Cumberland Police Department
POLICY MANUAL

FOREWORD

The Cumberland Police Department has developed this Policies and Procedures manual, which is a series
of written directives intended for the guidance of all employees as they perform their duties. Obviously,
because of the nature of police work, no one manual can cover every specific act, situation, or problem
that may arise and confront officers. It is in these situations that officers must rely on their knowledge,
training and experience to thoroughly assess situations and make sound decisions.
A police officer will project a more professional image through confident decision making that comes
with formal training and exposure to various situations. Throughout the department there are many
employees with varying rank and experience who are available to offer direction and share their
expertise. This manual enhances that guidance by being a readily-available resource to keep officers
current on every aspect of their chosen profession.
Cumberland Police Department employees are expected to conduct themselves in a professional
manner that reflects positively on the department, while earning the respect of the public. No officer
should ever act in a manner that would bring discredit upon the department or the law enforcement
profession. Each officer will respect the limitations of their authority and always use fair and impartial
judgment.
I commend each of you who have made the decision to join me in this challenging career. Your decision
requires much sacrifice, but provides personal reward as you protect and serve a public that may not
always take the time to express their appreciation. But please be assured, your dedication, commitment
and service to our community is genuinely appreciated by our citizens and me.

Charles H. Hinnant
Chief of Police
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CPD POLICY # 1.1

LAW ENFORCEMENT AGENCY ROLE

1.1 LAW ENFORCEMENT AGENCY ROLE
1.1.1 OATH OF OFFICE
1.1.2 CODE OF ETHICS
1.1.3 DIVERSION PROGRAMS
1.1.4 CONSULAR NOTIFICATIONS
POLICY
All employees of the Cumberland Police Department will conduct themselves to the utmost professional
and ethical standards and follow the adopted oath and code of ethics of the department.
OATH OF OFFICE
CALEA 1.1.1
I.

OATH

I do hereby solemnly promise and swear that I will support the Laws and
Constitution of the United States of America, of the State of Maryland, and of the
City of Cumberland; that I will faithfully perform my duties as a police officer of the
City of Cumberland courageously and diligently and to the best of my ability; that I
will obey any lawful summons or command given me by a superior officer and
accord to them proper dignity and respect.
And I do further hereby solemnly promise and declare that I will remain steadfast
in this, my obligation as a police officer of the City of Cumberland, so do I declare.

law enforcement agency role

A. Upon becoming a sworn member of the Cumberland Police Department, each
person so appointed shall subscribe to the following oath of office:

1.1

1.1.1
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B. A signed copy of every officer’s written Oath of Office will be placed in the
member's personnel file.
C. A copy of every officer’s written Oath of Office will be given to the officer taking
the oath.
CODE OF ETHICS
CALEA 1.1.2
I.

CODE
A. The officers within the Cumberland Police Department shall be guided by the
principles contained in the Code of Ethics of the International Association of
Chiefs of Police.
B. Every sworn and civilian member of the Cumberland Police Department will
receive biennial training in the field of ethics.
C. Each sworn and civilian member of the agency will be issued a copy of the
International Association of Chiefs of Police Code of Ethics.
I.A.C.P. LAW ENFORCEMENT CODE OF ETHICS

I will keep my private life unsullied as an example to all; maintain courageous calm in face of
danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of
others. Honest in thought and deed in both my personal and official life, I will be exemplary in
obeying the laws of the land and the regulations of my department. Whatever I see or hear of
a confidential nature or that is confided to me in my official capacity will be kept secret unless
revelation is necessary in the performance of my duty.
I will never act officiously or permit personal feelings, prejudices, animosities or friendships to
influence my decisions. With no compromise for crime and with relentless prosecution of
criminals, I will enforce the law courteously and appropriately without fear or favor, malice or
ill will, never employing unnecessary force or violence and never accepting gratuities.
I recognize the badge of my office as a symbol of public faith, and I accept it as a public trust to
be held so long as I am true to the ethics of the police service. I will constantly strive to achieve
these objectives and ideals, dedicating myself before God to my chosen profession...law
Cumberland Police Department
enforcement.

law enforcement agency role

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 men to liberty, equality and justice.

1.1

1.1.2
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DIVERSION PROGRAMS
CALEA 1.1.3
COOPERATION
A. The agency shall work in conjunction with the courts in making
recommendations for diversion programs in lieu of or in addition to traditional
criminal justice punishments.
B. Members of this agency may make recommendations to parties involved in a
case for mutually acceptable alternatives involving social service agencies prior
to formal criminal justice proceedings.
C. The agency will recognize the rights of victims to approach the courts with
recommendations.
D. Cases involving juveniles may be handled by diversion programs preceding
formal court hearings.

law enforcement agency role

I.

1.1

1.1.3
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CPD POLICY # 1.1.4

CONSULAR NOTIFICATION

1.1.4 CONSULAR NOTIFICATIONS
POLICY
The Cumberland Police Department will not attempt to enforce immigration laws. All such matters will
be referred to the Immigration and Customs Enforcement Service (ICE). When an alien requests asylum,
the Department will ensure his protection from coercion and will notify the appropriate federal
agencies.
Upon arrest of a foreign national, the Department will offer to contact the appropriate Consulate and, in
those instances where required, the appropriate Consulate will be contacted regardless of the arrestee’s
wishes.
It is the policy of this department to exercise its duties in conformance with all applicable laws,
regardless of nationality, racial or ethnic background.
1.1.4 CONSULAR NOTIFICATIONS
CALEA 1.1.4, 61.1.3d

A. Upon the arrest of any person for criminal or arrestable traffic charges, it is the duty of
the arresting officer to determine whether the person is a US citizen or a foreign
national.
B. If it is, determined that the arrestee is a foreign national the arresting officer must
inform them without delay that he or she may communicate with his or her consular
office.
1. If the arrestee desires to communicate with their consulate the arresting
officer will make every effort to accommodate them, allowing them to have

Cumberland Police Department

1.1.4: consular notification

I. ARREST OF FOREIGN NATIONALS
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communication in-person or on the phone with one consular representative
at a time.
2. Assistance with contacting foreign consulates offices can be obtained via the
Department of State website http://www.state.gov/ or their 24-hour
command post at 202-647-1512.)

Albania

Dominica

Mauritius

Tajikistan

Algeria

Fiji

Moldova

Tanzania

Antigua

Gambia

Mongolia

Tonga

Armenia

Georgia

Nigeria

Trinidad & Tobago

Azerbaijan

Ghana

Philippines

Tunisia

Bahamas

Grenada

Poland

Turkmenistan

Barbados

Guyana

Romania

Tuvalu

Belarus

Hungary

Russia

Ukraine

Belize

Jamaica

Saint Kitts & Nevis

United Kingdom

Brunei

Kazakhstan

Saint Lucia

Uzbekistan

Bulgaria

Kiribati

Saint Vincent & Grenadines

Zambia

China

Kuwait

Seychelles

Zimbabwe

Costa Rica

Kyrgyzstan

Sierra Leone

Cyprus

Malaysia

Singapore

Czech Republic

Malta

Slovakia

D. If the arrestee is a citizen of any of the above countries, regardless of being in the US
legally or illegally, the Shift Supervisor will contact their consulate office and will
provide them with:
1. Arrestee’s name
2. Date of birth
3. Place of birth
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C. If the arrestee is from one of the below listed countries notification is mandatory,
without delay, despite the arrestee’s wishes:
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4. When and where they entered the US
5. You may only advise the consulate of the reason detained upon consent of
the arrestee; however, in the following countries you must provide them
with the reason detained:
Algeria

China

Mongolia

Bulgaria

Czech Republic

Poland

Slovika

E. The Shift Supervisor must make a reasonable effort to contact the appropriate consulate
without delay; however, the arrestee is to not be detained beyond usual limits when
awaiting a response from their consulate. If applicable, foreign nationals should be
released and the consulate advised of the status upon making contact. (i.e. criminal
citations or traffic citations)
F. The involved officers will record in the appropriate incident report, all requests made by
foreign nationals and contacts with consulate office in the appropriate incident report.
II. ARREST OF FOREIGN NATIONAL JUVENILES AND VULNERABLE ADULTS
A. If a foreign national who is a juvenile or vulnerable adult is arrested and a parent or
guardian cannot be located, mandatory notification to the arrestee’s consular is
required, without delay, despite the arrestee’s wishes.
B. The Shift Supervisor will contact their consulate office and provide them with:
1. Arrestee’s name
2. Date of birth
3. Place of birth
4. When and where they entered the US
5. Parent / guardian / family information

D. The involved officers will record all requests made by foreign nationals and contacts
with consulate office in the appropriate incident report.
III. NOTIFICATIONS OF DEATH FOR FOREIGN NATIONALS
A. If any officer becomes aware of the death, or serious life-threatening injury, of a foreign
national within the City of Cumberland, the officer must make the Shift Supervisor
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C. If a parent or guardian is located, the same rules of consular notification apply as in
adult foreign national arrests.
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aware. The Shift Supervisor will be responsible for contacting that foreign national’s
consulate without delay.
B. The involved officers will record all contacts with the consulate office in the appropriate
incident report.
IV. NOTIFICATION OF FOREIGN AIRCRAFT CRASHES
A. If an airplane registered in a foreign country wrecks or crashes in the City of
Cumberland, the Shift Supervisor will make a request through the Federal Aviation
Administration to contact that countries Consulate and make notification.
1. Assistance with contacting the Federal Aviation Administration can
be obtained via their website at www.faa.gov or at their 24 hour
command post at 202-647-1512

V. REQUESTS FOR ASYLUM
A. Foreign nationals who request asylum in the U.S. should be given full opportunity to have
their requests considered. Safe protective custody will be provided to the asylum seeker.
Force may be used against attempts at forcible repatriation (return of the refugee to his
homeland) where means of resistance are available. The safety of American personnel
must be taken into account, however, and no greater force than necessary to protect the
individual should be used. If an employee of the Department is contacted by a person who
requests asylum, the employee will immediately contact his supervisor who will notify the
Chief of Police, via chain of command, and refer the matter to ICE immediately. The
member will also notify the U.S. Department of State - Diplomatic Security Service
Command Center at 571-345-3146.
VI. TRAINING

1.1.4: consular notification

A. All sworn personnel of the Cumberland Police Department will receive training on consular
notification.
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Approved: Charles H. Hinnant, Chief of Police
CPD POLICY # 1.2

LIMITS OF AUTHORITY

1.2 LIMITS OF AUTHORITY
1.2.1 LEGALLY MANDATED AUTHORITY
1.2.2 LEGAL AUTHORITY TO CARRY/USE WEAPONS
POLICY
Members of the Cumberland Police Department will operate in accordance with the authority vested to
them as stipulated in local, state, and federal laws and will not take police action beyond their authority.
Further, all officers will strive to ensure that the legal rights of those they come in contact with are
respected.
1.2.1

LEGALLY MANDATED AUTHORITY
CALEA 1.2.1
I.

