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Newark Police Department
. Rules and Regulations
for
Civilian Employees

Introduction:

You are now a civilian member and an integral part of a working wnit
which is the heart of the Police Department. The importance of your posi-
tion devolves from the unique opportunity it affords for you to render
gservices, that properly accomplished, will ereate in the Public's mind a
spirit of trust and confidence in the Police Department.

As a civilian employee, you are eipected to render this service to the
best of your ability and perform your job with the spirit of courtesy, will-
ing assistance and appreciation for the responsibility inherent in your
position. The Public will judge the Police Department by your demeanor.

You are expected to perform as instructed and to follow all Police
Department and Civil Service Commission rules, regulations and policies
ags they relate to you. 411 rules, regulations as stated herein and depart
ment procedures and orders governing police officers, whenever applicable,
also shall bind ecivilian employees, who shall assist department police
officers in the accomplishment of the police function..

As a eivilian employee, you are subject to the authority of the Director
of Police, Chief of Police and the Superior Officer in charge of the bureau,
unit or office to which you are assigned. Rank is bestowed upon the Police
Department Chaplains, the Surgeon and the Assistant Surgeon. Their orders
shall be obeyed by 21l civilian employees and they shall be accorded the

courtesies attendant upon their rank of Inspector.
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You may also be subject to civilian employee supervisors, who by
reason of Civil Service Title and/or by speecial designation by the Director
of Police, Chief of Police or Superior Officer in charge, may supervise

_other civilian employees and police officers,

Each ecivilian employee is duty bound to be thoroughly familiar with
the rules, regulations and definitions of terms as stated herein, failure

to comply shall be considered negleet of duty.

In the event neglect of duty is charged against a member for failure
1o observe rules and regulations, departmental procedures or orders,
ignorance of any departmental procedure or order will not be accepted as

and excuse.

Cne copy of the Civilian Employee's Rules and Regulations Manual shall be
distributed to each civilian employee., (EXCEPTION: Certain civilian employees

entitled to receive a copy of the Police Officer's Rules and Regulations Manual., )
Ref: Police Officer's Manual Pg, 1 Para, 1:1-2

Each civilian employee and each divisional superior officer in charge of
an office, that is assigned a manual shall be responsible for its maintenance
and care., All manuzals shall be kepf current and supplementary pages concern=

ing additions, revisions, or ammendments, shall be promptly and properly inserted,

- This manual is the property of the City of Newark, Police Department, It
is assigned to you by serial number and upon separation from police service
shall be returned,
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DEFINITIONS OF TERMS

Annual Vacation
The annual leave granted to all members of the Police Department,

Appointment
The designation of a person by the appointing authority to fill
any position within the Police Department,

Temporary Appointments

Temporary appointments are made to £ill positions pending +the
establishment of an appropriate eligible list by the New Jersey
Department of Civil Service, These appointments shall terminate
coincident with cer‘tificatiém and appointment made from an existe
ing eligible liste..

Acceptance or Refusal of Temporary Appointments

The acceptance or refusal of a temporary appointment by a person,
whose name is on an eligible list, shall not affeet his rights to
certification for permanent appointment, nor shall the temporary
appointment confer upon the appointee any right of permanent
appointment (C.C., Rule 4:1-14,4).

Permanent Appointments

Permanent -appointments are made following the satisfactory com-
pletion of a working test period by employees who had previously
passed a civil gervice test, were certified and appointed to a

position from an eligible list,.

Civilian Employvee

Any person employed by the Police Department other than a police

officer,
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1:9

1:10

Discharge
The act of terminating the employment of a civilian employee.

All said members shall hold office during good behavior, but may

be removed for cause,

Death Leave
That period of time during which a civilian employee is excused

from duty by reason of death occuring in his immediate family,

Extended Leave
A leave extending beyond the duration of time ordinarily granted
&g regular policy for a particular purpose,

Insubordination
Wilful disobedience of any order lawfully issued by a police superior
officer and/or ecivilian supervisor, or any disrespectful, muitinous,

insolent or abusive language, or action directed toward a suﬁerio:

officer and/or ecivilian supervisor,

Members

All personnel working in the Department as civilian employees,

Position

in official situation or a post of employment, A position is the
embodiment of the duties and responsibilities of the work to be
accomplished,

Promotion
The advance in the employment status of a civilian employee to a

position of greater responsibility on a higher Jjob classification.

VR
% .g\_.‘~.\(



1:11

1:11=1

1:211=2

1:11=3

1114

Rank

Police Department

The highest rank and authority in the Police Department is:
Police Director (Appointed)

Police Officer

Police Officer ranks in descending order of authority are:

(1)
(2)
)
()

Chief of Police (4Appointed) (5)

Deputy Chief (6)
Inspector (7
Captain (8)

Service Officer

Lieutenant
Sergeant
Police Cfficer
Iegal Analyst

Service Qfficer ranks in descending order of authority are:

M

(2)

(3)

Jdentification Officer

(a) Chief Identification Officer

(b) Assistant Chief Identification Officer

(e} Identification Officer

Communication Officer

(a) Chief Commmication Officer
(b) Commmication Officer

Signal System Officer
(2) Superintendant of Signals
(b) Police Lineman

Administrztion Rank and Pile Titles

Administrative and supporting rank and fil

(1)
(2)

(3)

Accounts Supervisor (%)
Account Clerk:

(a) Supervising Principai

(b) Principal (5)
(¢) Senior

(8) 4ccount Clerk

Attendant, Garage

e titles are:

Chemist:

(a) Supervising

(b) Senior

Clerk:

(a) Assistant Chief
(b) Communications
(¢) Records
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(6) Matron (11) Systems Program

(7) Officer: Managers:
(a) Administrative (12) Surgeon:
(v) Parking Violations (a) Chief

(8) Property Clerk: (b) Assistant

(13) Tabulating Machine
Operations:
(a) Supervisor

(a) Supervising
(b) Property Clerk

(9)  Stenographer: (b) Assistant Super-—
(a) Supervising Principal Clerk visor
(b) Prineipal Clerk (14) Typist:
(¢) Senior Clerk (a) Senior Clerk
(a) Clerk (b} Clerk

(10)  Secretary:
(a) Administrative
(b) Assistant

Acting Rank

The capacity in which a civilian employee serves temporarily usually
of a higher rank and not within the ordinary purview of his duties
and responsibilities, All authority together with the duties and
responsibilities of the higher position devolve upon the person who
serves in the acting rank, Acting status, usuzally is employed to
£ill a position in the short term, when a need exists to replace an

absent permanent employee.

Temporary Rank

A eivilian employee serving temporarily in a position of higher rank
with pay commensurate with the higher rank, Temporary status unlike
acting status, cconnotes that a vacaney exists which will be filled

subseguently by a permenent status employee in accordance with eivil
service rules, All the authority plus the attendant responsibilities

and duties of this higher rank are vested in the temporary rank,.

Sick Leave
The period of time during whieh a2 member of the department is excused

from active duty by reason of illness or injurvy.




1:13 Supervisory Officer

A member assigned to a position requiring the exercise of immediate
supervision over the activities of subordinate members of the

department.

1:14 Superior Officer
A superior officer holding a higher rank than that of a police officer.

1:15 Suspension
The act of temporarily relieving a c¢ivilian employee from performing
his duties as a consequence of alleged dereliction of duty, of other
Department Rules and Regulations or violation of federal or state
law or a mmicipal ordinance,

1:16 Chain of Command
The unbroken line of authority which extends from the Director of
Police through a single subordinate at each descending level of

cammand to the level of execution.

