, developed by the Maryland Police Training and Standards
Commission includes but is not limited to all possible charges which may arise out of violations of any
KCSO rules, regulations, or orders.

4-901 POLICY

Itis the policy of the KCSO that employee performance and conduct will adhere to the Standards of Conduct
set out in Chapter 1 of this Manual. Every employee will at all times comport him or herself in a fashion that
is fully consistent with those standards.

The KCSO Sworn Personnel are governed by the Statewide Police Disciplinary Matrix. (See 4-1002 of the
KCSO Manual).

The KCSO civilian personnel are governed by the County Commissioners of Kent County, MD Employee
Handbook, whereas progressive discipline is used to correct performance or attitude problems.
(CALEA 26.1.4)

4-1000 THE STATEWIDE POLICE DISCIPLINARY MATRIX

4-1001 PURPOSE

The Maryland Statewide Model Disciplinary Matrix is required by the Maryland Police Accountability
Act of 2021 (Public Safety Article, 3-105, Annotated Code of Maryland). The Statewide Model
Disciplinary Matrix is the required framework through which all matters of discipline will be imposed
as a result of a sustained disposition from an administrative investigation into an officer's misconduct.

The purpose of this Disciplinary Matrix is to apply disciplinary standards in a fair, equitable and

consistent manner statewide.
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For purposes of this section a KCSO sworn Deputy is considered an Officer as defined by the
statewide disciplinary matrix.

4-1002 GENERAL PROVISIONS

a. In order to protect the collective integrity of a law enforcement agency, all matters that may
result in discipline shall be imposed pursuant to the Disciplinary Matrix as responsive
measures to an officer's sustained violation of an agency's policy or other police misconduct.
Generally, each sustained misconduct violation shall be considered separately for the
purpose of recommending and imposing discipline. However, when multiple violations arise
from the same incident, a determination may be made that the most effective manner to
address discipline in the case is to consolidate violations into one form of discipline.

b. Discipline is imposed for first violations and may follow a progressive course for repeat or
increasingly serious offenses. This Disciplinary Matrix, and the imposition of discipline, shall
not be based on the member's race, religion, gender expression, gender identity, sex
assigned at birth, sexual orientation, national origin, age, ethnicity, or familial relationships.
Furthermore, the imposition of discipline shall not be influenced by the high or low profile
nature of the incident.

c. The Matrix includes a breakdown of six (6) different categories of violations, labeled A
through F, with A as the lowest level of discipline and F as the highest. Each category is
defined, along with example violations. Three penalty levels are included in each category
which are based on the number of similar violations in a specified period of time. A disciplinary
range is then used for assessing the recommended discipline. Based on aggravating and/or
mitigating factors the disciplinary range can increase or decrease upon review of the totality
of the circumstances surrounding the sustained violation.

4-1003 DEFINITIONS

a. Aggravating Factors- Conditions or events related to the violation that increase the
seriousness of the violation and may increase the degree of penalty as specified in the
Matrix below. Examples of aggravating factors include, but are not limited to, the following:

1. The officer's prior disciplinary history

2. The officer's prior negative work history, including non-disciplinary corrective action

3. The officer's rank

4. The violation was committed willfully or for personal gain

5. The officer's efforts to conceal the violation, or to be untruthful or dishonest

6. The officer's failure to cooperate with the investigation into the alleged misconduct

7. The violation was retaliatory in nature

8. The violation or behavior was motivated by bias against a member or group of a
protected class under the State's hate crimes law, (Public Safety Article, §10-304,
Annotated Code of Maryland).
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9. The officer's expressed unwillingness to comply with policy, tactics, or performance
standards

10. The impact of the violation on the community or the department's ability to carry
out its mission

11. The degree to which the violation caused or could have caused the loss of life or
injury, and

12. The degree to which the violation caused loss or damage to public or private
property.

(CALEA 26.1.4)

Note: Some aggravating factors may in themselves constitute additional violations of policy
associated with separate, higher, ranges of discipline. For example, "efforts to conceal" even
a minor violation may themselves constitute separate ethics/honesty violations subject to a
higher range of discipline (e.g., lying or destroying/falsifying evidence to conceal a minor
violation).

b. Disciplinary Matrix - A written, consistent, progressive, and transparent tool or rubric that
provides ranges of disciplinary actions for different types of misconduct. {Public Safety
Article, §3-101, Annotated Code of Maryland).

c. Formal Written Counseling (FWC) - A form of counseling given to employees who have
violated an agency's policy. Formal Written Counseling, the least severe form of disciplinary
action, serves as a warning for violations. Further violations of same or similar conduct may
result in more severe discipline. A copy of the formal written counseling shall be placed in
the officer's disciplinary file.

d. Letter of Reprimand (LOR) - A formal letter to an officer from the agency which details the
officer's wrongful actions and states their actions have been deemed inappropriate or
unacceptable. Further violations of same or similar conduct may result in more severe
discipline. A copy of this letter shall be placed in the officer's disciplinary file.

e. Loss of Leave (LOL)- Removal of leave from officer's accrued leave total (vacation,
personal). Loss of leave shall be determined in hours.

f. Lossof Pay (LOP) - Suspension from duty without pay.

g. Level (One) - Penalty level for first offense violation.

h. Level (Two) - Penalty level for second offense of similar conduct.

i. Level (Three) - Penalty level for third offense or more of similar conduct.

j.  Mediation - A process in which parties in a dispute work with one or more impartial
mediators who assist the parties in reaching a voluntary agreement for the resolution of a
minor dispute or conflict.
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k.

4-1004

a.

Mitigating Factors - Conditions or events that relate to the violation, but do not excuse or
justify the violation, that are considered in deciding the degree of penalty. Examples of
mitigating factors include, but are not limited to, the following:

1. The officer's actions are attributable to selfless concern for the well-being of others

2. The officer's lack of disciplinary history

3. The officer's complimentary work history

4. The officer's prior positive work history

5. The violation was the inadvertent result of reasonable, otherwise compliant performance

6. The officer's prompt acceptance of responsibility for the conduct and willingness to be

held accountable

7. The officer's commission of the violation at the direction of a superior (who might also

be subject to separate discipline)
8. Unusually serious workplace tensions/ stressors, and

9. The violation is attributable to limitations beyond the control of the officer that are

caused by legally protected physical or mental disabilities and/or conditions.

(CALEA 26.1.4)

Penalty Days - The forfeiture of vacation days and/or the imposition of suspension without
pay for a specified period of time. The decision to suspend, deduct vacation days, or impose
a combination of both, is based upon the severity of the misconduct along with any relevant
aggravating and mitigating factors. The local ACC and/or Agency Head shall define a "day"
as a specified number of hours depending on the officer's schedule and/or unit within the
agency.

Police Misconduct - Refer to Public Safety Article, §3-101, Annotated Code of Maryland.

Remedial Training-Training designed to correct the behavior of officers who have failed to
perform their duties with the skill, knowledge and/or ability expected and/or required of them
or have otherwise demonstrated a need for additional training.