All members of the Cumberland Police Department who are sworn and empowered by the
City of Cumberland as well as certified as a law enforcement officer through the Maryland
Police and Correctional Training Commission, shall preserve the peace, protect persons and
property, and obey and enforce all ordinances of the legislative authority of the City of
Cumberland, all criminal and motor vehicle laws of the State of Maryland and of the United
States.

1.2.2

II.

The Cumberland Police Department shall perform any other duties that are provided by
ordinance.

III.

All Officers with the Cumberland Police Department will apply themselves diligently to the
study of the laws and the principles which they are sworn to uphold.

LEGAL AUTHORITY TO CARRY/USE WEAPONS
CALEA 1.2.2

Cumberland Police Department

1.2 limits of authority

A. Section 37 of the Cumberland Charter grants the authority for the establishment of
the Cumberland Police Department.
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I.

Section 37 of the Cumberland City Charter authorizes the Mayor and City Council to maintain a
police department. Further, the City of Cumberland Code, Section 18, authorizes the creation of
the Cumberland Police Department, particularly Section 18-29 authorizes Cumberland Police
officers to be governed by the rules and regulations for the government of this city.

II.

The Annotated Code of Maryland Criminal Procedure, Subtitle I, Section 2, details the authority
of police officers, including those in a municipal corporation, giving such officers powers of law
enforcement and arrest of state laws.

III.

All sworn officers of the Cumberland Police Department who meet all Maryland Police and
Correctional Training Commission standards, Cumberland Police Department policy standards,
and Federal Law Enforcement Safety Act rules, along with applicable Municipal, State and
Federal laws, allowing them to use and carry a firearm are permitted to do so concealed or open
during the execution of their lawful duties.

1.2 limits of authority

A. The Chief of Police has the power to deny a Cumberland Police Officer permission
to carry a firearm at any time.

Cumberland Police Department
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CPD POLICY # 1.2.3

INTERVIEWING

1.2.3 INTERVIEWING
POLICY
Interviewing is the most common tool used in police work. Officers talk to every person they come in
contact with in order to obtain information. Proper interviewing skills and the recording of this
information is important to all police investigations. The purpose of this policy is to provide guidance to
officers ensuring that citizen’s constitutional rights are honored and upheld during all interviews.

1.2.3 INTERVIEWING - COMPLIANCE WITH CONSTITUTIONAL REQUIREMENTS
CALEA 1.2.3
FIELD INTERVIEWS
A.

Field interviews also known as street interviews, or stop and talks can be used as a tool to
discourage criminal activity, identify suspects, and gather intelligence.

B.

In order to stop a person and conduct a field interview, an officer must have articulable
reasonable suspicion that the person may be involved with criminal activity.

C.

The reasonable suspicion is to be developed by considering the situation, along with the
officer’s knowledge, training, and experience at the time of the encounter.

D.

Some examples of field interviews include:
1. Stopping suspicious people in an alley outside a business after hours.
2. Stopping a known drug offender in a high drug area.
3. Stopping a subject with a suspicious package, you suspect to be a weapon.
4. Stopping a subject, you personally know to have a history of burglary in an area
where burglaries have been occurring.
5. Stopping a person sitting in a running vehicle for several hours.
Cumberland Police Department
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III.

Upon conducting a field interview each officer is to:
1. Open a related incident report
2. Complete a narrative with pertinent information
3. Enter the name into the name file

F.

The Shift Supervisor, as per protocol, will evaluate all such reports and any pertinent
intelligence forwarded to the proper personnel.

NON-CUSTODIAL INTERVIEWS
A.

Officers may interview victims, witnesses, or suspects any time for the purpose of
gathering information pertinent to a police matter.

B.

Officers are to be courteous and professional during all such contacts.

C.

Officers are to conduct all interviews with due regard to constitutional guidelines.
1. All persons interviewed by police still have a right to not speak if they wish.
2. All persons interviewed by police still have a right to request an attorney, even
though they are not a suspect.

D.

Officers are not to threaten or coerce people for the purpose of gathering information.

E.

Officers are to not make promises or inducements in exchange for information.

F.

Officers are to obtain a record of pertinent interviews of victims, witnesses, and suspects
as soon as practical in writing or by audio or video recording.
1. Officers will summarize the contents of any such statements in the appropriate
incident report.
2. Any written documents will be forwarded to central records and attached as a
digital image to the incident report with the original being placed in the case file.
3. The appropriate personnel will attach any digital audio recording to the incident
report.
4. Any taped audio or video recording will be forwarded to central records and made
part of the case file.

Custody occurs when the person you are interviewing:

1.2.3: interviewing

II.

E.
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CUSTODIAL INTERVIEWS
CALEA 1.2.3b
A.

is under arrest
has an active arrest warrant
is not free to leave
perceives they are not free to leave
is being held in a police facility or vehicle
is in the company of multiple armed officers

B.

Miranda warnings will be read before any interview of a suspect in a custodial setting.
(CALEA 1.2.3b)
1. The preferred method is to read the Miranda warnings from CPD form PT-6 Advice
of Rights, which should be signed by the interviewee and witnessed.
2. If the Miranda warnings are read from CPD form PT-6 Advice of Rights and the
interviewee refuses to sign but still wants to make a statement make a note on the
form and continue the interview.
3. It is permissible to read Miranda rights from a Miranda card and obtain a verbal
waiver; however, it is preferable to have a witness to the waiver.
4. Any request by the interviewee for an interview to stop must be honored.
5. Any request by the interviewee for legal counsel must be honored.
6. After the interviewee requests to stop the interview the officer is to cease;
however, the interviewee may initiate discussion later, on his own without
provocation from the officer and request to waive his Miranda rights. (Any such
instances must be explicitly documented.)
7. Miranda warnings do not have to be given to any person who volunteers
information.

C.

Providing access to legal counsel (CALEA 1.2.3c)
1. Once a person invokes his right to counsel, if practical, they should be allowed to
contact an attorney.
2. If inside the police station, they will be allowed to use an agency phone to contact
legal counsel.
3. Attorney phone calls are privileged and are not to be monitored or listened to by
officers.
4. Officers are to consider safety and maintain control of the suspect making the
phone call.
a)
Attorneys are allowed to make in- person visits at CPD
b)
Attorneys visiting prisoners are subject to search
c)
Attorney discussions are privileged and are not to be monitored or
listened to by officers.
d)
The preferred method of contact is through the cell bars with the
attorney in the exterior cell room.
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e)

5.

D.

Waiver of Prompt Presentment
1. The arrestee is to be taken to the District Court Commissioner for a bond hearing,
“without unnecessary delay and in no event later than 24 hours after arrest” (MD
Annotated Code) unless otherwise specified on the warrant.
2. If there will be a substantial delay with getting the arrestee to a bond hearing due
to interview or investigation they are to be read a CPD form PT-5 Waiver of Prompt
Presentment, which they must voluntarily waive.
3. If an arrestee does not agree to waive a timely appearance before a District Court
Commissioner or Judge, they are to be taken as soon as practical.
4. If an arrestee agrees to delay his /her bond hearing, they will be taken before a
District Court Commissioner or Judge as soon as practical after the interview or
investigation is completed.

INTERVIEW ROOMS
A.

Officers have the option to use any room within the Cumberland Police Department to
conduct custodial and non-custodial interviews.

B.

Officers are to conduct a check of any room used as an interview room for hazards or
items that may be used as weapons and remove them prior to use. (CALEA 42.2.10e)

C.

Officers are to secure all weapons in the department lockbox prior to entering the
interview room with an interviewee. (CALEA 42.2.10a)

D.

Officers are to search or pat down (whichever is within legal means) all subjects prior to
interviewing. (CALEA 42.2.10b)

E.

Officers are to notify the Shift Supervisor that they will be conducting an interview and the
room they are using. (CALEA 42.2.10b,d)

F.

The Shift Supervisor or his designee will maintain contact or conduct periodic safety checks
with the interviewing officer. (CALEA 42.2.10b,d)
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IV.

If not available, private discussion in an interview room will be allowed
after search and only with the prisoner restrained with handcuffs,
restraint belt, and shackles.
If the arrestee is combative and the attorney contact is not imperative; safety and
escape risks should outweigh the attorney contact and the request will be denied.
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V.

G.

If an emergency develops or the subject of the interview becomes combative, the officer
conducting the interview should use his/her portable radio to summons assistance.
(CALEA 42.2.10d)

H.