1:17 Command
Either a written or an oral directive issued by a superior officer
or other supervisor to any subordinate or group of subordinates in
the performance of the police task.

1:18 Qfficial Channels

The established route of travel for authority, responsibility,
directions, orders and written or oral communications up and down
the chain of command,

1:19 | Unit
A number of civilian employees regularly grouped together under one
head so as to accomplish a police purpose.

1:20 Beginning of Day and Week
The service day for purposes of record shall begin at 0001 hours
and shall end at 2400 hours (midnight). The service week, for
purposes of record shall begin at O001 hours each Sunday.




1:21

1:26

Cormand

(1) 4 sub unit of the Police Department or the department itself,
which is placed under the direct supervision of a superior
officer of command rank.

(2) An order or a direction requiring compliance.

Command Supervision

The exercise of authority and control over an organic unit by a
commanding officer who is responsibile for the proper performance of
its activities,

Cormand Officer

A police officer agsigned to exercise command over an organic wnit,

Duty
The embodiment of the requirements of the department's titled work
positions, which must be fulfilled by members as a basie condition
of continued employment by the City.

Neglect of Duty

Failure to give suitable attention to the performance of duty.
Exezmples include, but are not limited to: The failure to take
appropriate zction on the occasions of an inecident or condition

requiring police attention; absence without leave; failure to
report for duty at the time and place deslgnateds unnecessary absence

from pogition of assigmnment during tour of duty; failure to perform

guties prescribed and failure to conform to Department operating
procedures,

Officer in Charge
& police officer assigned to anc desigrated as being in charge of

any office, aetail or position.




1:27

(1]

1:28
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1:32

Off Duty
The duty status of & member of a Department during asuthorized

leave when he is free from the responsibility of performing his

- speciried routine auties,

On Duty
The duty status of 2 member of the Department when he and/or she
is actively engaged in the performance of his and/or her assigned

duties during designsted hours of the day.

Procedure
The official method of déaling with any given situation prescribed
by orders, regulations or rules.

Property
Property as used in N, J. Court Rule 3:2A which includes documents,
bocks, papers and other tangible objects, -

Secure Place
A particular location free from risk or danger confidently safe
for possession or keeping,

Task
An assigned unit of work, Tasks may be performed by all ranks of
police officers and zll grades of civilian employees,

Tour of Duty

A designated space of time within a 24 hour pericd during which
members of the Department are actively engaged in the performance
of their assigned duties,

O
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2:1

2:2

2:3

Work Day

The day in which a member of the Department is directed to perform
his duties, In cases where such member is detailed to hours of duty
which consecutively cover portions of two successive days, the follow=-
ing rule appliess:

When & police officer or civilian employee is directed to begin work
before 2200 hours the day that he begins work shall be considered

his "work dsy".
2200 hours, the following day shall be considered to be his "“work day".

When the member is directed to begin work at or after

COMMUNICATION

General Order

A written directive issued to announce the adoption or revision of

policies and to direct procedures for the indefinite future. The
General Order may:

(1)
(2)

Institute permanent procedures, rules and policies,
Effect permanent changes in the organization,

(3) Ins£a11 permanent programs which affect more than one unit
subordinate to the issuing authority.

(4) Install permasnent persomnnel policies and procedures to include
recruiting, hiring, training and promotion programs,.

(5) Establish programs for the use of public facilities and equip-
ment and for the expenditure of public funds.

Memorandum

A document issued that is informative in nature, They are considered

as orders when they contain instructions and are issued by the Chief

of Police, the Director of Police or the Division Commander.

Order
1

(23

4 written or oral directive issued by & superior officer

to any subordinate or group of subcordinates in the course
of police duty.

A command requiring compliance. -



2:5

3:3

Report

A written or oral communication relating to police matters,

Rules and Regulations
Department standards and guides which enable the Department to

achieve a state of consistency in its operations,

Speecial Order

A written order issued to direct procedures which are of a sgelf

counselling nature and which guide the actions of subordinates in
specific situations or circumstances,

GRAMMATICAL TERMS

Gender

Distinction according to sex, When the masculine gender is used aione
in this Manual or in any Department procedure or order, members shall

understand that the feminine gender is also intended when applicable.

Immediately

A terminology construed to mean "as soon as possible' and "forthwith",

without delay,.

May
The auxiliary verb form to indicate that the action taken is

permissive or possible,

Shall/MWill

Verb forms to indicate that the action required is mandatory.

[y e I
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GENERAL CONDUCT

Deportment

Efficiency and Cooperation

The efficiency of the Department devolves on cooperation among

all ranks, divisions and subdivisions., The deliberate withholding

of cooperation which impairs the achievement of department objeetives,
or an evasion of responsibility, or a delay in taking necessary action
shall subject the offending members of the Department 4o disciplinary

action,

Demonstration of Respect

Civilian employees shall demoqstrate respect toward superior officers,
toward subordinates and associates, When on duty, superior officers
shall be addressed by rank.

Derogatory Reference

Civilian employees shall not by manner, gesture, or speech make
derogatory, humiliating, disparaging, disrespectful or slanderous
remarks or references to Department orders or instructions either
to the public or to other members of the Department,

Political and Religious Discussion

Civilian employees shall not engage in political or religious

discussions to the detriment of discipline.

Disparaging Nationality, Race or Creed

Courtesy and civility toward the publice is required of all members of
the Department, Members shall not use words such as "nigger'™, "boy",
"blackboy", "spie", "wop'™, "kike', or similar words which humiliate,
disparage, demean, degrade, ridicule or insult a person because of

his or her race, creed, color, national origin or ancestry.

w’ Lo
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Censuring Official Transaction .
Unless in accord with official duties, civilian employees shall not,

either in writing or discussion, censure other Department members
concerning official transactions within the Department,

Conduct and Duty of Members

Lawful Orders

Civilian employees shall always respond to the lawful orders of
superior officers and to other proper authority.
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STANDARDS CF CONDUCT

5:1 Demeanor
5:1-1 Conduct

Civilian employees must bear in mind that they symbolize the dignity
and authority of the City of Newark and shall conduct themselves in
a mamner that will not bring discredit, ridicule or criticism to the

Department.

5:1=2 Language
Civilian employees shall refrain from the use of indecent, profane,

uncivil or threatening language regardless of provocation.

5:2 Appearance
5:2-1 Cleanliness

Civilian employees shall present a neat and clean appearance.

5:2=-2 Civilian Wearing Apparel

Civilian employees' wearing apparel (trousers and/or skirts, etc.)
should be in accordance with accepted office standards. Current
vogue styled clothing such as jeans and denims will not be worn

unless approved by their Commanding Cfficer.

5:2-3 Cormuniceztions Bureau - Cormmmicztions Clerks' Uniforms

Civilian employees serving as Communications Clerks shall wear
the prescribed uniform as described in General Crder #63-22 zn
Cormunications Bureau Order #81~3. The uniform shall consist of;
Long sleeve shirt, light blue (Winter)

Short sleeve shirt, light blue (Surmer)

Trousers, navy blue

Meextie, shoes, sock znd garrison belt, black

Insignia shall ccnsist of the 0fficial Kewark Fclice shoulder

zteh worn 5/8" below each shoulder seam and a severate patch

't}

measuring 3-3/4" X 1-1/4" worn immediately below each shoulder

ke)

z2tch which shell read, "Corramications.”
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5:3-5

Behavior

Punctuality
Civilian employees shall be punctuzl in reporting for duty.

Response to Call
Civilian employees shall respond promptly to every call to duty.
They shall endeavor to provide the public service that is necessary

under all eircumstances in which the Department has jurisdiction.