PROCEDURES

Violation Categories - The Matrix includes six (6) categories. Each offense is categorized
by a letter (A-F) that represents the severity of the offenses in that category. Category A is
the lowest level of discipline and Category F is the highest level. Each category is defined
along with a list of example misconduct violations that fit into that category.
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b. Special Circumstance Categories - Special circumstance categories are specific
violations with their own disciplinary ranges.

c. Factors Influencing Discipline - Mitigating and aggravating factors surrounding a violation
may increase or decrease the discipline. Those factors will be considered within the
disciplinary range for a specific category.

d. Multiple Count Adjustments - Generally, each sustained misconduct violation shall be
considered separately for the purpose of recommending and imposing discipline. However,
when multiple violations arise from the same incident, a determination may be made that
the most effective manner to address discipline in the case is to consolidate violations into
one form of discipline. The most serious offense is used as a starting point within a violation
category. The other offenses determine whether and how much to increase the discipline
within the selected violation category.

e. Prior Disciplinary Record - Same Category - The Matrix incorporates an officer's prior
sustained disciplinary record in determining discipline for a new violation. In each category,
there are three penalty levels based on the number of misconduct violations within a
specified period of time. Three or more sustained violations in the same category and
specified time period will progress to the next higher offense category noted in the Matrix.

f. Determining Discipline - In determining discipline, there must first be an agency policy
violation or other police misconduct. Once a violation has been identified, review the violation
examples found in the Matrix and select the appropriate offense category. If the specific
policy/procedure violation is not listed, review the violation category definition, along with
similar example violations and select the most appropriate category. Next, determine if
the offense is a first offense or repeat offense and select the appropriate level. The
disciplinary section is located to the right of the category definition and level. Each chart
includes an acceptable disciplinary range for applicable violations. In addition to the
severity of the conduct, mitigating or aggravating factors should be considered prior to
making a final determination of discipline. The range of discipline includes formal written
counseling (least severe), reprimands, penalty days, and termination (most severe).

g. Additional Corrective Measures - Notwithstanding the penalties in the Matrix, an officer
may be referred to counseling, an employee assistance program, training, restitution and/or
a demotion. Demotions can be considered for Category D and E violations. Additionally,
suspension or removal from a take-home car program and suspension or removal from
secondary employment are also options for an ACC to consider. These options may also be
imposed by police management, independent of the Local Administrative Charging
Committee, consistent with management rights and/or agency policy.

h. Violations that Fall into Multiple Violation Categories - Some violations can fall
into multiple categories depending on the severity of the violation. For example, penalties
for body-worn camera related violations, insubordination, and harassment may carry more
or less severe penalties, depending on which category most accurately fits the member's
actions.
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Notes:

* PAB/ACCs and Agencies may only deviate from the use of the Matrix when required to
do so by court order, consent decree or any other superseding legal authority. The Matrix
does not impact police management rights to maintain the order and manage the affairs
of an agency in all aspects including, but not limited to, establishing standards of service,
transfer or assignment of employees, establishing standards for performance and conduct,
and maintaining control and regulation of the use of government equipment and/or
property.

* Agencies that operate a formal mediation program are notimpacted by this process since
it occurs prior to an investigation and is mutually agreed to by both the complainant and
officer.
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PTSC Matrix Approved on 6/9/22

4-1005 STATEWIDE POLICE DISCIPLINARY MATRIX

STATEWIDE POLICE DISCIPLINARY MATRIX
MARYLAND POLICE TRAINING AND STANDARDS COMMISSION

Note: An agency policy violation must first be identified prior to selecting a Violation Category. If the specific
po/icy/procedure violation is not listed in the examples, review the violation category definition, along with

similar violations and select the most (lppl"()[)l‘l(llé’ category.

VIOLATION CATEGORY -A

Categories and Descriptions Level Disciplinary Range
Mitigating Factors — Aggravating Factors
ONE: 1st Formal Written — )
. . Letter of Reprimand
Violation Counseling
Category A: Conduct that has or may
have a minimal negative impact on TWO: 2
operations or professional image of the Violation in 24 | Formal written Up to 1 Day Loss of
Counseling — Leave or Loss of Pay
law enforcement agency. Months
THREE: 3"
Violation in 24 GO TO CATEGORY B LEVEL 1
Months

Policy Violation Examples for Category A
Note: The below list represents violation examples that may fall into this category. An agency policy violation must first be identified.

Violation associated with improper attire and grooming (uniformed/non-uniformed)

Late for duty assignment

Failure to properly care for agency vehicle, including but not limited to vehicle inspection and maintenance care

Failure of officer to provide identification when required

Failure to comply with traffic stop procedures

Loss of agency property (excluding weapon and radio)

Parking Violations
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PTSC Matrix Approved on 6/9/22

VIOLATION CATEGORY - B

Categories and Descriptions Level Disciplinary Range
Mitigating Factors — Aggravating Factors
c B: Conduct that h ONE: 1¢ Letter of - Up to 2 Days Loss of
ategory B: ) on. uct that has or may Violation Reprimand Leave or Loss of Pay
have a negative impact on the
operations or professional image of law TWO: 2nd 1 Day Loss of
. TR Up to 3 Days Loss of
enforcement agency; or that negatively Violationin 36 |  Leave or Loss -
. . . . Months of Pa Leave or Loss of Pay
impacts relationships with other y
officers, agencies, or the public. THREE: 31
Violation in 36 GO TO CATEGORY C LEVEL 1
Months

Violation Examples for Category B

Note: The below list represents violation examples that may fall into this category. An agency policy violation must first be identified.

Rude, discourteous actions towards the public or other employees to include profanity and/or obscene gestures.

Failure to furnish name, ID number, and assignment

Officer using their official status, name, or photograph to endorse any product or service connected with law
enforcement for personal gain without permission from agency

Failure to remain alert and awake on duty

Failure to notify supervisor of the suspension, revocation, or cancellation of driver's license

Unauthorized use or wearing agency issued equipment (or use of agency insignia) while working secondary employment

Failure to make required inspection of agency vehicle for weapons/contraband prior to and after transporting a
prisoner

Operating an agency vehicle beyond jurisdictional boundaries without authorization

Altering or modifying agency equipment without approval

Operating an agency vehicle while on sick leave, light duty status, or suspension without authorization

Failure to submit required report

Failure to conduct preliminary and follow-up investigation/reporting

Improper use of Internet or other communications equipment

Working secondary employment without approval

Violation of social media policy

Failure to accept a complaint against an officer

Failure to obey traffic laws-minor, while operating an agency vehicle
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PTSC Matrix Approved on 6/9/22

VIOLATION CATEGORY - C

Categories and Descriptions Level Disciplinary Range
Mitigating Factors — Aggravating Factors
2 Days Loss of
-5l
Category C: Conduct that involves a risk O.NE'.IS Leave or Loss N Upto 4 Days Loss of
Violation PAY
to safety or that has or may have a of pay
ronounced negative impact on the
P , 9 f . pl . fth TWO: 2nd 3 Days Loss of
operations or professional image of the Violation in 48 | Pay or 3 Days . Up to 5 Days Loss of
law enforcement agency or a member, Months Loss of Leave pay
or on relationships with other officers,
agencies, or the public. THREE: 3"
Violation in 48 GO TO CATEGORY DLEVEL 1
Months

Violation Examples for Category C

Note: The below list represents violation examples that may fall into this category. An agency policy violation must first be identified.