All interviewees will be allowed comfort breaks at their request. (CALEA 42.2.10f)

PERSONS IN INTERVIEW ROOM (CALEA 42.2.10c)
A. Law Enforcement
1. Absent extenuating circumstances, the maximum number of law enforcement
personnel present and actively participating in an interview or interrogation should not
exceed two persons.
2. Officers conducting interviews are to always be cognizant that the presence of multiple
interviewers, armed or unarmed, which may give the interviewee the impression of
coercion.
B. Civilians
1. As a general rule no non-law enforcement personnel will be allowed to accompany
arrestees during interviews.
2. Officers will consider allowing civilians to accompany victims and witnesses during
interviews such as:
a. Parents of juveniles
b. Attorneys
c. Advocates
d. Counselors
e. Interpreters
3. Caution will be taken if the accompanying civilian may be a potential witness themselves
in order not to taint their testimony.
4. At no time are the victims of crimes, or their associates, allowed to accompany officers
during a law enforcement interview of a suspect or third party.
5. Any civilian accompanying a person during a law enforcement interview will be
instructed to not influence or coerce the interviewee.
MAJOR CASE INTERVIEWS
A.

The Maryland Annotated Code (CP 2-402) states that if a law enforcement agency has an
interview room capable of audio and visual recording they are to make a “reasonable
effort to create an audiovisual recording of a custodial interrogation of a criminal suspect
in connection with a case involving murder, rape, sexual offense in the first degree, sexual
offense in the second degree, whenever possible; and a law enforcement unit that does
not regularly utilize one or more interrogation rooms capable of creating audiovisual
Cumberland Police Department
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B.

Cumberland Police officers are to comply with the above.

C.

It is understood that recording an interview may not be possible during a street or crime
scene interview.

D.

If possible, suspects in the above crimes (murder, rape, sexual offense in the first degree,
sexual offense in the second degree) should be transported to the police station for
interviewing.

E.

Audio only recording devices will be available through the Shift Supervisor for use in these
cases.

F.

Imperative interviewing should not be withheld due to not having recording equipment.

G.

If recording equipment is found to be broken or malfunctioning officers are to make a
reasonable effort to repair and then continue with the interview regardless.

H.

One audio and visual interview room exists on the third floor at the police station; the use
of this room should be coordinated through C3I personnel.

I.

Any detective assigned to a case involving murder, rape, sexual offense in the first degree,
sexual offense in the second degree, will utilize the audiovisual interview room for
interviews whenever possible.

J.

When using audio or audiovisual recording devices officers will make a recording of the
entire interview from Miranda warnings through to conclusion:
1. Officers will state the date, time, case, and parties in the room upon starting the
recording.
2. Officers may pause the recording during comfort breaks but must announce the
time and reason for pausing recording prior to stopping it.
3. Upon turning the recording on officers must announce the start time.
4. There will be no stopping of the recording without a time and reason being
announced.

K.

All recordings done in compliance with the above law are exempt from wiretapping
statutes and can be done without consent.
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recordings of custodial interrogations shall make a reasonable effort to create an audio
recording of a criminal suspect in connection with a case involving murder, rape, sexual
offense in the first degree, sexual offense in the second degree, whenever possible.”
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At the completion of all such recorded interviews, officers are to summarize the interview
in the appropriate incident report narrative.

M.

All digital recordings are to be attached to the appropriate incident report.

JUVENILE INTERVIEWS
A.

All interviews regarding juveniles will be done in compliance with CPD Policy 44 Juvenile
Operations.

1.2.3: interviewing

VII.

L.
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CPD POLICY # 1.2.4

SEARCH AND SEIZURE

1.2.4 SEARCH AND SEIZURE
1.2.4.1 STRIP & BODY SEARCHES
POLICY
Cumberland Police officers will conduct searches of persons and property only for the purpose of
keeping the officer and public safe, or to collect and preserve evidence. All searches conducted by
Cumberland Police officers will be done within lawful means considering the public’s constitutional
rights.
1.2.4 SEARCH AND SEIZURE
CALEA 1.2.4
GENERAL PRINCIPALS
A. No officer will use any bias based profiling as a reason to take police action including
stopping, detaining or searching. (CALEA 1.2.9a)
B. Cumberland Police Department employees shall not unlawfully stop, detain or search any
person based upon race, color, ethnicity, national origin, gender, age, sexual orientation,
disability or genetic information. (CALEA 1.2.9a)
C. Cumberland Police Department employees will not participate in the use of any unlawful
discriminatory characteristic as a cause for taking any law enforcement action against any
individual or group of individuals. (CALEA 1.2.9a)
D. Nothing in this policy statement precludes any officer from relying upon race as a part of a
description where a specific suspect is sought. (CALEA 1.2.9a)
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E. Whenever practical officers will secure a search warrant rather than relying on judicially
recognized exceptions to obtaining a search warrant.
F. All searches, regardless of their nature, will be detailed in the appropriate CPD incident
report specifying the reason for the search, how the search was conducted, and the results.
G. All evidence seized during any search will be preserved and processed according to CPD
guidelines.
H. No media personnel (reporters, journalists, civilian camera operators) will be allowed to
accompany officers during any types of searches.

CONSENT SEARCHES
A. A person who has control of a structure, vehicle, container, property, or similar item may
give a police officer permission to search that property.
B. To obtain consent to search a property from a person an officer must show that the consent
was voluntary and not under duress or intimidation.
C. Prior to conducting any search, the officer is to be satisfied that the person giving consent
has the right to do so under judicial rulings.
D. If more than one person is present with rights to the same property to be searched, the
other person may decline consent, which in such case no search will take place.
E. A person giving consent to search can place limitations or conditions on the search.
F. A person giving consent to search can withdraw the consent and order the officers to stop
searching at any time.
1.
Even if probable cause exists, if consent is withdrawn and no exception to a
warrantless search exists (i.e. movable vehicles) the search must be stopped.
2.
In incidents where probable cause exists and the officer wishes to continue to
search for evidence the property may be secured and a search warrant obtained.
G. If practical, the preferred manner of obtaining consent to search any property will be in
writing on CPD form PT-13 Consent to Search.
1. Verbal consent to search will be acceptable; however, should be witnessed by a
second party and well documented.
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III.

STOP AND FRISK SEARCHES
A. Any officer conducting a field interview on the street, in a building, or in a car, based on
reasonable suspicion, may conduct a limited search known as a “stop and frisk” or “pat
down” of that person for a weapon as defined in MD Annotated Code CR 4-206.
B. All searches in accordance with field interviews will be limited to patting the outer clothing
of a person while checking for a handgun or other weapon that may be used to hurt the
officer or others.
C. In the event such a weapon is located, it may be seized and held while an inquiry is made by
the officer as to whether the person has lawful possession.
D. After a stop and frisk search has been conducted and the officer has not detected the
presence of weapons, the officer is to stop searching the subject.
E. Further searching of a person such as checking pockets and containers must be based on
consent, search warrant, or incident to arrest.
F. Any stop and frisk searches resulting in the recovery of a firearm will be recorded in the
appropriate incident report and:
1. CPD property record completed.
2. Wanted check for the gun completed and copy attached.
3. MSP form #97 firearms report (fill document attached to reporting system) completed
and attached.
4. If further crime lab testing is requested, complete and attach a MSP form 67.
5. Firearm will be made safe and packaged in a cardboard gun container.

SEARCH INCIDENT TO ARREST
A. The purpose of searching incident to arrest is to maintain officer safety and the integrity and
security of any police vehicle or police facility.
1. Prior to placing any arrestee into a police vehicle or holding area, officers are to
conduct a complete and thorough search of the person including outerwear and
footwear considering the possibility of hidden pockets or compartments.
2. Any bags, purses, backpacks, or similar items that accompany the arrestee and are
placed in a police vehicle or holding area are to be searched.
B. During the search, officers are to inventory all of the arrestee’s possessions and seize any
items that may be used:
1. As a weapon against others
Cumberland Police Department
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2. As a weapon against themselves
3. To aid in escape
4. As contraband
C. If any illegal contraband, evidence of a crime, or items known to be illegal, is found
during a search incident to arrest the officer, may seize those items as evidence and
take appropriate police action.
D. Non-criminal items are to be returned to the prisoner upon release or will
accompany them to the holding facility.

V.

VEHICLE SEARCHES
A. If an officer has probable cause to believe that a vehicle contains evidence of a crime, the
mere fact that a vehicle which is on the road and mobile creates an exigent circumstance
authorizing an officer to conduct a search of that vehicle without a search warrant.
1. A search of a vehicle based on probable cause will extend to the entire vehicle
including the trunk and containers only if the possibility exists that the evidence being
sought may be inside. (i.e. do not look in a small glove compartment for a big rifle)
B. If a vehicle is not readily mobile such as it is parked unattended at a residence or impounded
the vehicle mobility exception to a search warrant no longer exists and a search warrant or
consent must be obtained.
C. Protective sweeps for weapons inside a vehicle or searches incident to arrest can only be
done if a threat of danger from a person reaching for a weapon exists and must be limited
to the passenger compartment, which is easily accessible, by the person.
1. Observations made during a protective sweep for weapons may be used to develop
probable cause for a warrantless search situation of that same vehicle.

CRIME SCENE SEARCHES
A. The mere fact that a crime occurred does not give an officer the right to search the scene for
evidence.
B. Upon arriving at the scene of a crime, officers should consider their legal right to be there.
1. Outdoor scenes or scenes in a public area, which do not have an expectation of
privacy, can usually be searched for evidence without a search warrant.
2. Crime scenes inside buildings such as homes which people have an expectation of
privacy will require:
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a) Consent to search
b) Obtaining of a search warrant
VII.