Games of Chance
Civilian employees shall not engage in illegal games of chance or
any form of gambling within any Department building,

Loafing on Duty
Sleeping, idling, and loafing while on duty are prohibited, and

any civilian employee found guilty such misconduct shall be subject
to neglect of duty charges.

Leaving Assigned Post

Civilian employees who must leave thelr posts or assigned duty areas
shall obtain permission from their immediate superior officer to

do so.
Orders

Obedience to Orders
Civilian employees shall promptly and fully obey any lawful order

directed to them by a superior officer and/or civilian supervisor.
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Compromising Arrangements

Civilian employees shall not be concerned, either directly or
indirectly, in making any compromise or arrangement between thieves
or other eriminals, or to persons who have suffered from their acts,
with a view toward permitting the offenders to escape arrest and
punishment as provided'by law., Any employee failing to.report such
arrangement immediately to his commanding officer shall be deemed
guilty of violating this role.

Gifts, Gratuities, and Rewards

Civilian employees are forbidden to solicit, receive, or accept

a reward, a gratuity or other gift of any kind, either by direct

or indirect means, in connection with any offieial duty or act,
without first having obtained permission from the Director of Police,

Persons in Custody
Civilian employees shall not loan to, nor shall they borrow, or

accept a gratuity, or make a purchase of personal property from
any person in custody,

Private Use of Department Address
Civilian employees shall not use the Department mailing address

for private purposes. They shall not use the Department address
on any motor vehicle registration certificate of driver license.,

Official Business
Civilian employees shall treat the official business of the Depart-
ment as confidential, This rule does not prohibit the imparting

of official business to persons entitled to receive it, or the
release of information at the direction of a commanding officer.
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Privileged Information
Civilian employees shall not make statements to news media, either

directly or indirectly concerning a defendant's alleged confession
or inculpatory admissions, or reveal information concerning the

defendant's criminal record, either of convictions or arrests,

before and during a criminal trial, Civilian employees in viola-
tion of this rule are subject to diseiplinary action under the
Department Rules and Regulations and face possible indictment
under the laws of the State of New Jersey,

Sex Offense Vietims and Juveniles

Civilian employees shall not disclose the identity of a juvenile
delinguent, a neglected child, or a vietim of a sex erime other
than to competent authority.

Roster Information

The Department roster listing the names of all Police Department
employees or any portion therof, shall not be given to any ine
dividual, firm or corporation unless permission is first obtained

from the Police Director.

Addressing the Public
Civilian employees shall obtain authorization from the Chief of

Police before delivering addresses at public gatherings concern-
ing the workings of the Department. They must also obtain such
authorization before they make statements for publication concern-
ing the plan, policies or affairs of the administration of the
Department,

Confidential Identity

Civilian employees shall not divulge the identity of persons who
seek to aid the Department through fuwmishing information volun-
tarily when these persons request that such identity not be made
public., |
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5:6=2

Privileged Identity

Civilian employees shall not reveal the nare of any person who
complains that ancther person has violated the law except:
(1) When they must be guided by the due process of law.
(2) When investigating find it necessary to do so in
the performance of duty.

Telephone Behavior

Response to a Telephone Call

A civilian employee answering a telephone call shall promptly
respond by first giving his command, his assignment, his rank

or title and his surname in that order.

'

Initiation of Telephone Calls
A civilian employee initiating a telephone call shall identify

himself to the responding party by giving the name of the command
to which he is assigned, his rank or title, and his surname,

before he begins conversing.

Local Calls
Civilian employees may use Department telephones to make local
ealls on official business without first seeking the consent of

a superior officer or first notifying the telephone operator,

Calls beyond Local Area

Civilian employees may call beyond the extended Newark areaz on
official business, but they shall first obtain the consent and
approval of a superior officer, When a superior officer is not
available and the need urgent, a call may be made, but the caller
must notify his superior officer as soon as possible. In all long
distance calls, the telephone operator shall be advised of both the
number to be reached =nd the identity of the czller. The eivilian
employses! superior officer and/or supervisor will maintein a

telephone log on all outgoing long distance calls, -
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Private Calls

Civilian employees shall not use Department telephones for private
calls directed either to local or long distance points. Employees,
however, may obtain permission from a superior officer under certain
circumstances to meke a private call, Emergency, death in the
family, or other spécial circumstances, are instances in which per-—

mission may be granted,

Tact, Courtesy and Judgement
Civilian employees shall use tact, courtesy and good judgment at
all times when using the Department telephones and shall be

especially aware of the need for maintaining good relations with

citizens calling the Department. Use of bad language, name calling,
curt response, mimicking of the caller's voice, or umwilling or un-
cooperative attitudes shall be considered conduct contrary to good

order and discipline,

Transfer of Calls
Civilian employees shall properly refer telephone requests when they

can not serve the caller, Employees shall not refer calls in order
to avoid responsibility,.

Home Telephone Numbers

Civilian employees shall not disclose the home telephone mumber and
address of police officers or civilian employees to any but authorized
or other competent authority. Other callers mey be advised to leave |
their telephone numbers so that the concerned party may return the
call,
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RULES OF DISCIPLINE

Penalty for Violations

According to the nature and aggravation of the offense, any
Civilian employee of the Police Department who commits any illegal
act, or commits a violation of any Rule, Regulation, FProcedure or
Order governing the Police Department shall be subject to:

(1) Reprimand

(2) Fine

(3) Suspension from duty

(%) Reduction in rank

(5} Dismissal

Absence without Leave

Civilian employees shall not bé absent from duty except for illness
or injury without proper notification to a superior officer,
Civilian employees shall not leave their assigned positions for
reasons of illness, injury without proper authorization of a

superior officer.

Acts or Ommissions

Civilian employees shall in every instance conduct themselves in a
manney which is conduecive to good order and discipline. Civilian em~
ployees shall faithfully and diligently cary out all of the duties,
responsibilities and functions of their individual and collective

offices, positions or employment.

Unfavorable Conduct

Civilian employees shall not conduct themselves in a mahner which
reflects unfavorable on the courage and resourcefulness of the

Department.

Negleet of Duty
Civilian employees shall not commit any act nor shall they be

guilty of any omission that constitutes neglect of duty,
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6:6 Public Disparagement

Civilian ecmployees shall not publiecly disparage or be disrespectful
of the offiecial action of a superior officer nor of the Rules,
Regulations, Procedures or Orders of the Police Department,

6:7 Acts of Insubordination
Civilian employees shall not commit acts of insubordination or

disrespect to any superior officers,

6:8 Alcoholic Beverages

6:8-1 Off Duty
Civilian employees when off duty shall not drink alcoholic beverages

to0 an extent which renders them unfit to a call for duty.

6:8-2 Transporting Alcholic Beverages
Civilian employees while on duty shall not transport alecoholie
beverages on their person.

6:8-3 Intoxicants in Police Buildings
Civilian employees shall not bring liquor or other intoxicants into
& Department building unless the liquor has been officially seized.
In extenuating eircumstances, permission to bring intoxicants into
a police building may be granted by the Police Director or by the
Chief of Police,

6:8-4 Intoxication or Illegal Use of Drugs

Civilian employees shall not come under the influence of alccholie
beverages, narcotic drugs, or other stupefying or intoxicating

agents,
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6:9

6:10

6:12

6:13

mxamination of Unfit Civilian Employees
Superior officers shall require the Department Surgeon to examine

immediately any subordinate who reports for duty, or who is found
on duty, in an unfit condition, when this condition is believed
to be caused by the use of intoxicants or the unlawful use of
narcotics or other stupefying drugs.

