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POLICE DIVISION           

CITY OF NEWARK, NEW JERSEY 

 
LAW ENFORCEMENT CODE OF ETHICS 

 

 
AS A LAW ENFORCEMENT OFFICER, my fundamental duty is to serve 
mankind, to safeguard lives and property, to protect the innocent against 
deception, the weak against oppression or intimidation, and the peaceful against 
violence or disorder and to respect the Constitutional rights of all persons to 
liberty, equality and justice. 

 
I WILL keep my private life as an example to all; maintain courageous calm in the 

face of danger, scorn, or ridicule; develop self-restraint and be constantly mindful 

of the welfare of others. Honest in thought and deed in both my personal and 

official life, I will be exemplary in obeying the laws of the land and the regulations 

of my division. Whatever I 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. 

 
I WILL never act officiously or permit personal feelings, prejudices, animosities or 

friendships to influence my decisions. With no compromise for crime and with 

relentless prosecution of criminals, I will enforce the law courteously and 

appropriately without fear or favor, malice or ill will, never employing unnecessary 

force or violence; never accepting gratuities. 

 
I RECOGNIZE the badge of my office as a symbol of public faith, and I accept it 

as a public trust to be held so long as I am true to the ethics of the police service. 

I will constantly strive to achieve these objectives and ideals, dedicating myself 

before God to my profession: law enforcement. 
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CHAPTER 1 
 

1 INTRODUCTION 

 
1.1 ESTABLISHMENT OF NEWARK POLICE DIVISION RULES AND 

REGULATIONS 
 

1:1.1 RULES AND REGULATIONS ESTABLISHED.  The Newark Police 
Division hereby establishes the Division Rules and Regulations under 
cover to be known as the Newark Police Division Rules and 
Regulations. 

 
1:1.2 DISTRIBUTION OF THE MANUAL.  One copy of the Rules and 

Regulations Manual shall be distributed to each police officer and to all 
employees of the Police Division. Also, for reference purposes, copies 
shall be distributed to the Office of the City Clerk, the City Division of 
Administration, the City Division of Personnel, the City Law Division 
and to certain offices, units, divisions and commands within the Police 
Division. 

 
1:1.3 RESPONSIBILITY FOR MAINTENANCE.  Each police officer, each 

civilian employee, and each Bureau and Divisional superior officer in 
charge of an office shall be responsible for its maintenance and care. 
All Manuals shall be kept current and supplementary pages concerning 
additions, revisions, or amendments, shall be promptly and properly 
inserted. 

 
1:1.4 RESPONSIBILITY FOR ISSUANCE OF AMENDMENTS. The 

Commanding Officer of the Office of Policy and Planning shall issue all 
revisions, amendments and other changes of the Rules and 
Regulations. He shall maintain a distribution list, and shall notify the 
Police Director's Office when any change(s) in the distribution 
procedure is necessary. 

 
1:1.5 ADDITIONS AND AMENDMENTS OF REVISIONS.  When a section 

is amended, revised or added to, the new section shall be inserted 
according to number and title as set forth in the instructions contained 
in the order accompanying the supplementary sheet. Generally, a full- 
page replacement will be issued for insertion to replace the page 
containing the amended or revised section.  When a page is an 
addition, instructions shall be given for its proper insertion. Instructions 
shall also be issued for discontinuance of outdated sections. 
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1:1.6 FAMILIARIZATION.  Each police officer and each civilian employee is 
duty bound to thoroughly familiarize themselves with the provisions of 
the Rules and Regulations. Failure to comply shall be considered 
neglect of duty. 

 
1:1.7 IGNORANCE OF THE RULES.  In the event neglect of duty is charged 

against a member for failure to observe the Rules and Regulations, 
Divisional Procedures or Orders, ignorance of any provision of this 
Manual or of any Divisional Procedures or Order, will not be accepted 
as an excuse. 

 
1:1.8 RIGHT TO AMEND OR REVOKE.  For the good of the service, in 

accord with N.J. Statute 40A:14-118, the right is reserved by the Police 
Director as the representative of the governing body to amend or to 
revoke any of the Rules, Regulations, or Procedures, or add thereto, 
as the circumstances require. 

 
1:1.9 PREVIOUS ORDERS. All Rules, Regulations, Procedures, and Orders 

previously issued, contrary to those embodied in the Manual are 
hereby revoked. All other Rules, Regulations, Orders and Procedures 
not in conflict with those contained in this Manual shall remain in force. 

 
1:2 THE NUMBERING SYSTEM 

 
1:2.1 CHAPTER AND SECTION DESIGNATION.  Each chapter, section 

and subsection shall be designated by title and Arabic numeral. All 
numbering breakdowns shall be arranged according to a decimal 
sequence. 

 
1:2.2 CHAPTER AND SECTION SEQUENCE.  The number preceding the 

colon shall enumerate the chapter while the number placed 
immediately to the right of the colon shall indicate the section. 

 
1:2.3 SUBSECTION SEQUENCE.  The number placed to the right of the 

decimal point shall designate the subsection. 
 

1:2.4 ADDITIONAL SUBSECTION SEQUENCES. Additional subsection 
numbers shall be designated immediately to the right of the hyphen 
and shall be included in the index. 

 
 
 
 

 

1-2 



NEWARK POLICE DIVISION 

RULES & REGULATIONS 
 

 

 

1:2.5 SERIES NUMBERING.  Numbers and letters listed in series under 
sections and subsections shall be enclosed within parentheses, 
(examples shown below) but shall not be included in the index. 

 
(1) Police officers shall salute: 

 
(a) The President and Vice President of the United States. 

 
(b) Members of Congress and the President's Cabinet. 

 
(c) The ruler of any foreign state. 

 
(d) The Governor of New Jersey or any other state. 

 
(e) Ranking dignitaries of Church. 

 
(f) Mayor of this City and City Council members. 

 
1:2.6 TYPICAL REFERENCE.  A typical reference number being sought 

might be 16:2.1. Accordingly, this information would be found in 
Chapter Sixteen. Further, it would be found under Section Two of 
Chapter Sixteen. Under Section Two, the reference would be 
contained in Subsection One. 

 
1:2.7 FLEXIBILITY OF THE SYSTEM.  This system shall provide a simple 

and quick method of referral to material in this Manual.  This format 
has been designed to make specific reference to particular sections or 
subsections possible and to facilitate expansion and revision of the 
contents. 

 
1:3 POLICE DIVISION AUTHORITY - POWERS - DUTIES 

 
1:3.1 LEGAL AUTHORIZATION.  New Jersey Statute 40A:14-118 states, 

"The governing body of any municipality, by ordinance, may create and 
establish, as an executive and enforcement function of municipal 
government, a police force, whether as a division or as a division, 
bureau or other agency thereof, and provide for the maintenance, 
regulation and control thereof. Any such ordinance shall, in a manner 
consistent with the form of government adopted by the municipality 
and with general law, provide for a line of authority relating to the 
police function and for the adoption and promulgation by the 
appropriate authority of rules and regulations for the government of the 
force and for the discipline of its members.  The ordinance may provide 
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for the appointment of a chief of police and such members, officers and 
personnel as shall be deemed necessary, the determination of their 
terms of office, the fixing of their compensation and the prescription of 
their powers, functions and duties, all as the governing body shall 
deem necessary for the effective government of the force.” 

 
1:3.2 CITY ORDINANCE.  The Police Division is established by authority of 

Title 20, Section 1-1 of the Revised Ordinances of Newark. 
 

The powers and duties are established by authority of Title 20, Section 
1-2 of the Revised Ordinances of Newark which directs that the Police 
Division shall: 

 
(1) Preserve the public peace, prevent crime, detect and arrest 

offenders against the penal laws and ordinances effective within the 
City, suppress riot, mobs and insurrections, disperse unlawful or 
dangerous assemblages; 

 
(2) Administer and enforce laws and ordinances to regulate, direct, 

control, and restrict the movement of vehicular and pedestrian 
traffic, and the use of streets by vehicles and persons, and to make 
Rules and Regulations, not inconsistent with the charter, ordinance, 
and general law, for such purposes; 

 
(3) Remove all nuisances in the public streets, parks, and other public 

places, inspect and observe all places of public amusement or 
assemblage and all places of business requiring any state or 
municipal license or permit; 

 
(4) Provide proper police attendance and protection at fires; 

 
(5) Enforce and prevent the violation by any person of the laws and 

ordinances in effect within the city, and apprehend and arrest in 
accordance with law persons lawfully charged with the violation of 
any law or ordinance for the suppression or punishment of crimes 
or offenses; 

 
(6) Provide for the attendance of its members in court as necessary for 

the prosecution and trial of persons charged with crimes and 
offenses, and cooperate fully with the law enforcement and 
prosecuting authorities of Federal, State and County Governments; 
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(7) Operate a training program to maintain and improve the efficiency 
of the members of the Division. 

 

1:3.3 OATH OF OFFICE:  The City Clerk shall take and subscribe an Oath 
of Office from all new police officers and civilian employees before their 
assignment to duty and prior to their promotion to higher ranks, as 
follows: 

 
`"I (name of police officer or employee) do solemnly swear I will 
support the Constitution of the United States and the Constitution of 
the State of New Jersey, and that I will faithfully discharge the duties of 
(state rank or position) of the City of Newark according to the best of 
my ability.  I do further solemnly swear that I do not believe in, 
advocate or advise the use of force, or violence, or other unlawful or 
unconstitutional means, to overthrow or make any change in the 
government established in the United States or in this State and that I 
am not a member of or affiliated with any organizations, association(s), 
party, groups or combination of persons, which so approves, 
advocates or advises the use of such means. So help me God." 

 
1:3.4 POLICE DIRECTOR 

 
1:3.4-1 AUTHORITY BY APPOINTMENT.  The Police Director shall be the 

chief executive of the Police Division by authority of Title 20, 
Section 1-4 of the Revised Ordinances of Newark. 

 
1:3.4-2 POWERS AND DUTIES.  According to the Revised Ordinance of 

Newark, the Director: 
 

(1) Shall be the chief executive officer of the Division; 
 

(2) Shall make, administer and enforce rules and regulations for the 
control, disposition, and discipline of the Division and of its 
officers and employees; 

 
(3) Shall establish procedures for the hearing and determination of 

charges of violation of Divisional rules and regulations by 
member(s) of the Division. Such member(s) may be fined, 
reprimanded, removed, suspended or dismissed from the force only 
on written charges made or preferred against him in accordance 
with law; 
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(4) Shall at his discretion, deduct and withhold salary from any member 
of the Division on account of absence without leave for any cause; 

 
(5) Shall have and exercise all of the functions, powers and duties of a 

division head as otherwise prescribed by Title 2, "Administration," 
of these Revised Ordinances. 

 
1:3.4-3 FUNCTIONS.  The Director conducts the affairs of the Police 

Division, interprets and applies the policies of the Mayor and City 
Council, and controls the operations of the units and the activities of 
the staff within the Division, conducts public relations, and 
implements the internal disciplinary process. 

 
1:3.4-4 AUTHORITY AND RESPONSIBILITY. The authority and responsibility 

of the Director are subject to the policies of the City Council, the 
Ordinances of the City of Newark and the Laws of the State of New 
Jersey. 

 
1:3.4-5 OPERATIONS AND ACTIVITIES. The Director controls, coordinates 

and approves operating plans. 
 

(1) Sets operating and administrative policies. 

 
(2) Allocates manpower, material and funds within the budget, which is 

approved by the City Council. 
 

1:3.4-6 ORGANIZATIONAL PLANS. The Director is responsible for 
formulating the organizational plans of the Division. 

 
(1) May add, eliminate or alter positions subject to the approval of the 

City Council. 
 

(2) Has the power to improve and change the organizational plan 
completely or in part. 

 
(3) Recommends adjustments in the salary and working benefits for 

members of the Division. 
 

1:3.4-7 PERSONNEL POLICIES. The Director sets personnel policies with the 
approval of the Mayor and City Council conforming to the Ordinances 
of the City of Newark, laws of the State of New Jersey, and the rules of 
the New Jersey Division of Personnel. 
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The Police Director: 

 
(1) Causes examination to determine the qualifications of persons 

applying for positions. 
 

(2) Hires and promotes with the approval of the Mayor. 
 

(3) Recommends and approves promotion, demotion, release or other 
disciplinary measures with the approval of the Mayor. 

 

(4) Recommends or approves promotion and recommends demotion, 
release and other disciplinary measures subject to the ordinances 
of the City of Newark, the laws of the State of New Jersey and the 
rules and decisions of the New Jersey Division of Personnel. 

 
(5) Requires that all personnel be trained, via approved training 

programs. 

 
(6) Grants temporary leaves of absence to members of the 

Division. 
 

1:3.4-8 FINANCE 
 

The Police Director: 
 

(1) Submits the annual budget and proposed expenditure programs to 
the City Business Administrator. 

 
(2) Approves payments from allotted funds for operating expenses and 

capital expenditures. 
 

(3) Approves expense accounts. 
 
1:3.4-9 DEPUTY POLICE DIRECTOR 

 
(1) Under direction, assists the Police Director in organizing, 

developing, directing, supervising, and performing work involved in 
the management of the police division; 

 
(2) Does other related duties as required. 
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1:3.5 CHIEF OF POLICE. 
 
1:3.5-1 RESPONSIBILITY OF THE CHIEF OF POLICE. 

 
(1) Shall be subjected to the orders of the Police Director. 

 
(2) Shall be responsible for: 

 
(a) Enforcing all laws and ordinances falling within the jurisdiction of 

the Police Division. 
 

(b) Enforcing Police Division Rules, Regulations and 
Procedures. 

 

(c) Enforcing the orders of the Police Director 

 
(d) Maintaining the discipline and efficiency of the Police 

Division. 
 

(e) Maintaining the supervision of police work and conditions. 
 

(f) Exercising such executive authority and supervision of Division 
work as the Police Director may assign from time to time. 

 
 
1:3.5-2 POWERS OF THE CHIEF OF POLICE. 

 
(1) Shall issue orders to Division members consistent with law, and the 

Division Rules, Regulations and Procedures. 
 

(2) Shall order any member of the Division to any place in the City 
where police services may be required. 

 

(3) Shall suspend from duty any member of the Division for willful 
violation or disregard of law, Division Orders, Rules, Regulations 
and Procedures. 

 
(4) Shall expend Division funds in accordance with the provisions of 

the approved budget. 
 

1:3.6 COMMAND OFFICERS.  Command officers are police officers holding 
the rank of captain or above. 
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1:3.6-1 RESPONSIBILITIES - GENERAL.  Commanding officers shall 
exercise direct control over all members within their command, subject 
to higher authority in accordance with the Rules, Regulations and 
Procedures of the Division. 

 
1:3.6-2 INSTRUCTING POLICE OFFICERS.  Commanding officers are 

responsible for determining that each member of their command is 
instructed in their duties and performs them properly. General Order 
80-1 (revised), Responsibilities of Command and Supervisory 
Personnel, establishes specific responsibilities of command and 
supervisory officers. 

 
1:3.6-3 GENERAL RESPONSIBILITIES.  Command officers: 

 
(1) Shall maintain good order and discipline within their command. 

 
(2) Shall cooperate with other division commands. 

 
(3) Shall investigate personnel complaints not processed elsewhere. 

 
(4) Shall assign duties and responsibilities within their command to 

achieve command and division objectives. 
 

(5) Shall prepare reports, correspondence, and maintain records 
concerning their command. 

 
(6) Shall maintain the quarters, control of the equipment, and use of 

supplies and material assigned to their command. 
 

1:3.7 SUPERVISOR.  Supervisory officers are the lieutenants, sergeants 
and civilian personnel appointed to permanent or acting supervisory 
capacity who are placed in charge of one or more police officers or 
civilian employees. 

 
1:3.8 SUPERVISORY RESPONSIBILITIES. Supervisors: 

 
(1) Shall enforce Division Rules and Regulations, Policies and 

Procedures. 
 

(2) Shall exercise proper use of their command within the limits of their 
authority to assure efficient performance by their subordinates. 
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(3) Shall exercise necessary control over their subordinates to 
accomplish the objectives of the Division. 

 

(4) Shall guide and train subordinates to gain effectiveness in their 
present and future assignments. 

 
(5) Shall generally resort to negative disciplinary measures only after 

positive disciplinary measures have been found ineffective. 
 

1:4 RANK ESTABLISHED.  Rank in the Division as established by 
Municipal Ordinance shall descend in the following order: 

 

(1) Chief of Police 
 

(2) Deputy Chief of Police 
 

(3) Captain of Police 
 

(4) Lieutenant of Police 
 

(5) Sergeant of Police 
 

(6) Police Officer 

 
1:4.1 RANK AND SENIORITY.  When officers are of the same grade they 

shall rank according to their seniority determined by time in rank. 
When two or more officers are appointed to the same grade on the 
same day, each shall rank according to his respective position on the 
eligibility list which determined the order of his appointment to that 
grade. 

 
1:4.2 RANK AND INTRA-BUREAU SERVICE.  When service within a 

division is rendered with the help of personnel from another division, 
the officer holding rank who is present for duty attached to the division 
receiving the service shall take precedence over an officer detailed in 
from another division even though this officer is of the same grade and 
holds seniority in that grade, unless otherwise directed by the Police 
Director. 
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1:4.3 RANK AND SPECIALIZED SERVICES.  When a service is rendered 
which is specialized in nature, the officer in charge of the specialized 
detail shall retain functional authority over the police officers of the 
specialized detail in the performance of the service even though an 
officer of equal or higher rank from another division is present. 

 
1:4.4 ACTING AND TEMPORARY RANK.  Police Officers assigned by 

proper authority to a position of higher rank in an acting or in a 
temporary capacity shall exercise the authority and assume the 
responsibility for the proper performance of duties vested in the higher 
position. They shall not alter or countermand any Order issued by the 
person whose place they temporarily occupy, except when the 
expediency of police business demands. Should they countermand 
any previous Order, they shall be held responsible. 

 
1:4.5 COMMAND THROUGH SENIORITY.  When a superior officer assigns 

two or more police officers to special duty not accompanied by a 
superior officer, he shall designate the police officer senior in time of 
service to assume command, unless otherwise ordered. 

 
1:4.6 INTERIM COMMAND RESPONSIBILITY.  During the absence of any 

commanding officer, the police officer designated to relieve him shall 
assume command and during that time become the commanding 
officer.  Unless provision is made by competent authority, the 
command automatically devolves upon the subordinate next in rank, or 
in seniority if of equal rank. 

 
1:5 CIVILIAN EMPLOYEES.  All civilian employees shall assist 

Division police officers in accomplishment of the police function. 
 

1:5.1 CIVILIAN EMPLOYEES SUBJECT TO POLICE AUTHORITY. 
Civilian employees shall be subject to the authority of the Director of 
Police, Chief of Operations, and of the superior officer in charge of the 
bureau, unit or office to which they are assigned. 

 
1:5.2 CIVILIAN EMPLOYEE SUPERVISORS. Civilian employee 

supervisors are employees who, by reason of the Division of 
Personnel title or special designation by the Director of Police may, 
supervise other civilian employees. 
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1:5.3 CIVILIAN EMPLOYEE SUPERVISORS AND POLICE OFFICERS. 
Civilian employee supervisors shall exercise functional supervision 
over police officers assigned within their bureau or unit, and be 
responsible for the police officer's compliance or non-compliance with 
Divisional Rules and Regulations, Policies, Procedures and matters 
concerned with a police officer's personal administrative needs. 

 
1:5.4 RANK FOR CHAPLAINS AND SURGEONS.  Rank is bestowed upon 

the Division Chaplains, the Surgeon and the Assistant Surgeons. 
Their orders shall be obeyed by all police officers and civilian 
employees of the Police Division. They shall be accorded the 
courtesies attendant upon their rank of Deputy Chief. Sworn officers of 
the Police Division who happen to be chaplains are not afforded this 
courtesy or honorary rank. 

 
1:5.5 EMPLOYEES BOUND BY DIVISION DIRECTIVES.  All Rules, 

Regulations and Divisional Procedures and Orders governing police 
officers shall also bind all civilian employees whenever applicable. 
Definitions of police officers and civilian employees appear in Chapter 
2 of this Manual. 
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CHAPTER 2 
 
2 DEFINITION OF TERMS 

 
The terminology listed in this chapter has been defined to provide uniformity in 
usage and to clarify meanings when these terms are employed. 

 

These terms have been divided arbitrarily into five categories as follows: 
 

(1) Personnel 
 

(2) Organizational 
 

(3) Operational 
 

(4) Communications 
 

(5) Grammatical 
 
2:1 PERSONNEL DEFINITIONS 

 
2:1.1 ABSENCE LEAVE. (Leave of Absence)  A period of absence during 

which time a police officer is excused from active duty and during 
which time he receives no pay, unless he is on: 

 
(1) Leave of absence for field training in the reserve corps of the 

United States. 
 

(2) Leave of absence to attend State or National Conventions. 
 

(3) Leave of absence while in Military Service 

 
2:1.2 ANNUAL VACATION.  The annual leave granted to all members of 

the Police Division, 
 

2:1.3 APPOINTMENT.  The designation of a person by the appointing 
authority to fill any position within the Police Division. 

 
2:1.4 CIVILIAN EMPLOYEE.  Any person employed by the Police 

Division other than a police officer. 
 

2:1.5 COMMAND OFFICER.  Police officers of the Division holding the 
rank of captain or above. 
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2:1.6 CONTAGIOUS DISEASE.  Any infectious disease, which is 
communicable from one person to another. 

 

2:1.7       DISCHARGE (DISMISSAL).  The act of terminating the employment of 
a police officer or civilian employee. All said members shall hold office 
during good behavior, but may be removed for cause. 

 
2:1.8 DEATH LEAVE (Death in Family).  That period of time during which a 

police officer or civilian employee is excused from duty by reason of 
death occurring in his immediate family. 

 
2:1.9 EXTENDED LEAVE.  A leave extending beyond the duration of time 

ordinarily granted as regular policy for a particular purpose. 
 

2:1.10 INSUBORDINATION.  Willful disobedience of any order lawfully issued 
by a superior officer, or any disrespectful, mutinous, insolent, or 
abusive language, or action directed toward a superior officer. 

 
2:1.11      LENGTH OF SERVICE.  The length of time an officer has served from 

the date of appointment less any unpaid leave of absence time, except 
leave for military purposes. 

 
2:1.12 MEMBERS.  All personnel sworn into the Division as police officers or 

as civilian employees. 
 

2:1.13 POSITION.  An official situation or a post of employment. A position is 
the embodiment of the duties and responsibilities assignable to one 
police officer of the Division by the Police Director.  Proper reference to 
the term "position" is made to the work to be accomplished rather than 
to the worker who performs the task. For example, a bureau 
commander is the position and does not refer to the deputy chief or 
captain by name who is in charge of the district. 

 
2:1.14     PROMOTION. The advance in the employment status of a police 

officer or civilian employee to a position of greater responsibility or 
higher job classification. 
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2:1.15 RANK. 
 

(1) Chief 
 

(2) Deputy Chief 
 

(3) Captain 
 

(4) Lieutenant 
 

(5) Sergeant 
 

(6) Police Officer 
 
2:1.15-1   ACTING RANK. The capacity in which a police officer or a civilian 

employee serves temporarily in a position, usually of higher rank and 
not within the ordinary purview of his duties and responsibilities.  All 
the authority together with the higher position devolve upon the person 
who serves in an acting rank. 

 
2:1.15-2   TEMPORARY RANK. A police officer or a civilian employee serving 

temporarily in a position of higher rank with pay commensurate with 
the higher rank. All the authority and the attendant responsibilities, 
and duties of the higher rank are vested in the temporary rank. 

 
2:1.16 SENIORITY.  Established first by virtues of rank and secondly by the 

aggregate time served in rank. Where conflict occurs because of 
identical time of service or date of appointment, the member of the 
Division with the longest aggregate time served in the lower rank is 
deemed to hold seniority. 

 
2:1.17 SICK LEAVE.  The period of time during which a member of the 

Division is excused from active duty by reason of illness or injury. 
 

2:1.18 STANDARD-BEARER.  The head or leader of a movement or 
organization whose name is set forth in its title and placed upon its 
standards. 
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2:1.19      SUPERVISORY OFFICER.  A member assigned to a position requiring 
the exercise of immediate supervision over the activities of subordinate 
members of the Division. 

 
2:1.20 SUPERIOR OFFICER.  A police officer holding a higher rank than that 

of a police officer. 
 

2:1.21 SUSPENSION.  The act of temporarily relieving a police officer or a 
civilian employee from performing his duties as a consequence of 
alleged dereliction of duties, or other violation of Division Rules and 
Regulations or a violation of a federal or state law or a municipal 
ordinance. 

 
2:2 ORGANIZATIONAL DEFINITIONS 

 
2:2.1 BUREAU.  An Organizational unit embracing the subdivision, the 

division and section, whose assigned personnel are grouped 
collectively under one head to accomplish a specified police purpose 
and whose commanding officer reports directly to the Chief of Police. 

 
2:2.2 CHAIN OF COMMAND.  The unbroken line of authority that extends 

from the Director of Police through a single subordinate at each 
descending level of command to the level of execution. 

 
2:2.3 COMMAND.  A subunit of the Police Division, which is placed 

under the direct supervision of a command rank officer. 
 

2:2.4 DIVISION.  The Police Division of the City of Newark, New Jersey. 

 
2:2.5 DETAIL.  A subdivision of a Bureau, Division, Section, Squad or Unit, 

the personnel of which are assigned to a specified task. 
 

2:2.6 DETECTIVE.  A police officer assigned to a unit engaged in 
investigative work. This designation is an assignment and does not 
constitute a permanent status. 

 
2:2.7 DISTRICT.  A geographical designation. 

 
2:2.8 DIVISION.  A unit immediately subordinate to a Bureau 

 
2:2.9 HEADQUARTERS.  The main police building from where Police 

Division executives control is directed and administered. 
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2:2.10 OFFICIAL CHANNELS.  The established route of travel for authority, 
responsibility, directions, orders, and written or oral communications up 
and down the chain of command. 

 
2:2.11 POST.  A fixed point or location to which a police officer is assigned for 

duty and/or a geographical area of variable size within a district to 
which one or more police officers are specifically assigned for patrol, 
investigative or traffic purposes. 

 
2:2.12 SECTION.  A functional unit, which may be a subunit of a bureau or 

division. A sergeant or superior officer of higher rank may command it 
depending upon its size and upon the nature and importance of its 
function. 

 
 

2:2.13     SQUAD.  A unit composed of a grouping of police officers assigned to 
tour of duty controlled by a common grouping of duty hours. A squad 
may also refer to a functional unit performing police operations. 

 
2:2.14 STRAIGHT POST.  A length of street or streets, as contrasted to an 

area specifically designated for patrol purposes. 
 

2:2.15 TABLE OF ORGANIZATION. A table identifying all the Division’s 
organizational elements, from the Office of the Police Director through 
all subunits. This table reflects the authorized organizational structure 
of the Division. 

 
2:2.16 UNIT.  A number of police officers or civilian employees regularly 

grouped together under one head so as to accomplish a police 
purpose. 

 
2:3 OPERATIONAL DEFINITIONS 

 
2:3.1 ARRESTS.  The taking of a person into the custody of the law in order 

that he may be held to answer for a criminal offense or be prevented 
from committing one. 

 
2:3.2 BEGINNING OF DAY AND WEEK.  The police service day for 

purposes of record shall begin at 0001 hours and shall end at 2400 
hours. The police service week for purposes of record shall begin at 
0001 hours each Sunday. 

 
2:3.3 CHILD.  A person of either sex under the age of (10) ten years. 
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2:3.4 COMMAND.  An order or a direction requiring compliance. 

 
(1) A subunit of the Police Division, which is placed under the 

direct supervision of a superior officer of command rank. 
 

(2) An order or direction requiring compliance. 
 
2:3.5       COMMAND SUPERVISION.  That exercise of authority and control 

over an organic unit by a commanding officer who is responsible for 
the proper performance of its activities. 

 
2:3.6 COMMANDING OFFICER.  A police officer assigned to exercise 

command over an organic unit. 
 

2:3.7 COMPLAINT.  A written statement of the essential facts constituting 
the offense charged shall be made upon oath before any magistrate or 
other person empowered by law to take complaints. 

 
2:3.8      COMPLAINANT.  One who commences a legal action by the process 

of a complaint. The complainant shall also designate the person who 
became the victim of a crime. 

 
2:3.9 COMPETENT AUTHORITY.  That certification of judgment, which is 

accepted as qualified and decisive. 
 

2:3.10 CRIMINAL OFFENSE.  Any act or any failure to act which is contrary 
to or which attacks the peace, tranquility and/or dignity of the State. 
Any act or any failure to act which has been defined as a crime, an 
offense, or a violation or any other similar term which has been defined 
by enactment of the Federal or State legislature or by the City Council 
of the City of Newark, New Jersey. 

 
2:3.11 DESK BLOTTER.  A record maintained in the handwriting of 

designated superior officers to record chronologically the duty 
assignments, activities and developments affecting members of a 
command. 

 
2:3.12      DUTY.  The embodiment of the requirements of the police calling that 

a police officer must fulfill by reason of the sworn oath of office he has 
taken. 

 
 
 

 

2-6 



NEWARK POLICE DIVISION  

RULES & REGULATIONS 
 

 

 

2:3.13 IN SERVICE.  A status assigned to personnel in motor patrol cars and 
other police vehicles indicating that members of the Division and their 
vehicles are present and available for assignment. 

 
2:3.14 JUVENILE.  Any person of either sex under the age 18. 

 
2:3.15 MINOR.  Any person of either sex under the age of 21. 

 
2:3.16 MISSING PERSONS.  A person who has been reported missing from 

a Newark residence and is either: 
 

(1) Under 18 years 
 

(2) 18 years and over, and: 
 

(3) Is mentally or physical affected to the extent that hospitalization 
may be required, or 

 

(4) Is a possible victim of drowning, or 
 

(5) Has indicated an intention of committing suicide, or 

 
(6) Is absent without apparent reason under circumstances indicating 

involuntary absence. 
 

2:3.17 NEGLECT OF DUTY.  Failure to give suitable attention to the 
performance of duty. Examples include but are not limited to: The 
failure to take appropriate action on the occasion of a crime, disorder, 
or other act or condition requiring police attention. Absence without 
leave is the failure to report for duty at the time and place designated, 
unnecessary absence from post during tour of duty, failure to perform 
duties prescribed and failure to conform to Division operating 
procedures. 

 
2:3.18 OFF DUTY. The duty status of a member of the Division during 

authorized leave when he is free from the responsibility of performing 
his specified routine duties. 

 
2:3.19 OFF THE AIR.  A status assigned to radio equipped police officers and 

vehicles indicating that the police officers are in service but not 
presently available to receive radio communication. 
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2:3.20 OFFICER IN CHARGE.  A police officer assigned to and designated 
as being in charge of any office, detail or situation. 

 

2:3.21    ON THE AIR. A status assigned to radio equipped police officers and 
vehicles indicating that the officers are in service with radio equipment 
that is in operation. 

 
2:3.22 ON DUTY.  The duty status of a member of the Division when he is 

actively engaged in the performance of his assigned duties during 
designated hours of the day. 

 
2:3.23 OUT OF SERVICE.  A status assigned to personnel, motor patrol cars, 

and other police vehicles indicating that the members and their 
vehicles are not available for assignment. 

 
2:3.24 PROBABLE CAUSE.  Reasonable grounds for suspicion supported by 

circumstances, sufficiently strong in themselves, to warrant an ordinary 
reasonable person to believe that an offense is being or has been 
committed.  Probable cause constitutes to less than proof. 

 
2:3.25 PROCEDURE.  The official method of dealing with any given situation 

prescribed by the Rules and Regulations or by other orders. 
 

2:3.26 PROPERTY DEFINED.  Property as used in New Jersey Court Rule 
3:5 et. seq., which includes documents, books, papers, and other 
tangible objects. 

 
2:3.27 SEARCH WARRANT REGULATIONS.  A required working knowledge 

of the rules relating to search warrants contained in Rule 3:5-et. seq. 
as found in the Law Manual possessed by all superior officers. 

 
2:3.28 SECURE PLACE.  A particular location free from risk or danger, 

confidently safe for possession or keeping. 
 

2:3.29     SPECIAL DUTY. A police service by nature of which requires that the 
member of the Division perform a special police function other than a 
regular police duty. 

 
2:3.30 SQUADROL.  A vehicle used for the purpose of patrol and for the 

transportation of prisoners or other persons and evidence. 
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2:3.31 STOLEN CAR LIST.  A list containing registration plate numbers of 
vehicles stolen within the City of Newark and the surrounding 
communities. 

 
2:3.32 SUBPOENA DEFINED.  A writ or order directed to a person and 

requiring his attendance at a particular time and place to testify as a 
witness. 

 
2:3.33 SUBPOENA DUCES TECUM DEFINED.  Commands a person to 

attend court and produce a pertinent book, paper, document or other 
object as designated therein. 

 
2:3.34 SUBVERSIVE GROUP.  Any group cited by the United States Attorney 

General as being subversive. Generally these groups are dedicated to 
movements designed to destroy and overthrow the governmental 
structure. 

 
2:3.35 SUMMONS DEFINED.  A writ directed to the Sheriff or other proper 

officer, requiring him to notify the person named that an action has 
been commenced against him in the court of issue, and that he is 
required to appear on the day named to answer the complaint in such 
action. 

 
2:3.36 TASK.  An assigned piece of work. Police tasks are performed in 

various degrees by police officers of all ranks, from patrolman to Chief 
of Police including all grades of civilian employees. 

 
2:3.37 WARRANT DEFINED.  A writ or order issued by judges, justices, or 

other competent authority, addressed to a sheriff, constable, or another 
officer, requiring him to arrest the body of a person therein named, and 
to bring him before the magistrate or court, to answer or to be 
examined, touching on some offense he is charged with having 
committed. 

 
2:3.38 WORK DAY.  The day in which a member of the Division 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 following rule applies: 

 
When a police officer or civilian employee is directed to begin work before 

2200 hours the day that he begins work shall be considered to be his 

"work day". When the member is directed to begin work at or after 2200 

hours the following day shall be considered to be his "work day". 
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2:4 COMMUNICATIONS 
 
2:4.1 DAILY BULLETIN.  A publication issued by the Record and 

Identification Section at 0800 hours each morning reporting all the 
important incidents that took place during the preceding 24 hours. 

 
2:4.2 ENFORCEMENT BULLETIN.  A publication issued periodically by the 

Division containing statistical information about criminal activity so 
that police officers will become familiar with the hazards in a given 
area, and make it possible for them to become particularly attentive in 
their efforts in taking remedial action. 

 
2:4.3 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) Institute permanent procedures, rules and policies. 

 
(2) Effect permanent changes in the organization. 

 
(3) Install permanent programs, which affect more than one unit 

subordinate to the issuing authority. 
 

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

 
(5) Establish programs for the use of public facilities and equipment 

and for the expenditure of public funds. 
 

2:4.4 MEMORANDUM.  A publication issued that is informative in nature. A 
memorandum serves: 

 
(1) To disseminate information or instructions which does not warrant a 

formal order. 
 

(2) To explain or emphasize portions of orders previously issued. 
 

(3) To inform police officers and civilian employees of actions and 
policies of other agencies. 

 
2:4.5 MEMORANDUM BOOK.  A pocket-sized notebook carried by all police 

officers to record pertinent information. 
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2:4.6 ORDER. 

 
(1) A written or oral directive issued by a superior officer to any 

subordinate or group of subordinates in the course of police duty. 
 

(2) A command requiring compliance 
 
2:4.7 PERSONNEL ORDER.  A written directive to announce: 

 
(1) The appointment of personnel 

 
(2) The assignment or transfer of police officers and civilian employees 

from one unit to another. 
 

(3) A promotion or demotion 
 

(4) Suspension, dismissal and restoration to duty. 
 

(5) The termination by resignation, by retirement, or by death 
 

(6) A commendation 
 

(7) Other subjects of general interest to personnel 
 
2:4.8 REPORT.  A written or oral communication relating to police matters. 

 
2:4.9 RULES AND REGULATIONS.  Division standards and guides, 

which enable the Division to achieve a state of consistency in its 
operations. 

 
2:4.10 SPECIAL ORDER.  A written order issued to direct procedures which 

are of a self-canceling nature and which guide the actions of 
subordinates in specific situations or circumstances. 

 
2:4.11 TRAINING BULLETINS.  Publications by the Division designed to 

keep police officers abreast of current police techniques and 
procedures. 

 
2:5 GRAMMATICAL TERMS 
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2:5.1 GENDER.  A distinction according to sex. When the masculine gender 
is used alone in this Manual or in any Division procedure or order, 
members shall understand that the feminine gender is also intended 
when applicable. 

 
2:5.2 IMMEDIATELY.  A terminology construed to mean "as soon as 

possible" and "forthwith," "without delay." 

 
2:5.3 MAY.  The auxiliary verb form to indicate that the action taken is 

permissive or possible. 
 

2:5.4 SHALL/WILL.  Verb forms to indicate that the action required is 
mandatory. 
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CHAPTER 3 
 

3 GENERAL CONDUCT 
 
3:1 DEPORTMENT 

 
3:1.1 CONDUCT IN PUBLIC AND PRIVATE.  Police officers in both private 

and public lives shall conduct themselves so as to avoid impugning the 
reputation of the Division. They shall maintain the dignity and integrity 
of their office through the exemplary obedience of all Rules and 
Regulations, the maintenance of respect for the welfare and the rights 
of all citizens, the courteous and objective enforcement of laws without 
favor or prejudice, and the recognition that police service is a public 
trust requiring dedication to ideals and ethics of the highest degree. 

 
3:1.2 LOYALTY AND COOPERATION. 

 
3:1.2-1   LOYALTY. Police officers shall be loyal to the Division and to 

fellow police officers as is consistent with the law, good order, and 
proper discipline. 

 
3:1.2-2 COOPERATION. Police officers shall render cooperation to the fullest 

degree in conducting the business and the affairs of the Division. 
 