EXIGENT CIRCUMSTANCES SEARCHES
A. Officers may conduct a limited search without a search warrant and without probable cause
whenever special situations exist:
1. Emergency aid
2. A danger to people exists
3. Evidence will be or is being destroyed
4. A dangerous subject may flee
B. Officers conducting a search based on exigent circumstances are only allowed to search for
items related to the circumstance and no further. (i.e. when searching for an injured person
do not look in drawers)
1. It is understood that on occasion further circumstances may permit officers to expand
a search. (i.e. finding an unconscious person and suspecting an overdose may give an
officer reason to search a house for evidence of pills or drugs so the patient can be
treated properly)
C. When the emergency or exigent circumstances cease to exist, the officer must stop
searching.
D. Observations made by an officer during an exigent circumstances search may be used as
probable cause in search warrants or other police actions.

PLAIN VIEW SEARCHES
A. Any officer lawfully positioned may seize:
1. Contraband they know to be illegal by its mere presence (cocaine, sawed off shotgun.)
2. Items that an officer has probable cause to believe are evidence of a crime (bloody
knife, known stolen radio.)
B. If a lawfully positioned officer observes and seizes contraband or evidence in his view,
further searching may be done with consent, search warrant, or exigent circumstance.
C. A lawfully positioned officer may seize items in his view and may use his observations as
probable cause in further police actions.
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IX.

OBTAINING SEARCH WARRANTS
A. An officer wishing to obtain a search warrant will confer with the Shift Supervisor.
B. The Shift Supervisor will consider:
1. Magnitude of the case
2. Need of special investigative skills
3. Probable cause
4. The amount of follow-up investigation needed
5. The amount of property which will potentially be seized
6. Elements of danger
7. Amount of personnel needed
C. After consideration the Shift Supervisor will:
1. Allow the search warrant to be prepared on the patrol level.
2. Request assistance from C3I.
D. All search warrants will be reviewed by a CPD Supervisor, Detective, or State’s Attorney
prior to being presented to a Judge.
E. Prior to a search warrant being executed in the City of Cumberland notification will be made
to the Officer of the Day.

1.2.4.1 STRIP & BODY SEARCHES
CALEA 1.2.8
Maryland Commission on Correctional Standards governs procedures for strip searches and/or body
cavity searches.
A. Definitions as used in this section:
1. "Body cavity search" means a manual or instrument intrusion into a person body
cavity(ies). This search is accomplished only by licensed health care workers.
2. "Strip search" means a search during which the person being searched is required to
remove all articles of clothing. All clothing and carried articles are systematically
searched, likewise the body is viewed to locate contraband, vermin/lice, and to identify
and assess injury.
B. Except as authorized by this department, no law enforcement officer, other employee of a law
enforcement agency, physician, or registered nurse or licensed practical nurse shall conduct or
cause to be conducted a body cavity search or a strip search. (CALEA 1.2.8a)
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C. A strip search may be conducted if an officer has reasonable suspicion to believe that the
person is concealing evidence of the commission of a criminal offense, including fruits or tools
of a crime, contraband, or a deadly weapon that could not otherwise be discovered. (CALEA
1.2.8a)
D. Unless there is a legitimate medical reason or medical emergency justifying a warrantless
search, a body cavity search shall be conducted only after a search warrant is issued that
authorizes the search. In any case, a body cavity search shall be conducted under sanitary
conditions and only by a physician, or a registered nurse or licensed practical nurse, which is
registered or license to practice in this state. (CALEA 1.2.8a)
E. Unless there is a legitimate medical reason or medical emergency that makes obtaining
written authorization impracticable, a strip search shall be conducted only after an officer
obtains authorization for the search from the Chief, Captain, Officer of the Day, or senior
Supervisor on duty . (CALEA 1.2.8a)
F. A strip search shall be conducted by two sworn law enforcement officers who are the same
sex as the person who is being searched. These two individuals must both be present
throughout the entire process. The search shall be performed in a manner and location that
prohibits anyone other than those physically involved in the search from viewing the search.
The room used must not be subject to video, audio or visual surveillance, and preferably
absent of windows. This policy is applicable to both CPD and allied law enforcement
personnel utilizing a CPD facility to conduct a strip search. (CALEA 1.2.8b)

H. Upon completion of the body cavity search or strip search, the person or persons who
conducted the search shall prepare a written report in the Report Management System
(CALEA 1.2.8c) concerning the search that shall include all of the following:
1. The name of the person authorizing the search whether it be from the Chief of Police,
Captain, Officer of the Day, or senior Supervisor on duty;
2. The name of the person who was searched;
3. The name of the persons who conducted the search,
4. The time and date of the search,
5. The place at which the search was conducted;
Cumberland Police Department
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G. If two law enforcement officers of the same sex are not available, the Allegany County
Detention Center shall be contacted to determine if they have the appropriate corrections
personnel available to assist our officer. If they can provide assistance, the individual to be
searched will be transported to the Allegany County Detention Center for this procedure. The
detainee must be accompanied by the law enforcement official at all times during the process
and the area used must be consistent with the policy set forth in the previous section. (CALEA
1.2.8b)
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6. A list of the items, if any, recovered during the search;
7. The facts upon which the officer(s) based his reason for the search, including, but not
limited to, the officer's review of the nature of the offense with which the searched
person is charged, the circumstances of his arrest, and, if known, his prior conviction
record;
8. If the body cavity search was conducted before or without the issuance of a search
warrant, or if the body cavity or strip search was conducted before or without the
granting of written authorization, the legitimate medical reason or medical emergency
that justified the warrantless search or made obtaining written authorization
impracticable.
9. In all strip or body cavity search circumstances the reporting officer is to check the box
on the face sheet in the CPD Reporting system indicating a strip search was done in
association with this case.

Cumberland Police Department

8

Cumberland Police Department
General Order: 1.2.5
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY # 1.2.5

ARREST PROCEDURES

1.2.5 ARREST PROCEDURES
POLICY
The power of arrest is trusted to police officers who are expected to lawfully use that power to maintain
peace and order in our communities. All sworn members of the Cumberland Police Department are to
be familiar with all local state and federal laws regarding constitutional rights and arrest and are
expected to conform to those laws when exercising that arrest power.
1.2.5 ARREST PROCEDURES
CALEA 1.2.5
GENERAL
A. All sworn members of the Cumberland Police Department have the power to arrest as
designated in federal, state, and local laws. Cumberland Police officers will use this power
to quell criminal behavior in an effort to keep the public safe.
B. All sworn members of the Cumberland Police Department will be unbiased when taking
police action and will not consider a person’s race, color, ethnicity, national origin, gender,
age, sexual orientation, disability, social status, or genetic information when making
decisions related to arrest.
C. It is the policy of the Cumberland Police Department that an arrest, issuance of a citation, or
any other police action will be based on probable cause that a violation has occurred and in
accordance with existing law.
D. Cumberland Police Department employees shall not participate in the use of any unlawful
discriminatory characteristic as a cause for taking any law enforcement action against any
individual or group.
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II.

ARREST REPORTS
CALEA 1.2.5a, 74.1.1a-i
A.

Officer’s reporting responsibilities
1. Officers making arrests of any kind will complete the appropriate components of the
incident reporting system:
a. Face sheet
b. Narratives
c. Name files
d. Any further necessary supplement reports (i.e. domestic violence tab)
2. Officers making arrests of any kind will be responsible for the accurate completion of
all court documents associated with the arrest. (CALEA 74.1.2)
3. Officers serving court documents of any type will be responsible for their
completeness and accuracy.

B.

Shift Supervisor’s reporting responsibilities
1. Shift Supervisors will be responsible for reviewing any associated incident reports for
completeness and accuracy.
2. Shift Supervisors will be responsible for reviewing any associated court documents for
completeness and accuracy prior to their submission to the court.

III. WARRANTLESS ARRESTS
A. Felony arrest situations:
1. Any felony occurring in an officer’s presence.
2. Any felony based on probable cause.

*CL 3-203 2nd degree domestic assault

CL 4-203/4-204 carrying & wearing handgun

CL 2-209 manslaughter

CL 4-101 concealed weapon

CL 6-104 / 6-105 malicious burning

CL 11-3 Prostitution
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B. Misdemeanor arrest situations:
1. Any misdemeanor occurring in an officer’s presence.
2. Any of the below specified misdemeanors based on probable cause and unless the
person is not immediately arrested:
a. The person may not be apprehended;
b. The person may cause injury to the person or damage to the property of one
or more persons;
c. The person may tamper with, dispose of, or destroy evidence.
(CP 2-204)
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CL 6-301 malicious mischief - DOP

FL 4-508©/4-509(b) Violation protective order

CL 7-104 / 7-105 Theft

CL 3-802 Stalking

CL 9-604 false alarm of fire

CL 9-701 trespassing on defense property

CL 11-107 indecent exposure

CL Title 5 CDS laws

* Additional requirements for 2nd degree domestic assault arrests:
• A report to the police was made within 48 hours of the incident;
• The person battered the person’s spouse or other individual with whom the person resides;
• There is evidence of physical injury;
C. Court documents for on-view arrest appearing before the District Court Commissioner
1. Officers making warrantless arrests will complete the appropriate District Court
documents:
a. Statement of Charges (DC/CR2)
1) All Statement of Charges will be signed out by the arresting officer in
the control ledger.
b. Statement of Probable Cause (DC/CR 4)
c. Witness Supplement (DC/CR 1)

E. Municipal citations
1. Officers will issue Uniform Civil /Municipal Citation (DC 28) for any municipal
infraction that is not listed as a misdemeanor and does not have a penalty of jail time.
F. Misdemeanor municipal violations arrests
1. Officers may make warrantless arrests for misdemeanor municipal violations that
occur in their presence.
Cumberland Police Department
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D. Criminal citations
1. Officers will issue Criminal Citations (DC/CR 45) only if they have probable cause to
make an arrest and the charge appears on the statutory list of offenses that are
allowable to be written on a Criminal Citation; and
a. The officer is satisfied with the defendant’s identity
b. The officer reasonably believes that the defendant will comply with the
citation
c. The officer reasonably believes that the failure to charge on a statement of
charges will not pose a threat to public safety
d. The defendant is not subject to arrest for another criminal charge arising out
of the same incident
e. The defendant complies with all lawful orders by the officer
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a.
b.