Mental and Physical Capability

Civilian employees shall not render themselves mentally or

physically incapable of perfroming theilr required duties.

Malingering

Civilian employees shall not feign illness, injury or incapacity
to perform required duties, nor shall they fail to follow a lawful
order issued by the Police Sﬁrgeon or other Surgeon acting in his

stead.,

Leaving Post
Civilian employees shall not leave their posts or assignments

without just cause or without permission from a superior officer.

Attention to Duty

Civilian employees shall not sleep, idle, or loaf while on duty.

Disobedience of Orders

Civilian employees shall not wilfully disobey lawful orders.

Pzyment of Just Debts

Civilian erployees shall neither neglect nor refuse to pay their

Just debts.
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6:16

6:17

6:17=1

©6:19

6:20

Assgisting Escape

Civilian employees shall not commmicate any information nor shall
they aid a person to escape arrest nor shall they delay in taking

action to apprehend an offender.

Confidential Information ‘
Civilian employees shall not reveal to any persons not members

of the Police Department any proposed §olice action or movements,
or the provisions of any official order, without first obtaining

permission from the Chief of Police, -

Falge Statement

Civilian employees shall not falsify any official report or record.

False Statements Defined
Civilian employees who deliberately depart from the truth by omit-

ting, misrepresenting, or distorting any fact on any form, question-
naire, or report, shall be charged with having made a false state-

ment.
Bribes
Civilian employees shall not solicit or accept a bribe in money,

or other valuable article or any form of gratuity or service.

Criminal lLaw

Civilian employees shall not violate any criminal law, any
provisicns of the Disorderly Persons Act or of the City Ordinances.

They shall commit no illegal act.

Ascts of Imrmorality

Civilian employ=es shall not commit zcts of immorality, indecency

or lewdness.




~ 6:21 Personal Appearance

. Civilian employees shall be clean in both person and dress.

6:22 Indecent Language
" Civilian employees shall not use indecent, profane or uncivil
language.
6:23 Misconduct Generally

Any vioclation or offense not properly chargeable against a
ecivilian employee under any other Rule of Discipline shall be
charged under Rule No.6.
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T:1=3

PERSONNEL ADMINISTRATION

General Qualifications of Civilian Employees

Requirements
No person shall be appointed a eivilian employee of the Police

Department unless he/she is a bona fide resident of the City of
Newark. A bona fide residenf, for the purposes of this section,
is a person having a permanent domicile within the City and one
which has not been adopted with the intention of again taking up
or claiming a previous residence or another residence outside of
the City limits. No person shall be so appointed who has been
convicted of any act constituting an indictable offense, or who
has been convicted of any crime or offense involving moral

turpitude.

Responsibilities

Civilian employees under the direction and supervision of a

superior officer and/or supervisor will perform in accordance
with their Jjob classification. The employees! primary function
is to provide a specific service to the best of their ability
and to perform their job in a spirit of courtesy, willing
assistance and appreciation for the responsibility inherent in
their job. The integration of all our individual efforts will
result in a well run and efficient Police Department.

Knowledge, Skills and Ability
The civilian employee should have knowledge and appreciation of the

purposes of pelice work; knowledge of Newark's geography, includ-
ing its physical relationship to contiguous communities; knowledge
of & typewriter keyboardj;: skill in the operation of a computer
terminal, its formzt regirements and key instrumentation usage ;
ability to obtain information, follow instructions; type minimum
speed, write legibly, read and understand printed informations

ability to control conversations to use proper English and spell

yfkt}i‘ﬂ;
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correctly; ability to reason élearly, and to think and act guickly
and intelligently in emergencies; ability to analize situations
accurately and to adopt an effective course of action; ability to

work effectively with others,

7:2 Personnel Benefits and Penalties Defined

Ts2-1 Hours of Work, Legal Authority

- Hours of work are limited according to job title classification i.e.

Unclassified and Classified Civil Service titled services, which will
range from a minimum of a seven hour day with a thirty five hour week
and a maximm of an eight hour day with a forty‘hour week, (Source:
Police Director's Memorandum Number 80-195 dated July 11, 1980.)
Varied starting hours are designated in assigning members to a regular
and/or rotating tour(s) of duty. Break time and lunch times are
assigned by supervisors in accordance with City of Newark and Police
Department policy. Break time and lunch times are not a permission
which allows individuals to come and to go at will, but are times

controlled by the supervisor.

7:12=2 Zmergency Suspension of Days Off

In case of emergency, civilian employees of the Police Department
may be summoned for and kept on duty during the emergency. (Source:

Section 1.135.3 Revised Ordinances of Newark., )

Ti2=3 Absence from Duty for Five Days Continuously

2Any civilian employee who shall be absent from duty without just
cause for a term of five days continuously and without leave of

absence, shall at the expiration of such five days, cease to be a
member of such Police Department and Force. (Source: New Jersey

Statutes 40I47-3. City of Newark Employee Handbook dated October
1976, Page 15.)

7:2=4 Sieck Ieave Defined for Civilian Employees

A e¢ivilian employee is granted the following sick leave with pay:
Cne (1) day of sick leave for each month of service from the date of
regular ercloyment up to and inclucding December 31 of the year

of appointment and 15 days leave with pey for each calendar yesr

i PR
TAErealLer,
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7:2-5

7:2-6

Sick leave not taken in any year can be accumulated from year

to year, to be used if and when needed.

Vacation Period Defined for Civilian Employees

Civilian employees are entitled to a vacation with pay as follows:

YEARS OF SERVICE WORK DAYS OF VACATION

During the first calendar

year of employment. 1 day for each month worked

1-0 years 12 days earned on the first of the year
10-19 years 15 days

20 years or more 20 days

A vacation shall be taken within the calendar year in which it is
earned; however, with approval, it may be carried over to the
next year, when it must be used or be lost. Vacation time must be
approved by the commanding officer so that the work load of the
Department may be properly scheduled. An employee about to retire
or geparate from City service is entitled to vacation time for the
current year prorated upon the number of months worked in that year

in which the retirement or separation becomes effective, and vacation

accrued from the preceding year.

Holidays Defined for Civilian Emplcyees

Paid holidays are granted to all employees in accordance with the
schedule ordained by the Municipal Council to be effective commenc-
ing January of each year. The holidays generally observed by the
City are:

(1) New Year's Day ( 8) Labor Day

(2) Martin Luther Xing Day ( 9) Columbus Day

(3) Lincoln's Birthday (10) Veteran's Day

(4) Washington's Birthday  (11) General Election Day

(5) Good Friday (12) Thanksgiving Day (and Friday)
(6) Memorial Day (13) Christmas Day

(7) Independence Day
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T:2=7 Longevity Program for Civilian Employees
Long and meritorious service with the City is recognized by grant-
ing a longevity increment to permanent Civil Service employees at

a percentage of his/her permanent salary. Longevity is based on
service with the City from the date of originsl appointment, tem-
porary, provisional, and permanent, provided there is uninterupted
service, It is computed as followss

2% Pirst Step: Beginning January 1st following the
10th year of service,

4% Second Step: Beginning Jamuary 1st following the
15th year of service,

6% Third Step: Beginning January 1st following the
20th year of service,

8% Pourth Step: Beginning January 1st following the
25th year of service,

10% Fifth Step: Beginning January 1set following the
30th year of service,

T:3 Leave of Absence

T 2 31 Suspension of Vacation, Day off or lLeave of Absence

Any vacation, day off, or leave of absence, may be suspended when.
a sudden and serious emergency arises, and when in the Jjudgement
of the Director of Police or the Chief of Police such action be
taken,

T :3=2 Days COff
Civilian employees are entitled to days off which are to be taken

according to a schedule arranged by the respective commanding officers.