Failure to notify or report to duty assignment -Absent without leave (AWOL)

Failure to notify agency that officer has become subject of a criminal investigation

Failure to properly secure a firearm

Unauthorized/careless use/handling/display of a weapon

Carrying an unauthorized firearm, ECD or other weapon in a vehicle or on the officer's person, on or off duty

Discharging of firearm in violation of policy- no injury

Failure to properly search a prisoner incident to arrest

Improper release/escape of a prisoner (no criminal intent)

Unnecessary force/excessive force resulting in unknown injury or minor injury

Failure to document or investigate a physical use of force

Engaged in secondary employment while on sick leave

Unauthorized vehicle pursuit- no injury

Dissemination of confidential information related to a criminal investigation, Criminal Justice Information System (CJIS)
or Motor Vehicle Administration (MVA) to unauthorized persons
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PTSC Matrix Approved on 6/9/22

VIOLATION CATEGORY - D

Categories and Descriptions Disciplinary Range

Level o ]
Mitigating Factors —  Aggravating Factors
) ONE: 1t 5 Days Loss of Up to 15 Days Loss
Category D: Conduct substantially Violation Pay or 5 Days 5 Pay

contrary to the values of the law Loss of Leave
enforcement agency or that

substantially interferes with its mission,
operations, or professional image, or TWO: 2™ 10 Days Loss of .

e Up to 20 Days Loss of
. . . . Violation in 60

that involves a serious risk to officer or Months Pay Pay
public safety, or intentionally violates
law enforcement agency policy.

THREE: 3¢

Violation in 60 GO TO CATEGORY E LEVEL 1
Months

Note: Demotion and/or reduction in rank can also be considered as a part of the disciplinary penalty for Category D

Violation Examples for Category D

Note; The below list represents violation examples that may fall into this category. An agency policy violation must first be identified.

Reporting to work with a measurable amount of alcohol in system, (no requirement to be legally intoxicated)

Failure to provide and/or request needed medical assistance (includes individuals not in custody)

Failure to notify agency that officer has been charged with a civil or criminal violation, whether by arrest or criminal
summons.

Unauthorized vehicle pursuit-with injury

Failure to report a firearm or less lethal weapon discharge (includes accidental discharges)

Failure to report an agency collision
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VIOLATION CATEGORY - E

Categories and Descriptions Level Disciplinary Range
Mitigating Factors — Aggravating Factors
Category E: Conduct that involves
. f authorit thical behavi ONE: 1" 15 Days Loss of 25 Days Loss of Pay
misuse ot authorily, unethical behavior Violation Pay N up to TERMINATION
(not involving false reporting or false
statements), or an act that could result TWO: 2n¢
in an adverse impact on an officer or Violation in 60 15 Days Loss of 30Days Loss of Pay
. . . Pay - up to TERMINATION
public safety or to the professionalism of Months
the law enforcement agency or a THREE: 3¢
violation of any misdemeanor. Violation in 60 GO TO CATEGORY F LEVEL 1
Months

Note: Demotion and/or reduction in rank can also be considered as a part of the disciplinary penalty for Category E

Violation Examples for.Category E
Note: The below list represents violation examples that may fall into this category. An agency policy violation must first be identified.

Using official position to avoid consequences of criminal laws and/or incarcerable traffic violations.

Unnecessary force/excessive force resulting in serious injury

Failure to report a use of force

Engaging in acts of retaliation

Discharging of firearm resulting in injury or death, non-criminal intent

Obstructing or hindering a criminal investigation

Obstructing or hindering internal affairs or an administrative investigation
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VIOLATION CATEGORY - F

Categories and Descriptions Disciplinary Range

Mitigating Factors — Aggravating Factors

Level

Category F: Any violation of law, policy, rule or
regulation which: foreseeably results in death
or serious bodily injury; or constitutes a willful
and wanton disregard of the law enforcement
agency's mission, vision and values; or involves
any act or omission which demonstrates a
serious lack of the integrity, ethics or character
related to an employee's fitness to hold their ONE: ANY
position; or involves egregious misconduct VIOLATION
substantially contrary to the standards of
conduct reasonably expected, to include those
whose sworn duty is to uphold the law; or
involves conduct which constitutes the failure
to adhere to any condition of employment
required or mandated by law, including any 18
U.S.C. § 922(g) (Lautenberg) violations.

TERMINATION

Violation Examples for Category F
Note: The below list represents violation examples that may fall into this category. An agency policy violation must first be identified.

Truthfulness: Intentionally making any verbal or written false statement during an official investigation or on any official
agency document.

Enforcement and/or detention of individuals based on discriminatory practices

Engaging in sexual behavior on duty

Engaging in sexual behavior in an agency vehicle or facility, on or off duty

Intentional malicious and unjustified use of force resulting in serious bodily injury or death

Intentional erasing video footage and/or audio transmissions from digital video camera equipment (BWC/In-Car
Camera)

Converting property/evidence for personal use

Performing secondary employment while on-duty

Improper use of controlled dangerous substance (CDS), narcotic, or hallucinogen

Tampering or manufacturing of evidence

Knowingly participating or joining an organization that advocates, incites, or supports criminal acts or criminal
conspiracies or that promotes hatred or discrimination toward racial, religious, ethnic, or other groups or classes of
individuals protected by law.
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STATEWIDE POLICE DISCIPLINARY MATRIX

MARYLAND POLICE TRAINING AND STANDARDS COMMISSION

SPECIAL CIRCUMSTANCE VIOLATIONS

Disciplinary Range

alcohol and/or drugs which would
constitute a violation of law.

Categories and Descriptions Level e )
Mitigating Factors Aggravating Factors
ONE: 1" 15 Days Loss of
DRIVING UNDER THE INFLUENCE . . y
Violation Pay TERMINATION
Category 1: Any off-duty driving under the . Hnd
. gory Y QLCuly & . TWO: 2 30 Days Loss of
influence of alcohol and/or drugs which would r
’ ) i Violation Pay
constitute a violation of law. TERMINATION
THREE: 3rd
. . TERMINATION*
Violation
ONE: 1"
Category la: Any on-duty or off-duty in a Violation
departmental vehicle driving under the influence of TERMINATION

*Unless prohibited by Executive Order or Government Policy

Disciplinary Range

violation.