Misdemeanor violations are identified in the city code as having a
possibility of jail time as a penalty.
Officers making warrantless arrests will complete the appropriate District
Court documents:
1) Criminal Citation (DC/CR 45) in accordance with policy; or
2) Statement of charges (DC/CR2)
a) All Statement of Charges will be signed out by the
arresting officer in the control ledger.
3) Statement of probable cause (DC/CR 4)
4) Witness supplement (DC/CR 1)

G. Must appear traffic arrests to be brought before the District Court Commissioner
1. Issue appropriate traffic citations (DR-49)
2. Prepare a probable cause statement (DC/CR 4)
WARRANT ARRESTS
A. Upon discovering there may be an active arrest or bench warrant of any type for a person,
the officer will confirm the warrant through Allegany County Joint Communications and only
take custody after confirmation. (CALEA 74.1.2d)
B. Allegany County arrest warrants
1. Any sworn officer may serve an arrest warrant.
C. Maryland out-of-county arrest warrants (CALEA 74.1.3b)
1. Upon receiving an out-of-county arrest warrant, officers will check the face of the
warrant to see if the warrant can be served in county of arrest.
2. If the defendant also has charges in our jurisdiction, do not serve the out-of-county
warrant, but have the warrant follow the defendant through the system so it can be
served in the event they are released on the local charges.
3. If there are no additional local charges and the warrant must be served in the county
of issue, contact the issuing agency for direction on how to proceed.
4. If there are no additional local charges and the warrant may be served in the county
of arrest it may be served.
D. Out –of-state arrest warrants (CALEA 74.1.3b)
1. If there are charges in our jurisdiction, do not serve the out-of-state warrant, but have
the warrant follow the defendant through the system so it can be served in the event
they are released on the local charges.
2. If there are no additional local charges, the arresting officer will prepare and serve a
Charge Against Fugitive Warrant (DC/CR30) and attach a copy of the NCIC hit and
arrest warrant if available.
Cumberland Police Department
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E. Maryland parole retake warrants
1. The Shift Supervisor will contact the Western Maryland Correctional Institute and
advise them of the hit confirmation and the arrestee’s information.
2. Transport the arrestee directly to the Western Maryland Correction Facility along with
a copy of the NCIC hit confirmation.
F. Federal arrest warrants
1. Federal arrest warrants are handled differently depending on the agency. If a NCIC hit
is received on a federal warrant instructions on how to proceed will be attached to
the NCIC hit confirmation.

V.

APPLICATION FOR STATEMENT OF CHARGES

VI. PROCESSING ARRESTS
A.

Name docket updating (CALEA 1.2.5, 74.1.1a-I, 74.1.2a-e)
1. Arresting officers will ensure that all arrestees’ personal information is current and
updated in the CPD reporting system.
Cumberland Police Department
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A. When an officer does not have an on-view arrest situation and after investigation they wish
to file criminal charges against a person they are to complete:
1. District Court Form DC/CR 1 Statement of Charges
2. District Court Form DC/CR1A Statement of Charges additional (if applicable)
B. Any Application for Statement of Charges must include:
1. Suspect information
2. Location of incident
3. Probable Cause linking suspect to crime
4. Elements of the crime (i.e. value of stolen property, nature of an assault, injuries
suffered, etc.)
C. After completion of an application:
1. A CPD supervisor must review prior to submission
2. The incident report must be updated indicating an application was filed
3. The Application for Statement of charges will be signed by the applying officer and
submitted to the District Court Commissioner.
D. Following submission to the District Court and issuance of any Criminal Summons they will
be forwarded to the Cumberland Police Department for service.
E. Following submission to the District Court and issuance of any Arrest Warrants they will be
forwarded to the Allegany County Joint Communications Center for entry into the
appropriate databases.
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2. Arresting officers will ensure that all arrestees have a wanted check completed via
Allegany County Joint Communications.
B. Fingerprinting (CALEA 1.2.5b)
1. Officers will use the livescan to fingerprint:
a) All prisoners arrested on any type of arrest and bench warrants.
b) All warrantless arrest prisoners who are to be taken before the District Court
Commissioner.
c) All municipal violation arrest prisoners who are to be taken before the District
Court Commissioner.
d) All fugitive warrants.
e) All parole retake warrants.
f) All Criminal Citation arrests that are transported to CPD.
C. Photographing (mug shot) (CALEA 1.2.5c)
1. Officers will obtain a photo or “mug shot” of:
a) All prisoners arrested on any type of arrest and bench warrants.
b) All warrantless arrest prisoners who are to be taken before the District Court
Commissioner.
c) All municipal violation arrest prisoners who are to be taken before the District
Court Commissioner.
d) All fugitive warrants.
e) All parole retake warrants.
f) All Criminal Citation arrests that are transported to CPD.
2. All mug shots are to be taken of the frontal view of the defendant depicting them
from just below the shoulders to just above their head.

VII. ATTORNEY REPRESENTATION AT INITIAL APPEARANCE
A. If a prisoner requests an attorney at an initial appearance, the District Court Commissioner will
assist the prisoner in making notification.
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D. Livescan confirmation
1. Following prisoner processing the Shift Supervisor is responsible for conducting a
check of the Maryland Department of Public Safety e-mail system for all persons
processed with the CPD livescan. (Regardless of whether it is a CPD arrest or not.)
a) The Shift Supervisor will confirm the livescan entry was processed.
b) The Shift Supervisor will check to see if a DNA sample is required and if so
ensure it is done in accordance with CPD Policy 41.10 Arrestee DNA
Collection.
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B. If after normal business hours, or if the requested attorney has a long response time, the District
Court Commissioner will issue an Order temporarily committing the prisoner to the Allegany
County Detention Center.
C. When a Temporary Commitment Order is issued, the officer will transport the prisoner to the
Allegany County Detention Center.
D. The Transporting Officer will then report to the Shift Supervisor that the prisoner is at the
Allegany County Detention Center on a Temporary Commitment Order and will need transport
back to the Commissioner’s Office once the attorney is available.
E. The Shift Supervisor will be responsible for making transportation arrangements as needed or
passing the information on to the next Shift Supervisor if the transport will occur on the
seceding shift.

A.

All unserved criminal summons will be held in the designated file cabinet in the Shift
Supervisor’s office.
1. No summons will be removed from the police station without permission of the Shift
Supervisor.

B.

Officers serving a criminal summons will obtain the defendants personal information and
update the name file in the CPD incident reporting system. (CALEA 74.1.2a-e)

C.

All defendants being served a criminal summons will have a wanted check completed via
the Allegany County Joint Communications.

D.

Once served the summons will be forwarded to the Shift Supervisor.

E.

The Shift Supervisor will:
1. Review the court documents for completeness and accuracy.
2. Review the CPD incident reporting system for completeness and accuracy.
3. Place the completed file in the summons quality control box.

F.

The Summons quality control officer will:
1. Review the served summons for accuracy and completeness.
2. Forward the appropriate copies to the court via the daily transmittals.
3. Forward the appropriate copies to Central Records.
4. Be responsible for mailing summons notification letters.
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VIII. CRIMINAL SUMMONS
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IX. COURT ORDERED FINGERPRINTING
CALEA 1.2.5b
A. Officers will fingerprint any person who presents himself or herself at CPD with a court
order for fingerprinting.
B. Officers serving a court order for fingerprinting will obtain the defendant’s personal
information and update the name file in the CPD incident reporting system.
C. All defendants being served a court order for fingerprinting will have a wanted check
completed via the Allegany County Joint Communication center.
D. Court ordered fingerprinting will be done on the livescan.
E. A photograph will be taken of each person served a court order for fingerprinting.
F. Once served a copy of the served order will be given to the defendant.
G. Once served the original will be forwarded to Central Records.

I.

ALTERNATIVE POLICE ACTIONS
CALEA 1.2.6
CRIMINAL CITATIONS (DC/CR 45)
A.

General
1. It is the policy of the Cumberland Police Department that a Criminal Citation will be
issued based on probable cause that the cited violation has occurred and in accordance
with existing law. The race/ethnicity or gender of an alleged violator shall play no role in
an officer’s decision on whether to issue or not issue a Criminal Citation. Officers will be
reminded of their legal responsibilities regarding the issuance of a Criminal Citation
through periodic training.
2. It is also the policy of the Cumberland Police Department that all Criminal Citations
issued for violations enumerated in Maryland Law, Criminal Procedure Article 4-101 by
agency personnel will be recorded in the agency’s record management system and
forwarded to the Maryland State Police each calendar year as required by law.
Likewise, this agency shall review the data collected and submitted to the Maryland
State Police as well as the annual report issued by the Maryland Statistical Analysis
center using the information as a training tool to foster non-discriminatory policing.
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3. Nothing in this policy shall be construed to alter the authority of an officer to make an
arrest, conduct a search or seizure, or otherwise fulfill an officer’s law enforcement
obligations.
B.