T:3=3 Exchange of Vacation or of Days Off
When mutually agreeable, any two civilian employees may exchange

their vacation periods or days off, but may do so only with the

approval of their commanding officers.
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Sickness and Injury Leave

Prompt Report of Sickness or Injury

Civilian employees shall report injury or sickness, whether on or
off duty, promptly to their command, The superior officer receive
ing the report shall execute the required forms at once so that
the Surgeon's 0ffice is notified for disposition and record.

Reporting Sieck or Injured

Civilian employees unable to report for duty because of sickness

or injury shall make an immediate report to their commanding
officer or desk lieutenant in person, or by telephone., If the
eivilian employee is unable to report, a relative or other respons-—
ible person shall notify the commanding officer or desk lieutenanat

of all pertinent facts either in person or by telephone,

Address of Confinement

Civilian employees when sick or injured shall be responsible for
notifying their supervisor as to their place of confinement or of
any subsequent change in their place of confinement.-

Accessibility to Department Surgeons and Superior Officers
Civilian employees must be accessible to the Department Surgeons

or to the superior officers or supervisors concerned at all times,
The surgeons must be kept accurately informed as to the medical
condition of the eivilian employee., The orders of the Department
Surgeons shall take precedence over those of any private physieian,
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Return from Sick or Injury Leave
Civilian employees upon becoming able to resume their duties after

recovery from sickness or injury, or upon being ordered to returm
to duty by a Department Surgeon, shall contact their command withe
out delay and be guided by the instruetions received from their
commanding officer or desk lieutenant, They shall not leave their
residence until they have contacted their command,

Unauthorized Absence

Civilian employees, who absent themselves in an imporper manner,
shall be subject to loss of pay during such absence, and shall be
subject to charges being preferred against them,

Civilian employees are guilty of unauthorized absence who:

(1) Are not at home or who are not at their place of
confinement, while on sick leave, when visited by
the Department Surgeon or a superior officer, ‘

(2) Feign illness or injury.

(3) Deceive the Department Surgeon in any way as to
their true condition,

() Are injured or become sick as the result of improper
conduct or of intemperate, immoral or vicious habits
or practices.

(5) Vioclate any provisions concerning the reporting of

sickness or injurye.

Reporting of Injury Reguirements

Injury on Duty, Report to Commanding Officer

Whenever a civilian is injured on duby , he shall execute, or he

shall cause the execution of written reports containing pertinent
faects to his commanding officer. Every injury or illness incurred
on duty by a civilian employee shall be subjeect to close serutiny

by the Department Surgeon.
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Injury Not Affecting Going Off Duty

When a civilian employee reports an injury which does not necessitate

his going off duty, the desk lieutenant or another authorized superior
cfficer or a supervisor shall execute or cause to have executed a
"Report of Sick and Injured" form DP1:201 which shall be sent to the
Police Surgeon, deseribing briefly the causes of the injury. The
civilian employee shall then be directed to report for examination

at the Surgeon's Office at 1000 hours on the next business day follow-
ing the incident,

Report '"On Duty" Injury Within 24 Hours
All injuries sustained on duty ghall be reported, when practicable,

within 24 hours after the occurrence, If possible, civilian employ-
ees shall report all injuries before reporting off duty, They shall
execute written reports relating the injuries, the names of witnesses,

the corroborating facts and any other pertinent information.

. Verification of Sick or Injury Off Duty Report

(1) The desk lieutenant, upon receipt of an off duty sickness revort

whether verbal or written concerning a civilian employee shall
direct that this report be verified by a superior officer, unless
the report is made in person.

(2) The desk lieutenant, upon receipt of an off duty injury report

whether verbal or written concerning a eivilian employee shall
order said civilian to the Police Surgeon's 0ffice on the next

business day.

Surgeon to Check on Allezed PFeigning of Sickness or Injury

Upon notification by the investigating superior officer of alleged
feigning of illness or injury, the Départment Surgeon shall visit
the home or place of confinement of the civilian erployee, The

Surgeon shall determine whether or not he should be ordersd back
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to duty and then notify the commanding officer of that employee
as to his findings,

Verifying Confinement

When a civilian employee is confined to a hospital or other
ingtitution within or without the City, the superior officer
receiving the "Report of Sick and Injured" shall begin verifica-
tion procedures. This shall be done by telephone message or per-
sonal visit to locations within the City, and by telegram, tele-
type or telephone contact through the Centrsl Communications
Bureau to locations outside the City. .In all cases, the names

of persons supplying this verification shall be obtained and
noted in the desk blotter.

Sickness or Injury Outside ﬁhe City, Other Than Place of Residence

Cormunication of Information by Televhone or Telegram .

Civilian employees reporting sick or injured off duty from ocut-
side the City shall immediately report these facts by means of
telephone or telegram to their commanding officer, or in his
absence, to the superior officer in charge of the command cone-
cerned. They shall report their place of confinement, their tele-
phone number, the nature of their illness or injury and name,
address and telephone number of their attending physician. Also,
they shall again notify their commanding officer or the superior
officer in charge upon return to their residence. This information
shall be recorded in the desk blotter by the desk lieutenant when
attached to the "Report of Sick and Injured" (DP1:201) which shall

be forwarded to Police Headguarters,
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Off Duty Injury Incurred Outside the City
An off duty injury to a civilian employee which was incurred out-

side the City shall be processed in accordance with special order
from the Chief of Police No, 80-3, (See R, and R, 7:5-4 ; Page 32)

Letter from attending Doctor When Reporting Sick or Injured Off
Duty from Qutside the City

Civilian employees reporting sick or injured from outside the
City shall obtain a letter from the attending physician describe
ing their illness or injury accompanied by a prognosis for

recovery. They shall send the letter promptly through offiecial
channels to the O0ffice of the Police Surgeon.

Consulting with Surgeon before Surgery

Civilian employees except in cases of extreme emergency, shall
not submit to an operation until they first consult with the
Department Surgeon or his assistant. .

Hernia Considered an Accident

Civilian employees shall consider every case of hernia, incurred
on or off duty, an accident and not an illness., The off duty

verification procedure shall be followed in each case,

Contagious Disease

Contagious Disease in Family

Civilian employees having a person in their household stricken
with a contagious disezse shall report the facts to their
command and report to the Surgeon in person, The Surgeon shall
have full jurisdiection in this case and his directions must be

obeyed.
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Contact with Persons Having Contagious Diseases

Civilian employees who come in direct contact with persons have
ing contagious diseases, or who have been otherwise exposed to
the contagion, shall at once notify their commanding officer,
who shall by way of channels to the Chief of Police inform the
Surgeon or his assistant, They shall comply with the directions
given by the Surgeon or his agsistant regarding treatment for

contagious disease,

Maternity leave

Female employees shall be granted maternity leave without pay
after application has been made through channels to the Chief
of Police.

Application for Leave
Application shall be made thirty days before the leave is to begin,

Length of Leave
The leave shall start before the sixth month of gestation, but if

the applicant is eligible for vacation, she may take the vacation

first, with her maternity leave not beginning until her vacation ends,
Maternity leave shall be for not less than six months, nor for more
than eighteen months,

Statement of Physieian Required

A physician's statement estimating the approximate period of
confinement shall be submitted with the application,

Termination of Leave

Leaves may be terminated for sufficient reason upon application to

the Director of Police with the approval of the Police Surgeon.
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Military Leave .