3:1.2-3 EFFICIENCY AND COOPERATION.  The efficiency of the Division 
devolves on cooperation among all ranks, divisions, and subdivisions. 
The deliberate withholding of cooperation, which impairs the 
achievement of Division objectives, or an evasion of responsibility, or a 
delay in taking necessary action, shall subject the offending members 
of the Division to disciplinary action. 

 
3:1.2-4 DEMONSTRATION OF RESPECT.  Police officers and civilian 

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

 
3:1.2-5 DEROGATORY REFERENCE. Police officers and civilian employees 

shall not by manner, gesture, or speech, criticize or make derogatory 
reference to Division orders or instructions either to the public or to 
other members of the Division. 
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3:1.2-6 POLITICAL AND RELIGIOUS DISCUSSION.  Police officers and 
civilian employees shall not engage in political or religious discussions 
to the detriment of discipline. 

 

3:1.2-7 DISPARAGING NATIONALITY, RACE OR CREED.  Courtesy and 
civility toward the public is required of all members of the Division. 
Members shall not use words that humiliate, disparage, demean, 
degrade, ridicule or insult a person because of his or her race, 
creed, color, national origin, ancestry or sexual preference. 

 
3:1.2-8 CENSURING OFFICIAL TRANSACTION.  Unless in accord with 

official duties, police officers and civilian employees shall not, either in 
writing or discussion, censure other Division members concerning 
official transactions within the Division. 

 
3:1.2-9 REPORT OF CRIME. Police officers shall report as soon as possible 

to the proper command, when their attention is alerted to crime, 
suicide, fire, unusual emergency events or to information and 
occurrences of which the Division takes cognizance. Police officers 
withholding information for any reason shall be subject to Division 
disciplinary charges. 

 
3:1.2-10   KNOWLEDGE OF CRIME. Police officers shall not withhold 

knowledge of crime, but shall communicate the information to their 
Command or to Police Headquarters at once. This requirement shall 
not be construed as meaning that police officers should defer taking 
proper police action if failure to act would tend to defeat the ends of 
justice. 

 
3:1.2-11   BUREAU AND DIVISION COOPERATION. Special delegation to a 

particular bureau or division of the Division for the enforcement of 
certain laws and ordinances does not relieve police officers or their 
bureaus or divisions from the responsibility for taking prompt and 
proper police action relative to violations of any law or ordinance 
observed by them or coming to their attention. 
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3:2 CONDUCT AND DUTY OF MEMBERS. 

 
3:2.1 DUTY REQUIREMENT.  Police officers shall be always subject to duty 

even when periodically relieved from regularly scheduled duty. 
 

3:2.2 RESPONSIBILITY OF POLICE OFFICERS.  Police officers shall be 
responsible for the duties assigned them and for their strict adherence 
to the Rules and Regulations, to written Directives, to Procedures and 
to all lawful verbal Orders. 

 
3:2.3 RESPONSIBILITY FOR OWN ACTIONS.  A police officer is 

responsible for their own actions or omissions. They may not submit 
as an excuse or justification for any action or for any omission to a 
Rule and Regulation, to an Order, or to a Directive, that their action or 
inaction resulted from the advice or suggestion of another person. 
This rule holds whether that person is connected with the Division or 
not. On the other hand, this Rule does not apply when he acts to 
carry out the Order of an officer of higher rank in which case the 
responsibility for issuing Orders or Directives shall be assessed 
against the officer of higher rank. 

 
3:2.4 CONFLICTING ORDERS.  In the event that a police officer receives 

an order from a superior officer that they know to be in conflict with the 
Rules and Regulations, they shall respectfully call this to the attention 
of the superior officer.  If he persists in his order, the subordinate 
should obey it. The superior officer must then assume the 
responsibility for the consequences. No police officer shall be held 
responsible for disobeying any order which is criminal in nature or 
violates any law. 

 
3:2.5 LAWFUL ORDERS. Police officers and civilian employees shall 

always respond to the lawful orders of superior officers and to other 
proper authority. 

 
3:2.6 ASSISTANCE TO CITIZENS.  Police officers shall promptly assist 

citizens when requested and shall take proper police action whenever 
required. 
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3:2.7 KNOWLEDGE OF LAWS AND REGULATIONS. Police officers shall 
equip themselves with knowledge found in the: 

 

(1) New Jersey laws 
 

(2) Newark City Ordinances 
 

(3) New Jersey Court Rules 
 

(4) The Newark Police Division Manual of Rules and Regulations 
 
3:2.8 ASSIGNED DUTIES.  Police officers of the Division shall be held 

responsible for the proper performance of the duties assigned to them. 
 

3:2.9 OUTSIDE EMPLOYMENT.  Police officers shall devote their entire 
time to the service of the Division. All police officers are prohibited 
from participating in any other occupation, endeavor, calling or 
employment. In special cases, however, permission to engage in 
another occupation, endeavor, calling or employment of a non- 
hazardous nature may be obtained from the Police Director. Outside 
employment permission will be terminated if police division job 
performance is adversely effected. 

 
3:2.10 USE OF PRIVATE AUTOMOBILE.  A superior officer may authorize a 

member to use their privately owned automobile while on duty 
providing the member voluntarily agrees to use their car and is willing 
to assume the personal expenses for the operation of his car to convey 
him: 

 
(1) From his command to a place of assignment. 

 
(2) From a place of assignment to a place of reassignment. 

 
(3) From a place of assignment or reassignment to his command. 

 
(4) This Rule shall not be construed as permission for members to 

patrol on post in private vehicles. 

 
3:2.11 ARRESTING OFFICER SHALL NOT BAIL.  The arresting officer shall 

not fix bail, nor shall the officer take bail or loan monies for bail. 
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3:3 FINANCIAL ETHICAL STANDARDS 
 
3:3.1 CONFIDENTIAL INFORMATION.  No police officer shall use 

confidential official information to advance financial interest for 
themselves or others. 

 
3:3.2 BUSINESS DEALING WITH CITY OF NEWARK.  No police officer, by 

way of partnership or ownership, in any manner except by operation of 
law, may become involved in any business dealing with the City of 
Newark, except with the express written approval of the Chief of Police 
or the Police Director. 

 
3:3.3 RENDERING SERVICE IN CONFLICT OF OFFICIAL DUTIES. Police 

officers shall not engage or render service, in any financial, commercial 
or private interest, which is directly or indirectly in conflict with their 
official duties. 

 
3:3.4 PURCHASING OF CITY-OWNED PROPERTY.  Police officers shall 

not purchase city-owned real property through a negotiated sale, other 
than by an open bid process. 

 
3:3.5 PURCHASING OF MOTOR VEHICLE.  Police officers shall not 

purchase any motor vehicle directly, or indirectly, that has come under 
the investigatory and or release process of this Division. 

 
3:3.6 PURCHASE OF PROPERTY IN CUSTODY OF THE DIVISION. 

No police officer shall purchase or acquire property of another knowing 
or having reason to know, that such property was held in custody of 
this Division. 

 
3:3.7 SOLICITING LOANS.  Police officers shall not solicit or accept loans 

from merchants, firms or persons doing business with or residing in the 
City of Newark without permission from the Chief of Police or Police 
Director. 

 
3:3.8 SOLICITING EMPLOYMENT.  Police officers shall not solicit, 

negotiate for, or promise to accept employment by any person, firm, or 
corporation with which he or the City is engaged on behalf of the City 
in the transaction of business or which is or may be affected by their 
official action. 
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3:3.9 REPRESENTING PRIVATE INTERESTS.  Police officers shall not 
represent private interests against the City of Newark. 

 

3:3.10 COIN OPERATED DEVICES.  Police officers shall not bring, install or 
cause to be installed in any Division facility, any vending or other coin 
operated device that provides a product of service (cigarettes, candy, 
soda, etc.) without the written approval of the Chief of Police or the 
Police Director. 

 
3:3.11 PERSONAL LIABILITIES.  Police officers shall not incur liabilities, 

which they are unable or unwilling to discharge. 
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CHAPTER 4 
 
4 OUTSIDE ACTIVITIES 

 
4:1 VOTING PRIVILEGE 

 
4:1.1 VOTING PRIVILEGE.  Members are encouraged to exercise their 

voting privilege in all elections. 
 

4:1.2 PARTICIPATION LIMITATION.  Police officers shall not actively 
engage in running for political office unless first granted a leave of 
absence, without pay, from the Division by the Police Director. 

 
4:1.3 SOLICITING PROHIBITED.  Police officers or civilian employees shall 

not solicit money or other items of value from any person, committee, 
or association associated with political activity. 

 
4:1.4 POLITICAL DISCUSSION.  Police officers or civilian employees shall 

not discuss politics when the discharge of police duty is directly or 
indirectly concerned. 

 
4:1.5 DUTY AT POLITICAL MEETINGS.  Police officers on duty in or about 

a place used for political meetings shall not comment on the views 
expressed by the speakers. 

 
4:1.6 ELECTION TO PUBLIC OFFICE.  The restriction against public 

expression of political views shall not apply to any police officer of the 
Police Division who is elected to any public office created under the 
rules of the New Jersey Constitution, or to a police officer who has 
been granted a leave of absence without pay prior to such election. 

 
4:2 4:2 AFFILIATIONS WITH OUTSIDE ORGANIZATIONS. 
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4:2.1 AFFILIATION WITH CERTAIN ORGANIZATIONS PROHIBITED. 
Police officers shall not join any fire, auxiliary corps or first aid unit, nor 
shall they affiliate themselves with any organization whose constitution 
embraces provisions, which might in any way exact prior consideration 
and prevents the proper and efficient functioning of the Division. 
Permission to belong to any such organizations must first be obtained 
from the Director of Police. This prohibition does not apply "to the 
active military or naval service of the United States or of this state, in 
time of war or an emergency, or during any period of training, or 
pursuant to or in connection with the operation of any system of 
selective service. 

 
4:2.2 STANDARD BEARER.  Police officers shall not act as the standard 

bearer of any organization. 
 

4:2.3 AFFILIATION WITH RADICAL GROUPS.  No police officer or civilian 
employee except in the discharge of police duties, shall knowingly 
associate with, or have any dealings with any person, or organization 
which advocates, or which is instrumental in fostering hatred, 
prejudice, or oppression, against any racial or religious group. 

 
4:2.4 SUBVERSIVE ORGANIZATIONS.  Police officers or civilian 

employees shall not knowingly become members, or otherwise 
become connected with any subversive organization on the list of the 
U.S. Attorney General's Office, except when necessary in the 
performance of duty and then only under the direction of the Police 
Director or the Chief of Police. 

 
4:2.5 ASSOCIATION WITH THE CRIMINAL ELEMENT.  Except in the 

discharge of police duties, police officers shall not knowingly associate 
with, or have any dealings with criminals, racketeers, gamblers, 
persons of ill repute, or persons otherwise engaged in unlawful 
activities. 

 
4:2.6 OBSCENE, IMMORAL OR OFFENSIVE MATERIAL.  Except in the 

discharge of police duty, police officers shall not knowingly write, print, 
copy, distribute, transport, store, or possess any writings, records, 
recordings, or pictures which contain obscene, immoral, offensive, or 
defamatory matter. 
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4:3 TESTIMONIALS 
 
4:3.1 TENDERING OF TESTIMONIALS PROHIBITED.  Police officers shall 

not accept, from any person, organization or group, testimonials of any 
kind because of their employment with the Police Division, or because 
of the performance of any police service, without permission from the 
Police Director. 

 
4:3.2 TESTIMONIALS FOR ADVERTISING PROHIBITED.  Police officers 

shall not give testimonials nor permit their names or photographs in 
uniform to be used for advertising purposes, without permission from 
the Police Director. 

 
4:3.3 NAME FOR PROMOTIONAL ENTERPRISE.  Police officers shall not 

allow the use of their names at any fair, festival or exhibition for the 
purpose of selling tickets or for setting up or promoting a raffle or gift 
enterprise without permission from the Police Director. 

 
4:3.4 MISUSE OF OFFICIAL POSITION.  Police officers shall not use their 

official position to solicit special privileges for themselves or to sponsor 
testimonials of a political nature. 

 
4:3.5 IDENTIFICATION AS POLICE OFFICER.  Police officers shall identify 

themselves by displaying the official badge or identification card before 
taking police action. When the officer's identity is obvious or when 
circumstances do not permit, officers are not required to comply with 
this rule. 

 
4:4 LEGAL RESPONSIBILITY 

 
4:4.1 EXPERT TESTIMONY.  Police officers of the Division, unless 

legally subpoenaed, shall not give expert testimony against the 
interests of the City in any litigation to which the City is a party. 

 
4:4.2 LEGAL ACTION AGAINST THE CITY.  Police officers legally 

subpoenaed in an action against the interests of the City shall notify 
their commanding officers forthwith relating their status in the case. 

 
4:4.3 EXPERT TESTIMONY IN CRIMINAL CASES.  Police officers shall not 

give expert testimony for defendants in criminal cases without first 
notifying the Police Director or his designee. 
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4:4.4 SUBPOENAED BY DEFENSE IN CRIMINAL CASE OR AS 
WITNESS IN CIVIL CASE. Police officers who are subpoenaed as 
witnesses for the defense in criminal cases, or as witnesses in civil 
cases in which the City is a defendant, shall so advise their 
commanding officers immediately. Commanding officers shall then 
notify the Prosecutor's Office or Corporation Counsel's Office by way of 
official channels through the Police Director or his designee. 

 
4:4.5 SUBPOENAED DURING TOUR OF DUTY.  When subpoenaed or 

summoned to appear in any proceeding during his working tour of 
duty, a police officer shall immediately notify his command so that his 
commanding officer may take appropriate action to cover his detail, 
assignment, or other responsibility. 

 
4:4.6 SUBPOENAING OR SUMMONING.  Whenever Division members are 

summoned or subpoenaed to appear before: 
 

(1) A legally constituted investigative body with subpoena powers, 
 

(2) A judicial tribunal with subpoena powers, or comparable agencies, 
 

(3) A legally constituted hearing board for the purpose of inquiring into 
the activities or operations of individual Division police officers or 
of the Division itself. 

 
They shall appear before, cooperate with and render every aid and 
assistance to such body, tribunal or agency and prior to such 
appearance notify their commanding officer submitting a duplicate 
report, the original of which shall be forwarded through channels to the 
Office of the Police Director. 

 
4:4.7 REQUEST TO APPEAR.  The law requires police officers to appear in 

response to a summons or subpoena. A request to appear before a 
legally constituted governmental body, whether the requesting agency 
has subpoena powers or not, shall be complied with, providing the 
police officer first obtains permission from his commanding officer. He 
then shall proceed to give aid and assistance in accord with the Rules 
and Regulations guiding his conduct in giving testimony. 

 
4:4.8 REQUEST TO APPEAR ON SHORT NOTICE.  When a police officer 

receives a "request" on short notice and there is insufficient time for 
him to submit a report, then he shall notify his commanding officer 
immediately, by whatever means possible. 
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4:4.9 APPLICATION FOR WARRANT FOR ASSAULT ON POLICE 
OFFICER. A police officer may not apply for a warrant for any assault 
upon themselves without first reporting the case in writing through his 
commanding officer to the Police Director, and obtaining from him 
permission to apply for such warrant. However, this prohibition may be 
waived if the delay will prevent the ends of justice from being served. 

In no such case shall the aggrieved police officer be permitted to serve 
such warrant. 

 

4:4.10 POLICE ACTION IN CIVIL MATTERS.  Police officers shall not 
become personally involved in the civil matters of other persons or in 
the actions and disputes of other persons, unless so as to prevent a 
breach of the peace. 

 
4:4.11 ADJUDICATION IN CIVIL MATTERS.  Police officers shall not attempt 

to adjudicate civil disputes or give legal advice in civil matters. 
 

4:4.12 BREACH OF THE PEACE.  Police officers shall act to prevent a 
breach of the peace or disturbance, which may grow or has grown out 
of a civil dispute. 

 
4:4.13 SERVICE OF CIVIL PROCESS.  Police officers shall not serve civil 

process other than that initiated by the City. 
 
 

4:4.14 CIVIL ACTION FOR COMPENSATION. Police officers planning to 
institute civil action for compensation arising out of damages, or out of 
injuries sustained while engaged in police duty prior to initiating 
proceedings, shall submit a formal report to the Police Director with 
complete facts concerning the incident. 

 
4:4.15 PERSONAL INJURY OR PROPERTY DAMAGE COMPENSATION. 

Police officers shall not accept or agree to accept anything as payment 
for personal injury or property damage incurred in the line of duty 
without first notifying the Police Director. 
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CHAPTER 5 
 
5 STANDARDS OF CONDUCT 

 
5:1 DEMEANOR 

 
5:1.1 CONDUCT.  Police officers must bear in mind that they symbolize the 

dignity and authority of the City and State and shall conduct 
themselves in a manner that will not bring discredit, ridicule, or criticism 
to the Division. 

 
5:1.2 LANGUAGE.  Police officers shall not use indecent, profane, uncivil or 

threatening language, regardless of provocation. 

 
5:1.3 LENIENCY.  Police officers shall not permit fear, favoritism or 

sympathy to sway them to illegal leniency or to neglect of duty. 
 

5:1.4 PERFORMANCE.  Police officers shall never place themselves under 
special obligation to any person who might affect the proper discharge 
of their duties. They shall remain free to perform their duties without 
hesitation at all times. 

 
5:1.5 POLICE IMAGE. Police officers shall bear in mind that they symbolize 

the dignity and the authority of the City of Newark and the State of New 
Jersey, and that they are the representatives of the law to whose lawful 
demands all must submit, unless otherwise provided by law, and that 
such submission can be compelled when necessary. 

 
5:2 APPEARANCE 

 
5:2.1 CLEANLINESS.  Police officers while on duty or in uniform shall 

maintain a neat, well-groomed appearance and shall adhere to the 
grooming standards. 

 
5:2.2 UNIFORM.  Police officers shall conform to all regulations set forth for 

the wearing of the uniform. 
 

5:2.3 CIVILIAN CLOTHING.  Unless otherwise directed, police officers 
assigned to work in civilian clothing shall be neat and clean. Their 
clothing shall be of a conservative nature. 
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5:2.4 PACKAGES AND BUNDLES.  Police officers in uniform shall not carry 
packages or bundles except when necessary to accomplish a police 
purpose on the actual performance of duty. 

 
5:2.5 SMOKING.  On duty police officers while in uniform and in the public 

view shall not use either tobacco or chewing gun in any form. Uniform 
police officers on street duty or in police vehicles are permitted to 
smoke during the period between darkness and 0600 hours, but they 
shall exercise discretion when conditions warrant, or when there is 
unusual activity. No police officer whether in uniform or civilian clothes 
shall smoke while engaged in actual police duty. 

 
5:2.6 NEWSPAPER READING.  Police officers shall not read newspapers, 

magazines or books while in uniform and in public view except when it 
is necessary to do so in the discharge of their duties. 

 
5:3 BEHAVIOR 

 
5:3.1 PUNCTUALITY.  Police officers shall be punctual in reporting for duty. 

 
5:3.2 RESPONSE TO CALL.  Police officers or civilian employees shall 

respond promptly to every call to duty. They shall endeavor to provide 
the public service that is necessary under all circumstances in which 
the Division has jurisdiction. 

 
5:3.3 GAMES OF CHANCE.  Police officers or civilian employees shall not 

engage in illegal games of chance or any form of illegal gambling 
within any Division building nor at any other place. 

 
5:3.4 DUTY TIME.  Police officers while on duty shall devote their full time to 

the service of the Division. 
 

5:3.4-1    LOAFING ON DUTY. Sleeping, idling, and loafing while on duty are 
prohibited, and any police officer, or civilian employee found guilty of 
such misconduct shall be subject to neglect of duty charges. 

 
5:3.4-2 ENTERING BUILDINGS WHILE ON DUTY.  Police officers on duty 

shall enter a building only in the performance of police duty.  This 
ruling does not prohibit police officers from entering a building briefly in 
order to eat. 

 
 
 

 

5-2 



NEWARK POLICE DIVISION  

RULES & REGULATIONS 
 

 

 

5:3.4-3    ENTERING DISORDERLY HOUSES. No police officer may enter any 
suspected place of gambling, any house of prostitution or any place of 
illegal activity unless engaged in proper police duty. 

 
5:3.4-4    LEAVING ASSIGNED POST. Police officers who must leave post or 

assigned duty areas in order to eat shall obtain permission from their 
immediate superior officer to do so. 

 
5:3.5 BOUND BY DUTY.  Police officers shall always bear in mind that 

regardless of rank or of assignment they are police officers and that 
they are required to act accordingly. 

 
5:3.6 LEAVING CITY WHEN ON DUTY. Police officers on duty are 

forbidden to leave the City except: 
 

(1) When an emergency situation arises or; 
 

(2) When permission of their commanding officer or other competent 
authority has been granted. 

 

5:3.7 BUSINESS CARDS.  Police officers are prohibited from using 
business cards of any description unless approval is first obtained from 
the Police Director.  The Police Director may delegate this authority to 
a bureau commander. 

 
5:3.8 EXPENSES.  Police officers shall promptly submit bills to their 

commanding officer itemizing expenses necessarily incurred in 
connection with their official duties. The commanding officer shall sign 
these bills certifying that the expense was properly authorized. 

 
5:3.9 CONTRACT OR PURCHASE.  Police officers shall neither make nor 

enter into any contract, nor purchase any articles for the use of the 
Division at Division expense without first obtaining the authority to do 
so by the Director or Designee. 

 
5:3.10 EMERGENCY PURCHASES.  The Director or Designee may 

authorize a police officer to make a purchase when the need arises out 
of an emergency, and at a time when the Administrative Officer is not 
immediately available. 
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5:3.11     REQUISITION OF SUPPLIES.  Police officers may obtain stationery 
and office supplies only upon the submission of a requisition that has 
been properly executed by them and that has been approved by their 
commanding officer. 

 
5:3.12 EQUIPMENT REPAIRS.  Police officers shall not repair any 

mechanical or electrical equipment unless they are specifically 
assigned to the task. 

 
5:3.13 DEFECTIVE OR DAMAGED EQUIPMENT.  Police officers shall report 

defective or damaged City equipment observed by them to their 
commanding officer. 

 
5:4 ORDERS 

 
5:4.1 OBEDIENCE TO ORDERS. Police officers or civilian employees shall 

promptly and fully obey any lawful order directed to them by a superior 
officer. 

 
5:4.2 ISSUANCE OF UNLAWFUL ORDERS.  Supervisory or command 

officers shall not knowingly issue any order that violates Federal or 
State Laws, City Ordinances, or which violates the intent of the 
Division Rules and Regulations. 

 
5:4.3 RIGHT OF SUBORDINATES TO DISOBEY.  A police officer 

subordinate in rank is not required to obey any order which violates a 
Federal, or State Law, or City Ordinance. However, the subordinate 
must justify his refusal to obey. 

 
5:4.4 RECEIPT OF UNLAWFUL ORDERS.  A police officer, subordinate in 

rank, who receives an unlawful order shall inform the issuing person 
that the order is unlawful. If the unlawful order is not rescinded, the 
receiver shall submit a written account of the matter to his 
commanding officer. The commanding officer in turn shall forward the 
report to the Director of Police accompanied by his recommendations 
for disposition. 

 
5:4.5      MANNER OF ISSUING ORDERS.  Superior officers shall issue orders 

in clear and understandable language that is civil in tone and pursuant 
to Division business. 

 
 
 

 

5-4 



NEWARK POLICE DIVISION  

RULES & REGULATIONS 
 

 

 

5:5 INFORMATION 
 
5:5.1 AIDING OR ABETTING.  Police officers shall not communicate any 

information, direct or indirect, verbal or in writing, which may tend to 
defeat the ends of justice, nor may they impart information that would 
assist persons to escape arrest or punishment, nor which would permit 
these persons to dispose of any money or goods unlawfully obtained. 

 
5:5.2 COMPROMISING ARRANGEMENTS.  Police officers shall not be 

concerned, either directly or indirectly with making any compromise or 
arrangement between thieves and other criminals, 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 
police officer failing to report such arrangement immediately to his 
commanding officer shall be deemed guilty of violating this rule. 

 
5:5.3 GIFTS, GRATUITIES, AND REWARDS.  Police officers 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 official 
duty or act, without first having obtained permission from the Director 
of Police. 

 
5:5.3-1 PROCEDURE FOR RECEIVING GIFTS.  When a gift or reward of any 

description is tendered to a police officer, it shall be deposited 
immediately with the Director of Police after it has passed through 
proper channels. An "Administrative Submission" shall accompany the 
gift or reward explaining the attendant circumstances.  The 
commanding officer shall state whether he believes that the facts as 
stated are true, and shall recommend approval or disapproval. 

 
5:5.3-2 PRESENTS FROM OTHER POLICE OFFICERS.  Police officers are 

forbidden to receive or accept presents from other police officers 
unless permission has been granted by the Director of Police. 

 

5:5.3-3 PERSONS IN CUSTODY.  Police officers or 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. 

 
5:5.4 PRIVATE USE OF DIVISION ADDRESS.  Police officers or 

civilian employees shall not use the Division mailing address for 
private purposes. They shall not use the Division address on any 
motor vehicle registration certificate or driver license. 
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5:5.5 OFFICIAL BUSINESS.  Police officers or civilian employees shall treat 
the official business of the Division 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. 

 
5:5.6 COOPERATION WITH THE PRESS.  Police officers, who are in 

control of a crime scene, or who are responsible for conducting an 
investigation, may supply information and may cooperate with the 
working press to an extent which is consistent with sound police 
practice and which will not jeopardize investigative progress. In cases 
involving an assault upon a police officer or the discharge of a firearm 
service weapon by a police officer, police officers shall render 
cooperation in accord with Division policy as authorized in General 
Order 65-14. 

 
5:5.7 PRIVILEGED INFORMATION.  Police officers 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. Police officers 
in violation of this Rule are subject to disciplinary action under the 
Division Rules and Regulations and face possible indictment under the 
laws of the State of New Jersey. 

 
5:5.8 SEX OFFENSE VICTIMS AND JUVENILES.  Police officers shall not 

disclose the identity of a juvenile delinquent, a neglected child, or a 
victim of a sex crime other than to competent authority. 

 
5:5.9 ROSTER INFORMATION.  The Division roster, listing the names of 

all police officers or any portion thereof, shall not be given to any 
individual, firm or corporation unless permission is first obtained from 
the Police Director. 

 
5:5.10     ADDRESSING THE PUBLIC. Police officers shall obtain authorization 

from the Director of Police or his designee before delivering addresses 
at public gatherings concerning the workings of the Division. 
Police officers must also obtain such authorization before they make 
statements for publication concerning the plans, policies, or affairs of 
the administration of the Division. 

 
 
 

 

5-6 



NEWARK POLICE DIVISION  

RULES & REGULATIONS 
 

 

 

5:5.11 PHYSICIAN'S REPORT.  Police officers shall not divulge any 
information contained in a physician's report other than to competent 
authority. 

 
5:5.12 IDENTITY OF PHYSICIAN.  Police officers shall not divulge, except to 

competent authority, the identity of a physician making such a report, 
nor permit a police officer of the Division not directly concerned with 
the case to examine such reports, documents, books or records in 
which the name of the physician might appear. 

 
5:5.13 PHYSICIAN'S IDENTITY OMITTED IN PRESS RELEASES. Police 

officers receiving information from members of the medical association 
must omit the names of physicians from any report given to 
newspapers. 

 
5:5.14 CONFIDENTIAL IDENTITY.  Police officers shall not divulge the 

identity of persons who seek to aid the Division through furnishing 
information voluntarily when these persons request that such identity 
not be made public. 

 
5:5.15 PRIVILEGED IDENTITY.  Police officers shall not reveal the name of 

any person who complains that another person has violated the law 
except: 

 
(1) When police officers must be guided by the due process of law. 

 
(2) When investigating police officers find it necessary to do so in the 

performance of duty. 
 

5:6 DEBTS 
 
5:6.1 OBLIGATION.  Police officers shall promptly pay all their just debts 

and meet all their legal liabilities. 
 

5:6.2 INDEBTEDNESS TO POLICE OFFICERS.  Police officers shall not 
borrow money, securities or property or otherwise become indebted to 
other Division police officers unless permission is granted by the 
Police Director. 

 
5:6.3 ENDORSEMENT.  Police officers shall not endorse any note or paper 

whereby such police officers may obligate themselves for its payment, 
or who otherwise may assume responsibility for the payment of the 
debts of others. 
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5:7 TELEPHONE BEHAVIOR 
 
5:7.1      RESPONSE TO A TELEPHONE CALL. A police officer answering a 

telephone call shall promptly respond by first giving his command, his 
rank or title, and his surname in that order and ask, “How can I assist 
you?” 

 
5:7.2 INITIATIONS OF TELEPHONE CALLS.  A police officer 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. 

 
5:7.2-1 LOCAL CALLS.  Police officers may use Division telephones to make 

local calls on official business without first seeking the consent of a 
superior officer or first notifying the telephone operator. 

 
5:7.2-2 CALLS BEYOND LOCAL AREA.  Police officers may call beyond the 

extended Newark area 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 is urgent, a call may be made, but the 
caller must notify his superior officer as soon as possible. A log book 
shall be maintained of all long distance calls. 

 
5:7.2-3 PRIVATE CALLS.  Police officers shall not use Division telephones 

for private calls directed either to local or long distance points. Police 
officers, however, may obtain permission from a superior officer 
under certain circumstances to make a private call. Emergencies, 
death in the family, or other special circumstances, are instances in 
which permission may be granted. 

 
5:7.3 TACT, COURTESY, AND JUDGMENT.  Police officers shall use tact, 

courtesy and good judgment at all times when using the Division 
telephones, and shall be especially aware of the need for maintaining 
good relations with citizens calling the Division. Use of bad language, 
cursing, name calling, curt response, mimicking of the caller's voice, 
or unwilling or uncooperative attitudes shall be considered conduct 
contrary to good order and discipline. 

 
5:7.4 TRANSFER OF CALLS.  Police officers shall transfer a telephone call 

when the caller requests another extension or when police officers 
cannot serve the caller. Police officers shall not transfer calls in order 
to avoid responsibility. 
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5:7.5 HOME TELEPHONE NUMBERS.  Police officers shall not disclose the 
home telephone number or address of police officers to any person 
other than authorized persons or other competent authority. Other 
callers may be advised to leave their telephone numbers so that the 
police officer concerned may return the call. 
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CHAPTER 6 
 
6 PERSONNEL ADMINISTRATION 

 
6:1 GENERAL QUALIFICATIONS OF POLICE OFFICERS.  "No person 

shall be appointed a officer or member of the police force unless they 
are citizen of the United States, is a resident of the municipality on the 
date of appointment, is of sound body, of good health sufficient to 
satisfy the board of trustees of the police retirement system of New 
Jersey, that such person is eligible for membership in the police 
retirement system, able to read, write and speak the English language 
well and intelligently. No person shall be appointed who has been 
convicted of any act constituting and indictable offense. All appointees 
must meet Division of Personnel Regulations and City Ordinances 
regarding appointment." 

 
6:2 DEFINITIONS 

 
6:2.1 HOURS OF WORK, LEGAL AUTHORITY.  Certain hours are 

designated in assigning members to regular tours of duty. Hours of 
work are limited by Section 2.135.1 of the Revised Ordinances of 
Newark, Supplement adopted from the Revised Statutes of New 
Jersey (40:11.13.2 et. seq.) "The hours of employment shall be eight 
hours a day and forty hours a week." Source Section 2.135.2 Revised 
Ordinances of Newark. This is in effect unless contractual agreements 
or Municipal Ordinances provide for a change in working hours. 

 
6:2.2 EMERGENCY SUSPENSION OF DAYS OFF.  In case of emergency, 

police officers and civilian employees of the Police Division may be 
summoned for and kept on duty during the emergency: Section 
2.135.3 Revised Ordinances of Newark. 

 
6:2.3 ABSENCE FROM DUTY FOR FIVE CONTINUOUS DAYS. Any 

police officer 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 
Division and force. Source: New Jersey Statutes 40A:14-122. 

 
6:2.4 SICK LEAVE DEFINED. Sick leave is the period during which a police 

officer is excused from active duty by reason of illness or injury. 
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6:3 LEAVE OF ABSENCE 
 
6:3.1 SUSPENSION OF VACATION, DAY OFF OR LEAVE OF ABSENCE. 

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

 
6:3.2 DAYS OFF.  Police officers or civilian employees are entitled to days 

off which are to be taken according to a schedule arranged by the 
respective commanding officers. 

 
6:3.3 EXCHANGE OF VACATION OR DAYS OFF.  When mutually 

agreeable, any two officers, or any two civilian employees may 
exchange their vacation periods or days off, but may do so only with 
the approval of their commanding officers. 

 
6:4 SICKNESS AND INJURY LEAVE 

 
6:4.1 PROMPT REPORT OF SICKNESS OR INJURY. Police officers and 

civilian employees shall personally report injury or sickness, whether 
on or off duty, promptly to their command. The superior receiving the 
report shall execute the required forms at once so that the Surgeon's 
Office is notified for disposition and record. 

 
6:4.2 REPORTING SICK OR INJURED.  Police officers and civilian 

employees unable to report for duty because of sickness or injury shall 
personally make an immediate report to their commanding officer or 
desk lieutenant in person, or by telephone.  If the police officer is 
unable to report, a relative or other responsible person shall notify the 
commanding officer or desk lieutenant of all pertinent facts in person or 
by telephone. 

 
6:4.3 ADDRESS OF CONFINEMENT.  Police officers and 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. 
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6:4.4 SICK OR INJURED ON PATROL, INVESTIGATIVE OR TRAFFIC 
DUTY. Police officers taken sick or injured on patrol, investigative or 
traffic duty shall report the facts to their command by radio or 
telephone and shall remain on duty until relieved, unless excused by 
the desk lieutenant or by another superior officer. The only exception 
to this Rule would be where the sickness or injury is disabling to the 
point of preventing compliance. 

 
6:4.5 SICK OR INJURED WHEN ON OTHER THAN TRAFFIC, PATROL, 

OR INVESTIGATIVE. Police officers assigned to other than traffic, 
patrol, or investigative duty when taken sick or injured shall notify or 
cause their command to be notified. When this is not possible, the 
Headquarters Referral Desk shall be notified and the police officer 
shall continue on duty until relieved unless properly excused by a 
superior officer or supervisor. 

 
6:4.6 ACCESSIBILITY TO DIVISION SURGEONS AND SUPERIOR 

OFFICERS. Police officers and civilian employees must be accessible 
to the Division Surgeons or to the superior or superiors concerned at 
all times. The surgeons must be kept accurately informed as to the 
medical condition of the police officer or civilian employee. The orders 
of the Division Surgeons shall take precedence over those of any 
private physician. 

 
6:4.7 RETURN FROM SICK OR INJURY LEAVE.  Police officers, upon 

becoming able to resume their duties after recovery from sickness or 
injury, or upon being ordered to return to duty by a Division Surgeon, 
shall contact their command without delay and be guided by the 
instructions received from their commanding officer or desk 
lieutenant. They shall not leave their residence until they have 
contacted their command. 

 
6:4.8 UNAUTHORIZED ABSENCE.  Police officers or civilian employees, 

who absent themselves in an improper manner, shall be subject to loss 
of pay during such absence, and shall be subject to charges being 
preferred against them. Police officers are guilty of unauthorized 
absence: 

 
(1) Who are not at home or who are not at their place of confinement, 

while on sick leave, when visited by the Division Surgeon or a 
superior officer; 

(2) Who feign illness or injury; 
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(3) Who deceive the Division Surgeon in any way as to their true 
condition; 

(4) Who are injured or become sick as the result of improper conduct 
or of intemperate, immoral or vicious habits or practices; 

(5) Who violate any provisions concerning the reporting of sickness 
or injury. 

 

6:5 REPORTING REQUIREMENTS 
 
6:5.1 INJURY ON DUTY, REPORT TO COMMANDING OFFICER. 

Whenever a police officer or a civilian is injured on duty, they shall 
execute, or they shall cause the execution of written reports containing 
pertinent facts to their commanding officer. Every injury or illness 
incurred on duty by a police officer shall be subject to the close 
scrutiny of the Division Surgeon. 

6:5.2 INJURY NOT AFFECTING GOING OFF DUTY.  When a police officer 
or civilian employee reports an injury which does not necessitate their 
going off duty, the desk lieutenant or other authorized superior officer 
or a supervisor shall execute or cause to be executed a "Report of Sick 
and Injured" form DPI:201 which shall be sent to the Police Surgeon, 
describing briefly the causes of the injury. The police officer or civilian 
shall then be directed to report for examination at the Surgeon's Office 
as directed. 

6:5.3 REPORT "ON DUTY" INJURY WITHIN 24 HOURS.  All injuries 
sustained on duty shall be reported, when practicable, within 24 hours 
after the occurrence. If possible, police officers 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. 

 
6:5.4 HUMAN BITE WOUND.  When a human bite wound is inflicted upon a 

police officer whether on duty or off duty, they shall report without 
delay to the Police Surgeon's Office or to a private physician or 
hospital for immediate attention. If the bite wound occurs outside the 
City, they shall submit an "Administrative Submission" relating full 
details.  They shall also comply with Rule 6:5.1. 
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6:5.5 VERIFICATION OF SICK OR INJURED OFF DUTY REPORT. The 
desk lieutenant, upon receipt of an off duty sickness or injury report 
whether verbal or written concerning a police officer may direct that 
this report be verified by a superior officer unless the "Report of Sick 
and Injured", DPI:201 is made in person. The desk lieutenant may 
immediately dispatch a superior officer from the District in which the 
sick police officer resides or is confined, to verify the sickness, injury 
and confinement. 

 
6:5.6 FEIGNING SICKNESS OR INJURY.  The superior officer making the 

verification shall notify the desk lieutenant concerned when he believes 
that a police officer reporting sick or injured is not actually sick or 
injured and is consequently attempting to evade reporting for duty. 
The desk lieutenant shall then notify the Police Surgeon and the 
commanding officer of the police officer concerned. 