Categories and Descriptions Level
g P Mitigating Factors Aggravating Factors
FAILURE TO APPEAR FOR COURT MVA
HEARINGS ONE: . .
. . . Formal Written — Formal Written

2 violations in c i c i

Category 2: Intentional or purposeful failure to 1 year ounseling ounseiing

appear for any properly summoned court

appearance which is the result of action taken

as a law enforcement officer. This category also TWO:

includes MVA hearings. 2 additional Formal Written . Up to 2 Days Loss
violations in 2 Counseling of Leave or Loss

*Resets 1 calendar year from the date of the first years of Pay
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DEPARTMENTAL COLLISIONS

Disciplinary Range

i ipti Level I .
Categorles and Descriptions Mitigating Factors — Aggravating Factors
ONE:
DEPARTMENTAL COLLISIONS 15t Violation Formal Written — Letter of
upto 12 Counseling Reprimand
Category 1: Minor Damage' to Police Vehicle months
and/or Other Property or Vehicle
TWO: . Up to 2 Days
ILaw Enforcement Agencies may establish a 2 Violation | Formal Written
- L . . Loss of Leave or
dollar amount as a guideline for determining the within 0-24 Counseling — L ‘P
level of severity (minor vs major). months 0ss of Fay
THREEZ
2Dri\./er Re-training can be imposed at any level 3 or more Letter of Up to 5 Days
but is mandatory fqr three or more at-fault Violation Reori g Loss of Leave or
departmental collisions. within 0-36 epriman - Loss of Pay
months
ONE:
. Up to 1 Da
1% Violation Formal Written P y
Category 2: Major Damage to Police Vehicle up to 12 Counseling - LOSLS of LiaF‘)’e or
and/or Other Property or Vehicle months oss of Pay
'Law Enforcement Agencies may establish a dM01_ . . Up to 3 Days
dollar amount as a guideline for determining the 2" Violation etter o
. . ) s . Loss of Leave or
level of severity (minor vs major). within 0-24 Reprimand —
months Loss of Pay
“Driver Re-training can be imposed at any level THREE2
but is mandatory.f(.)r three or more at-fault 3 or more Letter of Up to 10 Days
departmental collisions. Violation Reori g Loss of Leave or
within 0-36 epriman - Loss of Pay
months
ONE:
. Up to 2 Days
ist Violation Formal Written P y
_ up to 12 Counseling . LosLs of Lt;algle or
Category 3: Injury to Law Enforcement months 0SS ot Fay
Personnel and/or Civilian
dT\.NO:. L f Up to 5 Days
If gross negligence or reckless operation of a 2" Violation etter o
) RS ) - - . Loss of Leave or
police vehicle is involved in any collision that within 0-24 Reprimand — | 0ss of Pa
results in serious injury or death the disciplinary months y
range will increase up to and including THREE2
termination. d
3 or more Letter of Up to 14 Days
Violation Rebri d Loss of Leave or
months
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STATEWIDE POLICE DISCIPLINARY MATRIX

R e

MARYLAND POLlCE TRAINING AND STANDARDS COMMISSION

| E R T SR R RS O

VIOLATION EXAMPLES THAT MAY FALL INTO MULTIPLE
VIOLATION CATEGORIES DEPENDING ON THE FACTS OF A CASE

The policy violation examples set forth in this document are not intended to serve as an
exhaustive list of prohibitions on officer conduct and activities. Rather, they are intended to be
a sampling of policy violations that exist in the majority of law enforcement agencies. Examples
of misconduct have been provided in each policy violation category to serve as a guide in
determining discipline for officers found to have violated an agency's policy or general
orders/procedures.

However, while policy examples outlining acceptable and unacceptable conduct for officers is
necessary, not every situation can or will be covered explicitly. Below is a listing of policy
conduct violations commonly found in law enforcement policies that may not fall into one
specific violation category but may warrant a higher or lower level of discipline based on the
severity of the misconduct.

ABUSE OF POSITION: Officers conduct, whether on or off duty, where their authority or position is
used for financial gain, obtain or grant privileges or favors, avoid consequences of illegal acts for
themselves or others, or to barter, solicit or accept any good or services, such as gratuities, gifts,
discounts, rewards, loans, or fees, whether for themselves or others.

BWC/IN CAR VIDEO/VIDEO RECORDED EQUIPMENT VIOLATION

CONDUCT UNBECOMING: Officer conduct, whether on or off duty, that casts doubt on their
integrity, honesty, moral judgment, or character; brings discredit to an agency; or impairs the
agency's efficient and effective operation.
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INSUBORDINATION: Willful failure of an officer to obey a supervisor's lawful orders.

VIOLATIONS OF FEDERAL. STATE OR LOCAL LAW

WORKPIACE VIOLENCE: Any act or threat of physical violence, harassment, intimidation, or
other threatening disruptive behavior that occurs in the workplace or arises out of the
employment relationship.

4-1100

KENT COUNTY POLICE ACCOUNTABILITY BOARD PROCEDURES

Any complaint filed against a sworn employee of the KCSO or any incident that involves a member of the
public shall be investigated and disciplined under the Maryland Police Accountability Act of 2021.

a. All citizen complaints received by the KCSO regarding a sworn Deputy shall be forwarded to the Kent
County Accountability Board prior to being assigned as an investigation by the KCSO.

b. The Sheriff or his/her designee shall notify the Kent County Accountability Board of any incident
handled by a KCSO Deputy that involves a member of the public.

c. Any citizen complaint received by the Kent County Accountability Board shall be forwarded to the
KCSO within three (3) days.

d. Investigations will be assigned in accordance with Chapter 7-200 of this manual.

e. Upon completion and supervisory approval, the investigation shall be forwarded to the Kent County
Administrative Charging Committee located at 400 High Street, Chestertown, MD.

1. The Administrative Charging Committee will determine if the employee shall be charged
administratively.

2. The Administrative Charging Committee shall review and make a determination or ask for
further review within thirty (30) days after completion of the investigating unit’s review.

3. The process of review by the Investigating Unit through disposition by the Administrative
Charging Committee shall be completed within one(1) year and one (1) day after the filing of
a complaint by a citizen.

4. If it is determined to administratively charge the KCSO employee, using The Statewide
Disciplinary Matrix, the Administrative Charging Committee shall make a recommendation to
the Sheriff regarding the appropriate discipline.
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5. Within fifteen, (15), days of this decision the Sheriff shall impose the discipline. The discipline
imposed by the Sheriff may be the same as recommended by the Administrative Charging
Committee or may be a higher degree of discipline within the applicable range of the
Statewide Police Disciplinary Matrix. It shall never be lower than the discipline recommended
by the Administrative Charging Committee.

f. If the KCSO employee wishes to appeal the decision, they are entitled to a Trial Board consisting of
the following, who are appointed by the Kent County Commissioners and trained by the MPTSC:

1. An actively serving or retired administrative law judge or a retired judge of the District Court
or a Circuit Court, appointed by the Kent County Commissioners.

2. A Civilian who is not a member of an administrative charging committee, appointed by the
Kent County Police Accountability Board, and;

3. A Sworn Police Officer of equal rank to the Deputy accused of the misconduct appointed by
the Sheriff.

g. Proceedings of a Trial Board shall be open to the public, except to protect:
1. Avictim’s identity
2. The personal privacy of an individual
3. A child witness
4. Medical records
5. The identity of a confidential source
6. An investigative technique or procedure
7. The life or physical safety of an individual

h. A decision of the Trial Board may be appealed to the Kent County Circuit Court by the KCSO
employee.

4-1101 EFFECT OF PROBATION

An employee serving a probationary period on initial appointment is not entitled to the due process
requirements of the County Commissioners of Kent County MD Employee Handbook or this Chapter, except
in the case of alleged police brutality by a sworn employee.