Military Reserve Leave

"4 civilian employee who is a member of the Organized Reserve of
the Army of the United States, United States Naval Reserve, United
States Air Force Reserve or United States Marine Corps Reserve, or
other affiliated organization, shall be entitled to leave of absence
from his respective duty without loss of pay or time on all days

on which he shall be engaged in field training, Such leave of
absence shall be in addition to the regular vacation allowed such
employee,'" Source: New Jersey Statutes 38:23,1

Enlistment or Re-enlistment in National or State Military Organization

Civilian employees of the Department shall not enlist, re-enlist or
accept a2 commission in any federal or state military organization
without having made prior notification to +the Chief of Police.

Extended Leave, (Surrender of Department Property)

Before reporting for extended military service civilian employees
of the Department shall surrender all Department property held by
them to thelr commanding officers.

Draft Board Determinatien
When a eivilian employee has been elagsified "1=A" by Selective

Service, or ordered to report for examination, he shall immediately
make these facts known to his commanding officer.

Field Training Leave

Civilian employees going on military leave for field training must
notify their commanding officer at least 30 days before the date
their training period is scheduled to begin. They must also sub-

mit copies of their official military orders at least 5 days prior

to the date they are to report for duty.
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leave of Absence for Death in Family

Death in the Immediate Family
Civilian employees may be granted sick leave if an employee is

absent from work because of death in the immediate family, i.e.,

children, spouse, parents, siblings, grandparents and grandchildresn.

Death leave Allowance in Speeial Cases

In special or unusuzal cases, a commanding officer may allow a
civilian employee to attend funeral or memorial service for scameone
other than those persons enumerated in Rule 7:9-1, The intent of
this provision is to cover the situation in which someone other
than the immediate kin has raised the civilian employee, or had

a very claose relationship w:.th him,

Application for Death Leave ‘
Application for a Death Leave shall be executed by the civilian

employee on the form provided on which shall be stated the specific
relationship between the deceased and himself and the days in which
he shall be absent. It shall be incumbent upon the commanding officer
granting this leave to verify the death of the deceased and the
relationship of the subordinate tc the deceased.

Apnual Vacation Period Subject of Speecial Order

Selection of Vacation
Annual vacation periods shall be selected according to seniority
within the individual ranks,..




7:10=2 Vacation Scheduling
Vacation periods shall not be scheduled between the dates, December
15th and January 2nd, without the permission of the Chief of Police,

Vacation sehedules shall be arranged by commanding officers with due
regard to the reguirements in the particular branches of service
under their commands. Vacations shall be completed by December 15th,

'7:10-3  Deferment of Vacation

Vacations may be deferred only under extenuating eircumstances
subject to the review and approval of the Chief of Police,

T:10=4 Vacation Address

A report of a vacation address is not required from a civilian

employee whose vacation application has been approved. Permission
is thereby granted to him to leave the city during the approved

period of vacation,

7:10-5 Split Vacation

Only one split vacation may be granted to any civilian employee of
the Department providing permission has been obtained from his
commanding officer. However, once vacation periods have been
selected they shall be completed without interuption unless it

becomes necessary, by reason of emergency to suspend them,

7:10-6 Change of Selected Dates Prohibited

After vacation dates are selected and application has been filed

with the commanding officer, civilian employees shall be permitted

to change dates only in emergencies.,




711 Resignation

Tel1=1 Resignations to be in Writing

A1l resignations of civilian employees must be in writing and
bear the signature of the person resigning., Employees shall
provide the éhief of Poliece not less than five days written notice
or shall have obtained special permission from the Chief of Police
or the Police Director to do otherwise,

T:11=2 Permission Reguired
Civilian employees shall not withdraw or resign except by per—

mission of the Police Director.

7:11=3 Resignation Prohibited While Chargesg are Pending
Civilian employees are prohibited from resigning while charges are

pending against them, except by permission of the Police Director.

711k Superior Officers May Accept Resignations

Any superior officer of the Police Department may accept the writien
or oral resignation of any civilian employee pending acceptance by
the Police Director.

T:12 Suspension

T:12-1 Definition
Suspension is the aet of temporarily denying a2 civilian employee
the privilége of performing his duties as a consequence of alleged
violation of Department Rules and Regulations or violation of law,

While under suspension, the civilian employee shall not receive pay.




T:12=2 Suspension by Chief of Police
Whenever deemed necessary, the Chief of Police may suspend any

civilian employee from duty, pending formal charges.,

Te12=3 Surrender of Department Property
Any civilian employee under suspension shall immediately surrender
all department or city property in his possession to the commanding
officer or the civilian supervisor of the unit to which he/she is

assigned,

7:12-4 Suspension Pending Investigation

Civilian employees under suspension shall not be restored to duty
pending investigation or hearing of charges except by order of the

Police Director.

T:13 Disciplinary Action

72131 Charges against Civilian Employees
When a civilian employee of the Department is charged with violation
of the Rules and Regulations, he/she shall submit a report, through
channels, stating whether he/she wishes to plead "guilty", "guilty
with an explanation", or "not guilty" to such charges within 10 days

after receiving a written copy of charges against him,

T:13=2 Plea of "Guilty" or "Guilty With an Explanation”
When a civilian employee wishes to plead "guilty" or "guilty with an

explanation™, a date shall be set for a hearing before the Police
Director. The civilian employee may be represented by an attorney, if
he desires, The Police Director may refuse to accept a plea of "guilty",

or "guilty with an explanation", at any time in the case,

it G
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7:14

Plea of "Not Guilty'" or When "Guilty" or "Guilty With en Explanation"
is Not Accepted,

When a civilian employee pleads '"not guilty" or when his plea of
Yeullty" or "guilty with an explanation" is not accepted by the
Police Director, a date for a police trial will be set and the
¢ivilian employee shall be notified of the date, time and place

of such a trial,

Ieave of Absence Preventing Notification

When for any reason such as illness, vacation, military leave, or
other leave of absence a civilian employee can not be served with
charges and their specifications, and a report is not obtainable,
his commanding officer shall retain the charges and their specifica~
tions and serve them upon the eivilian employees return to duty.

The eivilian employee shall then submit his report as specified, .

Legal Counsel

Civilian employees may be represented by an atiorney of their
choosing at the Department hearing.

Wearing Apparel at Departmental Trial

Civilian employees when ordered to a Police Trial as a defendant
shall wear apparel as stated in Rule 5:2-2. When they are called
or ordered to a Department Trial as a witness they shall wear
apparel as stated in Rule 5:2-2,

Inter-departmental Transfers

Application for specizl assigmment for inter-departmental transfers
shall be made in writing by the civilian employee to his commanding

officer,
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Death and Injury Notification

Death or Serious Injury

When a civilian employee is killed or seriously injured, either
on or off duty, his commanding officer shall make immediate verbal
notification to the Chief of Police or to the commanding officer
acting in his absence. A written report will follow no later than
the following work day. Information shall include the date,
location, cause and the extent of injury and property damage.
Serious injury in this instance means an injury which could result
in death or disability.

Death of a2 Civilian Employee

When a civilian employee receives notice of the death of a Depart-

ment member or of a retired Department member, notification of

such a death shall be made in the following manner:

(1) During Regular Business Hours
Notify the Office of the Chief of Police and the

deceased member's most recent commanding officer,

(2) At Other Times

Notify the Watch Command of the Patrol Division or

alternatively,the main desk of the Detective Divi-

gsion. The supervising officers of the Wateh Command
or of the main desk of the Detective Division, which
ever is notified, shall be charged with the responsi-
bility of notifying the commanding officer, of the

deceased member's most recent cormand,

Notification of Family

Commanding officers shall immediately notify, or cause a police
chaplain to notify, the family of a civilian employee attached

to his command who has died, who is dying, or who has been injured,
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Residency

Bonafide Resideney Requirement

Civilian employees of the Department shall be bonafide residents
of the City of Newark, New Jersey.