 

6:5.7 SURGEON TO CHECK ON ALLEGED FEIGNING OF SICKNESS OR 
INJURY. Upon notification by the investigating superior officer of 
alleged feigning of illness or injury, the Division Surgeon shall visit the 
home or place of confinement of the police officer or civilian employee. 
The Surgeon shall determine whether or not they should be ordered 
back to duty and then notify the commanding officer of that member as 
to his/her findings. 

 
6:5.8 VERIFYING CONFINEMENT.  When a police officer is confined to a 

hospital or other institution within or without the City, the superior 
officer receiving the "Report of Sick and Injured'' shall begin the 
verification procedure. This shall be done by telephone message or 
personal visit to locations within the City, and by telegram, telephone 
or teletype contact through the Communications Division to locations 
outside the City. In all cases, the names of persons supplying this 
verification shall be obtained and noted in the desk blotter. 

 
 
 
 
 
 
 
 
 
 
 
 
 

6-5 



NEWARK POLICE DIVISION  

RULES & REGULATIONS 
 

 

 

6:5.9 SICKNESS OR INJURY OUTSIDE THE CITY. 
 
6:5.9-1 COMMUNICATION OF INFORMATION BY TELEPHONE OR 

TELEGRAM. Police officers or civilian employees reporting sick or 
injured off duty from outside the State shall immediately report these 
facts by means of telephone or telegram to their commanding officer, 
or in his/her absence, to the superior officer in charge of the command 
concerned.  They shall report their place of confinement, their 
telephone number, the nature of their illness or injury and the name, 
address and telephone number of their attending physician. Also, they 
shall again notify their commanding officer or the superior officer in 
charge when they return to the State. This information shall be 
recorded in the desk blotter by the desk lieutenant when received. 
When a telegram has been sent, it shall be attached to the "Report of 
Sick and Injured" (DPI: 201), which shall be forwarded to Police 
Headquarters. 

 
6:5.9-2 INVESTIGATION OF OFF-DUTY INJURY INCURRED OUTSIDE THE 

CITY. At the discretion of the Police Director or Chief of Police an 
investigation of an off-duty injury to a police officer or civilian employee 
which was incurred outside the City may be assigned to a superior 
officer who shall submit complete reports of their findings.  The 
superior officer shall obtain the necessary information by telephone. In 
cases where it is necessary to go outside the City limits for additional 
information, the investigating superior officer may do so.  However, in 
no case may an investigating superior officer travel out of the State 
without first obtaining permission from the Police Director. 

 
6:5.10 LETTER FROM ATTENDING DOCTOR WHEN REPORTING SICK 

OR INJURED OFF-DUTY FROM OUTSIDE THE STATE. Police 
officers reporting sick or injured from outside the State shall obtain a 
letter from the attending physician describing their illness or injury 
accompanied by a prognosis for recovery. They shall send the letter 
promptly through official channels to the Office of Medical Services. 

 
6:5.11 CONSULTING WITH SURGEON BEFORE SURGERY. Police 

officers or civilian employees, except in cases of extreme emergency, 
shall not submit to an operation until they have first consulted with the 
Division Surgeon or his assistant. 
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6:5.12 HERNIA CONSIDERED AN ACCIDENT.  Police officers or 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.” 

 
6:6 CONTAGIOUS DISEASE 

 
6:6.1 CONTAGIOUS DISEASE IN FAMILY.  Police officers or civilian 

employees having a person in their household stricken with a 
contagious disease shall report the facts to their command and report 
to the Surgeon in person. The Surgeon shall have full jurisdiction in 
this case and his/her directions must be obeyed. 

 
6:6.2 CONTACT WITH PERSONS HAVING CONTAGIOUS DISEASES. 

Police officers who come in direct contact with persons having 
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 Police Director inform the Surgeon or his 
assistant. They shall comply with the directions given by the Surgeon 
or his/her assistant regarding treatment for contagious disease. 

 
6:7 PREGNANCY - DISABILITY. 

 
6:7.1      DISABILITY.  Disability includes mental or physical illness and mental 

or physical injury. An officer shall be deemed disabled when any such 
condition renders him/her unable to perform their regular duties. 
Pregnancy is such a disability. 

 
6:7.2 PREGNANCY - DISABILITY LEAVE.  N.J.A.C. 4:2-17 (A) provides, 

"...Pregnancy Disability Leave with or without pay shall be granted in 
the same manner and under the same terms and conditions as sick 
leave." N.J.A.C. 4:2-17.2, further states, "The granting of an 
individual's request for Pregnancy Disability Leave with pay shall not 
be handled differently than any other employee's request for paid sick 
leave. 

 
6:7.3 LENGTH OF LEAVE 

 
6:7.3-1 PRIOR TO PARTURITION.  Determination as to when the female 

officer is to begin her pregnancy leave shall be arrived at by the Police 
Surgeon, after consultation with the Officer's personal physician. 
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6:7.3-2 AFTER PARTURITION.  Determination of the female officer's fitness 
to return to duty, as well as the type of work she is able to perform, 
shall be arrived at by the Police Surgeon, again after consultation with 
the officer's personal physician. All requests for extended leave shall 
be determined by the Police Surgeon. 

 
6:8 MILITARY LEAVE 

 
6:8.1 MILITARY RESERVE LEAVE.  "A police officer or a 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 their respective duty without 
loss of pay or time on all days on which they shall be engaged in field 
training. Such leave of absence shall be in addition to the regular 
vacation allowed such employee or police officer. Source: New Jersey 
Statutes 38:23.1 

 
6:8.2 ENLISTMENT OR RE-ENLISTMENT IN NATIONAL OR STATE 

MILITARY ORGANIZATION. Police officers and civilian employees of 
the Division shall not enlist, reenlist or accept a commission in any 
federal or state military organization without having made prior 
notification to the Police Director. 

 
6:8.3 EXTENDED LEAVE, (SURRENDER OF DIVISION 

PROPERTY). Before reporting for extended military service, police 
officers of the Division shall surrender all Division property held by 
them to their commanding officers. 

 
6:8.4 FIELD TRAINING LEAVE.  Police officers or 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 submit copies of their official military orders at 
least 5 days prior to the date they are to report for duty. 

 
6:9 STATE OR COUNTY LEAVE. 
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6:9.1 LEAVE OF ABSENCE: STATE OR COUNTY AGENCY.  "Leave of 
absence without pay may be granted to a member of a municipal 
police division, in order that such member's service may be made 
available to a state or county agency by the appointing authority at the 
written request of the member and of the state or county division 
desiring such member's services. Such member's services, however, 
shall not be used to displace any member of such division or agency 
requesting his service. Source: New Jersey Statutes 40:47- 
20.3. This statute authorizes the Director of Police to grant or refuse to 
grant a leave of absence to a police officer in order that the police 
officer may render their services to another city division or city agency. 

 
6:9.1-1 LIMITATION ON PERIOD OF ABSENCE: EXTENSION.  "Any leave 

of absence so granted shall be for a period not in excess of one year 
but may be extended, in the same manner, as originally granted, from 
year to year, for a total period not in excess of five years. Source: New 
Jersey Statutes 40:47-20.4 

 
6:9.1-2 RETENTION OF PENSION AND RETIREMENT BENEFITS. "Any 

member granted a leave of absence shall remain a member of the 
Division and of the pension and retirement system upon continued 
payment of contributions.”  Source: New Jersey Statutes 40A:47-20.5. 

 
6:9.1-3 RIGHTS ON RESUMPTION OF OFFICE, POSITION OR 

EMPLOYMENT. "Upon the expiration of leave of absence and return 
to duty the member shall resume their office, position or employment 
and shall receive the same salary adjustments, increments, seniority 
and pension rights had this leave not been granted." Source: New 
Jersey Statutes 40A: 14-136. 

 
6:10 LEAVE OF ABSENCE FOR DEATH IN FAMILY 

 
6:10.1 DEATH IN THE IMMEDIATE FAMILY.  A police officer of the 

Division, on application to their commanding officer, shall be granted 
five consecutive days leave of absence and shall suffer no loss of 
regular pay on the death of wife, husband, father, mother, 
stepmother, stepfather, father-in-law, mother-in-law, son, daughter, 
step-son, step-daughter, brother, brother-in-law, sister, sister-in-law, 
step-brother, step-sister, grandfather and grandmother. In special or 
unusual circumstances, the commanding officer may grant additional 
time off, at his/her discretion. 
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6:10.2 DEATH LEAVE ALLOWANCE IN SPECIAL CASES.  In special or 
unusual cases, a commanding officer may allow a police officer to 
attend a funeral or memorial service for someone other than those 
persons enumerated in Rule 6:10.1. The intent of this provision is to 
cover the situation in which someone other than the immediate kin has 
raised the police officer, or has had a very close relationship with the 
officer. 

 
6:10.3 APPLICATION FOR DEATH LEAVE.  Application for a Death Leave 

shall be executed by the police officer or the civilian employee on the 
form provided in which shall be stated the specific relationship between 
the deceased and themselves and the days in which they 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 to the deceased. 

 
6:11 ANNUAL VACATION PERIOD 

 
6:11.1 ANNUAL VACATION PERIOD SUBJECT OF SPECIAL ORDER. 

Annual vacation periods shall be selected according to seniority within 
the individual ranks. In ranks above police officer, when the accrued 
seniority in rank is equal, the determining factor shall be length of 
service in the preceding rank. 

 
6:11.2 VACATION SCHEDULING. Vacation schedules shall be arranged by 

commanding officers with due regard to the requirements in the 
particular branches of service under their command. Vacations shall 
be completed by December 31st. 

 
6:11.3    DEFERMENT OF VACATION. Only under extenuating circumstances 

subject to the review and approval of the Police Director may vacations 
be deferred. 

 
6:11.4 VACATION ADDRESS.  A report of a vacation address is not required 

from a police officer or a civilian employee whose vacation application 
has been approved.  Permission is thereby granted to them to leave 
the city during the approval period of vacation. 
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6:11.5 SPLIT VACATION.  Split vacation periods may be granted to any 
police officer of the Division providing permission has been obtained 
from their commanding officer. However, once vacation periods have 
been selected, they shall be completed without interruption unless it 
becomes necessary, by reason of emergency to suspend them. 

 
6:11.6 CHANGE OF SELECTED DATES PROHIBITED.  After vacation dates 

are selected and application has been filed with the commanding 
officer, police officers shall be permitted to change dates only in 
emergencies. 

 
6:12 RESIGNATION 

 
6:12.1 RESIGNATIONS TO BE IN WRITING.  All resignations of police 

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

 
6:12.2 PERMISSION REQUIRED.  Police officers or civilian employees shall 

not withdraw or resign except by permission of the Police Director. 
 

6:12.3 RESIGNATION PROHIBITED WHILE CHARGES ARE PENDING. 
Police officers or civilian employees are prohibited from resigning while 
charges are pending against them, except by permission of the Police 
Director. 

 
6:12.4 SUPERIOR OFFICERS MAY ACCEPT RESIGNATIONS. Any 

superior officer of the Police Division may accept the written or oral 
resignation of any police officer or civilian employee pending 
acceptance by the Police Director. 

 
6:13 SUSPENSION 

 
6:13.1 DEFINITION.  Suspension is the act of temporarily denying a police 

officer or a civilian employee the privilege of performing their duties as 
a consequence of an alleged violation of Division Rules and 
Regulations or violation of law. While under suspension, the police 
officer or the civilian employee shall not receive pay. 
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6:13.2 SUSPENSION, REMOVAL, FINE AND REDUCTION PROCEDURE. 
"Police Officers shall not be removed from office or employment for 
political reasons, or any cause other than incapacity, misconduct, or 
disobedience of rules and regulations established for the government 
of the police force and division." Source: New Jersey Statutes 40:47-
6. 

 
6:13.3 SUSPENSION BY THE POLICE DIRECTOR.  Whenever deemed 

necessary, the Police Director or his/her designee may suspend any 
police officer or civilian employee from duty, pending formal charges. 

 

6:13.4 TRIAL/HEARING OFFICER TO NOTIFY DIRECTOR.  In every case 
of suspension, the Chief of operations, or other authorized person shall 
notify the Police Director in writing as soon as possible, stating the 
name of accused, the particular rule violated, and the specific charge 
against the person, together with the names and address of all 
witnesses. 

 
6:13.5 SURRENDER OF DIVISION PROPERTY.  Any police officer 

under suspension shall immediately surrender their badge, weapon 
and all other Division property to their commanding officer pending 
disposition of the case. Any civilian employee under suspension shall 
immediately surrender all division or city property in their possession 
to the commanding officer or the civilian supervisor of the unit to which 
they are assigned. 

 
6:13.6 OUTSIDE EMPLOYMENT.  Police officers under suspension shall 

obtain permission from the Police Director in order to engage in 
outside employment during the period of suspension from the Police 
Division. 
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6:13.7 RELIEVED FROM DUTY.  A police officer under suspension is 
relieved from the duty of reporting to a district station or other 
command, unless they are directed otherwise by the Police Director. 
They shall be responsible for any further violations of the Divisional 
Rules and Regulations while under suspension. 

 
6:13.8 WEARING OF UNIFORM PROHIBITED.  Police officers under 

suspension shall be prohibited from wearing their uniforms, and 
equipment, except when directed to answer a summons for a 
Division Trial/Disciplinary Conference (see 6:14.6). 

 
6:13.9 SUSPENSION PENDING INVESTIGATION.  Police officers or civilian 

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

 
6:14 DISCIPLINARY ACTION 

 
6:14.1 CHARGES AGAINST POLICE OFFICERS.  When a police officer or a 

civilian employee of the Division is charged with violation of the Rules 
and Regulations they shall submit a report, through channels, stating 
whether they wish to plead "guilty'', "guilty with an explanation", or "not 
guilty" to such charges, within 10 days after receiving a written copy of 
charges against them. 

 
6:14.2 PLEA OF "GUILTY" OR "GUILTY WITH AN EXPLANATION". When 

a police officer or a civilian employee wishes to plead "guilty" or "guilty 
with an explanation", a date shall be set for a hearing before the Police 
Director or Disciplinary Conference hearing officer.  The police officer 
or civilian employee may be represented by an attorney, at the 
Divisional trial, only if they desire.  The Police Director may refuse to 
accept a plea of "guilty" or "guilty with an explanation", at anytime in 
any case. 

 
6:14.3 PLEA OF "NOT GUILTY" OR WHEN "GUILTY" OR "GUILTY WITH 

AN EXPLANATION" IS NOT ACCEPTED. When a police officer or a 
civilian employee pleas "not guilty" or when their plea of "guilty" or 
"guilty with an explanation" is not accepted by the Police Director, a 
date for a police trial will be set and the police officer or the civilian 
employee shall be notified of the date, time and place of such a trial. 
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6:14.4 LEAVE OF ABSENCE PREVENTING NOTIFICATION.  When for any 
reason such as illness, vacation, military leave, or other leave of 
absence a police officer or a civilian employee cannot be served with 
charges and their specifications, and a report is not obtainable, their 
commanding officer shall retain the charges and their specifications 
and serve them upon the police office or the civilian employee upon 
their return to duty. The police officer or the civilian employee shall 
then submit their report as specified. 

 
6:14.5 LEGAL COUNSEL.  Police officers or civilian employees may be 

represented by an attorney of their own choosing at a Divisional 
trial. Only Union representation may be present at a Disciplinary 
Conference. 

 
6:14.6 WEARING OF UNIFORM AT DIVISION TRIAL. 

 
(1) All members of the Division, when ordered to a Police Trial as a 

defendant, shall wear the prescribed uniform (long or short sleeve 
shirt) along with the Summer Blouse and tie. No defendant shall, 
at any time wear the Winter Overcoat, Aggressor Jacket or 
leather jacket to a Police Trial. 

 
(2) All members of the Division when called or ordered to a 

Division Trial as a witness shall wear: 
 

(a) The prescribed uniform (long or short sleeve shirt) along with 
the Summer Blouse and tie (if to be paid overtime). 

 
(b) The prescribed uniform of the day (long or short sleeve shirt) 

along with the Summer Blouse and Tie (if on duty). 
 

(c) The prescribed office jacket, if assigned to an administrative 
position. 

 
(d) No Division witness shall at any time wear the Winter 

Overcoat, Aggressor Jacket or leather jacket to a Police Trial. 
 

(3) Special situations (personnel who are partially incapacitated) may 
arise necessitating a dilation from numbers (1) and (2) above. 
Such situations may only be considered by written requests 
through channels with approvals solely by the Police Director. 
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(4) All members of the Division when called or ordered to a 
Disciplinary Conference shall be authorized to wear the Uniform 
of the Day whether a defendant or witness. 

 
6:15 TRANSFERS 

 
Application for special assignment or transfer shall be made in writing 
by the police officer to their commanding officer who shall forward it, 
through regular channels to the Office of the Police Director. ” 

 
6:16 DEATH AND INJURY NOTIFICATION 

 
6:16.1 DEATH OR SERIOUS INJURY.  When a police officer or a civilian 

employee is killed or seriously injured, either on or off duty, their 
commanding officer shall make immediate verbal notification to the 
Police Director or to the commanding officer acting in his/her absence. 
A written report will follow no later than the following workday. 
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. 

 
6:16.2 DEATH OF A POLICE OFFICER.  When a police officer receives 

notice of the death of a brother or sister police officer or of a retired 
police officer, notification of such death shall be made in the following 
manner: 

 
(1) During regular business hours: Notify the Office of the Police 

Director and the deceased officer's most recent commanding 
officer. 

(2) At other times: Notify the Communications Division or 
alternatively, the Information and Referral Desk of the Prisoner 
Processing Division. The supervising officer of the 
Communications Division or of the Information and Referral Desk, 
whichever is notified, shall be charged with the responsibility of 
notifying the commanding officer of the deceased officer's most 
recent command. 

 
6:16.3 NOTIFICATION OF FAMILY.  Commanding officers shall immediately 

notify, or cause the Police Service Officer to notify the family of a police 
officer attached to their command who has died, who is dying or who 
has been injured. 
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6:17 DIVISION FUNERALS 
 
6:17.1 SERVICE OFFICER TO CONTACT FAMILY OF DECEASED 

MEMBER. Upon the death of a member of the Division, the 
Commanding Officer of the deceased member shall contact the 
Service Officer who shall: 

 
(1) Acquaint themselves with the family conditions of the deceased 

member and personally take the following actions. 

 
(a) Visit the family and offer the condolences and support of the 

division and brother and sister officers. 
 

(b) Tactfully inform the family of the need to return the service 
weapon immediately, and mention that they will contact them 
at a later date for the recovery of other division issued 
equipment. 

 
(c) Make arrangements for proper funeral escort and/or 

pallbearers, if the family so desires. 
 

(d) Ascertain, from the family, if the deceased member had a 
close associate within the division. If so, and if the Service 
Office feels it necessary, request from this member's 
commanding officer, that they be temporarily reassigned to 
assist him/her in rendering services to the family of the 
deceased member. 

 
(2) Be responsible for rendering the following services: 

 
(a) Determine where the services are to be held, the date and 

hour of burial, place of internment, and promptly relay this 
information through proper channels to the Police Director. 

 
(b) Act as liaison officer between the Police Director and Police 

organizations, i.e., S.0.A., and F.O.P., and the family. 
 

(c) Contact the funeral director and arrange for the return of any 
division equipment (e.g. badge and/or hat wreath) prior to 
burial. 
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(d) Coordinate the collection of and be personally responsible to 
insure that the widow, widower and/or survivors receive all the 
monetary benefits that are legally forthcoming from the Police 
Division and the City of Newark. 

 
(e) Further assist the family by advising them of other possible 

sources of revenue. 

 
(f) Collect and return to the family, the deceased member's 

personal items (e.g. contents of locker and desk). 
 

(g) Maintain contact with the family of the deceased until his/her 
services are no longer required. 

 
(3) Arrange to have all the deceased member's issued division equipment 

picked up as soon as is tactfully possible after the funeral. 
 

6:17.2 DEATH IN IMMEDIATE FAMILY OF DIVISION MEMBER. 
When a death occurs in the immediate family of an active member of 
the Division, the commanding officer of the member whose family 
such death occurs shall notify the Police Director. 

 
6:17.3 FUNERAL ESCORT.  Unless otherwise specified, escorts at the 

funerals of members of the Division shall consist of the 
commanding officer of the deceased, one lieutenant, two sergeants 
and eight police officers, together with the necessary pallbearers. 
Other detailed specifications are set forth as follows: 

 
(1) At the funeral of a deceased retired member, the commanding 

officer of the district where the body temporarily reposes, and the 
pallbearers shall represent the Division. 

 
(2) Where it is impracticable for the escort to accompany the remains 

to the cemetery, their duties shall be confined to attendance at the 
place of temporary repose and at the church if services are held 
nearby. 

 
(3) The escort may accompany the remains such distance en route to 

the place of interment as may be advisable in the judgment of the 
commanding officer. 
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(4) Whenever conditions permit, the escort shall form opposite the 
temporary place of repose, evenly centered on the entrance 
thereof. 

 
(5) After the escort has been formed and while it is in formation, all 

commands shall be given by the commanding officer of the 
escort. 

 
(6) Prior to the appearance of the casket, the commanding officer 

shall give the command "Attention". Upon the appearance of the 
casket, the command "Hand Salute" shall be given. This position 
shall be held until the casket is secured in the hearse whereupon; 
the command "Order Arms" shall be given. 

 
(7) The formation on the march of the escort shall be at the discretion 

of its commanding officer that will be governed by the conditions 
that exist on the line of march. 

 
6:17.4 FUNERAL PROCESSION.  The funeral procession is formed in the 

following order: 
 

(1) The escort 
 

(2) Clergy 
 

(3) Casket and pallbearer 
 

(4) The family 
 

(5) The Director 
 

(6) Chief of Police 
 

(7) Mourners 
 

(8) Members of the Police Division in order of rank 
 

(9) Distinguished persons 
 

(10) Delegations 
 

(11) Societies 
 

6-18 



NEWARK POLICE DIVISION  

RULES & REGULATIONS 
 

 

 

(12) Civilians 

 
Variations of the procession order may be made, subject to the discretion of the 
superior officer in charge of the detail. 

 

6:17.5 FORMATION AT PLACE OF SERVICE. 
 

(1) As the center of the escort arrives at the entrance of the church, 
temple or other place of services it shall be halted and the 
command "Left Face" or "Right Face" given so that the formation 
faces the building where the services will be held. 

 
(2) As the casket is removed from the hearse, the command "Hand 

Salute" will be given, and this position will be maintained by the 
escort until the casket has been taken inside the church. 

 
(3) Before the command "Fall Out" is given to the escort, the 

commanding officer will inform the escort that the formation shall 
be reassembled at five minutes before the church services are 
concluded, but a definite time should be specified. 

 
6:17.6 FORMATION AND PROCEDURE AT CONCLUSION OF SERVICES. 

Upon completion of the services, the escort shall stand in the same 
formation repeating the same procedure followed when the casket was 
removed from the home or funeral parlor. 

 
6:17.7 PALLBEARERS TO ACCOMPANY FUNERAL TO CEMETERY. The 

pallbearers will accompany the funeral to the cemetery in coaches if 
they are provided, or by other agreed upon transportation, and they 
shall bear the body from the hearse to the grave. 

 
6:17.8 MEMBERS TO SALUTE IN PRESENCE OF HEARSE.  Members of 

the Division assigned to duty at the funeral of a member, or assigned 
along the route of such funeral, shall assume the position of attention 
and give the regulation salute as the casket is being placed in or 
removed from the hearse, or when the hearse passes them en route to 
the cemetery, unless they are actively engaged in the performance of 
police duty. 
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6:18 RESIDENCY. 
 
6:18.1 BONA FIDE RESIDENCY REQUIREMENT. Division members are 

to be guided by appropriate State law, City Ordinance and Division 
of Personnel guidelines as to residency requirements. 

 
6:18.2 CHANGE OF RESIDENCY NOTIFICATION.  Police officers and 

civilian employees shall report any change in residency to their 
commanding officer at least twelve hours before such change takes 
effect.  They shall execute the Division form for this purpose. 

 
6:18.3 HOME TELEPHONE NUMBER.  Police officers and civilian employees 

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

 
6:19 MARITAL STATUS.  Police officers and civilian employees shall notify 

their commanding officer of any change in their marital status at least 
twelve hours before such change becomes effective. 

 
6:20 NAME CHANGE.  Police officers and civilian employees shall notify 

their commanding officer of any legal name change at least twelve 
hours before such change becomes effective. 

 
6:21 DRIVER’S LICENSE.  Police officers and civilian employees operating 

Division motor vehicles shall possess a valid New Jersey driver’s 
license. Whenever a driver’s license belonging to a police officer or 
civilian employee is revoked, suspended or lost, they shall immediately 
make this fact known to their commanding officer, giving full 
particulars. 
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CHAPTER 7 
 
7 POLICE OFFICER'S DUTIES 

7:1 PROBATIONARY PERIOD 

7:1.1 PROBATION FACTORS.  Appointment of a police officer to the Police 
Division is for a probationary period of one year after they have 
completed their training at the Academy. Continuation in the service is 
dependent upon the conduct of the appointee and their fitness to 
perform their duties.  At the termination of the probationary period, if 
the conduct or capacity of the probationer is unsatisfactory, they shall 
be notified in writing that they will not receive absolute appointment 
and their services shall be terminated by the Police Director without a 
trial.  Reference: New Jersey Statutes 11:22.6. 

 
7:1.2 SUBJECT TO ORDERS.  Each police officer shall be assigned to a 

unit of the Division in order to perfect the organization and shall be 
subject to the lawful orders of any Division superior officer. 

 
7:2 RESPONSIBILITIES OF EACH POLICE OFFICER 

 
7:2.1 BADGE AND NAME TAG.  Each police officer shall wear their badge 

and nametag, properly affixed to a black leather holder, on the left 
breast of their outermost garment, when in uniform. 

 
7:2.2 GIVE NAME AND BADGE NUMBER UPON REQUEST. Police 

officers shall at all times give their name and badge number to any 
person making the request. 

 

7:2.3 CARRY PR 24.  Police officers shall on all tours of duty, when 
warranted by conditions or otherwise ordered, carry a PR 24 in 
conformity with Rules and Regulations. 

 
7:2.4 REPORT FOR DUTY PROMPTLY.  Police officers shall report for duty 

promptly in proper and neat attire, fully equipped and in fit condition. 
 

7:2.5 REPORT "OFF-DUTY".  Police officers shall at the end of a tour of 
duty, upon returning to quarters; salute the superior officer in charge 
and have their name and assignment checked on the Daily 
Assignment Sheet unless otherwise ordered by a superior officer. 
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7:2.6 CARRY STREET GUIDE.  Police officers shall, while on duty, carry an 
approved street guide for the City of Newark. 

 

7:2.7 PATROL DILIGENTLY.  Police officers shall faithfully, diligently and 
alertly patrol every part of the post to which they are assigned until 
they finish their tour of duty. 

 
7:2.8 ASSIST BEYOND LIMITS OF POST.  Police officers shall never 

refuse to assist in the protection of persons or property near their post 
when their attention is immediately required but shall return to their 
assigned post as soon as possible. 

 
7:2.9 AVOID CONCEALMENT WHILE ON PATROL.  Police officers shall 

not conceal themselves while on post other than for a police purposes. 
 

7:2.10 INSPECT POST CAREFULLY.  Police officers shall carefully inspect 
every part of their post as often as possible. 

 

7:2.11 RENDER ASSISTANCE WHEN REQUESTED.  Police officers shall 
furnish information or render aid to all persons upon request in a 
manner consistent with their duties. 

 
7:2.12 INVESTIGATE DISTURBANCES.  Police officers shall when any 

disturbance occurs either within their post lines or in the immediate 
vicinity, instantly proceed to the scene and use their best efforts to 
restore peace. 

 
7:2.13 CHECK VACATED DWELLINGS.  Police officers shall pay particular 

attention to unoccupied or temporarily vacated dwellings whether or 
not these are assigned for special attention. 

 
7:2.14 VARY ROUTE OF PATROL. Police officers shall not continually follow 

the same route in patrolling a post, but shall occasionally stand in an 
inconspicuous place, alert and watchful of the surroundings. 

 
7:2.15 NOTIFY COMMAND WHEN LEAVING ASSIGNED POST. Police 

officers shall leave their assigned posts by crossing the boundaries 
only in the immediate discharge of police duty and in such cases they 
shall attempt to make prior notification to their command. When prior 
notification is impractical, the officer shall notify their command as soon 
as possible. 
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7:2.16 NOTE AND REMOVE ACCIDENT HAZARDS.  Police officers shall 
while on duty note all street and sidewalk obstructions and defects 
from which accidents may occur, and cause them to be removed when 
practicable. If they cannot rectify the condition, they shall report their 
findings to the desk officer in the command of occurrence. 

 
7:2.17 GIVE SPECIAL ATTENTION TO CONSTRUCTION AND 

EXCAVATION SITES. Police officers shall pay attention to and 
safeguard all places where temporary building permits were granted, 
or where openings, or excavations are being made. 

 
7:2.18 INSURE PUBLIC PASSAGE THROUGH CONSTRUCTION SITES. 

Police officers shall report to the desk officer in charge when a suitable 
and safe passageway has not been provided for the public during 
construction or excavation work. 

 
7:2.19 SECURE AND MAKE SAFE OPEN SEWERS AND MANHOLES. 

Police officers shall take corrective action concerning any manhole or 
sewer basin left uncovered or insecure. 

 

7:2.20 INFORM COMMANDER OF UNSAFE BUILDINGS AND PERMIT 
VIOLATIONS. Police officers shall notify their commanding officer of 
the condition of any building that may have become unsafe. They shall 
also furnish their commanding officer with information relative to the 
absence of, or improper display of building permits during the process 
of building construction. 

 
7:2.21 NOTIFY COMMANDER OF QUESTIONABLE TRADE CONDITIONS. 

Police officers shall notify their commanding officer in writing where 
any noisome, dangerous or unwholesome trade or business is being 
operated. 

 
7:2.22 TAKE ACTION TO RETURN LOST CHILDREN.  Police officers shall 

return lost children to their homes when they are found on or near the 
vicinity of their post and then promptly notify the desk officer at the 
command of occurrence. When the residence is not known, or is 
located at a distance, the police officer shall notify the desk officer and 
request instructions. 

 
7:2.23 ACCOMMODATE THE HOMELESS AND PENNILESS.  Police 

officers shall send persons found penniless and without homes to known 

places of accommodations or to the desk officer in the command of 
occurrence. 
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7:2.24 BE ALERT FOR STREET SOLICITATION BY STREET WALKERS. 
Police officers shall watch male and female "street walkers" or known 
prostitutes, and all persons who improperly accost others of the 
opposite or same sex. 

 
7:2.25 REPORT CASES OF DESTITUTION AND COMMUNICABLE 

DISEASE. Police officers shall report all cases of destitution and 
cases of communicable disease of which the Health Division may not 
have been properly notified. 

 
7:2.26 RELIEVE BLOCKED THOROUGHFARES.  Police officers shall use 

their best efforts to restore traffic flow when traffic is halted or 
congested on any street or roadway. 

 
7:2.27 NOTIFY COMMANDER OF NUISANCES. Police officers shall notify 

their commanding officer in writing of all nuisances and other matters 
affecting the safety and convenience of the public, which they cannot 
correct. 

 
7:2.28 PREVENT FIRES AND WASTE OF WATER.  Police officers shall be 

vigilant to prevent fire or waste of water. 
 

7:2.29 DIRECT OWNERS TO REMOVE SNOW AND ICE.  Police officers 
shall alert persons concerned to remove snow, ice, or other cause, 
from sidewalks that have made them unsafe for passage. 

 

7:2.30 DIRECT OFFENDERS TO REMOVE SIDEWALK OBSTRUCTIONS. 
Police officers shall notify persons who have obstructed sidewalks 
either by placing of fuel, boxes or other articles, or by extending signs 
more than the lawful distance from any store or building. They shall 
call any continued violation to the attention of their immediate superior 
officer. 

 
7:2.31 NOTE STREET DEBRIS.  Police officers shall take notice of all ashes, 

garbage or other offensive matter thrown into the street or a public 
place, and bring it to the attention of their immediate superior officer. 

 
7:2.32 KEEP PUBLIC PASSAGES CLEAR.  Police officers shall disperse 

persons who are found unlawfully obstructing sidewalks or street 
corners or who otherwise interfere with the passage of others. 
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7:2.33 REPORT BREACHES OF LAW AFFECTING PUBLIC SAFETY. 
Police officers shall report the names of the offending parties for 
complaint and prosecution who repeatedly disregard laws, ordinances, 
orders and regulations for the governing of public safety, when a 
summary arrest cannot be made. 

 
7:2.34 ASSIST PEDESTRIANS TO CROSS HEAVILY TRAVELED 

STREETS. Police officers shall, when the stream of traffic is 
continuous, open the way for pedestrians wishing to cross and be 
especially vigilant to protect and to assist children, the aged and the 
infirm who would otherwise be exposed to danger. 

 
7:2.35 ACQUIRE THOROUGH KNOWLEDGE OF STREETS.  Police officers 

shall thoroughly acquaint themselves with all parts of their post and 
with all streets, thoroughfares, bus routes, public buildings and other 
establishments. 

 
7:2.36 INVESTIGATE SUSPICIOUS MOTORISTS.  Police officers shall note 

and investigate all motor vehicles, and occupants of these vehicles that 
in any manner excite suspicion. 

 
 
7:2.37 BE ALERT FOR STOLEN AUTOS.  Police officers shall pay particular 

attention to motor vehicles by observing registration numbers and be 
constantly alert for motor vehicles or license plates that have been 
reported stolen, which may have been used for an unlawful purpose, 
which are not properly licensed or equipped, or for which there is a 
traffic warrant or any other outstanding warrant. 

 
7:2.38 REPORT ALL LICENSE VIOLATIONS TO COMMAND. Police 

officers shall pay particular attention to all places and persons 
pertaining to licensed premises and shall report to their commanding 
officer knowledge of any unlicensed place for which licensing is 
required or knowledge of any provisions of the license that are 
violated. 

 
7:2.39 BECOME FAMILIAR WITH TRAFFIC SIGNS.  Police officers shall 

familiarize themselves with the locations and purpose of street traffic 
signs. 
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7:2.40 REPORT DAMAGED TRAFFIC SIGNS.  Police officers shall, when 
traffic signs are misplaced or tampered with, rectify them if possible. 
When traffic signs are missing from their proper location, they shall 
immediately notify the Communications Division, via radio 
transmission. A written report shall be submitted to their commanding 
officer. 

 
7:2.41 REPORT LIGHT OUTAGES.  Police officers shall pay special attention 

to all broken street lights and street light outages at night, and at the 
end of their tour of duty submit a report indicating the location of such 
outage or broken light and the number of the electric light pole 
concerned. 

 
7:2.42 REPORT LIGHT OUTAGE CREATING SERIOUS HAZARD.  If a 

street light is not burning at night at a dangerous intersection or 
crossing and where there is a possibility of a serious accident, a 
hazard to pedestrians, or criminal activity taking place, police officers 
shall immediately inform the desk lieutenant at the command of 
occurrence. 

 
7:2.43 REPORT DANGLING AND FALLEN ELECTRICAL WIRES. Police 

officers shall notify the desk lieutenant at the command of occurrence 
when they observe fallen or dangling electric wires and shall guard 
such wires if there is any danger of any one coming in contact with 
them. 

 
7:2.44 CHECK DOORS OF BUSINESS PLACES AT NIGHT.  Police officers 

shall carefully examine all accessible doors of business places, office 
dwellings and public buildings to determine that they are secure. 

 

7:2.45 CHECK FOR OPEN WINDOWS AND TRANSOMS.  Police officers 
shall carefully examine all accessible low windows, gates, the 
entrances of areaways, transoms, and grating of all buildings, for 
security purposes. 

 
7:2.46 REPORT FOR DAY SCHOOL DUTY.  Police officers shall cover 

school crossings during the day at least fifteen minutes before and 
after the commencement and dismissal of each session, when so 
assigned. 
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7:2.47 REPORT FOR NIGHT SCHOOL DUTY.  Police officers shall cover 
school crossings when assigned to duty where evening school is in 
session by arriving fifteen minutes before the commencement, by 
remaining until classes are in session, and then by returning to the 
school crossing fifteen minutes before dismissal, unless otherwise 
ordered. 

 
7:2.48 USE DIRECT ROUTE IN RESPONSE TO CALL ON DUTY. Police 

officers shall when responding to a call of duty, go to and return from 
the place of such call by the shortest and most direct route. 

 

7:2.49 DIRECT SAFE PASSAGE OF EMERGENCY VEHICLES. Police 
officers when assigned to patrol duty upon the approach of fire 
apparatus, ambulance or police vehicle responding to an emergency 
call, go to the center of the nearest street intersection to insure the 
safe and speedy passage of such vehicles. 

 
7:2.50 CLOSE VACATED FIREHOUSE DOORS.  Police officers shall, 

when assigned to a post on which a firehouse is located, close the 
doors of the fire house after the apparatus has left to respond to an 
alarm, if practicable. 

 
7:2.51 REPORT LOCATION OF DEAD ANIMALS.  Police officers shall 

report the location of the carcass of any animal found in any lot, street 
or public place to the desk lieutenant. 

 
7:2.52 FOLLOW PROCEDURE FOR INSECURE BUILDING.  Police officers 

shall, when anything unusual is found during a security check of a 
building: 

 

(1) Investigate at once. 
 

(2) Summon assistance. 
 

(3) Conduct a thorough search. 
 

(4) Communicate with the command of occurrence. 
 

(5) Notify the owner or occupant. 
 

(6) Stand guard until relieved. 
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(7) Secure the premises with police lock, properly tagged, informing 
the owner where key is available when the owner cannot be 
located. 

 
(8) Return key to command of occurrence together with a written 

report detailing the incident. 
 