(CALEA 26.1.4)

4-1102 IMPOSITION OF DISCIPLINE: NON-POLICE ACCOUNTABILIITY BOARD

For non-citizen complaint incidents involving potential discipline less than days loss of pay or days loss of
leave, the supervisor with firsthand knowledge of the incident will be responsible for initiating the discipline to
be imposed on the Deputy. If the potential discipline is days loss of pay, days loss of leave or higher, the
Chief Deputy and Division Commander shall determine who will be responsible for completing an IAU
investigation and imposing discipline.
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In situations where the supervisor is to impose discipline, he or she shall immediately notify the Division
Commander of the circumstances surrounding the event. Using the KCSO Administrative and Operations
Manual and the Statewide Discipline Matrix, the supervisor will determine what discipline shall be imposed.
The supervisor will be responsible for imposing the discipline. There is no formal investigation or notice of
charges required for these incidents.

Investigations referred to the CID Commander for an IAU investigation will be assigned and completed in
accordance with Chapter 7 of this manual. The investigation should reveal:

a. whether an offense or violation of the KCSO policy was committed,
b. whether the employee was involved in the offense,
c. the past disciplinary record of the employee; and

d. recommendations as to sustained or non-sustained findings.

(CALEA 26.1.5)

If an IAU investigation is to be conducted, the investigator shall ensure the Deputy receives the “Notice of
Charges” KCSO Form #119 advising of charges and potential discipline.

4-1103 REPORT TO SHERIFF

In all cases, the result of the investigation will be reported to the Sheriff.

4-1200 EMERGENCY SUSPENSIONS

4-1201 EMERGENCY SUSPENSION RESULTING FROM CITIZEN COMPLAINT OR
INCIDENTS INVOLVING A MEMBER OF THE COMMUNITY

a. Pending an investigation, the Administrative Charging Committee and Trial Board process, the Sheriff
or his designee, may impose an emergency suspension with or without pay if the Sheriff, or his/her
designee determines that such a suspension is in the best interest of the public.

b. An emergency suspension without pay under this subsection shall not exceed thirty (30) days.

c. A Deputy who is suspended without pay under this subsection is entitled to receive back pay if the
Kent County Administrative Charging Committee determines not to administratively charge the
Deputy in connection with the matter on which the suspension is based.

4-1202 EMERGENCY SUSPENSION RESULTING FROM POLICY VIOLATIONS
a. An employee may be immediately suspended on an emergency basis by a superior officer when it is
in the best interest of the County or the employee. Concurrence of the Sheriff will be obtained through

channels as soon as possible.

b. The Sheriff, or his/her designee may suspend a Deputy without pay and suspend the Deputy’s police
powers on an emergency basis if the Deputy is charged with:
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1. Adisqualifying crime as defined in §5-101 of the Annotated Code of Maryland
2. A misdemeanor committed in the performance of duties as a Deputy, or

3. A misdemeanor involving dishonesty, fraud, theft, or misrepresentation

c. Disqualifying crimes includes:
1. acase in which a person received probation before judgment for a crime of violence; and

2. acase in which a person received probation before judgment in a domestically related crime as
defined in § 6-233 of the Criminal Procedure Article.

3. “Convicted of a disqualifying crime” does not include a case in which a person received a
probation before judgment:

i. for assault in the second degree, unless the crime was a domestically related crime as
defined in § 6-233 of the Criminal Procedure Article; or

ii. that was expunged under Title 10, Subtitle 1 of the Criminal Procedure Article.

d.. Crime of violence means:

1. abduction;

2. arson in the first degree;

3. assault in the first or second degree;

4. burglary in the first, second, or third degree;

5. carjacking and armed carjacking;

6. escape in the first degree;

7. kidnapping;

8. voluntary manslaughter;

9. maiming as previously proscribed under former Article 27, § 386 of the Code;

10. mayhem as previously proscribed under former Article 27, § 384 of the Code;

11. murder in the first or second degree;

12. rape in the first or second degree;

13. robbery;

14. robbery with a dangerous weapon;
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15. sexual offense in the first, second, or third degree;

16. home invasion under § 6-202(b) of the Criminal Law Atrticle;

17. a felony offense under Title 3, Subtitle 11 of the Criminal Law Article;

18. an attempt to commit any of the crimes listed in items (1) through (17) of this subsection; or

19. assault with intent to commit any of the crimes listed in items (1) through (17) of this subsection
or a crime punishable by imprisonment for more than 1 year.

4-1203 EMERGENCY SUSPENSION HEARING

a. The suspended employee may elect to appear for a Suspension Review Hearing to determine if the
suspension will be continued or terminated pending the disposition of formal charges.

b. The Sheriff will appoint a high-ranking command officer (Lieutenant or higher rank) from the KCSO to
serve as the Suspension Review Hearing Officer. The Suspension Review Hearing will be held as soon
as possible following the suspension to determine if the suspension is necessary to protect the interests
of the County, the KCSO or the employee pending disposition of charges, and whether other
employment or leave status alternatives are appropriate. At the Suspension Review Hearing the
employee may:

1. Be accompanied by counsel,

2. Rebut the reasons for the suspension,
3. Present mitigating testimony,

4. Suggest alternatives to suspension.

c. The Presenter of Facts at the Suspension Review Hearing will:
1. Present reason(s) for the initial suspension,

2. Make recommendations concerning the employee’s leave status and possible temporary
assignment during the period of suspension,

3. Recommend a final disposition on the suspension status.

d. The Suspension Review Hearing will be recorded. The recording will be forwarded in a sealed envelope
to the Sheriff for review, retention, and inclusion in the investigative case file.

e. Atthe conclusion of the Suspension Review Hearing, the Suspension Review Hearing Officer will make
a recommendation to the Sheriff, as follows:

1. The suspension was not justified, and the employee should return to duty,
2. The suspension was justified but the employee should return to duty,

3. The suspension was justified, and the employee’s suspension should continue.
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f. After consideration of the Suspension Review Hearing Officer's recommendation, the Sheriff will
immediately render a decision whether the suspension will be continued and whether it will be with or
without pay. An employee suspended with pay will be advised of the requirement to notify the Chief
Deputy, or his/her designee of the telephone number and location where he or she may be reached
on a daily basis between 0900 and 1000 hours, Monday through Friday, exclusive of holidays.

g. Within five (5) days of the Suspension Review Hearing, the employee will receive the decision in
writing. The decision is conclusive of the suspension only. A copy of the written decision will be
maintained in the investigative case file.

h. Where an employee is suspended without pay, and the underlying misconduct is not pursued through

the disciplinary process or is not sustained, the employee will be made whole for lost pay, less any
outside earnings during the period of the suspension.

(CALEA 26.3.7)

4-1300 TERMINATION PROCEDURES
a. The Sheriff shall terminate the employment of a Deputy who is convicted of a felony
b. The Sheriff may terminate the employment of a Deputy who:
1. Receives a probation before Judgment for a felony, or
2. Is convicted of :
i A misdemeanor committed in the performance of duties as a Deputy
ii. A misdemeanor second degree assault

iii. A misdemeanor involving dishonesty, fraud, theft or misrepresentation

c. Inthe case of termination, the employee will be provided a final written statement citing the reasons
for the action, the effective date, and the effect of the action on the employee’s fringe and retirement
benefits.