Change of Residency Notification
Civilian employees shall report any change in residency to their

commanding officer at least twelvehours before suech change takes
effect, They shall execute the Department form for this purpose.,

Home Telephone Number
Civilian employees shall report their home telephone number, or

when there is no home telephone, they shall leave a record of the
number of the nearest telephone through which they may be reached,

Marital Status

Civilian employees shall notify their commanding officer of any
change in their marital status at least twelve hours before such
change becomes effective,

Name Change
Civilian employees shall notify their commanding officer of any

legal name change at least twelve hours before such change be-

comes effective,

Driver License

Civilian employees operating Department motor vehicles shall possess
a valid New Jersey driver license, Whene%rer a driver license bew
longing to a civilian employee is revcked, suspended or lost, he

shall immediately meke this fact known to his commanding officer,
giving full particulars,
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EQUIPMENT

Equipment Regulations
Civilian employees of the Police Department Commnications Center

shall use issued equipment prescribed for their assigned duty as
set in Department Rules and Regulations and in Procedures and Orders

Responsibilty for Use and Care

Civilian employees shall be responsible for the use as authorized
and the proper care of their equipment.

Reporting lost, Damaged and Unserviceable Equipment

Any civilian employee who loses or damages his telephone headset

or any other item of City issued equipment shall immediately apprise
his commanding officer of thé facts by the submission of a detailed
"Administrative Report.” The commanding officer shall then cause

an investigation to be made relative to the loss or damaged if not
caused by shop worn attrition. After reviewing the results of the
investigation, the commanding officer shall recommend whether or

not charges are to be preferred.

Zouipment Issued by the City

Civilian employees shall also be required to execute a receipt

when any equipment has been issued to them by the Police Department.
City issued equipment shall remain the property of the Department
and shall be returned upon their seperation or suspension from the
Depér‘t‘ment.

Care of Property

Civilian employees shall be responsible for the care of fixed or
movable Depar‘tment property that has been assigned to their use

or custody.




8:1-5 Negligent Loss or Damage of City Issued Eguipment
Each civilian employee shall be required to pay the cost of repairs

for negligent damage to or cost of replacement for the negligent
loss of the official telephone head set or any other item of City
issued equipment. ‘

8

(3]

1-6 Ttems Supplied by the Commmications Cénter

Items supplied to civilian employees are enumerated as follows:

(1) Telephone Headset
(2) Telephone Directory
(3) Street Directory
(4) NC 4 Manual

(5) Newark Police Department Communications Center
Rules and Regulations,

(6) Locker Key
(7) Identification Card

8:1=7 Carrying Identification Card on Duty
Civilian employees when on duty shall wear their identification

card attached to their ocutermost garment in the area of the left

breast,.

8:1-8 Replacement of Unserviceable Ecquimment and Documentation

Civilian employees will return for replacement all unserviceable

shopworn (through constant use) equipment and documentation.

ke
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COMUNICATIONS

Official Written Commnications

iny written communication contazining matters relating to the offieial
business of the Department or to a civilian employee thereof, shzll
be considered an official communication, and shall be promptly for-
warded to its addressed destination throusgh proper chammels, unless
cormpetent authority directs othérwise. A ci§ilian employee receiv-
ing a commmumnication from a subordinete direeted to a higher command
shall endorse it indicating his approval, diszpproval or merely his

acknowledgment,

Use of Department Stationery

A1l communications and reports shall be made upon forms provided

especially for that purpose, or in cases for which no specific forms
are provided, upon precinet or bureau stationery. All such cormmmi-
cations and reports shall, when practicable, be forwarded flat or.

loosely rolled, without ereagsing or folding.

General Format for Cormmmications

Civilian employees when forwarding communications or reports requir-
ing their signatures shall affix their names in full using a con-
ventional or ballpoint pen. They shall represent their middle nam

by the first initial in that name., They shall transecribe all official
cormunication in either pen and ink, or typewritten form, and as

far as practicable, shall deal with only one subject. Superiors

shall direet their written commumication in typewritten form, when

practicable,

Use of Offical Titles

“hen reference is made in the body of 2 cormunication concerming a

eivilizn employee, for first time, his/ner title, first name in

1

T}
full with middle ir +:=ls, his/her surmame znd the command o which

he/she is zssizned, shell be used. Subsecuently, he/she cen te
/ E] Ty /
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Outgzoing Commmications

211 official commmications sent out by the Department, unless other-
wise ordered, shall be signed by the Chief of Police or by an official
duly authorized to sign the name of the Chief. Whenever z properly
authorized offieial signs the name of the Chief of Police to an
official communication, he shall also affix his initials immediately
below such signature, The sending of official crime c¢irculars of

any description to other cities, departments or institutions must
conform to the provisions of the General Order entitled "Bulletin
Circulars.™ The Chief of Poliee or Director of Police may grant
permission to service units or to other Department sub-~divisions to

commnicate directly with outside agenciese.

Initials of Sender and Typist
A1l outgoing official commmications that are typewritten shall
bear, in the lower left hand cormer, both the full initials of

the person who dictated, and the stencgrapher who typed such

commmmication,

Rubber Stamped Signatures Prohibited

Civilian employees shall under no circumstances use rubber stamps

to sign official communications. This Rule does not apply to the
aides or stenographers of divisiocnal commenders who may rubber
stamp signatures of their commander on copies of orders and notices

when they are directed to do so.

Waiting Period for Official Replies

Corrmmications forwarded to precinets or to bureaus for offical
rerlies and revzorts forwarded from higher commands shall be

answered on or before the suspense dzte noted on the comrmmication.

~h7-
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9:1-12

Grammatical Usage and Accuracy

Clerical and grammatical errors and inaccuracies in the transcripe
+ion of names and addresses in communications and reports shall be
carefully avoided. All superior officers signing commumications

and reports containing such errors shall be held responsible,

Conciseness and Ordinary Use of language
Offiecial Departmental correspondence shall be plain and concise in

language, Statements shall be made in terms that cannot be mis-
understood., Each paragraph shall dezl with only one phase of the
general subject. Unnecessary introductory or explanatory paragraphs
shall be avoided,

Rank, Name and Conmand

When a police officer is mentioned by name in any commmication or

order, his rank shall precede the name, if a ci&ilian employee is
mentioned by name his title if applicable and/or the prescribed
courtesy title shall precede the name, His precinet, bureau, or
unit designation shall follow his name.

Signature
Each ecivilian employee shall always sign his full name legibly.

He shall a2lso neatly f£ill in his title and the division, or unit to
whnich he is zssigned after afifixing his signature to reports, or

to other offiecial documents of any kind, His title chall follow on
the next line below.

Commmmications through Channels

211 commumnications of any nature shall pass through regular
channels (chezin of cormand) excert where special provision has
been otherwise made, In any case where there is insufficient time
for & cormmunication to pass through reguler channels, a subsecuent
report shall be prepared explaining the short-circuiting zetion

which shall be transmitisd through regulzsr chennels,




9:1=-13 . Communications with the Police Director

Civilian employees shall be authorized to commmicate with the
Police Director concerning any matter that they wish to disclose to
him, Nothing contained in these Rules and Regulations shall be
construed to prevent or abridge this privilege conferred upon =211
members of the Department nor shall any civilian employee attempt

to prevent or discourage any such commmication.