7:2.53 REPORT ANY NEGLECT OF DUTY CHARGE.  Police officers shall, 
when charged by a superior officer with dereliction or neglect of duty, 
immediately explain the facts to their immediate superior officer. If the 
police officer is ordered to submit a written report to their commanding 
officer, they shall submit such report in duplicate. In the absence of the 
commanding officer, these reports shall be left with the desk lieutenant. 
It then shall be the duty of such police officer to report to their 
commanding officer at his office at 0900 hours of the next business 
day, or as otherwise directed by the desk lieutenant so that the police 
officer may give the commanding officer whatever additional 
information may be required. 

 
7:2.54 DISPROVE ALLEGED NEGLIGENCE.  Police officers shall be 

required to prove to the satisfaction of their commanding officer that 
they had been alert and had been attending to their duty when a crime 
was committed on their post when there was cause to suspect that 
they had been negligent or otherwise violated the Rules and 
Regulations. 

 
7:2.55 ARREST OF PERSONNEL BY OUTSIDE AUTHORITIES. Whenever 

a police officer is arrested by any outside agency, either in the State or 
out of State, they are to submit a report to their commanding officer 
describing the circumstances of the arrest, where arrested, and the 
charges, within twenty-four (24) hours of their release. This report is to 
be forwarded, through channels to the Chief of Police. 

 
7:2.56 DISPOSITION OF CASE.  Whenever a police officer is found guilty, 

not guilty, or if a jury fails to come to a unanimous decision (hung jury), 
he shall submit a report to the commanding officer on the next 
business day following the decision reporting the case disposition. This 
report is to be immediately forwarded to the Chief of Police. 

 
7:2.57 REMAIN AT DESK WHILE REPORT IS REVIEWED.  Police officers 

shall, when submitting a report to the desk lieutenant, remain at the 
desk until such reports have been reviewed and accepted. 
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CHAPTER 8 
 

8 FIREARMS 
 
8:1 POLICY REGARDING USE OF FIREARMS. Divisional 

regulations concerning the care and use of firearms are designed to 
protect the lives of police officers and the lives of the public. 

 
8:2 HANDLING OF FIREARMS.  Officers shall exercise caution and the 

utmost care in handling firearms on and off duty. 
 

8:3 OFFICIAL POLICE HANDGUN.  For any and all purposes consistent 
with these rules and regulations the “Official Police Handgun" shall be 
the handgun issued to each police officer by the Newark, New Jersey 
Police Division. 

 
8:3.1 ON DUTY.  When on duty each police officer shall be armed with and 

shall carry his "Official Police Handgun" fully loaded and in serviceable 
and operating condition. 

 
8:3.2 OFF DUTY.  The Chief of Police may authorize a police officer to carry 

an "off-duty handgun" other than the "Official Police Handgun" 
providing that the police officer follows the steps prescribed here: 

 
(1) Submits a written report through channels requesting permission 

to carry an off-duty handgun. 
 

(2) Submits the "off-duty handgun" that they intend to carry to the 
superior officer in charge of the Firearms & Ordnance section of 
the Police Academy to determine whether it meets the standards 
set for safety and serviceability that apply to the official police 
handgun. 

 
(3) Must qualify with their off-duty handgun and provide ammunition. 

 
(4) Carries the authorized off-duty handgun only after they have 

qualified and have received the approval of the Chief of Police 
and only during the time this approval remains in effect. 

 
(5) Submits a written report through their command advising the 

superior officer in charge of the Firearms & Ordnance Section of 
the Police Academy of any change in the status of their 
designated off-duty handgun, i.e. if sold or a new acquisition. 
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(6) Observes and is bound by any part of, or any section of these 
Rules and Regulations which pertain to or which touch upon the 
"Official Police Handgun" and they understand that these same 
rules and regulations also apply as well to the use of any "off-duty 
handgun" which may be authorized by the Chief of Police. 

 
8:4 TAMPERING WITH POLICE HANDGUN.  All repairs and adjustments 

to the official police handgun shall be made by factory-trained armorers 
assigned to the Firearms & Ordnance Section of the Police Academy. 
Police officers shall not make use of molded rubber grips, or special 
type grips except as authorized. Also, they shall not make any change 
in the trigger pull mechanism or effect any other unauthorized 
alteration or addition. 

 
8:5 CARE OF FIREARMS, OFF DUTY 

 
8:5.1 OFF DUTY WITHIN THE STATE OF NEW JERSEY.  A police officer 

when "off duty" may be unarmed at their own discretion when: 
 

(1) Possession of the firearm under the circumstances would 
unnecessarily create a risk of loss or theft of the firearm. 
Circumstances may include participation in sporting activities 
attendance or beach or pool or; 

 
(2) On vacation or; 

 
(3) Engaged in any activity of a nature whereby it would be advisable 

not to carry a firearm. Such activities especially include those at 
which alcoholic beverages are consumed. 

 
8:5.2 OFF DUTY OUTSIDE THE STATE OF NEW JERSEY.  An off-duty 

police officer may carry their handgun on their person when traveling 
within the United States in accordance with General Order 05-03. 

 

8:5.3 OFF DUTY, AT HOME 
 
8:5.3-1 STORING THE HANDGUN.  Police officers shall keep their handgun 

in a secure place readily available in case of emergency. The police 
officer should make use of a locked storage device to store their 
handgun and/or a gunlock mechanism to safeguard their handgun. 
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8:5.3-2 SAFETY PRACTICES.  When removing a handgun from an on duty 
holster to an off duty holster the officer must observe all the safe 
practices prescribed and taught by authorized Firearms & Ordnance 
Section personnel for the unloading and reloading of the weapon. 

 
8:6 DISCHARGE OF FIREARMS REPORT.  Whenever a firearm is 

discharged by a member of the Newark Police Division, in other 
than an authorized training or competitive exercise, they shall 
immediately notify their superior officer and submit reports to their 
commanding officer setting forth their observations and actions. 

 
8:6.1 REPORT REQUIREMENTS.  Division personnel shall, upon 

discharging a firearm accidentally or in the performance of a police 
duty (with the exception of authorized, non-eventful training or 
competitive exercise), notify their superior officer and submit: 

 
(1) An "Administrative Submission", DPI: 1001 and; 

 
(2) Form DPI: 1757, "Firearms Discharging", and; 

 
(3) If the occurrence results in the issuance of a Central Complaint 

number, submit an "Incident Report", DPI-802, and all other 
reports as mandated by the incident and required by the superior 
officer assigned the investigation. 

 
8:6.2 OBSERVANCE OF FIREARM DISCHARGE.  Upon observing any 

member of the Newark Police Division and/or other law 
enforcement agency discharge a firearm in other than a training or 
competitive exercise, submit: 

 
(1) DPI: 795, "Continuation Report", if the incident warranted the 

issuance of a Central Complaint number or; 
 

(2) For all other incidents, form DPI: 1001, "Administrative 
Submission". 

 

Ensure that all submitted narrative reports are complete and include: 
 

(1) Type of Incident. 
 

(2) Time of Incident. 
 

(3) Location of Incident. 
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(4) Type of Firearms Discharged. 
 

(5) Ownership of Weapons. 
 

(6) Number of Rounds Fired. 
 

(7) Identity of Officers. 
 

(a) At the Scene. 
 

(b) Discharging Firearms. 
 

(8) Injury or Damage, if any. 
 

(9) Location of Recovery of the Projectiles, if recovered. 

 
(10) Any other information requested by a Superior Officer to complete 

the submission. 
 

8:6.3 AUTHORIZED DISCHARGE OF FIREARMS 
 

(1) A police officer may discharge his firearm in the performance of 
his duties under the following guidelines: 
a) In the actual defense of the officer's own life, or the life of 

another when other reasonable means of defense have failed; 
and 

b) When officer reasonably believes that there is no substantial 
risk of injury to innocent persons; and 

c) When officer has personal knowledge that the crime for which 
the arrest is made was homicide, kidnapping, sexual assault 
or aggravated sexual assault, robbery or arson. 

 
(2) When it is necessary to prevent the escape of a felon and the 

officer has actual knowledge to believe that the suspect poses a 
significant threat of death or serious bodily injury to the officer or 
others. 

 
Note: The use of deadly force to prevent the escape of all felony 
suspects, whatever the circumstances, is constitutionally 
unreasonable. Without an imminent threat of death or serious bodily 
injury directed toward the officer of another, "the harm resulting from 
failing to apprehend (the suspect) does not justify the use of deadly 
force to do so. 
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(3) When there is need for ballistics testing. 
 

(4) When in attendance at an approved firing range. 
 
8:6.4 UNAUTHORIZED DISCHARGE OF FIREARMS.  Officers shall not 

discharge their firearms for purposes of: 
 

(1) Apprehending a felon who has not committed a crime of 
homicide, robbery, aggravated sexual assault, kidnapping or 
arson and poses no imminent threat of death or injury to officer or 
others persons. 

 
(2) Warning Shots. 

 
(3) Motor Vehicle Violations. 

 
(4) Felons fleeing in motor vehicles. 

 
8:6.5 EXHAUST ALL REASONABLE MEANS BEFORE USING WEAPON. 

Even under extremely critical circumstances a police officer is not 
justified in discharging his firearm until all other reasonable methods of 
affecting the arrest have been exhausted. 

 
8:6.6 FIRING OF THE WEAPON UNDER OTHER CIRCUMSTANCES. A 

police officer may fire their handgun to dispose of an animal that is 
dangerous or that is seriously injured when other means of disposition 
are unavailable. 

 
8:7 CARRYING THE HANDGUN 

 
8:7.1 WHEN NOT TO CARRY REGULATIONS.  Police officers, who may 

be sick, injured, or on vacation leave, or any other authorized leave are 
not required to carry a handgun. Police officers who elect to carry their 
official handgun while on sick, injured, or vacation or training leave or 
any other authorized leave consistent with these Rules and 
Regulations are required to keep such handgun fully loaded and in 
serviceable operating condition. Police officers who are suspended 
shall not carry any firearms under any circumstances. 

 
8:7.2 CARRYING REQUIRED EQUIPMENT WHILE ON LEAVE. Police 

officers who elect to carry their handgun when on vacation or on 
authorized leave shall also carry their badge and identification card. 
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8:7.2-1 CARRYING SERVICE HANDGUN WHILE ON LEAVE.  All personnel 
who are on Administrative Sick leave and who shall remain on 
Administrative Sick leave (due to own physicians or Division Surgeon's 
prognosis) for more than ten (10) working days, shall submit their 
handgun to their assigned command upon division's request. All 
personnel who are directed to submit their handgun for storage shall 
be prohibited from carrying any weapon until such time as their 
service handgun is returned. 

 
8:7.2-2 STORAGE OF WEAPONS 

 
(1) The individual officers assigned command will arrange for the 

receiving and temporary storing of firearms as required. If a 
secure storage facility is not available at the officer's command, or 
if the firearms will be held for more than fourteen days, they shall 
be placed in the custody of the Firearms & Ordnance Section. 
Under no circumstances, will firearms be returned to officers prior 
to inspection by the Firearms & Ordinance Section Range Master. 

 
(2) A receipt shall be prepared by the officer accepting the handgun 

for storage and a signed copy of this receipt shall be issued to the 
individual member or otherwise to his authorized representative 
e.g. family member. 

 
(3) All firearms placed under terms in paragraph (1) of sections 8:7.2- 

1 shall not be returned until such authorization is received by the 
Firearms & Ordnance Section in writing from the Division 
Surgeon. 

 
8:7.2-3 CONVALESCENT STATUS 

 
(1) Upon returning from Administrative Sick leave, and being placed 

on a convalescent status by Division Surgeon, the Surgeon in 
conjunction with the Range Master assigned to the Firearms & 
Ordnance Section shall determine the officer’s physical and 
mental capacity to carry a handgun. 

 
(2) If an officer, although on convalescent duty is deemed physically 

and mentally capable to carry a handgun, it shall then be 
determined by the Range Master as to whether they must re- 
qualify with their service weapon before being reissued their 
handgun. 
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(3) All commanders before reissuing a handgun to personnel shall 
have the stored handgun delivered by a superior officer to the 
Firearms & Ordnance Section Range Master who shall then 
check the handgun for defects and then upon satisfactory re-
inspection (and re-qualification if necessary) shall return the 
handgun to the officer. 

 
8:7.2-4 RE-QUALIFICATION 

 
(1) When an officer is removed from convalescent status by the 

Police Surgeon and is to be reissued his police handgun, it is to 
be determined by the Firearms & Ordnance Section Range 
Master as to whether the officer must re-qualify. 

 
(2) If it is determined that an officer must re-qualify, his assigned unit 

commander shall arrange to have his handgun delivered by a 
superior officer to the Firearms & Ordnance Section prior to re- 
qualification. 

 
(3) Upon re-qualification by the officer, the Range Master of the 

Firearms & Ordnance Section shall notify the officer’s command. 
 

8:7.3 MANNER OF CARRYING HANDGUN 
 
8:7.3-1 POLICE OFFICERS ON DUTY 

 
(1) Police officers in uniform shall carry their handgun in authorized 

holsters attached to their garrison belt. 
 

(2) Detectives and other police officers not in uniform may carry their 
handgun in a holster securely attached to their trouser belt, 
secured shoulder type holster, or secured ankle type holster. 
Holsters shall not be attached in a cross draw fashion. 

 
8:7.3-2 POLICE OFFICERS OFF DUTY.  Police officers when off-duty, shall 

carry their handgun in an authorized holster with thumb strap or other 
retention mechanism. Carrying the handgun without a holster is strictly 
forbidden.  All personnel shall have the handgun readily available but 
at the same time not exposed to the public. 

 
8:7.3-3 CARRYING HANDGUN WHILE PARTICIPATING IN 

DEMONSTRATIONS ETC., PROHIBITED 
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(1) Police officers participating in any picketing, protest and/or 
demonstrations are forbidden to carry their division handguns or 
authorized off-duty weapons. 

 
(2) Police officers who intend to participate in any picketing, protests 

and/or demonstrations shall submit a report to their commanding 
officer. Said report shall contain officer’s intention, date, time, and 
location of the picketing site. 

 
(3) Submission of this report releases the police officer of the 

provisions of R & R 8:7-1, while traveling to, participating in, and 
returning from said picketing etc. 

 
(4) Police officers shall be guided by the provisions of R & R 8:5, 

Care of Firearms, off-duty with regard to security of their firearms 
while participating in the picketing, protest, and/or demonstration. 

 
8:7.4 NON-REGULATION HANDGUN PROHIBITED.  Police officers shall 

not carry or employ handguns other than those that are authorized. 
Use of any handgun with which the officer hasn't qualified, nor has 
been inspected and approved by the Police Division shall be subject 
to disciplinary action. 

 
8:7.5 TERRITORIAL RESTRICTION. 

 
(1) Police officers when on official duty and who are traveling outside 

the limits of the State of New Jersey shall be bound by that 
authority's rules within whose boundaries they travel. 

 
(2) Police officers traveling in fresh pursuit or in other official capacity 

requiring them to carry their handgun shall notify and obtain the 
permission of the outside authority as soon as practicable either 
before or after they enter the outside territory. 

 
8:7.6 STORAGE OF HANDGUN WHEN ON EXTENDED LEAVE OR 

VACATION. Police officers on extended leave may leave their 
handguns at the Firearms & Ordnance Section of the Police 
Division, but only after they have obtained permission from their 
commanding officer to do so. 
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8:8 POSSESSION OF THE HANDGUN. 
 
8:8.1 SALE OR OTHER DISPOSITION OF THE HANDGUN.  A police 

officer of this division shall not sell, give, loan or otherwise dispose of 
a handgun or other firearm unless the person receiving the handgun 
has a permit to purchase same as provided by New Jersey Statute 
2C:58-3 et. seq. This rule does not apply to situations where a police 
officer of this division temporarily loans his handgun or other weapon 
to another police officer who is assisting him making an arrest or in 
preserving the peace. 

 
8:8.2 NOT TO BE LEFT IN VEHICLE OR OTHER UNAUTHORIZED 

LOCATION. Police officers when carrying their handgun shall not 
leave it in a motor vehicle or at any other unsecured location. 

 

8:8.3 LOSS OF THE HANDGUN.  Loss of the Official Police Handgun 
through carelessness shall be deemed a major violation of Division 
Rules & Regulations and shall be subject to disciplinary action. 

 
8:9 AMMUNITION ISSUE. The initial issue and replacement of  

ammunition for divisional handguns shall be made by the division 
without expense to the police officer. The division shall replace rounds 
of ammunition that have been expended in the line of duty.  Officers 
will only carry that ammunition which has been issued by the division. 

 
8:10 SPECIAL WEAPONS.  Those weapons, which have been sanctioned 

by the division for use and are issued by the division e.g. shotgun, 
SMG, automatic rifle, and tear gas gun. 

 
8:10.1 CARRYING OF SHOTGUN.  Only officers who are initially trained and 

qualified in and who also re-qualify as per state mandate in the use of 
the shotgun shall be authorized to use this weapon. 

 
8:10.2 USE OF SPECIAL WEAPONS.  Due to specialized assignments, 

particular units are equipped with special weapons e.q. automatic 
rifles, tear gas guns, etc. Only members of those units who are 
qualified as determined by the state mandate and Firearms & 
Ordnance Section shall be authorized to possess and utilize such 
weapons. 
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CHAPTER 9 
 

9 COURTESIES AND RECOGNITION 
 
9:1 SALUTING AND MILITARY COURTESY. 

 
9:1.1 OBSERVANCE OF THE PROPRIETIES.  Certain proprieties of 

military courtesy as enumerated in this chapter shall be strictly 
observed. 

 
9:1.2 ADDRESSING SUPERIOR OFFICERS.  Police officers and civilian 

employees shall address or refer to a superior officer on duty, by their 
appropriate title or rank. When a police officer has occasion to speak 
to a deputy director, the officer shall address him/her as “director”. 
When a police officer has occasion to make a reference concerning a 
deputy director, the title "director" shall be considered proper. When a 
police officer has occasion to speak to a deputy chief, the officer shall 
address him as "chief". When a police officer has occasion to make a 
reference concerning a deputy chief the title "chief" shall be considered 
proper.  This section shall also apply to those superior officers that 
have retired in good standing. 

 
9:1.3 ADDRESSING SUBORDINATE OFFICERS.  Superior officers shall 

use the title "police officer”, "officer", or "detective" when addressing or 
referring to a police officer. 

 
9:1.4 ADDRESSING A CHAPLAIN.  Chaplains shall be addressed as 

"chaplain”. 

 
9:1.5 UNDUE FAMILIARITY.  Undue familiarity between superior officers 

and personnel of subordinate rank shall not be permitted. 
 

9:1.6 REPORTING TO A SUPERIOR OFFICER IN AN OFFICE. When 
reporting to a superior officer in an office, police officers shall remove 
their headdress, knock, and enter when told to do so. Upon entering, 
the officer shall march up to within two paces of the superior officer's 
desk, salute and report, "Sir, (give rank and name) is reporting to (give 
the superior's rank and name.)" When the business is completed, the 
police officer shall salute, execute an about face and withdraw. 
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9:1.7 RESPECT ACCORDED CERTAIN POSITIONS AND RANK. 
Whenever, the Mayor, the Police Director, Deputy Director or 
uniformed superior officer above the rank of lieutenant shall enter any 
room in which there are members of the Division, (except in a trial 
room or court room, or when engaged in the performance of police 
duties which make it impracticable), the first member to become aware 
of the presence of such person shall promptly call "ATTENTION" and 
all such members present shall promptly assume the position of 
attention, and so remain until such person leaves the room, or until 
otherwise ordered or directed to resume normal activities. 

 
9:2 SALUTING REGULATIONS. 

 
9:2.1 MANNER OF SALUTING.  Salutes shall be executed by police officers 

in uniform with the right hand and in the following manner. 
 

9:2.1-1 HAND SALUTE.  The right hand shall be raised smartly until the tip of 
the forefinger touches the lower part of the headdress or forehead 
above and slightly toward the right eye, with the thumb and finger 
extended and joined. The palm shall be held to the left, upper arm 
horizontal, forearm inclined at 45 degrees with hand and wrist held 
straight at the same time the head shall be turned toward the person 
saluted.  To complete the salute, the arm shall be dropped to its 
normal position at the side in one motion and at the same time the 
head and eyes shall be turned to the front. 

 
9:2.1-2 WHEN RIGHT HAND IS ENGAGED.  When the right hand is engaged 

in the performance of police work, a police officer shall when 
practicable, transfer objects to his left hand preparatory to saluting. 

 
9:2.1-3 WHEN BOTH HANDS ARE ENGAGED.  Salutes shall not be 

rendered by police officers carrying articles with both hands, or when 
they are otherwise so occupied as to make saluting impracticable. 

 
9:2.1-4 SALUTING WHEN COVERED. 

 
(1) In uniform at indoor ceremonies, the headdress shall be worn and 

the salute be tendered during the playing of the National Anthem. 
 

(2) In civilian clothes, police officers may remain covered and 
execute the hand salute when circumstances of weather or 
personal health permit. 
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9:2.1-5 SALUTING WHEN UNCOVERED. 

 
(1) In uniform, stand at attention, place the right hand diagonally 

across the heart pointing toward the left shoulder. 
 

(2) In civilian clothes, stand at attention, place the right hand over the 
heart pointing toward the left shoulder. 

 

9:2.1-6 SALUTING THE COLORS AND THE NATIONAL ANTHEM. 
 

(1) When not standing in formation and in uniform. 
 

(a) To the Colors, police officers shall face the flag standing at 
attention and tender the regulation salute when the colors 
arrive within six paces and hold the salute until the colors have 
passed by six paces. 

 
(b) To the National Anthem, police officers shall face the flag and 

tender the prescribed salute. If no flag is present, they shall 
face the source of the music. Salutes shall commence at the 
first note of the anthem and shall be held until the final note 
has been sounded. 

 
(2) When not standing in formation and in civilian clothes, to the 

Colors and the National Anthem, police officers shall remove any 
headdress with the right hand and then hold headdress over the 
heart during the playing of the National Anthem. 

 
9:2.1-7 WHEN NATIONAL COLORS PASS TO THE REAR.  At the approach 

of the National Colors to the rear or to a position parallel to the rear of 
an assembled formation of Division police officers, these police officers 
shall be called to "Attention" by the police officer in charge. No salute 
shall be tendered by the police officers in formation. The police officer 
in charge, however, shall tender the regulation salute. 

 
9:2.1-8 WHEN FOREIGN NATIONAL ANTHEMS ARE PLAYED.  The same 

marks of respect shall be shown to the National Anthem of any other 
friendly country when it is played upon official occasions. 

 

9:2.2 SALUTING DISTANCE.  Except at ceremonies, police officers shall 
not tender salutes at distances greater than thirty paces. The correct 
saluting distance shall be at six paces and shall be observed when 
practicable. 
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9:2.3 SALUTING PRECISION.  Salutes between police officers shall be 
tendered and returned with smartness and precision. Salutes shall 
never be returned in a casual or perfunctory manner. 

 
9:2.4 SALUTING POSITIONS. 

 
9:2.4-1 RENDERED FROM WALKING OR STANDING POSITION. The 

regulation salute shall be tendered and returned from either the 
walking or standing position with exceptions to be observed as follows: 

 

9:2.4-2 RENDERED BY SUPERIOR OFFICER WHEN SEATED.  A superior 
officer when seated may return the salute of a subordinate without 
rising to his feet. 

 

9:2.4-3 RENDERED BY SUBORDINATE OFFICER WHEN SEATED 
INDOORS. A subordinate who is seated while performing a necessary 
task need not rise to salute a superior officer or otherwise recognize 
his presence if this superior officer is merely passing. Indoor salutes 
shall not be exchanged except when a subordinate officer is reporting 
to a superior officer. 

 
9:2.5 HOLDING THE SALUTE.  Salutes tendered shall be held until the 

person saluted either returns or acknowledges the salute. 
 

9:2.6 SMOKING WHILE SALUTING PROHIBITED.  Before rendering a 
required salute, a police officer shall discard any cigar, cigarette or 
pipe held in his hand or mouth. 

 

9:2.7 MOUNTED POLICE OFFICERS AND SALUTING.  A police officer is 
considered mounted when riding a horse, when seated on a 
motorcycle or when seated within a vehicle. The officer need not stand 
or dismount to give the regulation salute.  A police officer while 
mounted shall initiate either the regulation hand salute when coming 
into the presence of a superior officer. A police officer on foot shall 
initiate the regulation hand salute before addressing or before being 
addressed by a superior officer who is mounted. 
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9:3 WHEN THE SALUTE IS REQUIRED 
 
9:3.1 IN UNIFORM.  The regulation hand salute shall be tendered and 

returned by a police officer when in uniform whether covered or 
uncovered.  Police officers wearing office coats with badge and 
insignia attached shall tender the prescribed salute when meeting and 
passing a superior officer, or a visiting superior officer from another 
division. Police officers shall tender the salute but once, providing the 
superior officer continues to remain in the immediate vicinity, and 
providing that conversation between them does not take place. 

 
9:3.2 AT PUBLIC CEREMONIES.  The regulation hand salute shall be 

rendered: 

 
(1) Immediately before addressing a person or group entitled to a 

salute. 
 

(2) During the playing of the National Anthem. 
 

(3) When facing the approach and the passing of the National Colors. 
 

(4) At the passing of the remains of a dignitary of Church or State, a 
Chaplin, or a police officer of the division regardless of rank. 

 

(5) To the flag-draped casket of any person. 
 

(6) At the command of the superior officer or police officer in charge. 
 
9:3.3 SALUTE BY POLICE OFFICERS TO SUPERIOR OFFICERS. 

 
9:3.3-1 SALUTE BY GROUP NOT IN FORMATION.  When a group of police 

officers not in formation are approached by a superior officer, the first 
police officer noting the superior officer shall call "attention", after 
which every police officer of the group shall execute a salute. 

 
9:3.3-2 SALUTE BY LEADER OF A FORMATION.  When in formation, the 

police officer in charge shall bring his group to attention before he 
himself salutes. All police officers in formation shall remain at 
attention. Only the police officer in charge shall execute a salute. 
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9:3.4 SALUTES RENDERED TO DIGNITARIES AND SUPERIOR 
OFFICERS. 

 

(1) Police officers of this division shall tender regulation salutes to the 
following persons promptly upon recognition: 

 

(a) The President and Vice-President of the United States. 
 

(b) Members of the President's Cabinet. 
 

(c) Members of the Congress of the United States. 
 

(d) The presiding ruler of any friendly foreign state or country. 
 

(e) The Governor of the State of New Jersey. 

 
(f) The Governor of any state of the Union while on an official 

visit. 
 

(g) Ranking dignitaries of Church. 
 

(h) The mayor of the City of Newark. 
 

(i) Members of the Newark City Council. 
 

(2) Police officers of the Division of lesser rank shall tender 
regulation salutes to the following members of the Police 
Division promptly upon recognition: 

 
(a) The Director of Police. 

 
(b) Deputy Director. 

 
(c) Division Chaplains. 

 
(d) The Chief of Police. 

 
(e) Deputy Chiefs. 

 
(f) Captains 

 
(g) Lieutenants 
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(h) Sergeants 
 
9:3.5 SALUTES NOT TO BE RENDERED. 

 
(1) While running (Come to a halt or walk before saluting). 

 
(2) While in ranks and not at attention (Come to attention when about 

to be addressed by a superior officer. In this case, a salute is not 
executed). 

 
(3) While driving a vehicle that is in motion. 

 
(4) While actively involved in police duties. 

 
(5) While crossing a thoroughfare when traffic requires undivided 

attention. 
 

(6) While in church, in a theater, in place of public assemblage, or in 
a public conveyance. 

 

(7) When entering a hearing room at a Division Trial (Uncover 
and await further instructions. In this case a salute is not 
executed). 

 
9:4 DIVISION COLOR GUARD REGULATIONS. 

 
9:4.1 MAINTAINING THE COLORS IN CARRY POSITION.  The police 

officer of a Division Color Guard carrying the National Colors shall 
maintain the colors in the "carry" position at all times. 

 

9:4.2 PASSING A REVIEWING OFFICER OR GROUP.  When passing a 
reviewing officer or group, the Division Colors shall be dipped, on 
command, six paces before reaching the officer or group. When the 
colors have passed six paces beyond, they shall be returned to the 
carry position. 

 
9:4.3 SALUTING DIVISION COLORS.  Whenever a salute is tendered by 

the uniformed ranks while National and Division Colors are present, 
the Division Color Bearer shall render a salute by lowering the staff 
forward to arm’s length (staff about 45 degrees) without removing it 
from the carrier. 
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9:4.4 RETURNING COLORS TO CARRY POSITION.  At the commands 
"cover", "carry batons" and "front" and when the hand of the 
commander has been lowered from the salute position, the 
Division Colors shall be raised to the position of "carry". 

 
9:4.5 NATIONAL FLAG NOT TO BE DIPPED.  The National Flag shall not 

be dipped by way of salute. 
 

9:5 DISPLAY OF THE NATIONAL COLORS. 
 
9:5.1 DISPLAY OF THE FLAG.  The flag of the United States of America 

shall be displayed at Police Headquarters, at the Homeland Security 
Division, and at the District Stations from sunrise to sunset everyday 
throughout the year, weather permitting. All separate police facilities 
shall display the national colors. 

 
9:5.2 DOORMAN'S RESPONSIBILITY.  Doormen assigned to all Division 

buildings shall be charged with carrying out the procedure for display 
of the flag. When a doorman is not assigned, the desk supervisor 
shall delegate this responsibility to another police officer. 

 
9:5.3 DISPLAY OF FLAG ON MEMORIAL DAY.  On Memorial Day (May 

30) the National Flag shall be displayed at half-staff from reveille until 
noon. Immediately before noon the flag shall be hoisted to the top of 
the staff and shall remain there until lowered at the end of the day. 

 
9:5.4 RAISING AND LOWERING OF THE FLAG.  The flag shall be hoisted 

briskly to the raised position but shall be lowered slowly when being 
taken down for the day. 

 
9:5.4-1 POSITION OF THE UNION.  The union of the flag shall be placed at 

the peak of the staff when the flag is displayed from horizontal or 
vertical staff or at an angle when displayed from a building. 

 
9:5.4-2 HALF-STAFF DISPLAY. The flag shall be hoisted to the peak for an 

instant before lowering to half-staff. The flag shall be lowered for the 
day by first raising it to the peak. 

 
9:5.4-3 HALF-STAFF POSITION.  The position of the flag when lowered to 

one-half the distance between the top and the bottom of the staff shall 
be at half-staff. 
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9:5.4-4 DISPLAY OTHER THAN FROM STAFF.  When the flag is displayed 
other than from a staff, whether in or out of doors it shall be displayed 
flat. When displayed against a wall either vertically or horizontally, the 
Union shall be placed uppermost to the observer's left. 

 
9:5.5 FLAG DRAPED CASKET.  When used to drape a casket, the flag 

shall be placed so that the Union appears at the head and over the left 
shoulder of the deceased. 

 
9:5.5-1 LOWERING OF CASKET.  The flag shall not be permitted to touch the 

ground while the casket is being lowered into a grave. 

 
9:5.5-2 CARRYING CASKET.  The flag draped casket shall always be carried 

foot first. 
 

9:5.6 DEATH OF POLICE OFFICER.  Immediately upon receiving the report 
of the death of a Division police officer, the flag on the building to 
which the deceased was assigned shall be lowered to half-staff. The 
flag shall be so flown, daily until sunset, on the day of the funeral. 

 
9:5.7 DEATH OF THE CHIEF OR A DEPUTY CHIEF.  Upon the death of 

the chief or deputy chief, flags in all Division buildings shall be 
lowered for the time specified as set forth in Rule 9:5.6. 

 

9:5.8 POLICE OFFICER KILLED ON DUTY.  Upon the death of a police 
officer, killed in the discharge of his duty, the flag shall be flown at half- 
staff on the station of his assignment for a period of ten days. On the 
day of the funeral, the flag shall be flown at half-staff on all Division 
buildings from sunrise to sunset. 

 
9:6 CARE OF THE NATIONAL COLORS. 

 
9:6.1 RESPECT FOR THE FLAG.  Precaution shall be taken in handling to 

prevent the flag from becoming soiled. Care shall be exercised so that 
the flag shall not touch the ground or be allowed to brush against any 
object. 

 
9:6.2 SOILED FLAGS.  Soiled flags may be laundered or dry-cleaned but 

proper respect shall be exercised when they are spread out for drying. 

 
9:6.3 WORN-OUT FLAGS.  Worn-out flags shall be forwarded to the Police 

Academy where they shall be burned without ceremony. 
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CHAPTER 10 
 

10 COURTS AND COURT PROCEDURES 
 
10:1 LOCATIONS OF COURTS.  Police officers shall be familiar with the 

location of the Municipal Courts, the County Court, and any other court 
in which they have to appear. 

 
10:2 KNOWLEDGE OF THE LAW.  Police officers shall be familiar with all 

crimes and offenses delineated in the criminal code of New Jersey 
(Title 2C), all traffic laws of the State of New Jersey (Title 39), the 
pertinent Ordinances of the City of Newark and the New Jersey Court 
Rules, so that they may intelligently and effectively discharge their 
duties. 

 
10:3 SIGNING OF COMPLAINTS.  Police officers shall not sign complaints 

(except for motor vehicle offenses and domestic violence offenses) 
unless an arrest was made by them or, in the case of an indictable 
offense; they have sufficient and adequate information and belief to 
make such a complaint. 

 
10:3.1 INABILITY OF POLICE OFFICERS TO ATTEND COURT.  When a 

Police officer cannot be present in court at the time and date specified, 
they shall notify the Complaint and Court Referral Section, giving the 
reason for their absence and stating when they can be present. A 
Subpoena Control form (DPI 1972) shall be executed by the officer and 
forwarded through the chain of command to the Court Referral Section. 
In case of an emergency excusal Court Referral must be notified via 
telephone and the Subpoena Control form (DPI 1972) shall be 
completed when the officer returns to duty and forwarded through the 
chain of command. 

 
10:4 COMMUNICATING KNOWLEDGE OF EVIDENCE TO OTHER 

POLICE OFFICERS. When more than one police officer takes part in 
an arrest or in any investigation, each discovery of evidence by any 
one police officer shall be communicated to the other police officers 
concerned so that all may be able to testify relative to such evidence. 

 
10:5 ANSWERING SUBPOENA IN COURT.  Police officers under 

subpoena or direction to attend court or other judicial body shall report 
at the date and time specified and remain available until their presence 
is terminated or until they are advised by the court or the person who 
subpoenaed them that their presence is no longer necessary. 
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10:6 ASSIGNMENT OF COURT SECURITY OFFICERS.  The Police 
Director will assign police officers of the Division to serve as court 
security officers in the Municipal Courts. All officers assigned shall 
promptly and efficiently perform the duties required of them. 

 
10:7 COURT SECURITY OFFICER SUPERVISION.  Court security officers 

shall be under the direction of the judge of the court to which they are 
assigned while the court is in session and have such hours of duty as 
may be prescribed. They shall be directly supervised by a superior 
officer of the Prisoner Processing Division. 

 
10:7.1 DUTIES OF COURT SECURITY OFFICERS.  Court security officers 

shall maintain strict order in court, shall carry out the directions of the 
judge, shall carefully guard the prisoners turned over or entrusted to 
them and shall when ordered execute warrants, serve summonses and 
subpoenas issued from the court, cooperate with counsel representing 
the City of Newark and/or police officers and shall attend to all other 
matters required of them. 

 
10:7.2 CUSTODY OF DEFENDANT.  When a defendant appears before a 

court in a matter and the defendant is committed or remanded to 
custody by the court, it shall be the responsibility of the court security 
officer to secure custody of the defendant. 

 
10:8 REQUESTS FOR LEGAL ASSISTANCE.  Pursuant to N.J.S.A. 

40A:14-155 police officers are entitled to legal representation 
whenever they are defendants in any action arising out of or incidental 
to the performance of their duties. In order to expedite requests from 
personnel and subsequent approval for legal representation, they shall 
adhere to the following procedure: 

 
(1) An Administrative report shall be submitted to the officer's 

commanding officer requesting legal representation with a brief 
narrative of the incident. 

 
(2) All police reports previously submitted shall be attached to the 

administrative report requesting legal representation. 
 

(3) Police officers should state in their report how and when they 
were notified of the charges or civil suit, and if they have been 
served with a summons and/or complaint, this shall also be 
attached. 
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(4) Police officers shall submit requests as soon as they become 
aware that they are defendants in an action. Delay may prejudice 
their defense. 

 
(5) Police officers shall be reminded to actively cooperate in their 

defense, which is to answer telephone calls, be available for 
depositions, etc. Non-cooperation may relieve the City of its 
obligation. 

 
10:9 CIVIL ACTION AGAINST MEMBERS.  When served with papers in a 

legal procedure to recover damages for an act or action in the 
discharge of police duty, a police officer shall forward the original 
papers, together with a statement of the facts from which the cause of 
action arose, through their commanding officer, to the Chief of Police 
for investigation. The Chief of Police after reviewing the case shall 
report to the Police Director as to whether or not the police officer was 
engaged in the proper discharge of police duty, with a request that the 
corporation counsel, be assigned to defend the action, if in fact, the 
police officer was engaged in the proper discharge of duty. 

 
10:10 PERSONAL APPEARANCE IN COURT.  A basic part of processing a 

criminal case by a police officer is their appearance in court as a 
witness. The successful prosecution of a defendant often depends on 
the appearance of the officer and their ability to testify properly when 
called to the witness stand. The officer can create the proper 
impression by their manner or approach to the situation. 

 
10:10.1 DRESS IN COURT OF UNIFORMED POLICE OFFICERS. Uniformed 

police officers of the Division while attending court or before the 
Grand Jury shall appear in the prescribed uniform, or if off duty, in 
civilian clothes according to the General Order governing the wearing 
of civilian clothes which requires; the wearing of a business suit, or 
sport coat and slacks with the dress type shirt and tie. All civilian 
apparel shall be of a conservative nature and shall be neat in total 
appearance. 

 
10:10.2 DRESS IN COURT FOR DETECTIVES AND PLAINCLOTHES 

OFFICERS. Detectives and plainclothes officers while attending court 
or before the Grand Jury shall appear in civilian clothes according to 
the General Order governing the wearing of civilian clothes set forth in 
the preceding rule, 10:10.1. 
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10:10.3 IDENTIFICATION IN COURT.  Any police officer or civilian employee 
appearing in Municipal Court on police cases shall wear their badge 
conspicuously on the left breast of their outer most garment. Police 
officers in uniform shall also wear the nametag appropriately. 