(CALEA 26.1.7)
4-1301 MAINTENANCE OF RECORDS

The KCSO will maintain a complete record of every disciplinary action, including all reports of the employee,
supervisors, investigators, and any statements related to the discipline. The record will include all
correspondence related to the discipline, including the results of the hearing board, if one is held. All records
of disciplinary actions will be maintained in the employee’s personnel folder in a locked file in the Sheriff's
Office. The records will be retained for the duration of the employee’s service with the KCSO.

(CALEA 26.1.8)

4-1400 APPEALS OF DISCIPLINE NOT IMPOSED BY THE POLICE ACCOUNTABILIY ACT

A KCSO Deputy may appeal any imposed discipline which exceeds one (1) day loss of leave or one (1) day
loss of pay. Appeals shall be submitted in writing to the Sheriff or his/her designee within 15days of the
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imposed discipline. Upon notification of an appeal, the Sheriff or his/her designee shall convene a hearing
board consisting of sworn personnel from another law enforcement agency.

a. Membership of the hearing board shall consist of at least three (3) members who:
1. have had no part in the investigation or interrogation of the Deputy
2. atleast one member of the hearing board shall be of equal rank as the Deputy
3. atleast one member of the hearing board shall be of the rank of Lieutenant or above
4. atleast one member of the hearing board shall be of equal rank or higher as the Deputy
5. The highest-ranking hearing board member shall serve as the Chair.

b. The Chair of the hearing board may issue subpoenas to compel the attendance and testimony of
witnesses and the production of books, papers, records, and documents as relevant or necessary.

c. The hearing shall be open to the public, unless the chief finds a hearing must be closed for good
cause, including to protect a confidential informant, an undercover officer, or a child witness.

d. The hearing board shall give the law enforcement agency and law enforcement officer ample
opportunity to present evidence and argument about the issues involved.

e. The law enforcement agency and law enforcement officer may be represented by counsel.

f.  Each party has the right to cross-examine witnesses who testify, and each party may submit
rebuttal evidence.

g. Disposition of hearing board shall:

1. Be in writing and accompanied by findings of fact which shall consist of a concise statement on
each issue in the case

2. Afinding of not guilty terminates the action.

3. If the hearing board makes a finding of guilt, the hearing board shall make a recommendation
to the Sheriff following the State Disciplinary Matrix on discipline to include mitigating and
aggravating circumstances.

h. Review by Sheriff and final disposition

1. Within 30 days after receipt of the recommendations of the hearing board, the Sheriff shall:

i. review the findings, conclusions, and recommendations of the hearing board; and
ii. issue a final order.
iii. The recommendation of a penalty by the hearing board is not binding on the Sheriff.

However, the final disposition shall be accordance with the Statewide Disciplinary
Matrix.
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4-1500 GRIEVANCES
4-1501 COVERAGE

All employees of the KCSO are covered by the Grievance Procedure established in the Kent County
Personnel Policies and Procedures Manual..
(CALEA 22.4.1)

4-1502 ROLE OF CHIEF DEPUTY

The Chief Deputy will coordinate the grievance procedure within the KCSO and will maintain and control
KCSO grievance records. Annually, the Chief Deputy will analyze the grievances which have been filed for
any patterns which indicate the need for changes in agency policies or procedures. He or she will report the
results of the analysis and recommendations, if any, to the Sheriff.

(CALEA 22.4.2, 22.4.3)

4-1600 EMPLOYEE ORGANIZATIONS

a. The KCSO recognizes an employee’s right to form or be a member of an employee organization. The
Sheriff may recognize employee organizations and meet with representatives to discuss issues of mutual
concern. There exists no obligation on the part of the KCSO to comply with, endorse, honor, or enter into
a binding agreement with any employee organization.

b. The Sheriff may from time to time authorize schedule changes, use of facilities, or use of equipment by
members of recognized employee organizations. Such use may not cause additional expense to the
KCSO.

c. An employee’s organizational activities may not interfere with the completion of the employee’s duties.

d. All current or prospective employee organizations will be given access to agency bulletin boards on an
equal basis, subject to reasonable space limitations.

e. An employee may use agency telephones on a limited basis to conduct business on behalf of the
organization so long as such use incurs no additional expense to the county, does not interfere with the
employee’s completion of his or her duties, and does not interfere with KCSO business.

4-1700 RECRUITMENT AND SELECTION
4-1701 PROGRAM RESPONSIBILITY

The Sheriff and the Chief Deputy are responsible for the KCSO recruitment program. The KCSO engages in
specific recruitment activities in Kent County and elsewhere and designs and distributes recruitment
materials. As the agency’s chief recruiters and senior managers, the Sheriff and Chief Deputy are intimately
familiar with the agency’s needs, opportunities within the agency, the County’s requirements, and the
importance of a representative workforce.

All Deputies serve as KCSO ambassadors and recruiters simply by virtue of their presence in the community.
They are expected to be aware of potential recruits, both inside and outside Kent County, and to refer the
names of those individuals to the Sheriff or Chief Deputy.
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Before any Deputy is given a specific recruiting assignment, he or she will be trained and thoroughly briefed
by the Sheriff or Chief Deputy on the audience to be briefed, the message to be presented, and the outcomes
that are expected. Recruiters shall be familiar with or have been instructed in current recruiting laws, practices,
and EEO requirements.

(CALEA 31.1.1, 31.1.2)

4-1702 RECRUITMENT PLAN

The KCSO believes that it will best serve Kent County when its employees reflect the County’s diversity. It is
the goal of the KCSO to achieve a workforce which is representative, by race, ethnicity, and gender, of the
County it serves. The plan shall include demographic data of KCSO sworn personnel.

The KCSO has adopted a Recruitment Plan, found as Appendix 4-B, as a means to achieving that goal.
The Chief Deputy will prepare an annual progress report and will review and amend the Recruitment Plan
annually. The Sheriff will review and approve the Recruitment Plan.

(CALEA 31.2.1, 31.2.2)

4-1703 VACANCY ANNOUNCEMENTS
Vacancy announcements for all KCSO positions will:

a. identify the position, required education and other minimum qualifications.
b. include salary and benefits information;
c. be advertised in print media or other sources;

d. advertise that Kent County and the KCSO are equal opportunity employers on the announcement
and the application form; and

e. explain how to obtain an application and the deadlines for filing.

Vacancy announcements will be sent to churches and other community service organizations. The Sheriff
will seek the assistance of key community leaders in filling vacancies.
(CALEA 31.3.1, 31.3.2)

4-1704 APPLICANT RELATIONS

Maintaining contact with applicants and keeping them apprised of the status of their applications are essential
parts of an effective recruitment program. The KCSO will inform applicants:

a. when they do not meet minimum qualification requirements;
b. whether they are or are not in the pool of candidates to be interviewed;
c. whether they are or are not selected for final processing; and

d. whether they are or are not finally selected. Candidates will be kept informed of the final approval
process.

Applications will not be rejected for minor omissions or deficiencies that can be corrected before the testing
or interview process.
(CALEA 31.3.3)
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4-1705 SELECTION GUIDELINES

Appendix 4-C, Selection Guidelines, fully describes the KCSO'’s recruitment and selection procedures.

4-1706 PROBATIONARY PERIOD ON INITIAL APPOINTMENT
Every newly appointed Deputy must complete a two (2) year probationary period upon initial appointment.
The probationary period begins on the day the Deputy is hired.