Criminal Citations shall be issued for:
1. Misdemeanors or City of Cumberland ordinance violation for which the maximum
penalty of imprisonment is 90 days or less.
2. Possession of marijuana in the amount 10 grams or more (CR 5-601)
3. Misdemeanor theft less than $1000 (CR 7-104) (Allegany County only)
4. Municipal infraction 11-93 discharge of a firearm in the city
5. Municipal infraction 11-94 possession or discharge of an airgun, slingshot.
6. Municipal infraction 11-151 interference with a city employee

C. Offenses which meet the 90 days or less jail time requirement but will not be charged by
citation include:
1. Failure to comply with a peace order (CJ 3-1508)
2. Failure to comply with a protective order (FL 4-509)
3. A violation of a condition of pretrial or post trial release while charged with a sexual
crime against a minor (CP 5-213.1)
4. Possession of an electronic control device after conviction of a drug felony or crime of
violence under (CR 4-109(b))
5. Violation of an out of state domestic violence order (FL 4-508.1)
6. Abuse or neglect of an animal (CR 10-604)

E. Procedure for issuing criminal citations
1. After investigation, if probable cause exists and the suspect meets the criteria above,
the charging officer will complete and issue a Criminal Citation (DC/CR 45) that will
include:
a. The suspect’s name, and personal information
b. The date, time, and location of the offense
c. A description of the offense (charging language)
d. A brief statement of probable cause
e. The law article, section CJIS code
Cumberland Police Department
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D. Criteria for issuing citations (MD Annotated Code CP 4-101)
1. The officer is satisfied with the defendant’s identity
2. The officer reasonably believes that the defendant will comply with the citation
3. The officer reasonably believes that the failure to charge on a statement of charges will
not pose a threat to public safety
4. The defendant is not subject to arrest for another criminal charge arising out of the
same incident
5. The defendant complies with all lawful orders by the officer
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4.
5.
6.
7.

F. Arrest procedure for charges normally charged by Criminal Citation.
1. After investigation, if probable cause exists and the suspect does not meet the criteria
above, the charging officer will complete:
a. Statement of Charges (DC/CR 2)
b. Statement of Charges Continuation Sheet (DC/CR2A) if necessary
c. Statement of Probable Cause (DC/CR 4)
d. Statement of Probable Cause Continuation Sheet (DC/CR4A), if necessary
2. As part of the probable cause statement, the last paragraph must articulate a
justification as to why the suspect was brought before a Commissioner in lieu of issuing
a citation, citing one of the reasons in section D listed above.
3. The defendant will then be taken for an appearance before a District Court
Commissioner.
G. Documentation
1. Prior to the end of shift, the arresting officer will complete the appropriate incident
report and all associated files.
2. The completed Criminal Citation will be forwarded to Central Records.
Cumberland Police Department
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2.
3.

f. The maximum penalty
g. The District Court address
h. The citation will be endorsed with the issuing officer’s signature
i. The CPD incident report number will be written on the top of the citation
All persons being issued a criminal citation are to have wanted checks completed.
All officers are to take violators into custody, search incident to arrest, and transport
them to CPD.
Once at CPD, persons issued criminal citations will be again searched and processed
(fingerprinted and photographed) in accordance with policy.
Suspects brought into CPD for processing on a Criminal Citation will be released as soon
as practical, not to exceed 6 hours.
An officer may write and release a person on the street without processing only with a
CPD Supervisor’s approval.
When deciding on whether to release the person on the street, the CPD Supervisor will
consider:
a. The suspect’s criminal history
b. The potential for the suspect to cause further problems if released at his/her
current location
c. Whether the suspect has prior failure to appear violations
d. The value of obtaining the suspect’s photograph and fingerprints
e. The value of conducting a more thorough search during intake at CPD
f. The value of conducting further interviews with the suspect once at CPD
g. Severity of the crime
h. Manpower constraints at the time
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3. After issuing a Criminal Citation each officer will log onto the Maryland State Police
Delta+ database system and enter data that is required under the “reporting” tab.
II.

CRIMINAL SUMMONS
A. Criminal Summons will be issued at the discretion of the Court Commissioner based on
probable cause.

III.

WARNINGS
A. Warnings, verbal or otherwise, will be allowed at the discretion of the officer if they
reasonably believe that the parties involved will comply and that it may be the best
resolution to the situation.

IV.

REFERRALS
A. Referrals may be made to other agencies when it appears to the officer to be the most
reasonable alternative for the offender under the circumstances.

V.

INFORMAL RESOLUTIONS
A. Informal resolutions may be offered when it appears the situation or conflict can be
adequately resolved by use of a verbal warning, informing another agency of the situation or
conflict, advising the parents of a juvenile problem, etc., but should be utilized for minor
offenses only.

VI.

ALTERNATIVES TO CRIMINAL ARREST SHALL NOT BE USED IN CASES OF:
A. Felonies
B. Domestic violence when probable cause and legal authority exists to make an arrest under the
Domestic Abuse Law and in compliance with Title 2, Subtitle 2, §2-204 of the Criminal Law

D. When it appears that, the violator will not comply or will continue in his/her course of action if
not arrested.
E. When, if a subject is not arrested, they are a substantial risk to the safety of the public.

VII.

TRAFFIC CASES
Cumberland Police Department
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C. Domestic violence and protective order violations

11

A. Upon stopping a vehicle for a traffic violation, the officer need not, in all circumstances,
issue a citation. The officer may utilize discretion as to whether the condition prevailing
warrants the issuance of a citation, written warning or a Safety Equipment Repair Order
(SERO).
1. Written Warnings (CALEA 61.1.2c) may be issued to a violator whenever there is a
minor traffic infraction. An effective warning, properly given by an officer, may be
effective, while building positive rapport with drivers.
2. Maryland Uniform Complaint and Citation (CALEA 61.2.2b) should be issued to a
violator who jeopardizes the safe and efficient flow of vehicular and pedestrian
traffic, including hazardous moving violations, multiple violations, or operating
unsafe and improperly equipped vehicles.
3. Safety Equipment Repair Orders is issued when a Maryland registered vehicle is
operated with equipment that does not meet the standards established under 23105 and 24-106.1 (e) of the Traffic Article. Safety Equipment Repair Orders (MSP
157) may be used to document and correct defective vehicle equipment.
4. Physical Arrests. (CALEA 61.1.2a) Officers may affect a physical arrest for those
violations listed in 26-202 of the Maryland Transportation Article when the violation
was committed in the presence of the officer and/or:
26-202

The person does not have adequate identification OR The officer has
reasonable ground to believe the person will disregard the citation

21-902

Driving under the influence violations

20-102

Failure to stop at a injury accident or render aid

16-303

Driving Suspended or Revoked

26-203(4)

Any out of state offender who commits any offense contributing to an
accident involving injury

21-904

Fleeing eluding police

16-101

Driving without a license

14-110

Falsifying or manufacturing false registration

26-203(5)

Failure to sign citation after explanation (may issue additional citation and if
they still refuse to sign they may be taken before commissioner at the
discretion of the officer)

17-107

Driving uninsured
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20-103 –
Hit & Run and providing aid to injured laws
20-105
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21-116a

IF ANY QUESTIONS ARISE CONCERNING A PARTICULAR SITUATION, THE OFFICER INVOLVED
SHOULD CONFER WITH A CPD SUPERVISOR.

1.2.5: arrest procedures

VIII.

Driving in speed contest resulting in serious injury

Cumberland Police Department
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CPD POLICY # 1.2.7

USE OF DISCRETION

1.2.7 USE OF DISCRETION
POLICY
Cumberland Police Officers will realize that it is impossible to take a zero tolerance stance and enforce
all laws and ordinances regardless of the circumstances encountered. Officers may exercise discretion
and make good decisions based on their experience and training as well as the legal, ethical, and moral,
circumstances. When an officer uses discretion it must be reasonable, defensible, and accomplish a
police purpose.
1.2.7

USE OF DISCRETION
CALEA 1.2.7
Sworn officers shall use their best judgment in accordance with their oath as a police officer for
the City of Cumberland, the Code of Ethics of the International Association of Chiefs of Police, and
the written directives and goals of this agency, to perform the duties of their office.

II.

The members of this agency will have complete individual discretion, except when their decision is
unlawful, and if the decision does not conflict with their oath, the Code of Ethics, the goals and
objectives of the Cumberland Police Department, or written directives of this agency.

III.

Generally, it is not the role of law enforcement to decide whether an offender should be
prosecuted. That decision lies with the State's Attorney’s office.

1.2.7: use of discretion

I.
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CPD POLICY # 1.2.9

RACE BASED PROFILING

1.2.9 RACED-BASED PROFILING
POLICY
It is the policy of the Cumberland Police Department that any assemblage of general characteristics of
persons engaged in any violation of the law shall not include the race of any person as one of those
characteristics; race is not a predictor of criminal activity. Race legally cannot and will not be a factor for
the development of policies for stopping, detaining or searching motorists. (CALEA 1.2.9a)
1.2.9

GENERAL GUIDELINES
A. Cumberland Police Department sworn personnel will not participate in the use of any racebased profiling as a cause for stopping, detaining or searching motorists. (CALEA 1.2.9a)
B. Cumberland Police Department employees shall not unlawfully stop or detain any person
based upon race, color, ethnicity, national origin, gender, age, sexual orientation, disability or
genetic information. (CALEA 1.2.9a)
C. Cumberland Police Department employees will not participate in the use of any unlawful
discriminatory characteristic as a cause for taking any law enforcement action against any
individual or group of individuals. (CALEA 1.2.9a)
D. Nothing in this policy statement precludes any officer from relying upon race as a part of a
description where a specific suspect is sought.
II.

ANNUAL REVIEW
CALEA 1.2.9

Cumberland Police Department
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I.

RACED-BASED PROFILING
CALEA 1.2.9
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A. The Chief of Police will conduct an annual administrative review of all bias related practices
and bias related citizen concerns.