 
10:10.4 PERSONAL GROOMING.  The uniform or civilian clothes worn in 

court by police officers or civilian employees shall be clean and neatly 
pressed. Members must present a well-groomed appearance. No 
aspect of cleanliness and neatness shall be overlooked, hair combed, 
face shaven, shoes shined, tie worn straight and fingernails clean. 

 
10:10.5 SERVICE WEAPON IN COURT.  Police officers shall wear their 

service weapon in an inconspicuous manner while attending court. 
 

10:11 DEMEANOR IN COURT.  A police officer's demeanor in court, prior to 
testifying, shall be above reproach and they shall conduct themselves 
in a way that will reflect favorably upon the Police Division. 

 
10:11.1 SOCIALIZING IN COURT. Police officers shall not socialize, or visit 

with fellow officers and acquaintances or voice loudly any opinions in 
the courtroom or court hallways. 

 
10:11.2 TAKING THE OATH.  When the court clerk administers the oath, 

police officers shall stand erect and follow the instructions as they are 
given to them. 

 
10:11.3 POSITION AND ATTITUDE IN WITNESS CHAIR.  Police officers shall 

seat themselves in the witness chair so that they have a full view of the 
jury, attorneys, court stenographer and defendant. They shall use 
proper English in making their replies and shall avoid slang or jargon, 
unless they are quoting words by another person as part of their 
testimony. 

 
10:11.4 RESPONSE TO QUESTIONS.  Police officers or civilian employees 

shall not respond to questions too quickly nor volunteer information. 
They shall make sure that they understand the question before they 
attempt to answer. Whenever possible, police officers shall answer 
questions "Yes" or "No." If this cannot be accomplished they shall 
make their answers as specific and brief as the situation warrants. If 
they are confused by the question they shall ask the judge for 
clarification or assistance. 
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10:11.5 TELLING THE TRUTH.  At all times when making any official 
statement, or deposition or when testifying, police officers and civilian 
employees shall tell the truth, even if their answer is favorable to the 
defendant. 

 
10:11.6 AVOIDING DISPLAY OF PERSONAL FEELING.  Police officers shall 

avoid appearance of personal feeling when testifying. 
 

10:11.7 COURTESY. Police officers shall be courteous regardless of the 
tactics used by the defense attorney. They shall be attentive and 
respectful to the court. 

 
10:11.8 IMPARTIALITY AND SINCERITY.  Police officers shall be frank, 

impartial and sincere in their testimony. 
 

10:11.9 PREPARATION FOR TESTIFYING.  Police officers shall make 
adequate pretrial preparation to insure that their testimony will be 
correct prior to their appearance as a witness. They shall refer to their 
reports and any other items of evidentiary value and review very 
thoroughly the facts of the case so they may be able to offer clear and 
accurate testimony. If necessary and with the permission of the court 
they shall refer to their reports or other evidentiary items so that 
testimony will be proper and clear. 

 
10:11.10 ARRANGING THE FACTS. Police officers shall not try to memorize 

their testimony, but they should arrange all of the facts mentally in such 
a manner that they can relate them in the chronological order of 
occurrence. 

 
10:12 IMPORTANCE OF OFFICERS' TESTIMONY.  Testifying in court 

becomes a major part of the police officer's job for two basic reasons: 

 
(1) The presentation of evidence in a court of law marks the final step 

taken by the police in a given case. 
 

(2) The quality and the quantity of the evidence as well as the 
effectiveness of its presentation serve as a major test of the 
completeness of the investigative efforts of the police. 

 
10:12.1 COURTROOM PROCEDURE AND RULES OF EVIDENCE.  When an 

objection is made, the police officer or civilian employee shall stop their 
testimony until the court has ruled on the objection or instructs the 
witness to continue. 
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10:12.2 VOLUNTEERING INFORMATION.  The police officer or civilian 
employee shall not volunteer information. The prosecutor must be 
relied upon to ask the questions they want answered and at the time 
they want them to be answered. 

 
10:12.3 CROSS-EXAMINATION.  When a police officer or civilian employee is 

cross-examined, they shall answer with the same readiness and civility 
as when testifying in support of the charge.  The ends of justice will 
best be served by showing a desire to tell the whole truth, whether it be 
in favor, or against the defendant. 
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CHAPTER 11 
 

11 LEGAL PROCESS 
 
11:1 SUBPOENAS 

 
11:1.1 SUBPOENAS DEFINED. A subpoena is a writ or order directed to a 

person and requiring his attendance at a particular time and place to 
testify as a witness.  Source: Black's Law Dictionary. 

 
11:1.2 SUBPOENA DUCES TECUM DEFINED.  A subpoena commanding a 

person to attend court and produce some book, paper, document or 
other object designated therein is defined as a Subpoena Duces 
Tecum.  Source: Black's Law Dictionary. 

 
11:1.3 FORM OF SUBPOENA.  A subpoena shall be issued by the 

Magistrate, Clerk or Deputy Clerk under the seal of the Court. It shall 
state the name of the Court and the title, if any, of the proceeding and 
if the witness is to testify on behalf of the State it shall so note, and 
shall command each person to whom it is directed to attend and give 
testimony at the time and place specified therein. Source: New Jersey 
Court Rule 8:4 9 (a). 

 
11:1.4 ISSUANCE OF SUBPOENA.  The clerk shall issue a subpoena, 

signed and sealed, but otherwise in blank, to a party requesting it, who 
shall fill in the blanks before it is served. If the witness is to testify on 
behalf of the State, the subpoena shall contain an order to appear 
without the prepayment of any witness fee. Source: New Jersey Court 
Rule 8:4-9 (a). 

 
11:1.5 SUBPOENAS IN TRAFFIC CASES.  In cases involving traffic 

offenses, law enforcement officers may issue and serve subpoenas to 
testify which shall be in the form set out in criminal court, form 13. The 
subpoena shall consist of three parts: 

 
(1) The witness' copy, 

 
(2) The court copy, 

 
(3) The officer's copy. 
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Courts having jurisdiction over traffic offenses, the Division of State 
Police and the Division of Motor Vehicles may supply subpoena forms 
to law enforcement officers. 

 
After service of a subpoena the officer shall attach the court copy of 
the subpoena to the appropriate traffic complaint and promptly file 
them with the court. Source: New Jersey Court Rule 8:10-1A. 

 
11:1.6 SERVICE OF SUBPOENA REGULATIONS.  A subpoena may be 

served by any person who is not a party and who is not less than 18 
years of age. Service of a subpoena on a witness for the defendant 
may be made by delivering a copy thereof to the person named and by 
tendering him a witness fee as provided by law, except that if the 
person is a witness for the State or the witness of an indigent 
defendant they shall receive the fee from the clerk before leaving court 
at the conclusion of the trial.  Source: New Jersey Court Rule 8:4-9(d). 

 
11:1.7 PLACE OF SERVICE. A subpoena requiring the attendance of a 

witness at a hearing or trial may be served at any place within this 
State. Source: New Jersey Court Rule 8:4-9(e). 

 
11:2 COMPLAINTS AND ARREST WARRANTS 

 
11:2.1 COMPLAINT DEFINED.  The means of invoking the jurisdiction of the 

court is the filing of a complaint.  The complaint is a written statement 
of the essential facts constituting the offense charged. It may be made 
upon information and belief. In all cases, except traffic cases, the 
complaint shall be made upon oath before any magistrate or other 
person empowered by law to take complaints. The complaint is legally 
sufficient when it alleges that a party properly identified, has violated 
some ordinance or statute, describing the ordinance or statute and the 
violator thereafter.  Source: New Jersey Court Rule 8:3-1. 

 
11:2.2 WARRANT FOLLOWS COMPLAINT.  The next step after the filing of 

the complaint with the court is the issuance of process, whereby the 
accused is subjected to the jurisdiction of the court. The process is 
ordinarily in the form of a warrant or summons, Court Rule 8:3-2 
governs the issuance of process. Where an indictable offense is 
charged in the complaint, the provisions of Court Rule 3:2-2 relating to 
the issuance, form, execution of service and return of a warrant shall 
govern.  Source: New Jersey Court Rule 8:3-2. 
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11:2.3 ARREST WARRANT DEFINED.  A warrant is a writ or order issued by 
a magistrate, justice, or other competent authority, addressed to a 
sheriff, constable, or other officer, requiring him to arrest the body of a 
person therein named, and bring him before the magistrate or court, to 
answer, or to be examined, touching some offense which he is 
charged with having committed.  Source: Black's Law Dictionary. 

 
11:2.4 ISSUANCE OF ARREST WARRANT. When the complaint indicates 

that there is probable cause to believe that an offense has been 
committed and that the defendant has committed it, a warrant for the 
arrest of the defendant shall issue to any officer authorized by law to 
execute it.  Source: New Jersey Court Rule 8:3-2(a)(2). 

 
11:2.5 MULTIPLE WARRANTS ON SAME COMPLAINT.  More than one 

warrant may issue on the same complaint. 
 
11:2.6 FORM OF ARREST WARRANT.  The warrant shall be signed by the 

committing magistrate or tested in his name and signed by the person 
empowered by law to take complaints and shall contain the name of 
the defendant or, if his name is unknown, any name or description by 
which he can be identified with reasonable certainty, and shall describe 
the offense charged in the complaint. The warrant shall be directed to 
any peace officer or other person authorized by law to execute the 
same and shall command that the defendant be arrested and bought 
before the court issuing the warrant. 

 
11:2.7 EXECUTION OF ARREST WARRANT.  The arrest warrant shall be 

executed by any peace officer or other person authorized by law. 
Source: New Jersey Court Rule 8:3-2(c)(1). 

 
11:2.8 TERRITORIAL LIMITS. The arrest warrant may be executed at any 

place within the jurisdiction of the State of New Jersey. Source: New 
Jersey Court Rule 8:3-2(c)(1). 

 
11:2.9 MANNER OF EXECUTION.  The warrant shall be executed by the 

arrest of the person named therein. The officer need not have the 
warrant in his/her possession at the time of the arrest, but upon 
request he/her shall show the warrant to the defendant as soon as 
possible. If the officer does not have the warrant in his/her possession 
at the time of the arrest, he shall then inform the defendant of the 
offense charged and of the fact that a warrant has been issued. 
Source New Jersey Court Rule 8:3-2(c)(3). 
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11:2.10 WARRANT BASIS FOR ARREST.  When the law permits arrest 
without warrant, none is needed, but when a warrant has in fact been 
issued, the arrest shall be made under the warrant, which will afford 
absolute justification to the officer so long as he obeys the command of 
the warrant. 

 
11:2.11 RESPONSIBILITY OF MEMBER.  In matters of arrests and the 

service or execution of summonses and warrants, members shall be 
guided by established precedent, the Law of Arrest, the New Jersey 
Court Rules, and by the limits of the authority given by the statute, 
bearing in mind always that in vesting them with certain powers, the 
law also holds them answerable criminally and or civilly for any abuse 
of authority. No charge of insubordination or neglect of duty will be 
entertained against any member who shall refuse a direction by a 
superior officer or citizen to make an arrest, or serve process when 
such action would be unlawful. 

 
11:2.12 PROTECTION OF EXECUTING OFFICER.  A warrant, regular on its 

face and issued by a judicial official having jurisdiction over the subject 
matter, affords full justification for all acts done by a peace officer in its 
lawful execution. The rule is everywhere recognized that a ministerial 
officer is protected because he is bound to obey the formally given 
commands of his superior having jurisdiction, without inquiring whether 
the action of the superior be justified or not. 

 
11:2.13 ARREST ON ANY WARRANT (WITHIN COUNTY).  An officer making 

an arrest under a warrant issued upon a complaint shall take the 
arrested person, without unnecessary delay, before the court or 
magistrate named in the warrant. A person making an arrest without a 
warrant shall take the arrested person, without unnecessary delay, 
before the nearest available magistrate and a complaint shall be filed 
forthwith and a warrant issued thereon. A preliminary hearing before 
the magistrate shall be held forthwith. Source: New Jersey Court Rule 
8:3-3 (a). 

 
11:2.14 ARREST ON WARRANT, INDICTABLE OFFENSE (IN OTHER 

COUNTIES). The officer arresting a defendant in a county other than 
the one in which the warrant was issued shall take the defendant, 
without unnecessary delay, before a magistrate of such county for 
purposes of bail.  Source: New Jersey Court Rule 8:3-2(c)(2). 
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11:2.15 ARREST FOR OFFENSES LESS THAN AN INDICTABLE OFFENSE 
(IN OTHER COUNTIES). The officer arresting a defendant in a county 
other than the one in which the warrant was issued shall take the 
defendant, without unnecessary delay, before a magistrate of such 
county for purposes of bail, if the defendant desires to place bail, 
forthwith.  Otherwise, the defendant may be turned over to the 
arresting officers from out of the county without arraignment before the 
local magistrate.  Source: New Jersey Court Rule 8:3-2(c)(2). 

 
11:2.16 REMOVAL OF PRISONER.  A member making an arrest under a 

warrant may, after proper police processing, take the prisoner directly 
to the court, which issued the warrant, if the court is in session and this 
procedure is expedient. 

 
11:2.17 EXECUTION WHERE ENTRY IS DENIED.  In executing warrants for 

the arrest of persons in their homes or other buildings, if admission is 
denied, members must have probable cause to believe that the 
person/s wanted and named in the warrant are within, before forcing 
entrance. They shall in all cases, inform the person or persons 
refusing to admit them that they are police officers and possess a 
warrant. After so identifying themselves, persons who obstruct or 
interfere with the officers may be arrested and prosecuted for aiding 
the person or persons wanted by the officers. 

 
11:2.18 RETURN OF ARREST WARRANTS.  Warrants are returnable 

forthwith but a warrant remains in force until it is returned. By 
"forthwith" is meant to arrest the offender, or the alleged offender, as 
soon as possible. A warrant remains in force after the accused has 
been arrested, so that, should he escape before arraignment, the 
warrant is still effective and the officer may re-arrest him. 

 
11:2.19 TIME OF SERVICE, ARREST WARRANT.  A warrant, excepting a 

search warrant, may be served at any hour of the day or night, and any 
day of the week, including Sundays. However, members should use 
good judgment in determining at what time warrants should be served 
or executed involving minor offenses. The warrant, although good 
forever, unless recalled by the court or cancelled by the Grand Jury, 
must be executed before prosecution of the complaint is prevented by 
the time limit on criminal prosecutions. 
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11:2.20 DEFECTIVE ARREST WARRANT.  No person arrested under a 
warrant, or appearing in response to a summons, shall be discharged 
from custody or dismissed because of any informality in the warrant or 
summons, but the warrant or summons may be amended so as to 
remedy any such informality.  Source: New Jersey Court Rule 
8:3-2(d)(1). 

 
11:2.21 ALTERATION ONLY BY COURT.  No warrants may be altered by any 

person other than the court or magistrates who issued them. Any 
material alteration by any other judicial tribunal or by any other person 
renders the warrant invalid. Where a member observes the warrant is 
defective, he shall return it for amending or canceling, or if the officer is 
doubtful as to warrant's validity, it shall be returned to the court or 
magistrate who issued same. 

 
11:2.22 ATTACHING REQUIRED INFORMATION.  A member conducting an 

investigation on a warrant shall attach a brief report as to his findings 
concerning the warrant and shall execute divisional forms where 
required. In cases where a positive identification is made, or 
information is developed which would serve to identify the defendant, 
such information shall be inserted on the back of the warrant, or on the 
Warrant Card filed in the Records Management Records Section. No 
alteration or amendment is to be made to the face of the warrant. 

 
11:2.23 ISSUANCE OF NEW WARRANT OR SUMMONS.  If during the 

preliminary examination of any person arrested under a warrant, or 
appearing in response to a summons, it appears that the warrant or 
summons does not properly name or describe the defendant, or that 
although not guilty of the offense specified in the warrant or summons 
there is reasonable ground to believe that he is guilty of some other 
offense, the magistrate shall not discharge or dismiss the defendant 
but shall forthwith cause a new complaint to be filed and thereon issue 
a new warrant or summons.  Source: New Jersey Court Rules 
8:3-2(d)(2). 

 
11:2.24 ARREST NOTIFICATION TO COMPLAINANT.  When arrests are 

made by warrant and the prisoner is to be arraigned, the officer who 
executed the warrant shall notify the complainant of the court, the date 
and the time the defendant will be arraigned. 
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11:2.25 ARREST MADE ON TELEGRAM, TELETYPE, FROM OUT OF 
STATE AUTHORITIES.  Whenever it shall be determined that an out 
of state authority will extradite, then upon arrest, the prisoner shall be 
brought before the magistrate where a fugitive complaint will be signed 
by the investigating officer. Members shall follow Divisional procedure 
in extradition cases. 

 
11:2.26 COMPLAINTS MADE BY MEMBERS IN CRIMES.  In case of crime, 

or where there are reluctant witnesses, or where through casualty, 
complainants are unable to appear, members having the investigation 
in these cases shall make the complaint. Members may make 
complaints even on information and belief if sufficiently informed, 
against defendants in order that the ends of justice may be served. 
Warrants shall issue against such defendants. 

 
11:2.27 COOPERATION WITH OTHER AUTHORITIES.  The Police 

Division shall cooperate fully with the law enforcement and 
prosecuting authorities of federal, state, and county governments. 

 

11:2.28 REGULATIONS FOR APPLYING FOR WARRANT FOR ASSAULT 
AGAINST SELF. Members shall arrest perpetrators of assaults, and 
criminal offenses directed against them. The perpetrators shall be 
charged accordingly. Whenever it is impossible to consummate the 
arrest at the time of the offense, the member shall make a complete 
report of the incident to his commanding officer with a request that he 
be allowed to make a complaint in the proper court at the next session. 
A warrant, which may issue as a result of filing such complaint, shall in 
no case be served by the aggrieved member. 

 
11:2.29 WARRANTS IN JUVENILE CASES.  In lieu of summonses, in the 

event that the misconduct alleged in the complaint indicates that 
immediate custody of the juvenile is in the public interest, the judge 
may issue a warrant.  Source: New Jersey Court Rule 6:8-6. 

 
11:2.30 WARRANTS IN TRAFFIC CASES.  While a summons is generally 

used in traffic offenses, a warrant may also be issued in a proper case. 
Where a warrant is issued, the arresting officer must take the person 
arrested before the magistrate or court named in the warrant without 
unnecessary delay.  For the issuance of warrants see New Jersey 
Court Rule 8:10-3. 
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11:2.31 EXECUTION ON MILITARY PREMISES. A Warrant to be served on a 
member of a military unit is usually effected through the cooperation of 
the military commanding officer or, with his approval, the military police 
assigned to such premises. 

 
11:3 SUMMONS 

 
11:3.1 SUMMONS DEFINED.  A summons is a writ, directed to the Sheriff or 

other proper officer, requiring him to notify the person named that an 
action has been commenced against him in the court whence the writ 
issues, and that he is required to appear, on a day named, and answer 
the complaint in such action.  Source: Black's Law Dictionary. 

 
11:3.2 FORM OF SUMMONS.  The summons shall be signed by the 

committing magistrate or tested in his name and signed by the person 
empowered by law to take complaints and shall be directed to the 
defendant named or otherwise designated in the complaint and shall 
describe the offense charged in the complaint. The summons shall 
require the defendant to appear before the court in which the complaint 
is made at a time and place stated therein and inform the defendant 
that if he fails to so appear a warrant will issue for his arrest. Source; 
New Jersey Court Rule 8:3-2(b)(2). 

 
11:3.3 SUMMONS ISSUANCE INSTEAD OF WARRANT.  A summons 

instead of a warrant may issue if the person taking the complaint has 
reason to believe that the defendant will appear in response thereto, or 
if the defendant is a corporation. For any non-indictable offense when 
the Administrative Director of the courts has prescribed a special form 
of complaint and summons pursuant to Court Rules 8:3-1 and 8: 3-2, 
an officer may make and sign such complaint and summons and serve 
the summons upon the defendant instead of arresting him. The officer 
shall file the complaint without unnecessary delay. Source: New Jersey 
Court Rule 8:3-2(a)(2). 

 
11:3.4 SERVICE OF SUMMONS.  The summons shall be served by any 

peace officer or other person authorized to do so by law. Source: New 
Jersey Court Rule 8:3-2(c)(1). 
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11:3.5 SERVICE OF SUMMONS REGULATIONS.  The summons shall be 
served upon a defendant by delivering a copy to him personally, or by 
leaving it at his usual place of abode with some person of his family 
over the age of 14 years then residing therein, or by mailing it to the 
defendant's last known address. The summons in cases involving 
non-moving traffic offenses may be served upon a defendant by 
affixing it to the vehicle involved in the violation. Source: New Jersey 
Court Rules 8:3-29(c)(3)(ii); 8:3-2(c)(3)(iv). 

 
11:3.6 SUMMONS IN TRAFFIC VIOLATIONS.  Summonses shall be issued 

by police officers in all cases where the Motor Vehicle Act Title 39 or a 
City Ordinance, Chapter 17 is violated, including those cases where 
arrests are made. However, the summons shall not be used in 
complaints for causing death by auto since this is an indictable offense 
not within the jurisdiction of the Municipal Court. 

 
11:3.7 POLICE OFFICERS INVOLVED IN TRAFFIC ACCIDENTS.  A police 

officer involved in a traffic accident while operating or riding as a 
passenger in a private vehicle and while off duty shall not issue a 
summons to the operator or owner of the other vehicle unless an arrest 
is made. The police officer may subsequently file a complaint in traffic 
court. 

 
11:3.8 IMPROPER DISPOSITION OF TRAFFIC TICKET.  Any person who 

aids in the disposition of a traffic ticket or summons in any manner 
other than that authorized by the court shall be proceeded against for 
contempt in the manner provided by New Jersey Court Rule 8:10-2. 

 
11:3.9 TERRITORIAL LIMITS.  The summons may be served at any place 

within the jurisdiction of the State of New Jersey. Source: New Jersey 
Court Rule 8:3-2(c)(2). 

 
11:4 SEARCH WARRANTS 

 
11:4.1 SEARCH WARRANT, CONSTITUTIONAL GUARANTY.  The New 

Jersey Constitution prohibits unreasonable search and seizure in these 
terms: "the right of the people to be secure in their persons, houses, 
papers and effects, against unreasonable searches and seizures, shall 
not be violated; and no warrant shall issue except upon probable 
cause, supported by oath or affirmation, and particularly describing the 
place to be searched and the papers and things to be seized." Source: 
New Jersey Constitution 1947, Article 1, Paragraph 7. 
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11:4.2 SEARCH WARRANT DEFINED.  A search warrant is a written order 
signed by a judge and directed to any law enforcement officer, without 
naming him, commanding him to search the person named, or the 
premises particularly described for personal property or contraband 
and bring it to the judge. 

 
11:4.3 AUTHORITY TO ISSUE SEARCH WARRANT.  A search warrant may 

be issued by a judge of a court having jurisdiction in the municipality 
where the property sought is located. Source: New Jersey Court Rule 
3:5-1. 

 
11:4.4 GROUNDS FOR ISSUANCE, SEARCH WARRANT.  A search 

warrant may be issued to search for and seize any property: 

 
(1) Obtained in violation of the penal laws of this State or any other 

state; or 
 

(2) Possessed, controlled, designed or intended for use or which has 
been in connection with the violation of the penal laws of this 
State or any other state; or 

 
(3) Constituting evidence of or tending to show any such violation. 

Source: New Jersey Court Rule 3:2A 2, 
 

11:4.5 ISSUANCE OF SEARCH WARRANT UPON AFFIDAVIT. A person 
seeking a search warrant shall appear personally before the judge who 
must, before issuing the warrant, take the Affidavit or deposition of the 
person seeking the warrant. The judge may also examine, on oath, any 
witness the applicant for the warrant may produce and may in his 
discretion require that any person upon whose information the 
applicant relies appear personally and be examined, on oath, 
concerning such information. Source: New Jersey Court Rule 3:5-3(a). 

 
11:4.6 WARRANT TO IDENTIFY AND DESCRIBE.  If satisfied that grounds 

for granting the application exists or that there is probable cause to 
believe they exist, the judge shall date and issue the warrant 
identifying the property to be seized and naming or describing the 
person or place to be searched. Source: New Jersey Court Rule 3:5- 
3(a). 
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11:4.7 WARRANT TO STATE BASIS FOR ISSUANCE.  The warrant shall 
state the basis for its issuance and the names of the persons whose 
affidavits or testimony have been taken in support thereof. Source: 
New Jersey Court Rule 3:5-3(a). 

 
11:4.8 EXECUTION BY LAW ENFORCEMENT OFFICERS.  A search 

warrant may be executed by any law enforcement officer, or by the 
Attorney General or any county prosecutor or sheriff or member of their 
staffs. Source: New Jersey Court Rule 3:5-5(a). 

 
11:4.9 TIME LIMITATION.  The warrant must be executed within 10 days 

after its date, during the hours fixed therein by the judge issuing it, 
unless the warrant provides for its execution at any time of the day or 
night.  Source: New Jersey Court Rule 3:5-5(a). 

 
11:4.10 COPY OF WARRANT AND RECEIPT FOR PROPERTY TAKEN. The 

police officer taking property under the warrant shall give to the person 
from whom or from whose premises the property was taken a copy of 
the warrant and the receipt for the property taken. In cases where 
these persons are not at home the police officer shall leave a copy of 
the warrant and a receipt at the place from which the property was 
taken.  Source: New Jersey Court Rule 3:5-5(a). 

 
11:4.11 PROMPT RETURN AND INVENTORY REQUIREMENT.  The warrant 

shall be returned promptly with a written inventory of any property 
taken.  The inventory shall be made and verified by the officer 
executing the warrant in the presence of the person from whom or from 
whose premises the property was taken and if such person is not 
present, in the presence of some other person. Source: New Jersey 
Court Rule 3:5-5(a). 

 
11:4.12 EFFECT OF IRREGULARITY IN WARRANT.  In the absence of bad 

faith, no search or seizure by virtue of a search warrant shall be 
deemed unlawful because of technical insufficiencies or irregularities in 
the warrant or in the papers or proceedings to obtain it, or in the 
execution of it.  Source: New Jersey Court Rule 3:5-8(g). 

 
11:4.13 PROPERTY DEFINED.  The term "property" as used in New Jersey 

Court Rule 3:5-2 shall be deemed to include documents, books, 
papers and other tangible objects: Source: New Jersey Court Rule 
3:5-2. 
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11:4.14 SEARCH AND SEIZURE WITHOUT SEARCH WARRANT. Court 
Rule 3:5 shall not be construed to make illegal a lawful search and 
seizure made without a search warrant. Source: New Jersey Court 
Rule 3:5-8. 

 
11:4.15 SECRECY, APPLICATION FOR SEARCH WARRANT.  A search 

warrant shall be issued with all practicable secrecy and the Affidavit or 
testimony upon which it is based shall not be filed with the Criminal 
Division Manager’s Office or made public in any way unless a warrant 
is issued and executed. The disclosure, prior to its execution, that a 
warrant has been applied for or issued, except so far as may be 
necessary to its execution, may constitute a contempt of court. 
Source: New Jersey Court Rule 3:5-4. 

 
11:4.16 EXISTENCE OF PROBABLE CAUSE FOR SEARCH. The 

Constitution requires existence of probable cause before a search 
warrant shall issue. Probable cause is defined as follows: "Probable 
cause means reasonable grounds for suspicion supported by 
circumstances sufficiently strong in themselves to warrant an ordinarily 
cautious man in the belief that the accused is guilty of the offense with 
which he is charged. "Certainty of proof is not required but more than 
suspicion or mere possibility is required." 

 
11:4.17 DESCRIPTION OF PLACE TO BE SEARCHED.  The place to be 

searched must be particularly described with adequate certainty in the 
Affidavit and warrant. The prevailing rule is that the designation of the 
place to be searched is sufficient if the officer is able to locate the 
same definitely and with certainty, for the Constitution requires a 
description which particularly points to a definitely ascertainable place, 
so as to the exclusion of all others. 

 
11:4.18 IDENTIFYING APARTMENT TO BE SEARCHED.  An apartment 

house is not a house under single occupancy, and the description must 
not only give the street and number at which the building itself will be 
found, but also the number of the particular apartment to be searched, 
or some other means by which this very one can be ascertained. The 
same is true of store buildings and other structures, if they are divided 
as to occupancy. 
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11:4.19 SEARCH OF PRISONER AND PLACE.  Ordinarily search and seizure 
incident to lawful arrest is not unreasonable. Upon lawful arrest the 
prisoner may be searched, as may be the place where the arrest is 
made in order to find and seize things connected with the crime as its 
fruits or as the means by which it was committed, as well as weapons 
and other things to affect an escape from custody. 

 
11:4.20 SEARCH OF ARRESTED PERSON'S POSSESSIONS.  The right of 

the police officer to search the person arrested extends to the property 
in his possession or within his immediate control at the time of the 
arrest, such as suitcases, boxes, bundles, and baggage. This 
sometimes extends to the search of a motor vehicle, which the 
arrested person is driving. The search of the motor vehicle must be 
made concurrent with or immediately after the arrest, and is limited to a 
search for the fruits or instruments of the offense for which the arrest 
was made. A search of a motor vehicle would not be justified when no 
fruits or instruments could possibly exist, i.e. speeding or going through 
a red light. 

 
11:4.21 EVIDENCE OF VIEW. Discovery of evidence within a vehicle by an 

observation of an officer through the window of the vehicle does not 
constitute a search. 

 
11:4.22 CONSENT TO SEARCH.  The constitutional right to protection from or 

security against unreasonable searches and seizures is a personal 
one, and any search or seizure not expressly prohibited by law may be 
legalized by consent thereof. Consent to search must be given freely 
and voluntarily without coercion, duress or fraud. 

 
11:4.23 CONSENT TO SEARCH IN WRITING.  When consent is granted it is 

advisable to get the consent in writing. Furthermore the consent must 
be explicit and members shall use the Division "Consent to Search 
Report," form whenever an allowance to search is given in lieu of 
action to be taken on the direction of a warrant. 

 
11:4.24 EXECUTION OF SEARCH WARRANT WHEN ENTRY DENIED. The 

officer executing a search warrant may, using reasonable caution and 
having probable cause, break open any outer or inner door or window 
of any premises, building, vehicle or other place or anything contained 
therein, to execute the warrant if, after pronouncement of his authority 
and purpose, he does not receive admission, the officer so breaking 
shall have the responsibility of properly securing the premises. 
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CHAPTER 12 
 
12 ARREST AND DETENTION 

 
12:1 ARREST.  An arrest is defined as a substantial physical interference 

with the liberty of a person, resulting in his or her apprehension and 
detention.  An arrest may be affected with or without the use of 
physical force, and may include a formal communication of a present 
intention to arrest, i.e. "You are under arrest".  Traditionally, an arrest 
is made by physically touching a person and informing that person that 
he or she is under arrest. However, an arrest may occur without an 
intention to use physical force and without a formal statement 
indicating same.  In this type of arrest situation, the power and 
authority of the arresting officer, along with his or her intention to affect 
the arrest, is implied by the circumstances surrounding the encounter. 

 
12:1.1 MEMBERS GUIDED BY LAW.  In matters of arrest and in the service 

of process, police officers shall be guided by well-established 
precedent in the common law of arrest and by the limits of the authority 
given them by statute. 

 
12:1.2 BROAD POWERS TO ARREST.  In the State of New Jersey, police 

officers possess broad common law and statutory powers of arrest. An 
arrest is a lawful one when authorized either by common law or under 
statute. 

 
12:1.3 AUTHORIZED ARRESTS.  No person can be lawfully arrested or 

detained by any police officer except under authority of law. An arrest 
is authorized either by the issuance of a warrant by competent 
authority, or without the issuance of a warrant under certain 
circumstances. 

 
12:1.4 SEARCH INCIDENT TO LAWFUL ARREST.  Ordinarily, search and 

seizure incident to lawful arrest is not unreasonable. Upon lawful 
arrest, the prisoner may be searched as well as the immediate area 
where the arrest was consummated in order to find and seize items 
connected with the crime, its fruits, the means by which it was 
committed, as well as weapons and other objects that may be used to 
effect an escape from custody of the prisoner or place the arresting 
officer in danger or jeopardy. Illegal items not directly connected to the 
crime but are in plain view and their illegality is immediately apparent 
to the police officer may also be seized without a warrant. 
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12:1.5 ARREST ON WARRANT.  An arrest warrant, regular on its face, and 
issued by a judicial officer having jurisdiction over the subject matter 
affords full jurisdiction for all acts done by a police officer in its lawful 
execution. A police officer is bound to obey the formally given 
command to arrest under an arrest warrant issued by a judicial officer 
having jurisdiction without inquiring whether the action of the judicial 
officer be justified or not. 

 
12:1.6 POWERS OF ARREST WITHOUT WARRANT.  New Jersey follows 

the common law of arrest, which permits a police officer to affect a 
warrantless arrest when the police officer has probable cause to 
believe that a crime has been or is being committed, by an individual or 
group of individuals (State v. Doyle 42 N.J.334). A police officer may 
also arrest for a non-indictable offense (an offense not punishable by 
imprisonment for more than one year in state prison) if the offense 
occurred in the police officer's presence or the defendant has made an 
admission bringing the offense within the presence of the officer. 
There are, however, four exceptions to the "in-presence" requirement. 
They are Shoplifting (2C:20-11), Theft of Library Materials (2C:20-14b), 
and Domestic Violence Offenses (2C:25), Driving While Intoxicated 
(39:4-50). 

 
12:1.7 FRESH PURSUIT ARREST POWERS.  Any police officer in this State 

in fresh pursuit of a person who is reasonably believed by him to have 
committed, or attempted to commit, any criminal offense in this State in 
the presence of such officer, or for whom such officer holds a warrant 
for a criminal offense, shall have the authority to arrest and hold in 
custody such person anywhere in this State. Fresh pursuit as used 
herein shall not necessary imply instant pursuit, but pursuit without 
unreasonable delay. 

 
12:1.8 TRAFFIC ARRESTS.  Police officers shall arrest any person operating 

a motor vehicle on a public or quasi-public roadway in violation of Title 
39:4-50 (Driving While Intoxicated). Persons violating any other 
provision(s) of Title 39 may be issued a Uniformed Traffic Citation but 
shall not be arrested unless a traffic warrant is outstanding on that 
person or the person cannot be adequately identified. 
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12:1.9 REASON FOR ARREST.  A police officer making an arrest shall 
inform the prisoner why he or she is arrested and if the arrest is made 
under warrant, the officer shall inform the prisoner of the nature and 
contents of the warrant. If a request is made to see the warrant the 
request should be granted as soon as possible, but only when and 
where it can be done without danger of the prisoner escaping. 

 
12:1.10 TIME OF ARREST WITHOUT WARRANT.  An arrest for a crime or 

offense, as delineated in the New Jersey Criminal Code Title 2C, may 
be made on any day and at any time of the day or night. Disorderly 
persons offenses not occurring in the officers presence, except for 
Domestic Violence, Theft of Library Materials, and Shoplifting do not 
apply. (Note: A person who admits to committing a disorderly persons 
offense to a police officer may be arrested for that offense. Case law 
views an admission of guilt by a suspect to a police officer as the 
offense being committed in the presence of the officer.) 

 
12:1.11 PLACE OF ARREST WITH OR WITHOUT WARRANT.  When a 

police officer has the right to arrest under the law, he or she may go 
anywhere - church, theater, store, place of employment, automobile, 
airplane, railroad, ship - and may enter by force if necessary and 
justifiable, for the purpose of arrest for crime. No place can be a 
refuge from arrest for crime. The police officer shall exercise 
reasonable judgment in this regard. 

 
12:1.12 ARREST IN CIVILIAN CLOTHES.  Police officers in civilian clothes 

when making an arrest shall identify themselves by showing their 
badge and at the same time announce that they are police officers. 

 
12:1.13 ASSISTING A CITIZEN IN ARREST.  When a citizen charges another 

with the commission of a crime and insists that the person charged be 
taken into custody and the circumstances appear to warrant an arrest, 
a police officer shall take the accused to the District station or 
appropriate police facility, and shall require the accuser to accompany 
him or her as the complainant. 

 
12:1.14 THE CITIZEN'S ARREST.  Prisoners arrested by citizens shall be 

processed and detained in the usual manner. 
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12:1.15 DESK OFFICER'S RESPONSIBILITY.  The desk officer shall not 
permit a person arrested by a citizen to be detained until and unless 
the desk officer has carefully considered the facts in the case and is 
satisfied that a crime or offense for which a citizen may make an arrest 
has been committed and that the person arrested has committed it. 

 
12:1.16 CITIZEN AS ARRESTING PERSON.  Citizens making arrests will be 

carried on "arrest reports" as the arresting person and shall be 
instructed by the desk officer to make a sworn complaint, and when 
and where to appear for the arraignment of the prisoner. 

 
12:1.17 SERVICES OF DETECTIVE DIVISION.  Where arrests are made by 

citizens, the desk officer shall use discretion as to whether such cases 
warrant the services of detectives.  If so, he shall immediately notify 
the desk officer of the command or division having responsibility so 
that the citizen may be interviewed and an investigation conducted, if 
necessary. 

 
12:2 JUVENILE ARREST AND DETENTION 

 
12:2.1 JUVENILE DETENTION.  Any duly appointed police officer may take 

into custody any juvenile who has committed an offense under Title 2C 
of the New Jersey Criminal Code. 

 
12:2.2 JUVENILE CONFINEMENT.  A police officer taking a juvenile into 

custody for an offense that would be an indictable offense or disorderly 
persons offense under Title 2C,or a traffic offense under Title 39,or a 
city ordinance violation shall immediately transport the juvenile 
offender to the Central Juvenile Arrest Processing Unit (CJAPU) for 
processing. All juveniles committing curfew violations shall be 
transported to the police district of occurrence to verify if a prior curfew 
warning exists for that individual.  If so, the arrest will then be 
processed at the CJAPU. Truants will be transported to the Truancy 
Task Force. Immediate notification of the juvenile’s parents or 
guardians will commence upon arrival at the arrest processing location 
or as soon as possible if there is a delay arriving. 