(CALEA 31.5.8)
4-1706.1 EXTENSION OF PROBATIONARY PERIOD
The Sheriff has the discretion to extend the probation period for Deputies for any cause which he/she in

his/her discretion, deems sufficient and appropriate.

4-1706.2 PROBATIONARY PERIOD UPON REAPPOINTMENT

The probationary period for reappointed KCSO Deputies shall be one (1) year from the date of rehire.
(CALEA 31.5.8)

4-1707 SELECTION FOR SPECIALIZED ASSIGNMENTS
From time to time, internal selections will be made for specialized assignment within the KCSO (e.g., for the
TET member, Firearms Instructor, NET member). The availability of such assignments will be made known
to all Deputies so that they may express interest in selection for the assignment.
Deputies will usually be asked to express their interest in writing. Selections will be based upon the
requirements of the specialized assignment and the applicants” length and breadth of experience, training,
performance
ratings, disciplinary records, specialized skills, or other factors appropriate to the assignment to be filled. The
selection will be made by the Sheriff or Chief Deputy.

(CALEA 16.1.2)
4-1800 TRAINING AND CAREER DEVELOPMENT
4-1801 POLICY

It is the policy of the KCSO to provide comprehensive employee training to ensure the delivery of the highest
level of effective law enforcement services to the citizens of Kent County.

4-1802 PROGRAM RESPONSIBILITY

The Chief Deputy is responsible for overseeing the development and delivery of training programs.

4-1803 TRAINING COMMITTEE

The KCSO has a Training Committee which consists of the Chief Deputy, the Patrol Commander, the CID
Commander, the Services Division Commander and one Deputy at the rank of Corporal or below.

a. The Deputy will be selected by the Sheriff from among those members of the staff who express an
interest in serving in the position and will serve for 2 years. A Deputy may serve consecutive terms
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on the Committee. The other members are designated by position.
b. The Committee will meet at least annually, at the call of the Chief Deputy.

c. The role of the Committee is to evaluate training provided over the last year and to make
recommendations to the Chief Deputy concerning training needs for KCSO staff. The Committee is
advisory in nature and has no direct authority or responsibility for training activities.

(CALEA 33.1.1)
4-1804 ATTENDANCE AT TRAINING

Training is like any other work to which employees are assigned, and attendance at training programs for
assigned employees is therefore mandatory. Legitimate absences, such as illness, court appearance,
vacations, etc., may be excused by the Chief Deputy. Those employees will have to attend make-up classes
when rescheduled. Employees who successfully complete assigned training sessions may be recognized by
a suitable certificate, and all training records will be maintained in the employees’ training files.
(CATEGORY B)(CALEA 33.1.2)

4-1805 PAYMENT OF EXPENSES

Employees who are assigned training classes are eligible for reimbursement of mileage (if traveling by
privately owned vehicle), lodging, and meal expenses, as appropriate, consistent with the travel regulations
of Kent County.

For employees assigned to training, all tuition, books, fees, and related expenses will be paid by the KCSO.

The Office Manager will make arrangements for the payment or reimbursement of expenses.
(CALEA 33.1.3)

4-1806 PERFORMANCE OBJECTIVES

Written performance objectives will be established for all training programs. The use of performance
objectives acquaints the training participants with the information they are required to know, the skills that
must be demonstrated, and the circumstances under which the skills will be used. Performance objectives
will:

a. Focus on the elements of the job task analyses for which formal training is needed;
b. Provide clear statements of what is to be learned;

c. Provide the basis for evaluating the participants;

d. Provide a basis for evaluating the effectiveness of the training program.

(CALEA 33.1.4)
4-1807 LESSON PLANS

The KCSO requires the development of lesson plans for all internal training. Development of lesson plans
ensures that the subject to be covered in training is addressed completely and accurately and is properly
sequenced with other training materials. Lesson plans establish the purpose of instruction, set forth the
performance objective, relate the training to critical job tasks, and identify matters that will be taught.

a. Lesson plans should include:

1. References and resources;
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2. Teaching techniques
3. Relationship to job tasks;
4. Responsibilities of the participants for the material taught; and
5. Plans for evaluation of the participants.
b. Among the instructional techniques that may be employed are:
1. conferences (debate, discussion groups, panels, and seminars);
2. Field experiences (field trips, interviews, operational experiences, and operational observations);
3. Presentations (lecture, lecture-discussion, lecture-demonstration);
4. Problem investigations (group inquiry);
5. Simulations (case study, games, and role-play).

(CALEA 33.1.4)
4-1808 TESTING

Generally, testing methods used in training classes will be competency-based tests based on performance
objectives that measure participant knowledge of and ability to use job-related skills. Test questions may be
true/false, multiple choice, short answer, matching, or any other approved format. The minimum passing
score

on internal training will be 70 percent. Those tests that require a skill performance must be performed to the
satisfaction of the grading official.

(CALEA 33.1.4)
4-1809 APPROVAL OF LESSON PLANS

Lesson plans will be submitted to and approved by the Chief Deputy and/or the Sheriff. If lesson plans are to
be used in courses to satisfy the MPCTC'’s in-service or firearms training requirements, they must also be
approved by the MPCTC, issued an MPCTC approval number, and resubmitted every 3 years for renewal of
approval.

(CALEA 33.1.4)

4-1810 REMEDIAL TRAINING

Remedial training will be used to upgrade necessary knowledge and skills of agency personnel. As they
conduct regular inspections of personnel, Supervisors must be alert to signs that remedial training may be
required. Among the criteria used to determine the need for remedial training are:

a. Complaints from prosecutors, citizens, or fellow employees;

b. Recommendation from a supervisor based on, but not limited to
c. Poor job performance;

d. Improper conduct;

e. Poor personal appearance;

f. Physical, emotional, or mental inability to perform job-related duties.
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g.

In-service or specialized training test results below the passing level.

There are two basic types of remedial training:

a.

b.

Training which may be handled within the shift or Division; and

Training which requires administrative approval and/or supervision.

The immediate supervisor or designee will be responsible for providing Deputy remedial training which is
minor in nature and may be handled by counseling. The Chief Deputy may be consulted for resource material
and personnel to assist the employee in obtaining the needed training

The following apply to remedial training which requires administrative approval and/or supervision:

a. Prior to the initiation of a formal remedial training program, the supervisor of the affected employee will
submit a letter to the Chief Deputy outlining the problem, to include recommended corrective measures.

b. Following approval of the formal remedial training program, it will be the responsibility of the Chief
Deputy or his or her designee to schedule the training and assist the employee in the program.

c. An employee assigned to a remedial training program will be observed, retrained, and evaluated until
they have successfully demonstrated the necessary skills, knowledge, and ability.

d. A designated time frame for achieving Fully Acceptable performance will be established by the Chief
Deputy. The maximum time frame allowed for achieving Fully Acceptable performance will be
established according to the individual situation and need.

e. The Chief Deputy will file a performance evaluation when the time frame is exhausted and forward the
report to the Sheriff.

f. If the performance evaluation is not Fully Acceptable, the Sheriff and Chief Deputy will make a
determination on what action should be taken. Action may include, but is not limited to:

1. Re-testing;
2. Disciplinary action;
3. Discharge from employment.
(CALEA 33.1.5)
4-1811 TRAINING RECORDS

Following the completion of a training assignment, the Chief Deputy will ensure that proper documentation of
the training is maintained on file. A training file will be maintained on all employees to include:

a.

b.