9:1-14 Spelling of Names
The correct spelling of names is of the utmost importance in all

offieial correspondence, reparts, cards or records, Names shall
be spelled out in full except when correspondence is directed to a
person who chooses to use two given names. In this instance, it
will be proper to inscribe one of the given names in full along
with the first initial of the other, i.e., John J. Jones, or J.
Joseph Jones. If, however, the correspondence refers to a com-
munication received from someone , not a police officer, whq signs
his name by using only initials before his surnamé such as J.J.
Jones, then this form is also acceptatle for use in official

correspondence.

G115 Department Stationery Restriction

Civilian employees shz1ll not use Department statione for their

private correspondence,

9:1-16 Inter-departmental Correspondence

Civilian employees shall observe the margin slready established

on the "Administrative Submission." On this form the salutation

"Sip" already inscribed precedes the body of the report. Civilian
employees shall use the complimentary close, "Respesctfully submittied,”

below which, shzll zppear their signature and title.
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Incoming Correspondence '
Incoming correspendence shall not be opened by anyone other than

the individual addressee, or the person in charge of a departmental
unit, addressee, or other person granted authority to open specific
correspondence, Unauthorized opening of mail addressed +to another
constitutes a federal offense., Incoming correspondence, not for-
warded through the United States Mails shall not be opened and/or
read by anyone not the addressee unless specific permission has

been authorized,

Telephone Communications

Comrmmications Bureau

Civilian employees assigned to the Cormumications Bureau shall be
respongible for:
(1) The prompt receiving and handling of all telephcne
calls for police service, .
(2) The accurate feceipt and transmission of telephone or
teletype 2larm aznd messages
&) The courteous receipt of business calls and their
expeditious routing.
(4) The proper use of identifying nurber by +elephone

operztors when answering telephone czlls,

Corrmmicaticns Commander

The ccrmanding officer of the Comrmunications Bureau shzll be charsed
o

with the complete supervision over all personnel assizned to this

'J

Buresau, and subject at all time to the directions of the croin of

command, He srhall be responsible for sxercising contrcl over 211
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lietuenents, sergeants, complaint officers, corrmmics

civilian employees and 211 other workinz under his command to deter-



2

\0
L)
n

\0

.

9:2=3

24

&

Visits to Communications Bureau

Visits by citizens or police officers to view the Commmications
Bureau facilities are forbidden without the express consent of one
of the following:

(1) The Director

(2) The Chief

(3) The Commanding Officer of the Records and Communications
Division.

%) The superior officer in charge of the Command Post

(5) The Cormanding Officer of the Comrmmnications Bureau.,

Unusual Complaints

Civilian employees assigned to a telephone station shzll bring to
the attention of the lleutenant on duty, any complaint or problem of

a difficult or unusual nature which they themselves cannot resolve.

Suoefvisinz Lieutenants to Resolve Difficultie

Iieutenants on cduty at the Central Communications Bureau shzll be
responsible for closely supervising the Central Complaint Desk opera-
tions, They shall teke immediate steps to resolve any difficult or

unusual complaint or any problem that +they themselves hear or

observe, or which is brought to their attention by the perscnnel

assigned to the Centrzl Complaint Bureau.

Complaint Pricrity

When it becomes necessary to prccess incoming complain®s cn a

priority tasis the order of priority shall be determined by th

nature of the complaint =2s noted in the Genarsl Crder entitled

'Sereening end Disrosition of Specific Calls," Comrlaint cfficers
zand civilian employees shall use disereticn znd good Jjulgement in
this regard. If the complaint is very serious,the complaint officer

3 = -+ Tk
TmEY reassign eny redio car nresently attendin- tc a lesser cne.
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G:2-T7 Vehicle Information

Civilian employees shall elicit sufficient information from the

complainant so as to permit the proper dispateching of radio
equipped units. They shall relay such information to the

Complaint Officer so that the assigned unit and the police officer
or police officers involved may be prepared to properly handle the
call,

9:2-8 Serious Crimes and Emergencies

When receiving calls having to do with serious crimes or emer-
gencies, the civilian employee shall hold the complainant on the
telephone after obtaining the location and nature of the call.

The call will be given to the complaint officer who will dispateh a
unit or units to the scene, the complaint officer shall gather any

additional information that may be useful to the unit or units

responding,

9:2-9 Shift or Relief Change
At the end of his tour of duty, a civilian employee shzll personnally

orient the relieving civilian employee the status of incoming calls

and about any other pertinent matters.

~52=
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COURTESIES AND RECOGNITION

Courtesy and Recognition

Observance of the Proprieties

Certain proprieties of courtesy as emumerated in this chapter
shall be observed.

Addressing Superior Officers

Civilian employees shall address or refer to a superior officer
or civilian supervisor on duty, by his appropriate title of rank
and/or title., When a civilian employee has occasion to speak to
a deputy chief, he shall address his as "Chief," When a civilian
employee has occasion to make reference concerning a deputy chief
the title "Chief" shall be coﬁsidered proper.

Addressing Subordinate Officers and Civilian Employees

Superior officers and eivilian supervisors shall use the title

"patrolman," "officer” or "detective" when addressing or referring
to & policeman or policewoman, when addressing or referring to

a civilian employee, they shall use the appropriate title according
to gender of Mr., and/or Mrs,; Ms,., or Miss,

Addressing a Chaplain

Chaplains shall be addressed as "Chaplain,”™ A Catholic Chaplain
may be addressed as "Father.," A Jewish Chaplain may be addressed
as "Rabbi'" and a Protestant Chaplain as "Reverend."

Undue Familiarity

Undue familiarity between superior officers and personnel of

subordinate rank or title shall not be permitted.



10:1-6

Reporting to a Superior Officer or Civilian in his Office

When reporting to a superior officer or civilian in his office,
a civilian employee shall knoek and enter when told to do so.
Upon entering, he/she shall walk to the superiors desk and
report. "Sir (give title and name) and give a concise reason
for the visit. When the business is completed, the civilian
employee will withraw,
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GENERAL EMERGENCY PLiN

oge

Object of Plan
The General Emergency Plan has been developed to expedite the

handling of an unusual emergency, a situation which requires the
gservices of a large complement of police and eivilian personnel.,
The Department in addition to its day to day responsibilities must

be prepared to manage such unusual emergencies as:

(1) Flood (8) Strike

(2) Hurricane (9) Tornado

(3) Earthquake (10) Fire (three alarms or more)
(1) Jail Break (1) Explosion (extensive nature)
(5) Riot ‘ (12) Enemy Bomb Attack or Invasion
(6) Plane Crash (13) Group Disorder }

(7) Train Wreck

This plan is designed to bring sufficient aid and equirment to any
unusuzl emergency scene, so thet the condition can be brought under

control in the shortest possible time,

Responsibility

Responsibility for Instruction

211 commanding officers are charged with the responsibility of
ingtrueting all eivilian employees under thneir supervision in the

details of the General Emergency Plan that pertains to them.

General Instructions

Fach civilien employee shall keep his Commendinz Officer duly

notified regarding the following information:

(1) liame, title, address, floor or apartment number,
(2) Telephone nurber at which he can be reached in an
EMETZEnCY .

-’
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3 Report any change of address at least twelve (12)

hours prior to such change.

Off Duty Personnel
211 eivilian employees who may be off duty shall telephone their

command for instruetions. If telephone communication is impossible
they shall proceed to the nearest police distriét station that it
is possible to reach, report to the desk lieutenant or officer in
charge for instructions as relayed from your commanding officer at

+the cormunications center.

Negleet of Duty

A violation of any section of the General Emergency Plan shall be
deemed neglect of duty, and shall be punishable as provided under
the rules and regulations of the Newark Police Manuzl for civilian

employees.