1.2.9: race based profiling

B. Each annual review will be documented and kept on file in the Office of the Chief of Police.

Cumberland Police Department
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CPD POLICY # 1.3

USE OF FORCE

POLICY
The purpose of this policy is to provide officers of the City of Cumberland, Department of Police with
guidelines on the use of deadly and non-deadly force. Officers of the Cumberland Police Department
are justified in using the amount of force necessary to affect an arrest or to prevent the death or
potential death of themselves or others. What force is necessary must depend on the judgment of the
officer based on their assessment of the situation at the time. The Cumberland Police Department’s use
of force continuum is a training tool used to teach the appropriate level of force authorized in most
situations. The use of force continuum is a method for determining how much force is needed in a
situation by allowing only the amount of force necessary to overcome resistance. As the perpetrators
resistance to police action rises, an officer is to react, by escalating their tactics to a necessary level to
overcome resistance and nothing more. The use of force continuum is a sliding scale and will decrease
as the perpetrator becomes compliant. (CALEA 1.3.1)

1.3

1.3 USE OF FORCE

Use of force

1.3 USE OF FORCE
1.3.1 DEGREE OF FORCE
1.3.2 WHEN TO USE FORCE
1.3.3 WARNING SHOTS
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1.3.1

I.

DEGREE OF FORCE
CALEA 1.3.1
DEGREE OF FORCE

A. An officer shall utilize all legal means available to prevent or halt the commission of a criminal
offense or to apprehend a criminal offender, when it is within the officer's power and authority
to do so, within the limitations contained in official directives of the Cumberland Police
Department.
B. An officer while acting within the scope of his/her employment shall use only that force, which
he/she reasonably believes, is necessary to affect an arrest or detention.
C. An officer will not make their use of force decision based upon race, ethnicity, national origin,
gender, sexual preference.
D. An officer will not use force for the sole purpose of inflicting pain, or torture, or for the
extraction of information.

1.3.2

WHEN TO USE FORCE
CALEA 1.3.1, 1.3.2

I.

WHEN TO USE FORCE

1.3

A. An officer acting within the scope of his/her employment shall be justified in the use of force
under the following circumstances:
1. To defend him/her from what is reasonably believed to be an imminent threat of serious
physical harm or death, under the circumstances as they appear at the time.
2. To defend another person from what is reasonably believed to be an imminent threat of
serious physical harm or death, under the circumstances as they appear at the time.
3. To prevent the escape of a suspect if there is a substantial risk that a person to be arrested
will cause death or serious physical harm if his/her apprehension is delayed.
4. Less lethal force is using tools and tactics at the lower end of the use of force continuum at a
lesser degree than deadly force. Less lethal force and tactics are used to gain control of a
person or situation and is not intended to cause death or serious injury.

Use of force

E. An officer will never intentionally escalate a situation or encourage unlawful behavior. When
suspect compliance is observed, the officer should respond though a reduction in his/her
actions while keeping officer safety in mind.
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5. The use of departmental firearms to impose deadly force may be used in self-defense or
defense of others when an officer is confronted by what he/she has reason to believe is the
imminent threat of death.
6. The use of firearms as a deadly force falls at the very top of the use of force continuum and is
only to be used after all other defense and protection options have been evaluated as
perceived by the officer involved in the situation at the time.
1.3.3

WARNING SHOTS
CALEA 1.3.3

A. The use of warning shots from deadly or less-than-lethal weapons is forbidden.

1.3.4

USE OF FORCE TOOLS & TACTICS
A. Officers will be authorized to use the tools and tactics for restraint and defense that have been
approved by the Chief of Police.
B. Officers assigned to patrol functions will be required to carry their issued handgun, ASP baton,
oleoresin capsicum (pepper spray), and a conducted electrical weapon (Taser.) (CALEA 1.3.4)
C. Officers will only be authorized to use the tools and tactics for restraint and defense that they
have been properly trained in the use of as deemed acceptable by the Cumberland Police
Department Training Coordinator. (CALEA 1.3.10)

E. Any CPD Supervisor becoming aware of any problems an officer is having with the use or
carrying of any weapons or tactics, including hand techniques and handcuffing, should make a

Use of force

D. Any defensive tactics or less lethal instructor is authorized to suspend an officer’s ability to carry
a weapon under their instruction based on the officer’s inability to qualify or safety and properly
use the weapon or tactics related to weapon use. (CALEA 1.3.11 C)
1. After any such determination is made by the instructor that instructor is to:
a. Notify the officer
b. Take possession of the weapon
c. Consult with the CPD Training Coordinator concerning remedial training.
d. The CPD Training Coordinator will then be responsible for evaluating the
deficiency and create a remedial training plan.

1.3

I.

USE OF FORCE TOOLS & TACTICS
CALEA 1.3.4
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referral to the CPD Training Coordinator requesting that the officer be considered for remedial
training.
1. The Training Coordinator will then be responsible for evaluating the deficiency and
creating a remedial training plan.
F. Officers may need to utilize improvised weapons, tools, tactics that are outside the officers’
training. These incidents should only occur in exigent circumstances and will be reported as a
use of force as per policy, and will be investigated as any use of force incident.
G. Officers will never make an agency weapon available to an unauthorized person unless
approved by the Chief of Police (i.e. role-play training.) (CALEA 1.3.9f)
H. Officers carrying defensive weapons including lethal and less-than-lethal weapons must have
their badge and identification cards on their person.
I.

Approved less lethal weapons includes:

CEW – Taser

OC Spray

FN 303

ASP baton

Riot baton

Canine

Tear gas

Bean Bag shotgun
CALEA 1.3.4, 1.3.9a

37mm LTL Projectiles

J.

A list of approved less lethal tactics includes:

Punches

Kicks

Pressure points

Handcuffing holds

II.

Holds

Joint manipulations

SPECIFIC WEAPON & TACTICS ISSUES
CALEA 1.3.4

1.3

B. OLEORESIN CAPSICUM (pepper spray)
1. CPD Officers and qualified civilians are only allowed to carry oleoresin capsicum (OC)
spray issued by the department.
2. All issued OC spray carried by CPD personnel will be:
a. 10% oleoresin capsicum

Use of force

A. ASP BATON
1. Striking the subject’s head, sternum, groin or neck areas will be avoided. Intentionally
striking such areas is only authorized if the officer is justified in using deadly force.
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4.
5.
6.
7.

8.

C. BEAN BAG SHOTGUN
1. Beanbag shotgun rounds will only be fired from a clearly marked less lethal shotgun
specified for such use.
2. The less lethal shotgun operator shall aim the weapon at the suspect’s body areas
consistent with training.
3. Lethal weapon cover should always accompany beanbag shotgun use.
4. After discharge, any spent shells and the round if recoverable will preserved as
evidence.
5. Any injury to the suspect will be photographed and documented.

1.3

D. CANINE
1. Refer to CPD 41.1.4 for canine use of force details.

Use of force

3.

b. deployed in an aerosol container
c. have a range of at least 15 feet.
d. be non-flammable
It will be the responsibility of each employee to monitor their issued containers
expiration date to ensure their issued OC spray has not expired.
a. Replacement OC spray may be requested via CPD Form AD-38
Equipment Request.
OC spray will only be used in accordance with the use of force policy.
OC spray will never be used for passive resistance.
OC spray will not be used against a suspect in physical control of a vehicle in motion.
When using OC spray in the confines of a structure, the officer must weigh the
possibility of contamination against the necessity of use (i.e. using OC spray inside a
hospital, hotel, or school).
a. If using OC spray within a structure may endanger the health or safety
of others, cause the closure of an emergency facility, or induce
widespread panic, other use of force options must be explored.
Post OC spray use
a. After the suspect is in custody, searched and secured:
1) Monitor the patient for medical problems such as respiratory
difficulty and treat appropriately within the scope of your training.
2) Begin decontamination procedures.
3) Request CFD respond to treat any medical problems and
decontaminate.
4) While the patient is being treated and if subsequently transported
to the hospital, they will be accompanied by officers in
accordance with CPD policy 70.3.2 Prisoner Transports.
b. After use, the officer is to request a replacement OC spray using a CPD
form AD-38 Equipment Request.