Type of training
Date of training;

Training certificates received

. Attendance record; and

Test scores.
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The KCSO will also maintain a record of each training class conducted internally. The record will include:

a. Lesson plans;

b. Name of attendees;

c. Performance of individual attendees as measured by tests, if administered.; and
d. Record retention period of 4 years after reaccreditation

(CALEA 33.1.6, 33.1.7)
4-1812 NEW RECRUIT TRAINING

Under Maryland law, a Deputy must be certified by the Maryland Police and Correctional Training
Commissions (MPCTC) before being permitted to carry a weapon or to have the authority to make arrests.

Unless a newly hired Deputy is an experienced law enforcement officer who has already been certified by
MPCTC, the Deputy must successfully complete a training program consisting of two parts:

a. acourse at an MPCTC-certified training academy; and
b. a two-hundred forty (240) hour field training program.

This training program includes:

a. A curriculum based on job task analyses of the most frequent assignments of sworn personnel who
complete basic training;

b. Use of evaluation techniques designed to measure competency in the required skills, knowledge, and
abilities; and

c. An orientation handbook issued on all new recruit personnel at the time the academy training begins.

(CALEA 33.4.1,33.4.2)
4-1813 LAW ENFORCEMENT ACADEMY

In accordance with the regulations of the MPCTC, newly hired KCSO Deputies receive their basic training at
a law enforcement academy certified by the MPCTC, most often the Eastern Shore Criminal Justice Academy
(ESCJA) at Wor-Wic Community College in Salisbury, Maryland.

a. The Sheriff and the Chief Deputy maintain a close liaison with the staff of the ESCJA (and other
academies). The Chief Deputy will coordinate all basic and specialized training assignments to the
Academy.

b. Based on discussions with the Sheriff, feedback from the Patrol Commander, and his or her own
observations, the Chief Deputy will provide written input to the ESCJA (or other academies) as
appropriate.

c. Upon request, the KCSO may provide Deputies with specialized skills to assist with instruction at the
ESCJA (or other academies).

d. The KCSO will absorb the cost of tuition, housing, meals, mileage, and wages while employees attend
the basic and specialized training at the Academy.
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e. The ESCJA (or other academies) will provide staff, facilities, instructors, and other resources during
the basic training sessions.

f. The ESCJA (or other academies) will be responsible for the administration of the prescribed training
programs and will provide for the fair and non-discriminatory testing and processing of each student.
The KCSO and/or worker's compensation will be responsible for any training-related impairment of its
employee at the academy, providing the impairment was not the result of negligence on the part of the
Academy.

g. The ESCJA (or other academies) will provide basic law enforcement training as outlined in the
regulations of the MPCTC.

h. The KCSO will be responsible for training its employees on its office policies, procedures, rules and
regulations, general orders, and other written directives after the employee completes academy
training.

(CALEA 33.2.3, 33.2.4)
4-1813.1 ACADEMY ORIENTATION MATERIALS

The ESCJA (or other academy) provides orientation materials to all recruit personnel at the beginning of
training. The material includes information on:

a. Organization of the Academy;

b. The Academy's rules and regulations

c. The Academy's rating, testing, and evaluation system;
d. Physical fitness and proficiency skill requirements; and
e. Daily training schedules.

4-1814 FIELD TRAINING
The Chief Deputy has overall responsibility for the Field Training Program

After successful completion of the basic academy training, the Deputy will be assigned to a Field Training
Officer (FTO) for a minimum of two-hundred forty (240) hours, as per Maryland Police and Corrections
Training Commission regulations which exceeds the minimum of 4 weeks (160) hours as required by CALEA.
The

purpose of field training is to give the new Deputy a solid grounding in the essential elements of the KCSO
patrol function, and to permit him or her to operate effectively, alone, as a KCSO Deputy. During this period,
the new Deputy will be thoroughly indoctrinated in KCSO policies, procedures, rules, and regulations. The
Deputy is rotated through all aspects of the patrol function, including but not limited to vehicle operation
(including radio, video recording and radar operation), service of process, processing arrests, transporting
detainees, temporary detention of detainees, traffic stops, report writing, crime and accident scene
processing, criminal investigation, taking statements, and court testimony.

During this period, the FTO reviews with the new Deputy the essential elements of the KCSO Administrative
and Operations Manual and of KCSO law enforcement functions in a structured fashion. Each day, the FTO
will complete a KCSO Field Training Evaluation Form (KCSO #322), indicating the materials covered, the
training conducted (i.e., whether by discussion, observation, demonstration, or actual performance), the new
Deputy’s performance on the training element, and any deficiencies noted and submit it to the Patrol
Commander. The FTO will be guided in his/her evaluation of the new Deputy by verbiage contained in the
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KCSO Field Training Evaluation Standards (KCSO Form #322A). The FTO will be required to comment on
any Training Element where the new Deputy receives an evaluation of “Unacceptable”, “Marginally

Acceptable”, “Exceeds Expectations” or “Superior’. The Patrol Commander will review the form daily and
forward it to the Chief Deputy.

The FTO will review all reports written by the new Deputy to identify deficiencies, especially ones of spelling,
grammar, neatness, attention to detail and general organization of thought.

After the minimum 240 hours training period, the Chief Deputy and the Patrol Commander will decide, with
input from the FTO, with the concurrence of the Sheriff, if the Deputy is ready for solo duty or is in need of
additional training.

(CALEA 33.2.4, 33.4.3)
4-1814.1 FIELD TRAINING OFFICERS

Field Training Officers (FTO) serve as role models for newly hired Deputies in the development of the
knowledge, skills, and abilities needed to perform patrol duties and the practical application of the training
received at the Academy. While performing the duties of the FTO, a Deputy gains experience and knowledge
that increases leadership, training, and evaluation skills which may enhance career opportunities.

The Patrol Commander will makeshift Supervisors aware of the availability of an FTO assignment and will
solicit their recommendations for FTOs. To be eligible, a Deputy must have two (2) years of service with the
KCSO. The Patrol Commander will endorse the recommendations, as appropriate, and forward them to the
Chief Deputy. The Chief Deputy will consult with the Patrol Commander in making the selection of FTOs with
the concurrence of the Sheriff. Among the criteria considered are:

a. knowledge of the patrol Deputy function;

b. demonstrated commitment to the KCSO and to the field training program;
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personal appearance, bearing and demeanor; and
d. ability to communicate effectively, both orally and in writing.

KCSO Field Training Officers will attend an FTO Course approved by the Maryland Police Training and
Standards Commission prior to training a new Deputy

Prior to the first FTO assignment and before each subsequent assignment FTOs will be trained by the Chief
Deputy using the KCSO Field Training Evaluation form. The Chief Deputy will provide practical, one-on-one
instruction on:

a. the importance of the field training experience;
b. planning training assignments;
c. how to use the form to provide feedback to the new Deputy;

d. the necessity of communicating clearly and effectively, bot