 
12:2.3 JUVENILE PLACE OF CONFINEMENT.  When a juvenile is to be 

placed in a jail, lockup, or police station it shall be in a segregated 
section of such premises where the juvenile cannot have contact with 
any adult who has been convicted of, or arrested for a crime. 
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12:2.4 JUVENILES TRANSPORTED.  When a juvenile has been taken into 
custody, he or she may be transported to their place of residence, or to 
the place of detention, or other facility designated by the Juvenile and 
Domestic Relations Court in a motor patrol unit or other vehicle not 
specifically intended for the transportation of adults under arrest. 

 
12:3 USE OF FORCE 

 
12:3.1 USE OF FORCE.  The Newark Police Division recognizes and 

respects the value and integrity of human life. In vesting police officers 
with the lawful authority to use force and to protect the public welfare, a 
careful balancing of all human interests is paramount. Hence, police 
officers shall use only the necessary force required to effectively bring 
an incident or individual under control, or while protecting the officer or 
a third person, from death or bodily injury. 

 
12:3.2 LIMITATIONS ON USE OF FORCE.  The power and duty to arrest 

includes the right to use force when it is reasonably required to affect 
an arrest, but the force employed must not be excessive in either type 
or amount. Whether the force resorted to be excessive depends not 
only on the degree of resistance offered to the arrest but also upon the 
gravity of offense committed. All police officers are charged with the 
responsibility of using the minimum force necessary to affect a lawful 
arrest. Furthermore, the Newark Police Division restricts the use of 
firearms by police personnel to clearly defined and limited 
circumstances. Police officers shall discharge their firearms only when 
doing so will not endanger the lives of innocent persons.  Police 
officers will not discharge their weapons at a moving vehicle unless it is 
absolutely necessary to do so to protect the life of the officer or others. 

 
12:3.3 USE OF DEADLY FORCE.  Police officers are prohibited from utilizing 

deadly force unless it can be demonstrated that the officer reasonably 
believed such force was necessary to prevent death or serious bodily 
injury to the officer or other person and only when all other reasonable 
means have been exhausted and presents an imminent threat to life if 
not apprehended which applies to one or more of the following crimes: 
Homicide, Robbery with a firearm, Aggravated Assault with a firearm, 
Aggravated Sexual Assault by the use of a weapon, physical force or 
threats to commit serious bodily harm, Kidnapping, and Aggravated 
Arson of an occupied structure. 
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12:3.4 RESPONSIBILITY FOR EXCESSIVE FORCE.  Within reasonable 
limits, the force required to effect a lawful arrest is necessarily left to 
the sound discretion of the police officer; but the officer is responsible 
for reckless abuse of that discretion. In seeking to perform the duty to 
arrest, the officer is not obliged to retreat or desist when met with 
resistance. The officer may repel force with force, being responsible 
only for unnecessary violence. 

 
12:3.5 FORCING ENTRY TO EFFECT ARREST.  In extreme cases entry 

may be forced into a dwelling or other building to arrest for a first or 
second degree crime or to preserve the peace, but only when forcible 
entry is absolutely necessary and when an explanation of the purpose 
for the entry has been given and when demand for admission in the 
name of the law has been refused. All police officers must carefully 
weigh an individuals Fourth Amendment right to be secure in their 
home and personal effects against the apparent need to forcibly enter 
into a dwelling. The police officer should be guided by the exigency of 
the situation when determining if forced entry is required and lawful. 

 
12:3.6 ENTRY BY FORCE.  Where immediate action is necessary to 

preserve evidence, where the police officer's peril would be increased, 
or where the arrest would be frustrated, a police officer may forcibly 
enter into a dwelling house to make an arrest without explaining his 
purpose or demanding admittance. 

 
12:3.7 USE OF HANDCUFFS.  Police officers shall remember that they are 

responsible for their prisoners and are required to do what is 
reasonably necessary to secure them. Officers, however, must not 
excessively tighten handcuffs when securing prisoners. Police officers 
may apply handcuffs on juveniles when affecting an arrest for a violent 
crime. They shall not restrain a prisoner in excess of the amount of 
force necessary to prevent escape. 

 
12:3.8 TREATMENT OF PRISONER.  Each police officer shall be responsible 

for the humane treatment and safekeeping of a prisoner in his or her 
custody, or detained in a building, or part thereof, over which the officer 
has supervision or responsibility. 
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12:3.9 OBSTRUCTING OR INTERFERING WITH POLICE ACTION. Police 
officers shall arrest all persons who obstruct or interfere with them 
either in making arrests or in serving process; or who aid or encourage 
a prisoner to escape; or who knowingly conceal a person who has 
committed a crime. Obstruction and interference as defined in this rule 
is construed to mean an active, physical interference; not merely words 
or criticism. 

 
12:3.10 WARNING SOMETIMES SUFFICIENT.  Police officers shall bear in 

mind that frequently a polite warning to persons who have committed 
very minor offenses will be sufficient, and arrests in such cases should 
not be made unless the offenses are willful and repeated. 

 
12:4 DIGNITARIES AND PUBLIC OFFICIALS 

 
12:4.1 AMBASSADORS AND OTHER PUBLIC MINISTERS. Ambassadors 

and other public ministers from foreign governments, accredited to the 
President or Government of the United States of America and 
recognized according to the laws of the United States, with their 
secretaries, messengers, families and servants are not punishable 
under the laws of New Jersey. Ambassadorial offenses, if punishable, 
at all, are prosecuted under the laws of the United States; for by the 
expressed terms of the U.S. Constitution, the judicial power of the 
United States extends to all cases affecting ambassadors and other 
public ministers from foreign governments. 

 
12:4.2 UNITED NATIONS MEMBERS.  A provision of the United Nations 

Charter supplemented by the Headquarters Agreement between the 
United States and the United Nations provides the same immunity for 
United Nations' Members and Officials of that organization as given to 
diplomats. 

 
12:4.3 ARREST OF FEDERAL EMPLOYEE.  A federal employee, as such, is 

not exempt from arrest for crime. The fact that his or her arrest may 
temporarily obstruct some governmental function does not give the 
federal employee the right to claim privilege.  A federal employee 
could, however, claim privilege from arrest in a civil case if such arrest 
obstructed a governmental function. 
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12:4.4 SECURITY OF THE UNITED STATES MAIL.  When a police officer 
finds it necessary to charge a crime or disorderly persons offense 
against a person responsible for delivery of the United States Mail, he 
or she shall in cases less than a first, second, or third degree crime 
cause the issuance of a summons to such person through the proper 
court. In cases involving a first, second, or third degree crime the 
arresting officer shall notify the supervisor of such person in the United 
States Postal Service and request that person to designate someone 
to take charge of the mail at a designated location. 

 
12:4.5 ARREST OF MILITARY PERSONNEL.  When a member of any 

branch within the Armed Forces is arrested, the desk officer shall 
cause to be notified, the command to which the arrested person is 
attached, and detain the person until called by a representative of the 
military police, which has local jurisdiction. 

 
12:4.6 ARREST OF CONGRESSPERSON OR MEMBER OF THE STATE 

LEGISLATURE. No Congressperson or Member of a State 
Legislature is exempt from arrest for the commission of a crime. 

 

12:5 PRISONER PROCESS 
 
12:5.1 GUARDING PRISONERS.  Whenever a police officer makes an arrest 

or has custody of a prisoner not confined in a cell or detention room, 
he or she shall hold the prisoner in a manner to prevent the prisoner 
from injuring him or her or affecting an escape. The police officer shall 
always keep the prisoner in sight and shall not permit the prisoner to 
go beyond him or her. If a prisoner escapes because of negligence on 
the part of the officer, it will be deemed gross neglect of duty. A 
prisoner shall not be left in the custody of any civilian, except when 
necessary to do so in an emergency. 

 
12:5.2 PRISONERS TRANSPORTED.  When arrests are made by police 

officers, the person arrested shall be brought to a District station or 
other appropriate police unit, division, or bureau immediately or to a 
temporary facility established in an emergency. 

 
12:5.3 BOOKING OF PRISONER REGULATIONS.  When an arrest is made 

and the prisoner is conveyed to a District station or other proper 
designated place, persons not connected with the Division are not to 
be admitted or allowed to remain in the business room, unless they 
are involved, until such time as the prisoner has been placed in a 
detention cell or room. 
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12:5.4 RELEASE OF ARRESTED PERSON.  An arresting officer shall not 
release an arrested person from custody, except when the defendant 
meets the parameters established in Court Rule 3:4-1 for a S.I.L.O.D. 
release or on orders from a judge. 

 
12:5.5 RECORDING THE ARREST.  Desk officers shall make certain that 

proper record of every arrest is made. 
 

12:5.6 LEGALITY OF ARREST.  Desk officers shall use discretion in all 
cases of arrest brought before them, making certain that the act with 
which the prisoner is charged constitutes an offense for which a person 
may be lawfully detained, and that there are reasonable grounds for 
the complaint. 

 
12:5.7 ARREST NOTIFICATIONS FOR PRISONER.  Prisoners shall be 

given the privilege of notifying relatives, friends, or counsel of their 
arrest and every reasonable assistance shall be given to ensure 
delivery of such information by telephone. No notification shall contain 
information but that pertaining to the arrest and the immediate needs of 
the prisoner.  This privilege shall not have priority over police 
procedure and regulations. 

 
12:5.8 ARREST INFORMATION TO CITIZENS.  Citizens who request 

information regarding charges against a person in custody will be told 
the nature of the complaint or complaints, unless in the opinion of the 
desk lieutenant, the furnishing of the information would tend to defeat 
the ends of justice. 

 
12:5.9 FINGERPRINTING PRISONERS.  All persons arrested for an 

indictable offense, or any person believed to be wanted for an 
indictable offense, or believed to be an habitual offender shall, in 
accordance with the law, be sent immediately to the Prisoner 
Processing Division to be fingerprinted, after such person has been 
searched and a proper record of the arrest is made. An arrest report 
properly filled out by the arresting officer, stating the nature and details 
of the case and all personal property (not evidential) taken from the 
person or possession of the prisoner shall accompany such prisoner. 

 
12:5.10 CONCEALED WEAPONS.  When arresting a person suspected of 

carrying concealed weapons, a police officer shall search the person 
immediately and thoroughly before transporting him to a District station 
or to the Prisoner Processing Division, or to any other place of 
detention. 
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12:6 SEARCH OF PRISONERS 
 
12:6.1 STRIP SEARCH.  A strip search is the removal or rearrangement of 

clothing to permit visual inspection of a person's undergarments, 
buttocks, anus, genitals, and breasts. Removal or rearranging of 
clothing reasonably required to render medical treatment or 
assistance, or the removal of articles of outer clothing such as coats, 
ties, belts, and shoelaces does not constitute a strip search. Police 
officers must adhere to the Attorney General 's Strip Search and Body 
Cavity Search Requirements and Procedures for Police Officers before 
performing a strip search. 

 
12:6.2 BODY CAVITY SEARCHES.  A body cavity search is the visual 

inspection or manual search of a person's anal cavity or vaginal cavity. 
Due to the physical component and seriousness of body cavity 
searches, they are not appropriate or allowed without custodial 
confinement. Police officers must also adhere to the New Jersey State 
Attorney General's Strip Search and Body Cavity Search 
Requirements before performing body cavity searches. 

 
12:6.3 MALE PRISONERS.  Desk officers shall cause all male prisoners to 

be thoroughly searched before they are lodged in a cell, in accordance 
to the New Jersey State Attorney General Guidelines pertaining to 
prisoner searches. Prisoners shall not be permitted to retain drugs, 
medicine, liquor, articles of evidence, weapons, money or valuables. 
In accordance with this policy the following type of items and personal 
property shall be removed from a prisoner's possession: 

 
(1) All objects, from which a prisoner may be able to fashion 

weapons, deface property, endanger life or facilitate escape. 
 

(2) All articles of metal, plastic, or a combination of both materials, 
i.e., laminated credit cards, combs, wallets, keys, pipes, cigarette 
and cigar holders. 

 
(3) All currency and items of jewelry, i.e., rings, watches, bracelets, 

necklaces, tie pins, and tie clips. 
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(4) Particular items of clothing, i.e., belts, neckties, shoelaces, 
scarves, large handkerchiefs. The desk officer retains the 
prerogative of ordering any item of clothing removed from a 
prisoner, where in his judgment, such removal is in the interest of 
the prisoner or it is inherent to a complete and thorough search. 

 
12:6.4 SECURITY OF PRISONERS PERSONAL PROPERTY.  To ensure 

the proper security of a prisoner's personal property, the following 
items shall be utilized. 

 
(1) Secure-Pac Envelope. Plastic envelope with tamper-proof 

adhesive flap. 
 

(2) Division Property Envelope DPI:154. This envelope shall be 
utilized for the storage and access to medication a prisoner may 
have on his/her person at the time of arrest. The information 
required on this envelope shall be written on its face, i.e. District, 
Central Complaint Number, Central Arrest Number, date, and the 
contents listed. In addition, note the prisoner’s name, and on the 
upper right portion of the envelope repeat the CC number to 
facilitate filing. 

 
(3) Division Property Envelope DPI:153. This envelope shall be 

utilized when medication is in possession of a prisoner. The same 
procedure utilized in paragraph 2, (re: DPI:154) of this section 
shall apply as regards the use of this envelope. 

 
(4) Prisoner's Personal Property Form, DPI:1755. This form is 

executed for all prisoners when personal property is removed 
from them. The Desk Officer shall also log on the Arrest Report 
DPI:800, in block #47, whether or not form DPI:1755 was 
executed. 

 
(a) White copy - given to prisoner for his or her receipt. 

 
(b) Yellow and pink copy - file in a 5 x 8 jogger box at each District 

Station and Prisoner Processing respectively. 
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When the prisoner is transported, the pink and yellow copies will 
accompany the prisoner. The receiving officer, at the Prisoner 
Processing Division, shall sign both copies in the space provided on 
the form. The Prisoner Processing Division officer retains and files the 
pink copy. The yellow copy is returned, by the prisoner transport 
officer, for filing at the appropriate District Station. 

 
(5) Four Drawer Locking File Cabinet. All Prisoners’ Personal 

Property Envelopes, after they are properly filled out and sealed, 
shall be housed in the specially provided locked cabinet. The 
cabinets shall be kept locked and the key shall be the 
responsibility of the Superior Officer in charge of the District Desk 
and the Prisoner Processing Division. 

 
(6) Prisoner's Personal Property Unclaimed. Any prisoner's personal 

property that remains unclaimed, after a thirty-day period, shall be 
sent to the Police Property and Evidence Storage Section for 
storage and final disposition. 

 
(a) Desk officers shall list all unclaimed prisoner's personal property by 

proper name and Central Complaint Number on Property and 
Evidence Form DPI:152. 

 
(b) A new Central Complaint Number shall be obtained from the 

Record Bureau. 
 

(c) The completed Property and Evidence Form DPI:152 and the 
unclaimed envelopes shall be delivered to the Property and 
Evidence Storage Section by the assigned Property and Evidence 
personnel. 

 
(d) The Property and Evidence clerk shall inspect the condition of each 

listed envelope, check the Central Complaint Number against the 
Property and Evidence sheet and if satisfied the clerk will sign, date 
the form, and return the Command Copy to the Police Officer. 

 
(e) The Commanding Officer of the Property and Evidence Storage 

Section shall be required to hold such property for a minimum 
period of six months. Property that is not claimed after six months 
will be reported through channels and be requested for Auction, or 
to destroy, depending on the nature of the items. 
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12:6.5 FEMALE PRISONERS.  The search of a female prisoner by male 
Division officers is restricted to a search of the female prisoner's purse 
and those articles of outer clothing, which can be removed from the 
prisoner and searched with propriety. A female Division officer or 
other responsible female such as a matron, registered nurse, a female 
court attendant, or a county or state prison matron shall be summoned 
to make a thorough search of all female prisoners with all the privacy 
circumstances permit. The items to be removed from her possession 
shall be the same as those enumerated in 12:6.3 and they are to be 
safeguarded in accordance with 12:6.4. 

 
12:6.6 SEARCH OF UNCONSCIOUS OR INJURED PRISONERS.  When an 

unconscious or seriously injured prisoner is removed to a hospital, a 
police officer shall search the prisoner, if a male, in the presence of 
witnesses. If a female prisoner, the search of the prisoner of the 
prisoner shall be left to the hospital authorities and any property that is 
in her possession which is unlawfully carried, or which is required as 
evidence, or which is lawfully carried but dangerous to life or would 
facilitate escape, shall be obtained by the arresting officer and 
delivered to the desk officer. Prisoner's Personal Property Form 
DPI:1755 shall be executed, the provisions of section 12:6.4(4) shall 
be followed and the white prisoner's receipt copy of form DPI:1755 
given to hospital authorities. 

 
12:6.7 UNCONSCIOUS OR INJURED PRISONER.  A police officer shall not 

take an unconscious or seriously injured prisoner to a District Station 
or other designated place for detention. An ambulance or other 
conveyance shall be summoned and such prisoner shall be removed 
to the nearest hospital. 
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CHAPTER 13 
 
13 PUBLIC ASSEMBLAGES AND EMERGENCIES 

 
13:1 PUBLIC ASSEMBLAGES AND EMERGENCIES IN GENERAL. 

Peaceful public assembly is a basic right of the American people. 
Ordinarily, public assemblages are lawfully conducted and serve a 
useful purpose.  Planned assemblages at parades, at political rallies, 
at sporting contests and at school affairs, and unplanned assemblages 
at fires, disasters, or at accidents are usually orderly gatherings. Every 
crowd, every assemblage, and every gathering, has the potential for 
becoming unruly. An assemblage, through the occurrence of an 
unforeseen event or action may, become uncontrolled to the point 
where the rights of others are interfered with, or where panic or mob 
action takes place. All gatherings, therefore, require careful police 
supervision in order that law and order be maintained and that life and 
property are safeguarded. 

 
13:2 ASSISTANCE RENDERED.  All police officers assigned to public 

assemblages shall impart directions courteously and efficiently and 
shall render assistance to everyone. 

 
13:3 UNREPORTED FIRES.  The police officer first on the scene of an 

unreported fire shall: 
 

13:3.1 SOUND THE ALARM.  First sound the alarm of fire or make certain 
that an alarm of fire has been transmitted by the most effective means 
available. 

 
13:3.2 ALERT OCCUPANTS.  After being assured that an alarm of fire has 

been or will be transmitted, the police officer shall alert the occupants 
of a burning building in the most effective manner as quickly as 
possible. 

 
13:4 REPORTED FIRES 

 
13:4.1 DIRECTING THE FIRE APPARATUS.  When the fire is not visible 

from the fire alarm box, or from any other location from which an alarm 
is sent, the police officer shall, if possible, station a responsible person 
at the box or at another selected location to direct the fire apparatus. 
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13:4.2 RETURNING TO THE SCENE OF THE FIRE.  When the police officer 
is certain that the alarm has been sent and that the Fire Division will 
be able to locate the fire, the officer shall proceed to the scene of the 
fire and render such assistance as may be necessary. 

 
13:4.3 ASSISTING FIREFIGHTERS AFTER ARRIVAL.  Upon the arrival of 

fire fighters at a fire, police officers shall yield command for the 
management and control of the fire to them. They are bound, 
however, to aid the fire fighters in assisting occupants of dwellings to 
the street, if necessary. Police officers shall refrain from entering any 
premises where a fire occurs except to assist in saving the lives of the 
occupants. 

 
13:4.4 ESTABLISH POLICE LINES. The superior officer in charge of the 

police at the scene of a fire shall establish and maintain police lines 
and insure conditions that will: 

 
(1) Permit fire fighters to carry out their work unhampered. 

 
(2) Regulate pedestrian and vehicular traffic at the scene. 

 
(3) Safeguard materials and property taken from the building. 

 
13:4.5 PERSONS ALLOWED WITHIN LINES.  In the absence of orders to 

the contrary, the persons and vehicles that may cross police lines are 
enumerated as follows; 

 
(1) The Mayor. 

 
(2) Fire Division members. 

 
(3) Police Division members. 

 
(4) Fire and Police Chaplains. 

 
(5) Physicians whose services have been requested. 

 
(6) Ambulances. 

 
(7) Building and Water Division personnel. 

 
(8) Public utilities personnel. 
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(9) Authorized personnel from volunteer organizations. 
 

(10) Other authorized governmental agencies on assignment. 
 

(11) Authorized press card holders. 
 
13:4.6 PRESS CARD PRIVILEGE LIMITATIONS.  Holders of authorized 

press cards who gain admission through police lines are not permitted 
to enter buildings. Police officers shall confiscate such cards from 
persons attempting to use them for this purpose and shall eject the 
offenders from the police lines. 

 
13:4.7 SAFEGUARDING PROPERTY.  Police officers shall be diligent in 

preserving order and protecting property from theft or wanton 
destruction and shall not permit unauthorized persons to interfere with 
such property. Police officers shall provide adequate space away from 
the flames for the deposit of property removed from the building and 
safeguard the property, until returned to the possession of its lawful 
owner. 

 
13:4.8 INJURED FIREFIGHTER.  Police officers shall not direct the removal 

of a sick or an injured fire personnel from the scene of a fire without the 
knowledge of a Fire Division superior officer. In cases of extreme 
emergency, however, the injured may be moved and a Fire Division 
superior officer so notified as soon as possible thereafter. 

 
13:4.9 REPORTING.  Police officers at a fire shall execute and submit an 

"Incident Report" when a crime or other violation of the law becomes 
known to them or when a casualty results. 

 
13:4.10 ARSON OR OTHER CRIME.  If arson or other crime is suspected, 

police officers reporting shall observe and note in their memorandum 
books the relative position of any item of evidence, any material or 
objects and all circumstances which may be important in determining 
the origin of the fire. The officer's findings shall be contained in an 
"Incident Report" which shall be executed and submitted. 

 
13:4.11 COMMAND AT THE SCENE.  Command of the police function at the 

scene of a fire shall be exercised in the following manner; 
 
 
 
 

 

13-3 



NEWARK POLICE DIVISION 

RULES & REGULATIONS 
 

 

 

13:4.11-1 RESPONSIBILITY OF FIRST MEMBER AT THE SCENE.  The first 
police officer to arrive at the scene shall assume charge of the police 
function, pending the arrival of a superior officer who shall immediately 
take charge.  When the first superior officer to arrive is not of the 
District in charge of the area, they shall be superseded by the first 
superior of equal or higher rank to arrive who is assigned to the 
command responsible for the area. 

 
13:4.11-2 RESPONSIBILITY OF THE POLICE OFFICER IN CHARGE.  It shall 

be the responsibility of the police officer in charge: 
 

(1) To establish a temporary command post near the scene when the 
fire is of a serious nature. 

 

(2) To supervise and direct the police officers who are present. 

 
(3) To assign officers to prepare the report and conduct a preliminary 

investigation when necessary. 
 

(4) When arson, or other crime is suspected, to notify the desk 
lieutenant in the area of occurrence and the Communications 
Dispatcher. The dispatcher shall then notify the Arson Squad of 
the Fire Division. 

 
(5) To cause pedestrian and vehicular traffic to be rerouted, when 

necessary. 
 

(6) After a fire and when circumstances require, establish a detail for 
taking charge of damaged buildings to warn the public of existing 
dangers, to prevent unauthorized persons from entering or from 
removing property, and to safeguard evidence. 

 
(7) Direct the return of traffic to normal thoroughfares when 

conditions permit. 
 

(8) To assemble the police officers and return them to their regular 
assignments as may be proper under the circumstances when 
their services are no longer needed at the fire. In the absence of a 
superior officer, the senior police officer shall take this action. 
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13:4.12 LOCATION OF FIRE ALARM BOXES.  Police officers shall familiarize 
themselves with the location of every fire alarm box within their 
district's boundaries. 

 
13:4.13   RESPONSE TO FIRE.  Police officers on duty shall report to the scene 

of a fire occurring on their posts unless otherwise engaged in important 
police duties, or unless otherwise ordered. 

 
13:4.14 FALSE ALARMS. In case a false alarm of fire has been sounded 

maliciously, police officers shall make every effort to apprehend those 
responsible as quickly as possible. 

 
13:5 PARADES 

 
13:5.1 COMMAND.  The Commander of the Operations Bureau shall 

designate a command rank officer to be in charge of traffic control. 
Another designated command rank officer shall be in charge of crowd 
control, unless otherwise directed by the Bureau Commander. 

 
13:5.2 PARADE PLANNING.  After inspecting the route, the formation area 

and the dismissal area of the parade, a designated superior officer, of 
the Operations Bureau, shall submit plans for its policing requirements 
and shall submit requests for work details to the Commander, 
Operations Bureau, in sufficient time to prepare assignments and 
orders. 

 
13:5.3 PARADE HEADQUARTERS.  Parade headquarters shall be 

established at a location close to the reviewing stand. 
 

13:5.4 PARKING RESTRICTIONS.  Before the parade takes place, the 
Commanding Officer of the Operations Bureau shall have notified the 
Bureau of Traffic and Signals to cause "No Parking” signs to be posted 
in the area affected by the movement of the parade. 

 
13:5.5 REMOVAL OF VEHICLES.  The designated command rank officer for 

traffic control shall make tow trucks available for the removal of 
unattended vehicles which are parked in violation, whether in the 
formation area, or whether in the dismissal areas, or along the parade 
route itself. 

 
13:5.6 PARADE SECTORS.  The entire area affected by the parade shall be 

divided into sectors with each district commander placed in charge of 
one of them unless otherwise ordered. 
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13:5.7 RESPONSIBILITIES OF SECTOR COMMANDERS. Each sector 
commander shall be responsible for: 

 
(1) Preventing unscheduled maneuvers and exhibitions so that large 

gaps between parade contingents are avoided and for exerting all 
efforts for otherwise keeping the parade moving. 

 
(2) Expediting the movement of pedestrian and vehicular traffic 

across the parade route during breaks in the parade. 
 

(3) Preventing spectators from overcrowding the sidewalks along the 
parade route. A passageway for pedestrians shall be kept open 
along the sidewalks. 

 
(4) Remain alert for the occurrence of fire and other emergency by 

formulating plans: 
 

(a) To halt the progression of the parade one block from the 
scene of the emergency. 

 
(b) To clear the stricken area a distance of one block in all 

directions. 
 

(c) To report developments to parade headquarters. 
 

(d) To arrange for resumption of the parade as soon as conditions 
permit. 

 

13:5.8 REPORTING FOR PARADE DUTY.  Police officers assigned to 
parade duty shall report at the time and place designated, neat and 
clean in the uniform of the day, carrying full equipment. 

 
13:5.9 KNOWLEDGE OF PARADE ORDER.  Police officers assigned to 

parade duty shall become familiar with the contents of the parade 
order noting the special measures taken to arrange for establishing 
alternate traffic and bus routes. Any such change shall be courteously 
explained to inquiring citizens. 

 
13:5.10 KNOWLEDGE OF ALARM BOX LOCATIONS ALONG PARADE 

ROUTE. Upon being posted along the parade route, police officers 
shall ascertain the locations of the nearest telephone, and the nearest 
fire alarm box. 
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13:5.11 FACING SPECTATORS.  As a general rule, police officers posted 
along the parade route shall face the spectators, unless a written or 
verbal order directs them to do otherwise. 

 
13:5.12 SALUTING THE COLORS.  When the National Anthem is played or 

when facing the passing of the National Colors, police officers shall 
tender the regulation salute unless they are preoccupied with other 
police duty. 

 
13:5.13 PARADE DUTIES AND RESPONSIBILITIES.  When assigned to 

parade duty police officers: 

 
(1) Shall keep spectators out of the roadway along the parade route 

and at intersecting streets. 
 

(2) Shall prevent spectators from standing near sidewalk openings, 
store windows or other hazardous places. 

 

(3) Shall prevent spectators from climbing on structures, trees, poles, 
newsstands, fire escapes, or from standing on barrels, boxes or 
other portable objects. 

 
(4) Shall be on the alert so as to apprehend peddlers unauthorized to 

sell, pickpockets, purse-snatchers, degenerates and persons who 
are otherwise disorderly. 

 
(5) Shall prevent unauthorized persons on foot or who are operating 

vehicles from joining in the line of march, and shall cooperate with 
parade officials in removing from the parade, any banner, any 
sign, or other implement of an offensive, objectionable or a 
derogatory nature. 

 
(6) At the termination of the parade shall not permit persons or 

vehicles to assemble in the rear of the columns of paraders. 
 

(7) Shall remain at the assignment until they are properly relieved or 
otherwise detailed, or until they have been ordered back to their 
regular duties. 
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13:6 STRIKES. 
 
13:6.1 GENERAL DUTIES OF POLICE.  The general duties of the Police 

Division in connection with labor disputes and industrial disorders are 
the protection of life, property and the rights of all citizens, and the 
preservation of order. Police officers shall remain neutral. They shall 
exercise restraint and patience in all matters, but they shall resort to 
prompt and direct action after their warnings have failed or after rough 
tactics are employed by either faction. 

 
13:6.2 RESPONSIBILITY OF DISTRICT COMMANDERS.  When notified of 

an impending strike or a labor dispute, the commanding officer of the 
district where the strike or dispute is to occur, shall cause an 
investigation to be made. The commanding officer shall describe the 
results of this investigation on a copy of form DPI:1032, which shall be 
submitted to the Commanding Officer of the Operations Bureau. 

Another copy of this form shall be forwarded through channels to the 
Intelligence Unit. 

 

13:6.3 POLICING A STRIKE.  The district commander shall, when necessary, 
order the immediate assignment of sufficient personnel to police a 
strike situation. If policing is not required, the strike location shall be 
made a lookout. 

 
13:6.4 PRECAUTIONS AGAINST A SERIOUS STRIKE.  When a strike of 

potential seriousness or long duration threatens, the district 
commander shall cause a survey to be made and a map prepared 
showing the following: 

 
(1) Entrances and exits to the area, accompanied by the names and 

widths of the streets concerned. 
 

(2) Vacant spaces or areaways between the buildings. 
 

(3) Location of vacant fields and parking areas. 
 

(4) Proximity of labor field headquarters, if any are to be established. 
 

(5) Extent and location of illumination at night. 
 
13:6.5 INFORMATION TO LABOR AND MANAGEMENT.  Labor and 

management representatives shall be alerted by district commanders 
to the following regulations: 
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(1) The law shall be enforced with strict impartiality. 
 

(2) Unlawful conditions or acts leading to disorder shall be prevented. 
 

(3) Force or violence shall not be tolerated. 

 
(4) The right of the public to use the streets and sidewalks shall be 

protected. 
 

(5) All parties to the dispute shall refrain from using language or from 
using a manner of address that is offensive to public decency or 
which may provoke violence. 

 
(6) The employment of professional thugs, bullies and agitators shall 

not be permitted. 

 
(7) Police officers shall prevent the gathering of crowds that tend to 

intimidate or hinder passage in and out of the area. 
 

(8) Police officers shall not permit parking on the streets, in alleys or 
on the highways where picket lines are in operation. 

 
(9) Police officers shall restrain pickets from using loud, offensive or 

profane language or from making unnecessary noise. 
 

(10) Police officers shall restrain persons who are under the influence 
of intoxicating liquor from joining the picket lines. 

 

(11) Police officers shall advise private or company guards to confine 
their police work to the area within the limits of the private 
property to which they are assigned, unless they are summoned 
by the police for assistance on the streets and sidewalks. 

 
(12) Police officers shall not permit mass picketing which interfere with 

the rights of persons to use the sidewalks and streets. 

 
(13) Police officers shall protect the rights of striking employees to 

conduct orderly picketing. 
 

13:6.6 UNIFORMS AND EQUIPMENT.  Police officers detailed to a strike 
shall wear the uniform of the day and shall report fully equipped. They 
shall carry the baton/PR24 only when ordered to do so. 
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13:6.7 USE OF BATON/PR-24.  Baton or PR-24 shall be made available at a 
designated location but shall not be exhibited unless there is evidence 
of violence. 

 
13:6.8 NEUTRALITY.  Police officers shall not place themselves under 

obligation to either party involved, during a strike. Police officers shall 
not accept offerings or inducements from either party. 

 
13:6.9 DEMEANOR.  Police officers assigned to strike duty shall be 

diplomatic in the discharge of their duties and shall avoid any undue 
display of police authority. It is not a breach of ethics for the police to 
speak to participants connected with either side. All police officers, 
however, shall refrain from entering into arguments or from the passing 
of unnecessary remarks. 

 
13:6.10 STRIKE RESPONSIBILITY.  Responsibility at strikes is outlined as 

follows; 

 
(1) Police officers shall remain at their posts, spaced at intervals, 

along the picket line. They shall not gather in groups. 
 

(2) Police officers shall be watchful for any violation of the law, 
particularly assaults and other interference with the rights of 
persons and their property. 

 
(3) Police officers shall attempt to prevent physical contact that is 

unlawful or violent. 

 
(4) Police officers shall not permit street meetings unless permission 

has been granted by the Police Director. 
 

(5) Police officers shall restrain pickets from trespassing on private 
property unless they have been given permission to do so by the 
owner concerned. 

 
13:7 SUICIDES 

 
13:7.1 SUICIDES.  The first police officer on the scene where a person is 

threatening to jump from a building or other structure shall immediately 
notify the Communications Division (via Dispatcher) and request the 
necessary assistance. 
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13:7.2 RESPONSIBILITY OF SUPERIOR OFFICER OR DISPATCHER. 
Supervisory personnel or the dispatcher shall immediately cause the 
dispatch of personnel of the Special Operations Division Emergency 
Section with life net and whatever additional personnel or equipment is 
necessary to implement the rescue operations. If a police life net is not 
available, the Fire Division shall be notified to respond with its life net 
and the necessary complement of personnel to effect the rescue 
operation. 

 
13:7.3   RESPONSIBILITY OF POLICE OFFICERS.  Pending the arrival of the 

life net, Special Operations Division personnel and any other additional 
assistance, the police officer at the scene shall; 

 
(1) Remain calm so as not to excite the person who is threatening to 

jump. 
 

(2) Use every means possible to dissuade and prevent the person 
from jumping. 

 

(3) Seek the assistance of the person’s friends, relatives or 
clergyman. 

 
(4) If possible, confine the person to a location where the life net can 

be set up to prevent jumping from another spot. 
 

(5) When the person is on a ledge or roof of a building, try to confine 
the person to the side of the building, which presents the best 
opportunity for setting up the net. 

 
13:7.4 REMOVAL FOR MENTAL OBSERVATION.  When a suicidal jump 

has been averted and the person is taken into custody, police officers 
shall arrange for their removal to the hospital for mental observation. 
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CHAPTER 14 
 
14 LICENSES AND PERMITS 

14:1 PURPOSES OF LICENSING 

Licensing regulations have been established for many purposes, 
including the prevention of crime, the maintenance of order, and the 
regulation and control of businesses and professions. 

 
14:1.1 APPLICATION.  Applications for licenses and permits in businesses 

and in occupations requiring such control shall be made to the agency 
having jurisdiction for the issuance of such license or permit, except as 
may be otherwise noted. 

 
14:1.2 JURISDICTION.  Designated city agencies shall have jurisdiction for 

governing the issuance of licenses and permits for the operation of 
many businesses and for the pursuit of certain occupations. In many 
instances the investigation of applications and the exercise of 
supervision over the business or occupation is vested in the issuing 
agency. In other cases the responsibility for investigating applications 
is vested in the Police Division. 

 
14:2 LICENSE AND PERMIT ISSUANCE BY POLICE CHIEF 

 
The Office of the Chief of Police shall have responsibility for issuance 
of licenses and permits, as follows: 

 

Type Authority 
 

(1) Canvasser and Solicitor Permits.................C.O. 8.30 
 

(2) Concealed Weapons Permits..........N.J.S. 2A:151-44 

(3) Dance Permits...........................................C.O. 8.216 

(4) Distributors-Advertising Matter....................C.O. 8.22 
 

(5) Firearms Purchase Permit...............N.J.S. 2A:151-36 
 

(6) Press Cards 
 

(7) Sound Permits 
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(8) Special Events 
 

(9) Tag Days 

 
14:3 LICENSE AND PERMIT ISSUANCE BY OTHER AGENCIES 

SUBJECT TO INVESTIGATION BY POLICE 
 

14:3.1 ALCOHOLIC BEVERAGE CONTROL.  This City agency is 
responsible for the issuance of licenses, transfers, and renewals of 
plenary retail consumption, distribution, and club establishments under 
authority of New Jersey Statutes 33:1-12. 

 
14:3.2 BUREAU OF DOG CONTROL.  This City agency is responsible for the 

issuance of Dog Kennel licenses under authority of City ordinance 
4:22. 

 
14:3.3 OFFICE OF THE CITY CLERK.  This City agency is responsible for 

the issuance of licenses for Bingo and Raffles, under authority of New 
Jersey Statute 5:8-52 and for Constable licensing, under authority of 
New Jersey Statute 40:41-34. 

 
14:3.4 DIVISION OF LICENSES.  This City agency is responsible for the 

issuance and the control of permits and licenses for a variety of 
activities, including: 

 
(1) Amusement Parlors 

 
(2) Auctioneering 

 
(3) Automatic Amusement Devices 

 
(4) Billiard Rooms. 

 
(5) Bowling Alleys. 

 
(6) Dance Halls. 

 
(7) Florists. 

 
(8) Itinerant Vendors. 

 
(9) Junk Shop Keepers. 
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(10) Phrenologists. 
 

(11) Professional Boxing and Wrestling. 
 

(12) Restaurants 
 

(13) Roller Skating Rinks. 
 

(14) Shooting Galleries. 
 

(15) Shows and Exhibitions. 
 

(16) Transient Merchants. 

 
14:4 LICENSE AND PERMIT ISSUANCE BY OTHER AGENCIES NOT 

SUBJECT TO INVESTIGATION BY THE POLICE DIVISION 
 

Many licenses and permits other than those enumerated in the 
preceding sections and paragraphs are issued by City agencies and do 
not entail police investigative responsibility. 

 
14:5 DIVISION INVESTIGATIVE RESPONSIBILITY 

 
In designated businesses, in enterprises, and in occupations controlled 
by license, by permit or otherwise, where the application renewal, or 
where the transfer is subject to investigation by the Police Division, the 
responsibility is delegated as follows: 

 
14:5.1 TAXI DIVISION Authority 

 
Taxicabs C.O. 31 

 
(a) Driver 
(b) Starter 
(c) Owner 
(d) Transfer 

 
14:5.2 INTERNAL AFFAIRS 

 
Special Police N.J.S. 40:47-19 
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14:5.3 License Unit 
 

District License Investigator 
 

(1) Alcoholic Beverages N.J.S. 33 
(Consumption-Distribution-Club-Special-Social Permit-License 
Renewal and Transfer) 

 

(2) Amusement Parlor C.O. 8.243 A 

(3) Auction Business C.O. 8.103 

(4) Auction Sale of Jewelry C.O. 8.127 

(5) Auctioneer C.O. 8.103 

(6) Automatic Amusement Device and Transfer C.O. 8.221 and 
C.O. 8.227 

(7) Automatic Amusement Device Distributor C.O 8.234A. 

(8) Bingo and Raffles N.J.S. 5:8-52 

(9) Billiard and Pool Room C.O. 8.163 

(10) Bowling Alley C.O. 8.163 

(11) Concealed Weapons Permit N.J.S. 2A:151-44 

(12) Constables N.J.S. 40:41-34 

(13) Dance Halls C.O. 8.210 

(14) Dog Kennel C.O. 4.22 

(15) Firearm Purchase Permit N.J.S. 2A:151-35 

(16) Florist C.O. 8.148 

(17) Junk Shop Keeper C.O. 8.73 

(18) Miniature Golf Course C.O. 8.163 
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(19) Phrenologist C.O. 8.154 

(20) Press Card Holders 
 

(21) Professional Boxing and Wrestling C.O. 8.202 

(22) Restaurant C.O. 8.163 

(23) Roller Skating Rink C.O. 8.163 

(24) Shooting Gallery C.O. 8.18 

(25) Show and Exhibition C.O. 8.192 
(Amateur Shows, Circuses, Concerts, Dog and Cat Shows, Model 
Train Exhibitions, Motion Picture House Theaters, Stage Shows, 
Roller Skating Derbies). 

 
(26)  Transient Merchant Itinerant Vendor C.O. 8.39 

 
14:6 FINGERPRINTING FOR CERTAIN OCCUPATIONS 

 
Applicants must be finger printed to engage in any of the business, 
occupations or enterprises for which the Police Division has 
investigative responsibility. 

 
14:7 THE INVESTIGATION OF THE APPLICANTS 

 
Police officers shall investigate the applicant's police record, his 
character and habits, and the statements he gives in his application. 
The commanding officer having jurisdiction, shall require the 
investigation be conducted as expeditiously as possible and shall 
cause the results to be forwarded through channels. 

 
14:7.1 GROUNDS FOR DISAPPROVAL.  The commanding officer shall 

recommend the disapproval of an application: 
 

(1) When the applicant has been convicted of a crime, 
 

(2) When the applicant makes a false statement in the application or, 

 
(3) When the issuance can be considered justifiably objectionable for 

any reason. 
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14:7.2 POLICE OFFICERS OBSERVING VIOLATIONS.  When police 
officers observe any violations of the conditions under which any 
license or permit is granted, or when they observe a person engaged 
in any business, occupation, or enterprise requiring a license or permit 
without having secured one, they shall take action as follows: 

 
(1) If the circumstances warrant an arrest, then they shall take that 

course of action. 
 

(2) If the circumstances do not warrant an arrest, they shall submit a 
report to their command. In turn, the command shall forward this 
report through channels to the issuing agency for whatever action 
this agency decides to take. 

 
14:7.3 ARREST OF LICENSEE.  When police officers make any arrest, and 

the arrestee is the holder of any license or permit issued by a City 
agency, the circumstances of the arrest shall be forwarded through 
channels to the issuing agency for whatever disposition it deems 
necessary. 

 
14:7.4 ARREST IN A LICENSED PREMISES.  When an arrest occurs in any 

licensed premises and there is cause to believe that collusion exists 
between the arrest and the licensed premises, the facts shall be 
forwarded, through channels, to the issuing agency for whatever 
disposition it deems necessary. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

14-6 



NEWARK POLICE DIVISION 

RULES & REGULATIONS 
 

 

 

CHAPTER 15 
 
15 UNIFORMS AND EQUIPMENT 

 
15:1 UNIFORM AND EQUIPMENT REGULATIONS.  Police officers and 

certain employees of the Police Division shall wear uniforms and use 
the equipment prescribed for their rank and assigned duty as set forth 
in Division Rules and Regulations, and in Procedures and Orders. 
Uniforms and equipment shall be inspected as is directed in General 
Order "Basic Uniform Regulations”. Commanding officers shall inspect 
new items of uniform or equipment parts before they may be worn or 
used. Inspecting officers shall reject any item of uniform or equipment 
that does not conform to Division specifications. 

 
15:1.1 RESPONSIBILITY FOR USE AND CARE.  Police officers and certain 

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

 
15:1.2 REPORTING LOST, DAMAGED, AND UNSERVICEABLE 

EQUIPMENT. Any police officer who loses or damages their badge, 
cap wreath, official police service weapon, or any other item of City 
issued equipment shall immediately apprise their commanding officer 
of the facts by the submission of a detailed "Administrative Report." 
The commanding officer shall then cause an investigation to 
commence relative to the loss or damage of City issued equipment. 
After reviewing the results of the investigation, the commanding officer 
shall recommend whether or not charges are to be preferred. 

 
15:1.3 EQUIPMENT ISSUED BY THE CITY OF NEWARK.  Police officers 

shall be required to execute a receipt when any equipment has been 
issued to them by the Police Division. City of Newark issued 
equipment shall remain the property of the Division and shall be 
returned upon the police officer's separation or suspension from the 
Division. 

 
15:1.4 CARE OF PROPERTY.  Police officers shall be responsible for the 

care of fixed or movable Division property that has been assigned to 
their use or custody. 
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15:1.5 NEGLIGENT LOSS OR DAMAGE OF CITY ISSUED EQUIPMENT. 
Each police officer shall be required to pay the cost of repair for 
negligent damage to, or cost of replacement for the negligent loss of 
the official police service weapon, badge, cap wreath, or any other item 
of City issued equipment. 

 
15:1.6 ITEMS SUPPLIED BY THE CITY.  Regulation items supplied by the 

City to police officers entering police service are enumerated as 
follows: 

 
(1) Badge 

 
(2) Bullet Proof Vest 

 
(3) Hat Wreath 

 
(4) Identification Card (laminated) 

 
(5) Service Weapon 

 
(6) Gas Card (to be utilized for Division vehicles) 

 
(7) Ammunition 

 
(8) Summons Book 

 
(9) Newark Police Division Rules and Regulations (revised) 

 
(10) Riot Helmet 

 
(11) Name Tag 

 
(12) Reflector Vests 

 
(13) Safety Helmets (motorcycle and mounted unit personnel) 

 
15:1.7 ITEMS ISSUED TO EMERGENCY RESOURCES UNIT PERSONNEL. 

Police officers assigned to the Emergency Resources Unit shall 
receive: 

 

(1) Safety Shoes 
 

(2) Mackinaw Jacket 
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(3) Lightweight Jacket 
 

(4) Dungarees (police officers) 
 

(5) Chino Trousers (superior officers) 
 

(6) Work Shirt (long and short sleeve) 
 

(7) Work Gloves 
 

(8) Caps (baseball style) 
 
15:1.8 EQUIPMENT PURCHASED BY POLICE OFFICERS.  Police officers 

shall purchase, at their own expense, all items of equipment not 
supplied by the City, enumerated as follows: 

 

(1) Whistle with chain (traffic style) 
 

(2) Flashlight 
 

(3) Handcuffs 
 

(4) Dependable watch 
 

(5) Pencil and ballpoint pen 
 

(6) Foul weather gear for inclement weather 
 

(7) Eight point hat 
 

(8) Monadnock PR 24 STS 
 

(9) Holster (basket weave style) 
 

(10) Handcuff Case (basket weave style) 
 

(11) PR 24 Ring for belt 

 
(12) Shoulder support strap and safety breakaway clip (motorcycle 

and mounted units only). 
 

(13) Black Leather Boots (motorcycle and mounted units only when 
utilizing motorcycles and horses). 
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(14) Breeches with 1-inch width yellow stripe (motorcycle and mounted 
units, only when utilizing motorcycles and horses). 

 

(15) Regulation Turtleneck Shirt (optional). 
 

(16) Regulation Sweater (optional). 
 

(17) All other appropriate leather gear of basket weave type (i.e. 
ammo clip holder, flashlight holder, etc.). 

 

15:1.9 EQUIPMENT REQUIRED FOR USE.  Police officers in uniform and on 
duty shall carry or have available for use, all articles listed under 
15:1.9. 

 
15:1.10 MONADNOCK PR-24 STS.  The Monadnock PR-24 STS shall be the 

official carry baton utilized by Newark Police personnel. 
 

15:1.11 MONADNOCK PR-24 STS CARRIED ON FOOT PATROL. 

Sergeants and police officers when assigned to foot patrol shall carry 
the PR-24. 

 

15:1.12 MONADNOCK PR-24 IN POSSESSION DURING MOTOR PATROL. 
Sergeants and police officers when assigned to mobile or mounted 
patrol (including motorcycles) shall have their PR-24 in their 
possession and available for use. 

 
15:1.13 MONADNOCK PR-24 STS AVAILABLE FOR OTHER DUTY. Police 

officers shall also carry the PR-24 during assignments other than patrol 
when conditions warrant or when so ordered. 

 

15:1.14 HANDCUFFS.  Police officers may use handcuffs on a prisoner to 
prevent that prisoner from escaping or injuring others, or on a mentally 
ill person to restrain that person from injuring themselves or others. 
(See section 12:3.7) 

 
15:1.15 KEYS FOR DIVISION HANDCUFFS.  When police officers apply 

Divisional handcuffs, two keys must always be available. 
 

(1) One key retained with handcuff 

 
(2) One key left either at the District desk or at the office of the Unit 

Commander. 
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(3) Each police officer, prior to using handcuffs, shall be certain that 
the key to open them is readily available. 

 

15:1.16 USE OF TRAFFIC WHISTLE.  Police officers shall use the traffic 
whistle to summon assistance and to divert traffic. All uniformed police 
officers shall have a traffic whistle in their possession. 

 
15:1.17 INCLEMENT WEATHER GARMENTS.  Police officers shall equip 

themselves with a nylon type reversible raincoat, navy blue on one 
side with florescent orange on the other side, with cap cover to match. 

 
15:1.18 THE BADGE, NAME TAG HOLDER, CAP WREATH, AND OTHER 

INSIGNIA. Police officers shall wear only the badge and name tag, 
properly affixed to the holder on the outer part of their police uniforms 
that are prescribed for their respective ranks. Cap Wreaths are affixed 
to the regulation police hat. Hash mark(s) - one for each five years of 
service - are worn on the on the left sleeve only.  Insignia and 
emblems Police officers shall also be permitted to wear include military 
service ribbons and Divisional award bars and ribbons as directed in 
General Order 63-21 Revised. 

 
15:1.19 CARRYING BADGE AND IDENTIFICATION CARD OFF DUTY. 

Police officers wearing civilian clothing shall carry the official badge 
and police identification card on their person, at all times and in such a 
manner as to permit ready display when required. 

 
15:1.20 AVAILABILITY OF PRESCRIBED EQUIPMENT.  Police officers shall 

carry or have available when needed, all of the items prescribed for 
their rank, position, or assigned duty. 

 
15:1.21 MAINTENANCE OF EQUIPMENT.  Police officers shall maintain all 

items of equipment in a serviceable condition and shall make 
replacements when the need arises, or when ordered to do so by their 
Commanding Officer. 

 
15:1.22 USE OF APPROVED HOLSTER ONLY.  Police officers in uniform 

shall carry their service weapon in a holster, which has been approved 
by the Police Director. Non-uniformed or off duty personnel shall use a 
strap type holster which prohibits removal of weapon without undoing 
safety strap. 
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15:2 PURCHASE OF REGULATION UNIFORM. 
 
15:2.1 POLICE OFFICERS. Police officers shall purchase items of the 

regular uniform to comply with the General Order entitled "Basic 
Uniform Regulations." 

 
15:2.2 CIVILIAN EMPLOYEES.  Certain civilian employees required to wear 

a uniform shall purchase items of their regulation uniform to comply 
with the General Order entitled, "Basic Uniform Regulations." 
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CHAPTER 16 
 
16 DEATH BY CRIMINAL VIOLENCE, CASUALTY AND SUICIDE 

16:1 PROTECTING THE CRIME SCENE 

The police officer first to arrive at a crime scene shall render 
assistance to the injured and shall safeguard the crime scene. The 
crime scene shall be preserved in its natural state, and the first officer 
to arrive shall take the necessary steps to isolate the area. Officers 
shall be responsible for preventing any removal, destruction, 
rearrangement or concealment of physical evidence. 

 
16:2 DEFINING THE CRIME SCENE 

 
The crime scene is defined as the place and surroundings where the 
offense was committed, or as the place where the body or evidence of 
a crime is found. In homicide cases or in other cases where the crime 
was committed at one location and the body or evidence moved to 
another, both locations or all pertinent locations are to be considered 
part of the crime scene. 

 
16:2.1 CRIME SCENE.  Police officers shall protect the crime scene, and 

adjacent approaches and the areas of escape. Crime scene barrier 
tape, ropes, barricades or other necessary restraints shall be utilized to 
insure effective protection, if available.  The police officer shall: 

 
(1) Ensure that the crime scene is preserved in its natural state. 

 
(2) Ensure that the area is isolated. 

 
(3) Prevent the removal, destruction, rearrangement or concealment 

of physical evidence. 
 

(4) Ensure that appropriate notifications are made. 
 
16:2.2 FINDING A DEAD BODY.  Police officers shall notify the 

Communications supervisor, by way of the dispatcher or telephone, 
when a body is found. They shall also request that the appropriate 
emergency and investigative personnel respond to the scene when; 
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(1) The officer finds, or is directed to, a dead human body, or a 
presumably dead human body, in a public place whether a crime 
is apparent or not. 

 
(2) The officer finds, or is directed to, a dead human body, or a 

presumably dead human body, in a private place under 
circumstances indicating that a crime may have been committed. 

 
16:2.3 POLICE OFFICER TO MAKE PROMPT NOTIFICATION.  A police 

officer finding a dead body shall notify the Communications Division 
supervisor (via dispatcher) immediately. The police officer finding a 
dead body shall not leave the scene unattended for even a short 
period of time. 

 
16:2.4 ADDITIONAL NOTIFICATION BY DETECTIVES.  A member of the 

Robbery/Homicide Section, the investigating detective, shall have the 
County Prosecutor's Office notified, as required, when finding a dead 
body under circumstances indicating that a crime may have been 
committed. 

 
16:2.5 RESPONSIBILITY OF COMMUNICATION SUPERVISOR AND 

RADIO DISPATCHER. When notified concerning the finding of a dead 
body as outlined in the preceding paragraphs, the Communications 
Lieutenant/ Supervisor or the radio dispatcher shall: 

 
(1) Notify the Robbery/Homicide Section of the Criminal Investigation 

Division or the detective on call. 

 
(2) Request that Emergency Medical Services respond to the scene, 

as appropriate. 
 

(3) Notify the Medical Examiner, as required. 
 
16:2.6 RESPONSIBILITY OF RANKING POLICE OFFICER IN CHARGE OF 

A HOMICIDE SCENE. The ranking police officer/supervisor in 
immediate charge of a homicide scene shall extend the fullest 
cooperation to the Medical Examiner and to the Prosecutor's 
Detectives, by apprising them of all evidence and clues discovered, of 
the names and addresses of witnesses, and of all progress made 
toward the identification of the dead body. The supervisor shall 
assume functional command of all detectives and police officers at the 
scene and be responsible for the proper performance of duty of all 
officers or detectives at the crime scene. 
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16:2.7 THE CADAVER. 
 
16:2.7-1 DEATH NOT TO BE ASSUMED. A police officer shall not determine 

that a human body is without life even when the body has been 
mangled, is in an advanced state of decomposition, or when 
decapitation has taken place. In all cases, a physician shall make this 
determination. 

 
16:2.7-2   DETERMINATION OF CAUSE OF DEATH.  Death shall be 

determined by the Medical Examiner, examiner assistants, 
representatives or by another known physician. Emergency Medical 
Services personnel shall be cautioned when examining a body not to 
destroy materials, articles, objects or any other matter, which may be 
of evidential value. 

 
16:2.8 NOTIFICATION TO BE MADE IN HOMICIDE.  Notifications to be 

made in homicide cases are enumerated as follows: 
 

(1) Police officers shall notify or cause to be notified the Records and 
Identification Sections, for photographs and dusting for 
fingerprints. Fingerprints shall not be taken of any dead human 
body, prior to autopsy, without obtaining the consent of the 
Medical Examiner. 

 
(2) The Prosecutor's Office shall be notified as soon as possible. 

 
(3) The Medical Examiner shall be notified, expeditiously, and 

provided with the circumstances surrounding the homicide or 
death. 

 
16:2.9 ACTION GUIDE FOR THE FIRST POLICE OFFICER AT THE SCENE 

OF A HOMICIDE. The first police officer at the scene of a homicide 
shall: 

 

(1) Protect and preserve the crime scene and safeguard all evidence. 

 
(2) Make notifications for investigative aid and other services 

required. 
 

(3) Obtain the facts of the case. 
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(4) Attempt to learn the identity of the deceased - name, age, 
address, occupation, and nationality. (A police officer shall not 
move the body, enter pockets or otherwise disturb clothing for any 
reason). 

 
(5) Attempt to apprehend the suspect, if possible. When the suspect 

has fled, information shall be relayed relative to the suspect's 
identity, the suspect's description, the suspect's means of escape, 
to the Communications Dispatcher. 

 
(6) Detain for the investigating personnel: 

 
(a) Witnesses to the death. 

 
(b) Persons identifying the body. 

 
(c) Persons present upon the arrival of the officer. 

 
(d) Any other person who may help to solve the crime. 

 
(7) Clear the scene of all persons including relatives, the curious and 

others, while detaining those pertinent to the case in another 
room or at a safe distance from the scene. 

 
(8) Keep detained persons separated and instruct them not to 

discuss the case. 
 

(9) Note all pertinent information, in detail, so that an accurate report 
can be made; 

 
(a) Time of arrival at the scene and name of the person who 

initiated the call. 
 

(b) Conditions of the scene upon arrival relative to position of the 
body, evidence found, the individuals present and the identity of 
the deceased, with description. 

 
(c) Time that death was pronounced, the apparent cause of death 

as stated by the pronouncing physician. 
 

(d) Weather conditions. 
 

(e) Approximate time, if known, that the crime was committed. 
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(f) Approximate time of discovery. 
 

(g) Name of person finding body. 
 

(h) Condition of the body. 
 

(i) Any visible wounds. 
 

(j) Any jewelry, watches or rings. 
 

(k) Other pertinent information. 
 
16:2.10 AUTHORIZED PERSONS.  Authorized persons are defined as follows: 

 
(1) Police (Firefighters in cases of arson). 

 
(2) Prosecutor's detectives. 

 
(3) Physicians, emergency medical personnel, medical examiner and 

assistants. 
 

(4) Approved clergymen. 
 

(5) Other law enforcement agency personnel who have a recognized 
interest in the specific case. 

 

(6) Record and Identification personnel assigned to the case. 
 
16:2.11 THE PRESS NOT AUTHORIZED BY THIS DEFINITION.  Members of 

the press are not considered authorized personnel by this definition 
and shall be excluded from the scene. Information, which will not 
hinder or nullify an investigation shall be given to the press by the 
Public Information Officer (P.I.O.) or by the Police Director or his 
designee. 

 
16:3 FIRST SUPERIOR OFFICER AT THE SCENE 

 
The first superior officer to arrive at the scene shall assume 
responsibility for the proper performance of duty of all police officers at 
the crime scene. In the absence of an investigative supervisor, the field 
supervisor shall assume functional command of investigative 
personnel at the crime scene. 
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16:3.1 DIRECTING THE INVESTIGATION.  The superior officer, field 
supervisor or investigative supervisor, shall direct the investigation, 
assign duties and be held responsible for the progress of the 
investigation. 

 
16:3.2 RELINQUISHING INVESTIGATION TO SPECIALISTS.  The superior 

officer in charge shall relinquish the investigative phase to a superior 
officer of the investigative unit. The superior officer in charge may 
defer to the expertise of the investigating officer of the 
Robbery/Homicide Section. However, this does not relieve the 
superior officer of his responsibility at the crime scene. The superior 
officer shall assist by deploying uniform police officers to related tasks 
and by securing services and equipment as required. 

 
16:4 HOMICIDE SECTION MEMBER OR INVESTIGATOR AT SCENE 

 
Members of the Robbery/Homicide Section or the investigating officers 
assigned shall take over the actual investigation at the scene. 

 

16:4.1 INFORMATION TO BE NOTED. The detective or detectives checking 
the scene shall note: 

 

(1) LOCATION OF THE BODY. Detectives shall record the exact 
location of the body with reference to fixed objects at the scene. 
They shall take and record accurate measurements of distances 
relative to the direction in which the body is lying, noting the 
position of the arms, the legs, the head, and the trunk. 

 
(2) CONDITION AND ARRANGEMENT OF CLOTHING. 

Descriptions of clothing, head covering and footwear on the body 
indicating arrangement or disarrangement, whether clean or 
soiled, and presence of visible spots. The color, the material 
pattern and the maker shall be noted. This shall be recorded to 
the degree possible in keeping with a superficial examination. 

 
(3) VISIBLE WOUNDS. Visible wounds describing any shape and 

discoloration relative to location on the body. 
 

(4) BULLET WOUNDS. Indications of bullet wounds, and whether 
burning or tattooing (powder residue) is apparent either on a part 
of the body, or on the clothing. 
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(5) PRESENCE OR ABSENCE OF WEAPONS. Presence or 
absence with relation to the body of any weapon, bullet, cartridge 
case, poison or other object, instrument or tool which might 
indicate the cause of death. 

 
(6) DISTINCTIVE MARKS. Description of all scars, injuries, wounds, 

dirt, blood, and other distinctive personal marks of identification, 
as well as condition of the eyes and mouth, whether open or 
closed, clean or dirty, together with the expression on the face, 
and the condition of the hands whether clean, dirty, or stained. 

 
16:5 REMOVAL OF THE BODY AND EVIDENCE 

 
Police officers shall not disturb the body nor permit articles of evidence 
to be moved except in obedience to the order of a superior officer, 
members of the Robbery/Homicide Section, or at the direction of the 
Medical Examiner or assistant. Responsibility for removal of evidence 
from the scene shall be restricted to the Robbery/Homicide Section or 
the detectives assigned to the investigation. 

 
16:6 WITNESSING SEARCH OF PERSONAL EFFECTS AT THE 

MORGUE 
 

A detective shall when necessary report to the morgue after the body 
has been removed from the scene, and there witness the examination 
of the clothing of the deceased, by morgue personnel so that anything 
of a possible evidential nature may be uncovered. 

 
16:7 DETECTIVE AT AUTOPSY 

 
A member of the Robbery/Homicide Section shall be present when an 
autopsy is to be performed to obtain information concerning the cause 
of death and to determine the type, the location, the number of wounds 
and the type of instrument used.  The homicide investigator shall 
obtain information concerning the identity of the body and when 
identity has been verified, give the information to the Medical Examiner 
for the records. 

 
After obtaining permission from the Medical Examiner, or the 
Prosecutor the homicide investigator shall tag and package the 
decedent's clothing and remove them together with the executed forms 
to the Police Laboratory, or other facilities so that the clothing may be 
analyzed as soon as possible after the autopsy. 
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16:8 SECURING THE SCENE 
 

After the body of the decedent is removed and the investigation of the 
scene has been completed, the Homicide detective or other detective 
completing the scene investigation shall secure the premises with a 
police lock until a survey has been made by County authorities. In 
cases where Essex County authorities do not make a survey, the 
Homicide detective shall, if necessary, make such survey. 

 
16:9 HANDLING AND MARKING OF WEAPONS AND EVIDENCE 

 
In homicide investigations, police officers shall exercise extreme care 
in the handling and marking of evidence, which may be uncovered. 

 
16:9.1 PRESERVING EVIDENCE.  Police officers shall exercise care so as 

not to obliterate possible latent fingerprints when recovering weapons. 
 

16:9.2 PREVENTING DISCHARGE OF WEAPON.  When police officers 
recover firearms, particularly automatic loading weapons and 
automatic firearms, they shall handle the weapon with extreme caution 
so as to prevent accidental discharge. 

 
16:9.3 PHOTOGRAPHING AND FINGERPRINTING.  Assigned personnel 

shall photograph the weapon and check for fingerprints, if possible, at 
the point of discovery. 

 
16:9.4 REMOVAL OF HAND WEAPONS.  When removing a hand weapon, 

police officers shall place a pencil through the trigger guard and lift. 
They shall not place a pencil or like object into the barrel to pick up the 
weapon. 

 

16:9.5 LIFTING A RIFLE.  When lifting a rifle or shotgun, police officers shall 
place a string or rope through the trigger guard and form a sling by 
tying the other end at a point near the front sight. 

 
16:9.6 TAGGING AND MARKING WEAPONS BEFORE REMOVAL. 

Robbery/Homicide Section members or other assigned detectives shall 
tag and mark weapons for identification before removing them from the 
scene. 

 
 
 
 

 

16-8 



NEWARK POLICE DIVISION 

RULES & REGULATIONS 
 

 

 

16:9.7 PRESERVING FIREARMS AS FOUND.  When recovering firearms, 
police officers shall preserve the weapons as when found and they 
shall not dislodge burnt powder or alter the position of the cylinder or 
magazine. They shall not remove rust. They shall prevent grit from 
getting into the barrel and shall not actuate the mechanism of 
revolvers, pistols, rifles or other firearms. 

 
16:9.8 CARTRIDGE AND CARTRIDGE SHELL MARKING.  The Homicide 

detective or the assigned investigating officer shall mark all recovered 
cartridges and cartridge cases. 

 

16:9.9 MARKING SLUGS AND BULLETS.  Police officers shall not mark 
slugs and bullets on their cylindrical surfaces. Markings on the 
cylindrical surface mutilate rifling marks and prevent an accurate 
identification from being made. Identifying marks shall be scratched on 
the base or "nose portion". Marking on the base is preferable when 
more than one is recovered. Police officers shall use distinguishing 
marks to indicate where each was found. Bullets or slugs recovered at 
the morgue are marked for identification by the Medical Examiner. 

 
16:9.10 CARRYING OF SLUGS AND BULLETS.  Police officers shall place 

each slug and each bullet in a separate container. Officers shall not 
allow them to strike against one another, before they are separated, so 
that identifying marks are preserved. 

 
16:9.11 MARKING FIRED OR LOADED CARTRIDGE CASES.  Police officers 

shall not mark cartridge cases and empty shells on the base. Instead, 
they shall scratch identifying markings on the outside wall. When more 
than one is recovered, police officers shall number each in order, to 
establish where each was found. 

 
16:9.12 MARKING REVOLVERS, PISTOLS AND OTHER HANDGUNS. 

Police officers shall mark revolvers, automatic pistols or handguns on 
the frame, on the side of the barrel or on another part that cannot be 
readily removed. They shall not mark the stock since this part can be 
interchanged. They shall mark automatic pistols on the barrel and on 
the frame because these parts unlike other parts of the automatic pistol 
cannot be interchanged. 
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16:9.13 MARKING OF RIFLES AND SHOTGUNS.  Police officers shall mark a 
rifle or a shotgun on the frame, the receiver, the barrel, or other part 
that is readily removed. The stock shall not be marked because it can 
be interchanged. 

 
16:9.13-1 MARKING OF EXHIBITS. The following are exhibits for marking 

weapons and ammunition, which police officers should follow as 
closely as possible. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

16-10 



NEWARK POLICE DIVISION 

RULES & REGULATIONS 
 

 

 

DEATH BY CRIMINAL VIOLENCE, CASUALTY AND SUICIDE 
 

MARKING AMMUNITION RECOVERED IN WEAPONS 

 
(1) Revolvers 

 
FACING REAR OF CYLINDER 

Appearance of cylinder Diagram to be made by officer 

As recovered recovering weapon 

 
 

Scratch arrow on rear face of cylinder to indicate the chamber position under 
hammer (in line with barrel) when recovered. Then prepare diagram numbering 
in clockwise direction the remaining chambers, i.e., 2, 3, 4, 5, 6, etc. 

 
FIRED CARTRIDGE MISFIRE LOADED 

CASES  CARTRIDGES 

 
Mark loaded and fired cartridge cases with initials, date, and numbers to correspond with 

numbered chambers diagram. 

 

Mark of 

Identification 

Chamber 

Position 

Condition Maker 

CW/1 #1 Fired Peters Cartridge Co. 

CW/2 #2 Fired Remington Arms Co. 

CW/3 #3 Fired Winchester Repeating Arms Co. 

CW/4 #4 Misfire Western Cartridge Co. 

CW/5 #5 Loaded Western Cartridge Co. 

CW/6 #6 Loaded Peters Cartridge Co. 
 

(2) Auto Loading Weapons 

 Remove magazine from auto loading weapons. 

 Unload chamber 

 Check weapon, magazine, and cartridges for fingerprints. 

 Mark magazine and cartridges with initials, date, and number to indicate cartridge 

recovered from chamber and position of each cartridge in magazine. 
 

16-11 



 

 

 

 

 

 

Mark on ogive near nose or base 

Mark initials of recovering officer in areas 

indicated. Wrap bullets individually in clean 

cotton or tissue paper. 

If more than one bullet is recovered, use initials 

of person recovering and date and designate 

each bullet with a letter or numeral, keeping 

note as to the source of each. 

Do not mar or mutilate sides or cylindrical 

portion containing rifling marks. 
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DEATH BY CRIMINAL VIOLENCE, CASUALTY AND SUICIDE 
MARKING FIREARMS EXHIBITS FOR PURPOSES OF IDENTIFICATION 

For marking, use scribe, needle or sharp knife. As mark of identification use two initials of 

recovering officer with date of recovery and item number. Do not use “X” as mark of 

identification. 

 
(1) Loaded Cartridges & Fired (2) Fired Bullets 

Cartridge Cases 

 
Mark initials of recovering officer on side of cartridge 

Case near mouth or inside mouth. Do not mar or 

Mutilate rim, head, or primer cup of fired cases. 

For paper shot shells, loaded or fired, use either ink or 

Indelible pencil to inscribe initials of recovering officer 

on paper tube. 
 

(3) Hand Arms – Revolvers, Automatic Pistols, Single Shot Pistols 

 

Inconspicuously mark initials of recovering officer with date of recovery on barrel, 
cylinder, frame, receiver or magazine as indicated on diagram. 

 

(4) Rifles, Shotguns, Machine Guns 

 
Mark initials of recovering officer with date of recovery on barrel, frame, and breechblock, etc., as 

indicated. Except for magazines do not mark removable parts of stocks. Either check for 

fingerprints or suspend weapon by wooden dowel through trigger guard for transmission to 

laboratory to be checked for fingerprints. Do not place weapon in plastic bag.  See footnote 8. 
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DEATH BY CRIMINAL VIOLENCE, CASUALTY AND SUICIDE 

EVIDENCE IN FIREARMS CASES 

TABLE 1 – POSSIBLE LABORATORY DETERMINATIONS ADMISSABLE AS EXPERT 

TESTIMONY FROM EXHIBITS 
EXHIBIT POSSIBLE LABORATORY 

DETERMINATION 
REQUIRED BY 
LABORATORY 

 

FIRED BULLETS 

Make, caliber, type of firearms from which each 
could have been discharged; type of propellant used 
in firing; name of maker and maker’s designation as 
to type, caliber, etc. 

 

Fired bullet 

 
 

FIRED CARTRIDGE CASES 

Make, caliber, type of firearms from which each 
could have been fired; type of propellant used in 
firing; name of maker and maker’s designation as to 
type, caliber, etc 

 
 

Fired cartridge case 

TWO OR MORE FIRED 
BULLETS 

In addition to determination possible with a single 
fired bullet, whether two or all were fired from the 
same firearm. 

 

Two or all fired bullets 

TWO OR MORE FIRED 
CARTRIDGE CASES OR 

SHOT SHELLS 

In addition to determination possible with a single 
fired cartridge case, whether two or all were fired in 
the same firearm. 

 
Two or all fired cartridge cases 

FIRED BULLET AND 
SUSPECTED FIREARM 

In addition to determination possible with a single 
fired bullet, whether bullet was fired from suspected 
firearm. 

Suspected firearm and fired 
bullet 

 

FIRED CARTRIDGE CASE 
AND SUSPECTED FIREARM 

In addition to determination possible with a single 
cartridge case, whether cartridge case was fired in 
suspected firearm. 

 

Suspected firearm and fired 
cartridge case 

SUSPECTED FIREARM, 
AMMUNITION, SCALED 

PHOTOGRAPH OF POWDER 
OR SHOT PATTERN AND 

VICTIM’S CLOTHING 

 

 
Approximate distance at which shot was discharged. 

 

Suspected firearm, 
ammunition, scaled 
photograph of powder or shot 
pattern victim’s clothing. 

 

SHOT PELLETS 
AND WADS 

 

Size of shot and gauge designation of arm firing 
wads. 

 
Shot pellets and/or shot wads 

Footnotes – Table 1 
(1) Fired bullets, fired cartridge cases or fired shot shells and suspected firearms and any ammunition together with 

manufacturer’s boxes, if recovered in investigation should be inventoried. These should be submitted to the 
laboratory after clearance from your superior officer. 

(2) Consult the laboratory concerning the making of proper scaled photographs of powder patterns on victim’s skin, 
doors, walls, etc. If clothing is suspected of containing powder residue it can be wrapped in clean paper or placed in 
a clean paper bag and preserved. It should be handled as little as possible. If stained with blood, first air dry then 
carefully transfer to clean paper bag. DO NOT USE PLASTIC BAGS if exhibits have not been processed for 
fingerprints or if they are to be examined for body fluids, blood typing, or seminal stains. Consult the laboratory 
regarding the proper methods to be used in order to minimize scattering of the x-rays when making radiographs of 
bullets, bullet tracts and/or pellets in the victim’s body. 

(3) Radiographs – If proper x-rays of bullets or pellets imbedded in victim’s body are submitted to the laboratory, 
information may be developed identifying caliber, type and probable manufactured of fired bullet(s) and/or size of 
shot pellets. 

(4) Information regarding type of weapon and type of projectiles inflicting through and through (entrance-exit) gun shot 
injuries is also possible from examination of proper x-rays of the bullet tract. 
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DEATH BY CRIMINAL VIOLENCE, CASUALTY AND SUICIDE 

TABLE 2 

INSTRUCTIONS FOR HANDLING, MARKING AND SHIPPPING 

FIREARMS EXHIBITS 
 

 
EXHIBIT 

 
 

GENERAL 
INSTRUCTIONS 

DESCRIPTIVE 
RECORD TO BE 

KEPT BY 
PERSON 

RECOVERING 
(NOTE 1) 

 

RECOMMENED 
METHOD OF 

MARKING FOR 
IDENTIFICATION 

 

INSTRUCTIONS 
FOR PACKING FOR 

SHIPMENT TO 
LABORATORY 

 
 
 

 
FIREARMS 

Check for fingerprints. 
Remove magazine from 
auto loading weapons. 
Do not clean or fire. Do 
not operate mechanism 
except to unload. If 
loaded or fired shells in 
revolver, mark positions. 
See diagram. See 
footnotes 6 & 7. 

 

A record of make, 
model, type, caliber 
or gauge 
designation, serial 
and lot numbers 
should be retained 
by person and 
agency recovering. 

Scratch initials or 
marks of identification 
on side of frame, 
receiver, backstrap, 
barrel etc.  Do not use 
X. Do not mark 
stocks, side plates or 
part that can be 
readily removed or 
replaced. 

 
 
 

Place in heavy paper 
envelope forward to 
laboratory. See 
footnotes 4 & 8. 

 
 
 
 

 
FIRED BULLETS 

 
 
 

Every precaution should 
be taken to prevent 
abrading or mutilating 
rifling surface in any 
way. Do not wash or 
clean. 

 
 

 
Assumed caliber. 
Notes as to marks 
of identification. 
Description of any 
distinctive features. 

Scratch initials on 
ogive near nose of 
bullet.  Do not use 
“X.”  Note footnote 2. 
If more than one 
bullet recovered, use 
initial of person 
recovering and 
designate the several 
bullets by A, B, etc. 
keeping notes as to 
source of each. 

Wrap in clean cotton 
or tissue paper. 
Place in cardboard 
pillbox or rigid 
container. Do not 
put in envelope. 
Mark on container 
source of each 
bullet. Forward to 
laboratory. See 
footnote 5. 

 
 
 
 

FIRED 
METALLIC 

CARTRIDGE 
CASES 

 
 

Do not mar, mutilate, 
scratch or nick head of 
shell. If recovered in 
revolver cylinder, mark 
chambers to correspond 
with shell designation. 
See diagram also 
footnote 1. 

Notes as to mark of 
identification used. 
Head designation 
of maker. Sketch 
showing relative 
position of shells if 
recovered on floor, 
street, etc. 
Transmit this 
information to 
laboratory. See 
footnote 3. 

 
Scratch initials or 
mark of identification 
near mouth of shell, 
preferably inside of 
mouth. Do not 
scratch, nick, mar or 
mutilate head or rear 
portion of cartridge 
case. 

 
Roll individually in 
paper. Place rubber 
band around paper. 
Place wrapped 
cartridges in heavy 
paper envelope. 
Forward to 
laboratory. See 
footnote 5. 

 
 
 
 

FIRED PAPER 
SHOT SHELLS 

 
 
 

Do not mar, mutilate, 
scratch or nick head of 
shell. See footnote 3 if 
from scene. 

Notes as to mark of 
identification used. 
Sketch showing 
relative position of 
shells if recovered 
on floor, street, etc. 
Transmit this 
information to 
laboratory. See 
footnote 3. 

 

With ink or indelible 
pencil mark inside of 
mouth of shells using 
initials of person 
recovering. Do not 
scratch, nick, mar or 
mutilate brass head of 
shell. 

Roll individually in 
paper. Place rubber 
band around paper. 
Place wrapped 
cartridges in heavy 
paper envelope. 
Forward to 
laboratory. See 
footnote 5. 
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DEATH BY CRIMINAL VIOLENCE, CASUALTY AND SUICIDE 

TABLE 2 CONTINUED 

INSTRUCTIONS FOR HANDLING, MARKING AND SHIPPPING 

FIREARMS EXHIBITS 

 
 
 

 
SHOT PELLETS 

 

 
Recover as many as 
possible. Do not 
mutilate in removal. 

 
Source of pellets 
recovered. 
Transmit this 
information to 
laboratory. 

 
 

Seal container 
marking seal with 
mark of identification 
on seal or envelope. 

Use pillbox. Place 
box in envelope, 
sealing envelope. 
Indicate source of 
pellets on envelope. 
Forward to 
laboratory. See 
footnote 5. 

 
 
 
 

SHOT WADS 

 
 

 
Recover as many as 
possible. 

 
 

Source of wads 
recovered. 
Transmit this 
information to 
laboratory. 

Using ink or indelible 
pencil inscribe initials 
of person recovering 
as mark of 
identification. Do not 
use “X.” Place in 
envelope, sealing for 
transmission to 
laboratory. 

 
Place in paper 
envelope indicating 
source on envelope. 
Forward to 
laboratory. See 
footnote 5. 

 
 

 
LOADED 

SHELLS OR 
CARTRIDGES 

If loaded ammunition or 
fired cartridge cases are 
recovered in 
investigation, forward to 
laboratory.  If 
ammunition maker’s 
boxes recovered, 
forward to laboratory 
marking box for 
identification. 

 
 

Source of where 
found. Head 
designation of 
maker. Notes on 
mark of 
identification used. 

 

Brass cartridges, 
scratch mark on side 
of case near mark. 
Paper shot shells, use 
ink or indelible pencil. 
Mark side of shell. Do 
not mar, mutilate or 
nick head of shell. 

Roll individually in 
paper. Place rubber 
band around paper. 
Place wrapped 
cartridges in heavy 
paper envelope. 
Forward to 
laboratory. See 
footnote 4. 

 
 

 
SHOT OR 

POWDER 
PATTERNS 

If on clothing, send only 
clothing to laboratory 
that contains powder, 
powder residues, or 
bullet or shot 
penetrations. If on skin, 
doors, walls, etc., 
consult laboratory 
concerning scaled 
photographs. 

 

Description of 
garment containing 
shot or powder 
patterns, location of 
shot or powder 
patterns if on walls, 
doors or other 
immovable objects. 

 
Clothing, attach tag to 
each article of 
clothing, indicating 
source. Mark lining 
with ink or indelible 
pencil. Use initials of 
person recovering. 

 

 
Wrap clothing in 
clean paper. 
Forward to 
laboratory. See 
footnote 5. 

(1) Notes should be made covering source, date, place, time and relative position of exhibit at time recovered. 
Particulars of method employed in marking for future purposes of identification. 

(2) Since examination of base of fired bullet may disclose type of propellant used, and nose of fired bullet may reveal 
impact with fabric, screen, glass, etc., care should be exercised in placement of marks of identification. 

(3) Make sketch of area where shells recovered, indicating relative positions in feet and inches from fixed objects. 
(4) Postal regulations prohibit shipment of explosive substances through the mails. Loaded ammunition should be 

shipped via express only. 
(5) After wrapping as suggested, exhibits may be forwarded to the laboratory via messenger, parcel post, mail or 

express. Ship in rigid container. Before submitting to laboratory, obtain clearance from the superior  officer. 
(6) Check ammunition boxes for fingerprints, loaded or fired cases may contain identifiable latent fingerprints. 
(7) Always submit suspected weapon(s) for examination and test firing by the laboratory. 
(8) If weapon damp with blood or condensation, first air-dry, then process weapon and ammunition for fingerprints 

before placing in paper or plastic bag. 
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16:10 TAGGING OF KNIVES 
 

Police officers shall mark, tag, and measure a knife before placing it in 
a proper container and before removing it from the scene. Identifying 
information shall be inscribed on the outside of any such container. 

 
16:11 BLOOD ON KNIFE 

 
Police officers shall not remove blood from knives. They shall bring 
such evidence to the Police Laboratory for examination, accompanied 
by the properly executed forms, as soon as possible. 

 
16:12 BODY TO BE TAGGED 

 
Police officers shall tag the body of the deceased with information 
relative to the identity and the time, the date and the location of the 
occurrence. Police officers shall tie the tag to a part of the deceased's 
clothing or if without clothes to the ankle or the wrist. Police officers 
shall complete the tagging before the deceased is removed from the 
scene. 

 
16:13 CONTROL OF EVIDENCE 

 
In order to shorten the chain of evidence, and to establish an 
uninterrupted continuity of evidence that can be traced from the crime 
to the laboratory and to the court, only designated persons shall be in 
control of evidence. 

 
16:14 OTHER MATERIAL EVIDENCE 

 
Police officers shall use caution and care in the handling of all 
evidential material. They shall be responsible for its preservation, its 
proper tagging and its prompt delivery to the laboratory or other special 
place for analysis. 

 
16:15 AGGRAVATED ASSAULTS - SERIOUS CASES 

 
The first police officer to arrive on the scene shall treat any serious 
aggravated assault as a possible homicide. 
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16:15.1 REMOVAL OF THE VICTIM.  If the casualty has been removed from 
the scene to a hospital, a detective shall be dispatched to obtain the 
necessary follow-up information or in extreme cases to obtain a dying 
declaration. 

 
16:15.2 DETAILING PROTECTIVE CUSTODY.  Depending on the 

circumstances surrounding the assault perpetrated, it may be 
necessary to detail a detective or police officer to stay with the 
casualty, either until he/she dies or until such time as the casualty is 
out of danger. 

 
16:16 DEATH BY AUTO 

 
In all cases of death or serious injury caused by a motor vehicle, police 
officers shall notify the Robbery/Homicide Section. 

 

16:16.1 SERIOUS MOTOR VEHICLE CASES.  In serious cases involving a 
motor vehicle, the motor vehicle shall be photographed and examined 
by a detective from the Robbery/Homicide Section or the Prosecutor's 
Office, before its removal from the scene, if practicable. The field 
supervisor or the investigating detective shall make certain that this 
procedure is carried out. 

 
16:16.2 FATAL CASES.  In fatal cases involving a motor vehicle, police 

officers shall seek out, separate and interview witnesses. They shall 
gather all pertinent evidence and be guided by the same procedure 
followed in a homicide case. 

 
16:16.3 HIT AND RUN CASES.  In cases involving hit and run, police officers 

shall check the scene for the purpose of uncovering glass fragments 
and other pertinent evidence. They shall measure the tire marks and 
describe them when practicable. 

 
16:16.4 SUSPECT CAR IN HIT AND RUN CASE. An automobile suspected of 

being involved in a hit and run case shall be carefully examined by the 
investigating officer for traces of clothing, flesh, blood, or any other 
evidence. A member of the Identification Section shall dust the car for 
fingerprints and shall take photographs of the scene. 

 
16:16.5 NOTIFICATION OF FAMILY. At the earliest opportunity the 

investigating officer shall notify or cause the notification of the family of 
the dead or seriously injured person. 
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16:17 INDUSTRIAL ACCIDENTS RESULTING IN DEATH 
 

The officers shall preserve and protect the scene as followed in 
homicide cases until such time as the investigation has been 
completed by the Robbery/Homicide Section. 

 
16:17.1 PHOTOGRAPHING THE SCENE.  Members of the Robbery/Homicide 

Division or the assigned detective shall cause photographs of the 
scene to be taken. 

 
16:18 DEATH BY NATURAL CAUSES 

 
Police officers shall investigate into the circumstances leading to death 
by apparent natural causes. They shall interview neighbors, relatives 
and others closely concerned to gain information relating to the 
deceased person's illness and other attributable circumstances. They 
shall also secure the medical opinions of the doctor who pronounced 
death. 

 
16:18.1 NOTIFYING FAMILY OR RELATIVES.  At the earliest opportunity the 

family or relatives of the deceased shall be located and notified 
concerning the death and the place to which the body has been 
removed. 

 
16:18.2 UNCLAIMED BODIES.  When the body is not claimed, arrangements 

for burial as an indigent person shall be undertaken and so noted in a 
supplementary report. 

 
16:18.3 UNIDENTIFIED DEAD. When a decedent is unidentified, the body 

shall be photographed and fingerprinted by members of the 
Identification Section. 

 
16:19 DEATH BY DROWNING 

 
Police officers shall cause bodies of drowned persons to be brought to 
shore to await the arrival of the Medical Examiner. When the Medical 
Examiner does not respond, the police officer and pronouncing 
physician shall comply with the instructions set forth by the Medical 
Examiner for the removal of the body to a designated morgue. 

 
16:19.1 POLICING THE SCENE. Police officers shall police the scene of a 

drowning and gather all available evidence. They shall follow the 
procedure as in a homicide case. 
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16:19.2 INVESTIGATION TO BE THOROUGH. Occasionally a drowning, 
appearing to be a simulated suicide, is actually a criminal homicide. 
Investigators shall be careful and thorough in the initial stages of the 
investigation so as not to overlook necessary evidence. 

 
16:20 SUICIDE BY HANGING 

 
In hanging cases, police officers shall cut the rope in such a manner so 
as to preserve and not destroy the pattern of the knot. 

 

16:21 INVESTIGATION OF SUICIDE 
 

The assigned investigator shall attempt to establish the motive in the 
investigation of a suicide. Any notes purportedly left by the deceased 
shall be analyzed and compared with other samples of the deceased 
handwriting. Police officers shall contact relatives so that arrangements 
can be made for claiming the body. 

 
16:21.1 PROTECTING PERSONAL EFFECTS. The personal effects of a 

decedent, if living alone, shall be safeguarded until the rightful claimant 
is located. In these cases, the premises shall be secured with a police 
lock. 

 
16:21.2 SUICIDE BY POISONING. Laboratory facilities shall be utilized in 

cases of suicide by narcotics, by poisoning or by other means. All 
evidence uncovered in this instance shall be packaged, tagged and 
transported to the laboratory as soon as possible. 

 
16:22 LAWS PERTAINING TO DEATHS BY CRIMINAL VIOLENCE 

 
16:22.1 MUNICIPAL POLICE REQUIRED TO NOTIFY MEDICAL EXAMINER. 

When, in the county, any person dies as a result of violence, by 
casualty, by suicide, or suddenly when in apparent good health, or 
when unattended by a physician, or within twenty-four (24) hours after 
admission to a hospital or an institution, or in prison, or in a suspicious 
or unusual manner, the Police Division of the municipality in which the 
death occurred shall immediately notify the Office of the Medical 
Examiner. 
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16:22.2 CITIZENS TO REPORT CERTAIN DEATHS. A citizen who becomes 
aware of any person who has died as a result of criminal violence, 
casualty, suicide, or in any suspicious or unusual manner shall report 
such death to the Office of the Medical Examiner, or the Police 
Division of the municipality in which the person died. A person (to 
include any member of the Division) who willfully neglects or refuses to 
report such death, or who, without an order from the Medical 
Examiner, willfully touches, removes, or disturbs the clothing or any 
article upon such body, may be guilty of a crime of the 4th degree. 
Source: New Jersey Statutes 2C:29-3. 

 
16:23 GUIDE FOR PHOTOGRAPHERS AND FINGERPRINT PERSONNEL 

 
Photographer and fingerprint personnel shall be guided by the 
instructions of the investigating detectives. 

 

16:24 SAFEGUARDING PERSONAL EFFECTS 
 

Police officers shall safeguard those personal effects not evidential in 
nature of any dead person until the rightful claimant is located. 
Detectives, from the Homicide Section, shall hold the personal effects 
until the next of kin is located. In the event that no next of kin or relative 
can be located, arrangements shall be made to turn the personal 
effects over to the appropriate state office or agency. 
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CHAPTER 17 
 

17 COMMUNICATIONS 
 
17:1 OFFICIAL COMMUNICATION 

 
17:1.1 OFFICIAL WRITTEN COMMUNICATION.  Any written communication 

containing matters relating to the official business of the Police 
Division or to a police officer thereof, shall be considered an official 
communication, and shall be promptly forwarded to its addressed 
destination through proper channels, unless competent authority 
directs otherwise. A police officer receiving a communication from a 
subordinate, directed to a higher command, shall endorse it indicating 
approval, disapproval or merely their acknowledgment. 

 
17:1.2 USE OF DIVISION STATIONERY.  All communications and reports 

shall be made upon forms provided especially for that purpose. In 
cases for which no specific forms are provided, District or Bureau 
stationery shall be used. All such communications and reports shall, 
when practicable, be forwarded flat or loosely rolled, without creasing 
or folding. 

 
17:1.3 GENERAL FORMAT FOR COMMUNICATIONS.  Police officers when 

forwarding communications or reports requiring their signatures shall 
affix their names in full using a conventional or ballpoint pen.  They 
shall represent their middle name by the first initial in that name. They 
shall transcribe all official communications in either black ink pen, or 
typewritten form, and as far as practicable, shall deal with only one 
subject. Superior officers shall direct their written communications in 
typewritten form, whenever practicable. 

 
17:1.4 USE OF OFFICIAL TITLES.  When reference is made in the body of a 

communication concerning a police officer, for the first time, their rank, 
title, first name in full with middle initial, their surname and their 
command shall be used.  Subsequently, they can be referred to by 
rank and surname. 
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17:1.5 OUTGOING COMMUNICATIONS.  All official communications sent 
out by the Police Division, unless otherwise ordered, shall be signed 
by the Police Director or by an official duly authorized to sign the 
name of the Police Director. Whenever a properly authorized official 
signs the name of the Police Director to an official communication, 
they shall also affix their initials immediately below such signature. 
The sending of official crime circulars of any description to other 
cities, divisions or institutions must conform to the provisions of 
General Order 66-1 entitled "Bulletin Circulars." The Police Director 
may grant permission to service units or to other Division subdivisions 
to communicate directly with outside agencies. 

 
17:1.6 INITIALS OF SENDER/TYPIST.  All outgoing official communications 

that are typewritten shall bear, in the lower left hand corner, both the 
full initials of the person who dictated, and the stenographer who typed 
such communication. 

 
17:1.7 RUBBER STAMPED SIGNATURES PROHIBITED.  Police officers 

shall under no circumstances use rubber stamps to sign official 
communications. This rule does not apply to the aides or 
stenographers of Divisional Commanders who may rubber stamp 
signatures of their commander on copies of orders and notices when 
they are directed to do so. 

 
17:1.8 FILING AND RETAINING OFFICIAL COMMUNICATION. All 

communications or official papers received that are required to be kept 
in any branch of the Police Division shall be carefully preserved for the 
filing and indexing in accordance with the systems established by the 
Division Manual for Administrative Filing.  Copies shall be made of all 
official communications issued from the Division and shall be kept in 
the office of origin. 

 
17:1.9 WAITING PERIOD FOR OFFICIAL REPLIES. Communications 

forwarded to Districts or to Divisions for official replies and reports 
forwarded from higher Commands shall be answered on or before the 
suspense date noted on the communication. 

 
17:1.10 GRAMMATICAL USAGE AND ACCURACY.  Clerical and 

grammatical errors and inaccuracies in the transcription of names and 
addresses in communications and reports shall be carefully avoided. 
All superior officers signing communications and reports containing 
errors shall be held responsible. 
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17:1.11 CONCISENESS AND ORDINARY USE OF LANGUAGE. Official 
Division correspondence shall be plain and concise in language. 
Statements shall be made in terms that cannot be misunderstood. 
Each paragraph shall deal with only one phase of the general subject. 
Unnecessary introductory or explanatory paragraphs shall be avoided. 

 

17:1.12 RANK, NAME AND COMMAND.  When a police officer is mentioned 
by name in any communication or order, their grade or rank shall 
precede the name. The District, Division, or Unit designation shall 
follow their name. 

 
17:1.13 SIGNATURE, RANK AND I.D. NUMBER.  Each police officer shall 

always sign their full name legibly. They shall also neatly fill in their 
rank, I.D. number and the District, Division, or Unit to which they are 
assigned after affixing their signature to reports, to complaints, or to 
other official documents of any kind. Their rank and I.D. number shall 
follow on the next line below. 

 
17:1.14 COMMUNICATIONS THROUGH CHANNELS.  All communications of 

any nature shall pass through regular channels (chain of command) 
except where special provisions have been made. In any case where 
there is insufficient time for a communication to pass through regular 
channels, a subsequent report shall be prepared explaining the short- 
circuiting action, which shall be transmitted through regular channels. 

 
17:1.15 COMMUNICATIONS WITH THE POLICE DIRECTOR.  Police officers 

shall be authorized to communicate 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 all members of the Division nor shall any 
police officer attempt to prevent or discourage any such 
communication. All requests for communication shall be submitted 
through the appropriate chain of command. 
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17:1.16 SPELLING OF NAMES.  The correct spelling of names is of the 
utmost importance in all official correspondence, reports, 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; "John J. Jones," or 
"J. Joseph Jones." If, however, the correspondence refers to a 
communication received from someone not a police officer, who signs 
his name by using only initials before his surname such as "J.J. 
Jones," then this form is also acceptable for use in official 
correspondence. 

 
17:1.17 DISCREDITING COMMUNICATIONS.  A police officer shall not 

communicate any information, orally or in writing, discrediting their 
associates, superior officers, the Police Division itself, the City Council, 
and the Mayor and his official family.  This rule does not apply, 
however, when personnel are bound by the Rules and Regulations to 
inform their superior officers of any information that is in violation of 
these rules. 

 
17:1.18 DIVISION STATIONERY RESTRICTION.  Police officers shall not 

use Division stationery for their private correspondence. 
 

17:1.19 INTER-DIVISION CORRESPONDENCE.  Police officers shall 
observe the margin already established on the "Administrative 
Submission". On this form the salutation "Sir" already inscribed 
precedes the body of the report. Police officers shall use the 
complimentary closing, "Respectfully submitted," below which shall 
appear their signature and rank. 

 
17:1.20 INCOMING CORRESPONDENCE. Incoming correspondence shall not 

be opened by anyone other than the individual addressee, or the 
person in charge of a divisional 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 forwarded through the United States 
Mails shall not be opened and/or read by anyone not the addressee 
unless specific permission has been authorized. 

 
17:2 RADIO COMMUNICATIONS 

 
17:2.1 COMMUNICATIONS DIVISION. Personnel assigned to the 

Communication Division shall be responsible for: 
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(1) The prompt receiving and handling of all telephone calls for police 
service. 

 

(2) The accurate receipt and transmission of teletype alarm 
messages. 

 
(3) The clearly enunciated and complete and accurate transmission 

of all radio messages. 
 

(4) The courteous receipt of business calls and their expeditious 
routing. 

 
(5) The prompt dispatching of the appropriate radio equipped units to 

calls for police assistance. 
 

(6) The efficient rendering of assistance to radio equipped units 
seeking record checks, additional information, assistance in 
effecting a "chase" and etc. 

 
(7) The proper use of identifying-number by telephone operators 

when answering telephone calls. 
 

17:2.2 COMMUNICATIONS COMMANDER.  The Commanding Officer of the 
Communications Division shall be charged with the complete 
supervision of all personnel assigned to this Division, and subject at all 
times to the directions of the chain of command.  The Commander 
shall be responsible for exercising control over all Lieutenants, 
Sergeants, Dispatchers, Communications Clerks and Communications 
Officers, and all others working under their command to determine that 
their respective duties are performed efficiently. 

 
17:2.3 VISITS TO COMMUNICATIONS DIVISION. Visits by citizens or 

Police Officers to view the Communications Division facilities are 
forbidden without the express consent of one of the following: 

 
(1) The Director 

 
(2) The Chief of Police 

 
(3) The Commanding Officer of the Communications Division 
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17:2.4 POLICE DISPATCHER.  Police officers assigned to radio broadcasting 
shall be designated dispatchers. During their tour of duty, the 
dispatcher is responsible for transmitting all official orders to radio 
equipped units and for dispatching such units to assignments.  All 
orders transmitted in this manner shall have the force of a direct order 
from the commanding officer of the unit concerned. 

 
17:2.4-1 SPECIAL ASSIGNMENTS. Police dispatchers shall be police officers 

assigned to the Communications Division. They shall enter all 
information in the Police C.A.D. (Computer Aided Dispatch) System 
Computer, or on Divisional forms when in manual mode of operations, 
in the prescribed manner, and verify all entries made by call takers for 
accuracy, before they transmit them. 

 
17:2.4-2   FAMILIARITY WITH FEDERAL COMMUNICATIONS COMMISSION 

RULES. Police dispatchers shall be familiar with the rules and 
regulations contained in the "Communications Act", and those drawn 
up by the Federal Communications Commission. Moreover, they shall 
be conversant with functioning of a radio-telephone station. 

 
17:2.4-3   RADIO DISCIPLINE.  All police officers using the police radio either 

from a radio-equipped mobile unit, portable unit or from the facilities 
located in the Communications Division, shall strictly observe 
regulations for such operations as set forth in Divisional orders and by 
the rules of the Federal Communications Commission. 
Unauthorized remarks or sounds made by any personnel using radio 
communications are strictly forbidden. 

 

17:2.4-4 BROADCASTING DEMEANOR. Police dispatchers shall not use 
profane, obscene or coarse language while broadcasting nor shall they 
transmit any unnecessary messages. 

 
17:2.4-5 UNIFORM. All police dispatchers, communications clerks (call takers) 

and communications officers (teletype operators) shall wear the 
uniforms that are prescribed by the Division. 

 
17:2.4-6 UNUSUAL COMPLAINTS. Any police dispatcher, communications 

clerk, or communications officer assigned to duty in the 
Communications Division shall bring to the attention of the tour 
commander on duty, any complaint or problem of a difficult or of an 
unusual nature, which they themselves cannot resolve. 
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17:2.4-7   SUPERVISING TOUR COMMANDER TO RESOLVE DIFFICULTIES. 
Tour commanders on duty at the Communications Division shall be 
responsible for closely supervising the communications operations. 
They shall take 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 personnel assigned to the 
Communications Division. 

 
17:2.4-8 COMPLAINT PRIORITY. If it becomes necessary to process incoming 

complaints manually, the order of priority shall be determined by the 
nature of the complaint as noted in General Order 64-21 entitled 
"Screening and Disposition of Specific Calls", dispatchers shall use 
discretion and good judgment in this regard. If the complaint is very 
serious the dispatcher may reassign any radio car presently attending 
to a lesser one. 

 
17:2.4-9 INFORMATION TO CARS. Communications clerks shall elicit 

sufficient information from the complainant so as to permit the proper 
dispatching of radio equipped units. The dispatcher shall relay such 
information to the assigned unit so that the police officer or police 
officers involved may be prepared to properly handle the call. 

 
17:2.4-10 SERIOUS CRIMES AND EMERGENCIES. When receiving calls 

having to do with serious crimes or emergencies, the communications 
clerk shall hold the complainant on the telephone after obtaining the 
location and the nature of the call. The communications clerk shall 
make the dispatcher aware that the complainant is being held on the 
line on this particular incident. The communications clerk shall relay 
any additional information to the dispatcher that they gather from the 
complainant, which may be useful to the units responding. 

 
17:2.4-11 ASSISTING UNITS IN THE FIELD. When a unit in the field requests 

equipment or other assistance of any nature, the dispatcher shall 
dispatch the equipment or the assistance required. 

 
17:2.4-12 WANTED PERSONS OR WANTED AUTOMOBILES. Dispatchers 

shall broadcast the descriptions of all persons wanted for the 
commission of major crimes (felonies) when immediate transmission 
might result in a prompt apprehension. They shall also broadcast the 
registration numbers and descriptions of all motor vehicles wanted in 
connection with the perpetration of major crimes. 

 
 
 

17-7 



NEWARK POLICE DIVISION 

RULES & REGULATIONS 
 

 

 

17:2.4-13 CONCLUDING THE MESSAGE. Police dispatchers shall announce 
the time at the conclusion of each broadcast. 

 

17:2.4-14 TEST MESSAGE. Police dispatchers shall broadcast a test message 
on the hour and on the half-hour announcing the time and the station 
call letters; or as airtime permits. 

 
17:2.4-15 SHIFT OR RELIEF CHANGE. At the end of their tour of duty, a police 

dispatcher shall personally orient the relieving dispatcher as to the 
availability status of the radio-equipped units, and about any other 
pertinent matters. 

 
17:3 TELETYPE MESSAGE CLASSIFICATION. Messages dispatched 

through the teletype system shall be classified as follows: 
 

(1) An alarm shall be a message, which relates to a circumstance 
calling for immediate action. 

 

(2) A Divisional Message shall be a message, which concerns and 
which is brought to the attention of the Bureaus, Divisions or 
Units according to the distribution noted in the footnote of the 
teletype message. 

 
(3) A Miscellaneous Message shall be a message communicating 

information or advice to other Police Divisions. 
 

17:3.1 PROCESSING TELETYPE MESSAGES.  All messages shall bear the 
title designating their classification, and shall be consecutively 
numbered. 

 
17:3.2 CHIEF TELETYPE OPERATOR - POLICE COMMANDING OFFICER 

CONSULTATION. The Chief Telephone and Teletype Operator shall 
consult with their commanding officer relative to critical matters 
affecting the operation of the teletype service particularly with regard to 
the sending of emergency alarms. 

 
17:3.3 CARE OF TELETYPE EQUIPMENT.  The Chief Telephone and 

Teletype Operator shall be responsible for the proper care and 
maintenance of the teletype equipment installed in the Teletype Room. 
All servicing and repair work other than paper and ribbon changes 
shall be effected by the current authorized service vendor. All 
telephone lines shall be serviced by Verizon. 
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17:3.4 TEST MESSAGES.  The Chief Telephone and Teletype Operator shall 
cause three daily transmissions of test messages to all receiving 
stations at 0800, at 1600 and at 2400 hours to determine that all 
equipment is operating in a satisfactory manner.  Police officers 
detailed to remain alert for such messages shall immediately report 
any reception failure to the Teletype Office. The tour commander at 
each of the receiving stations and the Chief Telephone and Teletype 
Operator at the Communications Division shall record the receipt of 
each test message in their desk blotter. 

 
17:3.5 TELETYPE CANCELLATIONS.  When notified that the objective of a 

teletype alarm has been satisfied, the Chief Telephone and Teletype 
Operator shall make certain that a cancellation of such alarm has been 
transmitted. This cancellation shall also bear the original teletype alarm 
number. 

 
17:3.6 TRANSMISSION OF MESSAGES. Teletype messages shall not be 

transmitted or cancelled unless: 
 

(1) The transmission of the message or the cancellation has been 
authorized or cancelled by a superior officer on form DPI:578. 

 
(2) The messages or alarms are of an emergency nature requiring 

immediate action. 
 

17:3.7 REPORTING TELETYPE FAILURE.  Teletype and telephone 
operators shall report immediately any receiving machine failure 
occurring in the teletype room to the Chief Telephone and Teletype 
Operator. Tour commanders noting teletype reception failure shall 
notify or cause to notify the Chief Telephone and Teletype Operator. 
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Chapter 18 
 

18 Rules of Discipline 

18:1 Penalty For Violations 

According to the nature and aggravation of the offense, any police 
officer or civilian employee of the Police Division who commits any 
illegal act, or commits a violation of any Rule, Regulation, Procedure or 
Order governing the Police Division shall be subject to: 

 
(1) Warning Notice 

 
(2) Written Reprimand 

 
(3) Fine 

 
(4) Suspension from duty 

 
(5) Reduction in rank 

 
(6) Dismissal 

 
18:2 ABSENCE WITHOUT LEAVE 

 
Police officers shall not be absent from duty except for illness or injury 
without the consent of a superior officer or Police Surgeon. 

 

18:3 SICK LEAVE RESIDENCE RESTRICTION 
 

Police officers while on sick leave shall not leave their residence 
without permission of a Division Surgeon. For each day a police 
officer is not in residence and is not available to the Police Surgeon, a 
police officer is subject to multiple charges, since each day away from 
his residence while on sick leave is a separate offense. 
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18:4 ACTS OR OMISSIONS 
 

Division members shall in every instance conduct themselves in a 
manner, which is conducive to good order and discipline. Division 
members shall faithfully and diligently carry out all of the duties, 
responsibilities and functions of their collective offices, positions or 
employment. 

 
18:5 UNFAVORABLE CONDUCT 

 
Division members shall not conduct themselves in a manner, which 
reflects unfavorably on the courage and resourcefulness of the 
Division. 

 
18:6 NEGLECT OF DUTY 

 
Division members shall not commit any act nor shall they be guilty of 
any omission that constitutes neglect of duty. 

 

18:7 PUBLIC DISPARAGEMENT 
 

Division members shall not publicly disparage or comment unfavorably 
or disrespectfully, on the official action of a superior officer or on the 
Rules, Regulations, Procedures or Orders of the Police Division. 

 
18:8 ACTS OF INSUBORDINATION 

 
Division members shall not commit acts of insubordination or 
disrespect to any superior officers. 

 

18:9 ALCOHOLIC BEVERAGES 
 
18:9.1 In Uniform, On and Off Duty.  Police officers when in uniform both on 

and off duty shall not drink intoxicating beverages in any form. 

 
18:9.2 Off Duty.  Division members when off duty shall not drink alcoholic 

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

18:9.3 Transporting Alcoholic Beverages.  Division members while on 
duty shall not transport alcoholic beverages on their person. 
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18:9.4 Entering Liquor Establishment.  Police officers when on duty or 
when in uniform shall not enter any place in which intoxicating liquor is 
sold or furnished, except when necessary to do so in the performance 
of a police duty. 

 
18:9.5 Intoxicants in Police Buildings.  Police officers shall not bring liquor 

or other intoxicants into a Division building unless the liquor has been 
officially seized. In extenuating circumstances, permission to bring 
intoxicants into a police building may be granted by the Police 
Director or by the Chief of Police. 

 
18:9.6 Intoxication or Illegal Use of Drugs.  Division members shall not 

come under the influence of alcoholic beverages, narcotic drugs, or 
other stupefying or intoxicating agents. 

 
18:9.7 Examination of Unfit Police Officer.  Superior officers shall require 

the Division 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. 

 
18:9.8 Exceptions. Police officers may consume alcoholic beverages while 

on duty providing that: 

 
(1) The consumption is a necessary part of a police task, for 

example, surveillance or an undercover investigation. 
 

(2) The police officer is not in the uniform of the Newark Police 
Division. 

 
(3) The investigating police officer has obtained the consent of his 

commanding officer. 
 

(4) The police officer exercises moderation and does not consume an 
amount which would render him unfit to perform his duty. 

 

18:10 MENTAL AND PHYSICAL CAPABILITY 

 
Division members shall not render themselves mentally or 
physically incapable of performing their duties. 
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18:11 MALINGERING 
 

Division members shall not feign illness, injury or incapacity to 
perform required duties, nor shall they fail to follow a lawful order 
issued by the Police Surgeon or other surgeon acting in his stead. 

 
18:12 LEAVING POST 

 
Division members shall not leave their posts or assignment without 
just cause. 

 

18:13 ATTENTION TO DUTY 
 

Division members shall not sleep, idle, or loaf while on duty. 
 
18:14 DISOBEDIENCE OF ORDERS 

 
Division members shall not disobey lawful orders. 

 
18:15 PROPER PATROL OF POSTS 

 
Division members shall properly patrol their posts. 

 
18:16 PAYMENT OF DEBTS 

 
Division members shall neither neglect nor refuse to pay their just 
debts. 

 

18:17 ASSISTING ESCAPE 
 

Division members shall not communicate any information nor shall 
they aid a person to escape arrest nor shall they delay in taking action 
to apprehend an offender. 

 
18:18 MALTREATMENT OF PRISONERS OR OTHER PERSONS 

 
Police officers shall not willfully maltreat prisoners or other persons, 
nor allow any other officer to maltreat prisoners or others. 

 
 
 
 
 

 

18-4 



NEWARK POLICE DIVISION 

RULES & REGULATIONS 
 

 

 

18:19 USE OF FORCE 
 

Police officers shall treat all persons and prisoners in a fair and 
humane manner at all times as provided by law. Police officers shall 
exercise force only to the degree required by the circumstances 
necessary: 

 
(1) To prevent escape 
(2) To secure detention 
(3) To subdue violence 
(4) To prevent violence to another prisoner 
(5) To defend their own lives and the lives of others. 

 
18:20 SAFEKEEPING OF PRISONERS 

 
Police officers shall be responsible for maintaining the safekeeping of 
any prisoner and preventing their escape. Police officers shall be 
responsible for maintaining the safe custody of any prisoner during 
such time as the prisoner is in their personal charge, whether such 
prisoner is confined to a cell, hospital room, detention room, court 
room, or building, or whether such person is in transit. The escape of 
a prisoner from a police officer shall be considered prima facie 
evidence of gross neglect of duty. 

 
18:21 CONFIDENTIAL INFORMATION 

 
Police officers shall not reveal to any persons not members of the 
Police Division any proposed police action or movements, or the 
provisions of any official order, without first obtaining permission from 
the Police Director or Chief of Police. 

 
18:22 FALSE STATEMENT 

 
Police officers shall not falsify any official report or record 

 
18:22.1 False Statements Defined.  Police officers who deliberately depart 

from the truth by omitting, misrepresenting, or distorting any fact on 
any form, questionnaire, or report shall be charged with having made a 
false statement. 

 
18:22.2 Pre-employment Statements.  Police officers shall be held to have 

violated this Rule, retroactively, who had made false statements during 
their investigation for candidacy to the Police Division. 

18-5 



NEWARK POLICE DIVISION 

RULES & REGULATIONS 
 

 

 

18:22.3 False Statements-Criminal Investigations.  Police officers who 
submit false or misleading statements as the target or witness in an 
internal investigation involving criminal allegations against a police 
officer shall be subject to disciplinary action. 

 
18:23 BRIBES 

 
Police officers shall not solicit or accept bribes in money, or other 
valuable articles. 

 

18:24 CRIMINAL LAW 
 

Division members shall not violate any criminal law, any provision of 
the Disorderly Persons Act or of the City Ordinances. They shall 
commit no illegal act. 

 
18:25 ACTS OF IMMORALITY 

 
Division members shall not commit acts of immorality, indecency or 
lewdness 

 

18:26 PERSONAL APPEARANCE 
 

Division members shall be clean in both person and dress. 
 
18:27 INDECENT LANGUAGE 

 
Division members shall not use indecent, profane, or uncivil 
language 

 

18:28 MISCONDUCT GENERALLY 
 

Any violation or offense not properly chargeable against a Division 
member under any other Rules of Discipline shall be charged under 
Rule No. 18. 

 
18:29 PERFORMANCE OF DUTY 

 
18:29.1 Official Inefficiency or Incompetence.  Division members whose 

performance is demonstrably inadequate or fails to meet, obtain or 
produce the effects or results mandated by Division orders and 
procedures, shall be deemed in violation of this Rule and Regulation 
and shall be charged accordingly. 
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18:29.2 Chronic Inefficiency or Incompetence. Division members charged 
with repeated violations of Rules and Regulations, which by their 
nature and frequency demonstrate an unwillingness or inability to 
meet, obtain or produce the desired effects or results necessary for 
adequate performance shall be charged with Chronic Inefficiency or 
Incompetence. Officers found guilty of chronic inefficiency or 
incompetence, shall be subject to dismissal from the Division. 

 
18:29.3 Inefficiency or Incompetence of Superior Officers. Superior officers 

within the Newark Police Division shall be held accountable for their 
performance and the performance and actions of subordinate 
personnel. A superior officer shall be accountable for individual 
behavior and actions as defined with the Rules and Regulations as 
well as ensuring that subordinates comply with the duties, obligations 
and actions prescribed and/or prohibited by the Rules and Regulations, 
General Orders, Special Orders and all Divisional memoranda. 

 
Superior officers shall be accountable for the performance, 
productivity, effectiveness, efficiency and specific functions assigned to 
subordinates as manifested in individual squad, section and command 
records including but not limited to: response time, conditions within 
assigned areas, arrests, interrogations, overtime, sick leave and all 
other indications of individual and command performance. 

 
A superior officer shall be deemed derelict in his duty and in violation 
of this section whenever it is demonstrated that the cited superior 
officer has failed to identify deficiencies and/or failed to take corrective 
action when subordinate personnel exhibit an unwillingness or inability 
to meet Division standards, obtain or produce the results necessary 
for adequate performance and/or result in violations of established 
Division policy, order, rules, regulations or procedures. 

 
18:29.4 Operational Inefficiency of Divisional Resources. Superior officers 

are accountable for the efficient utilization of both personnel and 
equipment. Superior officers who have failed to identify deficiencies 
and/or failed to take corrective action to ensure that Division 
resources are managed in accordance with Division standards or that 
the misuse of resources or inefficient, ineffective and inappropriate 
use of resources has not taken place shall be deemed derelict in their 
duty. 
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18:29.5 Chronic Inefficiency or Incompetence-Superior Officer. Superior 
officers of the Newark Police Division shall be charged with Chronic 
Inefficiency and/or Incompetence and after two (2) findings of guilt for 
Inefficiency and/or Incompetence within a twelve (12) month period 
and/or three (3) findings within a twenty-four (24) month period. 

 
A finding of guilt in a case of Chronic Inefficiency or Incompetence 
shall result in a demotion or termination. 
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