Cumberland Police Department
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E. CONDUCTED ELECTRICAL WEAPONS (CEW)
1. CEW Purpose
a. This policy sets the guidelines for the Cumberland Police Departments policy
regarding deployment of conducted electrical weapons (CEW). The conducted
electrical weapons will be referred to as CEW throughout the remaining portions of
this manual.
2. CEW Discussion
a. A conducted electrical weapon (CEW) is deployed as an additional police tool
and is not intended to replace firearms or self-defense techniques. The
conducted electrical weapons (CEW) may be used to control dangerous or
violent subjects when deadly physical force does not appear to be justified
and/or necessary; or attempts to subdue the subject by other conventional
tactics have been or will likely be, ineffective in the situation; or there is
reasonable expectation that it will be unsafe for officers to approach within
contact range of the subject. (CALEA 1.3.1)
b. The conducted electrical weapon (CEW) has a data port that stores the date and
time of each firing of the weapon. The data protects the officer from claims of
excessive force by providing complete and accurate documentation of each
firing. The conducted electrical weapons (CEW) falls into the category of Less
Lethal Force Technology and Equipment defined as that force which is unlikely
to lead to death or serious physical injury.
3. CEW Procedure
a. A CEW shall be issued to and used only by officers who have completed the
Cumberland City Police Department’s user or Instructor (CEW/Taser) training
program. (CALEA 1.3.10)
b. Only properly functioning and charged CEW’s shall be carried on duty. (CALEA
1.3.9a)
c. Each discharge, including accidental discharges, of a CEW shall be investigated
and documented. A CEW report (Taser Deployment Report CPD form PT-10)
shall be completed after each use of the conducted electrical weapons.
Discharges of the CEW during an approved training session, and at the
beginning and end of shift testing, will not require routine completion of these
forms or further investigation unless an injury occurs during the training session.
d. The most frequently utilized mode of a CEW is the probe discharge since this
method is designed for incapacitation of an individual from a distance and may
negate a need for an officer to use physical tactic. The drive stun mode is the
option employed when the officer is in physical contact with the individual and
is used as a pain compliance mechanism similar to pressure point and arm bar
conformances techniques.
e. When an officer is faced with situations involving minimal aggression, but
encounter active resistance, the officer may discharge the CEW when he has
Cumberland Police Department
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reasonable belief, based upon articulable facts, that it may be unsafe or present
a tactical disadvantage to the officer or public to attempt to physically engage
the individual. Factors to consider may include the severity of the offense, the
threat of harm to the officer or others, whether the individual is resistant,
fleeing or failing to obey lawful orders, and whether alternative means of
restraint are available.
f. Officers may use a CEW when confronted with active aggression and when
confronted with individuals who may cause physical harm to themselves.
g. Officers shall not discharge a CEW in response to passive resistance.
h. Prior to deployment of the CEW, officers should, when feasible, announce to
the individual and other officers, that a CEW is about to be deployed. This
announcement will alert the non-deploying officers that the CEW is being
discharged and to potentially minimize any confusion that the sound associated
with the discharge is not a firearms discharge.
i. After discharge, officers should reassess the situation and evaluate whether
additional discharges are necessary. Any force used must be objectively
reasonable under the circumstances in order to gain control over or arrest an
individual. Where practical, no more than one CEW should actively deliver an
electrical charge against an individual at one time.
j. The drive stun mode may be considered when use of the probe discharge
method is not practical. Multiple applications are discouraged and use should
cease once the suspect complies. The following factors should be considered
before using the CEW in the drive stun mode:
k. The drive stun mode is used primarily as a pain compliance tool; and
l. The drive stun mode alone does not inhibit the central nervous system of the
individual and therefore may be less effective when compared to the probe
mode discharge.
m. The use of a CEW in any manner for punishing an individual is strictly prohibited.
(CALEA 1.3.1)
n. NEVER aim the CEW at the eyes or face of the subject. It is laser sighted and the
probes are designed to follow a set course consistent with aiming at the pelvic
triangle area, which is the area slightly below the chest area or the back from
the neck and below.
o. DO NOT fire the CEW near flammable liquids or fumes. A CEW can ignite
gasoline and other flammables. Some self-defense sprays are flammable and
should not be used in conjunction with a CEW.
p. Replace cartridges by the expiration date. All expired cartridges will be turned
into the training officer and replaced with new cartridges. Expired cartridges will
be sent to the Training Officer for use during training exercises or disposal.
(CALEA 1.3.9d)
4. Chief of Police Responsibilities concerning CEW
a. Review each use of a CEW by officers. (CALEA 1.3.7)
Cumberland Police Department
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b. Ensure training on less lethal devices is provided as needed.
c. A certified CEW/Taser® instructor will conduct training. (CALEA 1.3.11)
5. Shift Supervisor Responsibilities concerning CEW
a. Respond to scenes where the CEW has been or is expected to be deployed.
b. Evaluate the scene and ensure appropriate investigative units respond when
necessary.
c. Ensure that officers who discharge the CEW complete a CEW Report (Taser
Deployment Report) and CPD form PT-9 Use of Force report. (fill document in
report management system) (CALEA 1.3.11b)
d. Ensure the reports are forwarded through the chain of command to the Chief of
Police. (CALEA 1.3.11b)
e. Investigate each incident where the CEW is used on a subject (with actual firing
of probes or touch stunning). Review the officer’s incident report and CPD form
PT-10 Taser Deployment Report (fill document available in report management
system) (CALEA 1.3.11b)
f. Ensure the subject that the CEW was deployed on is examined by EMS and/or
medical personnel. (CALEA 1.3.5)
g. Ensure photographs are taken of the probe penetration sites and any secondary
injuries caused by falling to the ground, etc. (CALEA 1.3.5)
h. Ensure that incidents involving any discharge of the CEW is investigated and
appropriately documented. (CALEA 1.3.11b)
i. Ensure that only trained officers are issued and using the CEW. (CALEA 1.3.10)
6. Patrol Officer’s Responsibilities concerning CEW
a. Upon encountering a situation, which may require the use of the CEW, request
a supervisor and an officer equipped with a CEW.
1) If the situation should change and the CEW is no longer needed, then
the requesting officer should cancel the response of the assisting unit.
b. When practical, do not escalate the situation before the arrival of a supervisor
and CEW Officer.
7. CEW (Conducted electrical weapons) Equipped Officers
a. Carry the CEW on duty unless specifically exempted by the Chief of Police.
1) Request must be made in writing (e-mail sufficient) to the Chief of
Police stating why you are unable to carry a CEW.
2) Upon approval or denial, a copy of the request will be kept in the
officer’s personnel file.
3) Officers assigned to non-patrol functions such as C3I and administration
is exempt from carrying a CEW.
b. The CEW shall be carried in the approved issued holster and worn on the
opposite side of the body from the officer’s firearm.
c. When not in use the CEW shall be secured properly in a carrying case and
treated as a weapon. (CALEA 1.3.9f)
d. Ensure the batteries of the CEW are properly charged.
Cumberland Police Department
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e. Upon request from other patrol officers or a supervisor, the CEW equipped
officer shall respond to any scene and stand by with the device.
f. When feasible the CEW equipped officer should give verbal warnings of pending
deployment to the subject and other officers present prior to discharge.
g. After discharging the CEW, the officer shall request a supervisor to the scene, if
one is not present.
1) After a discharge, the air cartridge, probes, and an Anti-Felon
Identification Tag (ATIF), shall be retained and submitted as evidence.
The officer should wear protective latex gloves when handling the
cartridges and the probes, due to the potential biohazard.
2) The wires shall be wound around the cartridge and the probes inverted
into the portals from where they were deployed. This will prevent the
sharp ends from penetrating the evidence envelope.
3) Tape should be placed over the portals to secure the probes in the
cartridge.
4) The evidence shall be placed in an evidence envelope and appropriately
packaged.
5) A biohazard sticker shall be placed on the outside of the envelope
unless the evidence envelope is already clearly marked “Biohazard.”
8. Treatment of Persons Subjected to CEW (Conducted electrical weapons) Deployment
(CALEA 1.3.5)
a. After securing the subject in handcuffs and/or other appropriate restraints, the
officer shall summon the Cumberland Fire Department to respond to the scene
to provide medical assistance to the individual. If the probes were used, then
the individual should be transported to the nearest medical facility to have
them removed by medical personnel. If the individual refuses medical treatment
then the officer can remove the probes from the individual as long as a refusal
for medical care sheet, provided by CFD, has been completed and signed off on
by the individual.
b. If the probes are imbedded in any soft tissue areas of the body, then the
individual must be transported to the nearest medical facility to have them
removed and treatment provided. Soft tissue areas include the head, neck,
hands, feet, and genitalia.
c. If the CEW is deployed in the "drive-stun" method, the individual should be
restrained and CFD summoned to the scene to assess the individual’s medical
conditions. If no medical issues exist, then that individual can be transported to
the police station for processing. If it is determined that the individual needs
further care, they should be transported to the nearest medical facility for
treatment.
9. Use of Force Issues concerning CEW (CALEA 1.3.1)
a. The use of the CEW (conducted electrical weapons) constitutes use of force.
b. The CEW may be used when:
Cumberland Police Department
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The suspect is punching or kicking, or;
Threatening to punch or kick, or;
Lesser force options are ineffective, or
Likely to be ineffective, or
The officer reasonably believes the suspect is a credible threat, or
The suspect is a threat from a distance and the officer is at risk of injury
if he/she attempts to close the gap.
7) Other deployment considerations include:
a) Imminent threat to officers or others.
b) Suspect actively resisting arrest.
c) Circumstances are tense, uncertain and rapidly evolving.
d) Severity of the crime
e) Attempting to evade by fight or flight.
c. Do not deploy the CEW while a police canine is engaged in the apprehension of
a suspect or while the dog is attempting to take hold of a fleeing suspect.
Occasionally electricity is used in the training of police service dogs and a canine
suffering a shock from the device could result in the dog receiving what is
termed an inadvertent (unintentional) correction. The dog may believe it is
being corrected for physically apprehending or attempting to engage a suspect.
This inadvertent correction may severely affect the future performance of the
dog.
d. The only exception to this would be when the CEW is deployed using the "drivestun" technique. The CEW may be deployed in this way, but only after
coordinating this effort with the canine handler who would protect the dog
from any possible contact with the prongs of the device.
10. CEW Training Unit Responsibilities (CALEA 1.3.11)
a. Provide annual in-service training to all officers certified to carry a CEW, which
includes both classroom and practical exercises.
1) The curriculum for classroom instruction shall include at a minimum the
following: device nomenclature, characteristics, capabilities, limitations,
maintenance, principles and technology, policy and procedures,
protocol, judgment and decision-making, legal considerations,
physiological and psychological effects, target zones, side effects,
aftercare, defensive measures, potential collateral occurrences and
safety of transport, storage, and use. Officers must receive a minimum
passing score of 80% on the written exam.
2) Practical exercise requirements must be included in the annual
instruction. Officers must be able to do the following: operational and
functionality checks, transition from firearm or other tactical equipment
and the device, proper carrying and handling, loading and reloading,
restraint of the individual subjected to the device, discharge of
projectile, discharge requirement, actual discharge of the device.

Use of force
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6)
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b.

3) The requirement of the discharge of the device may be met by the
instructor discharging the device to two or more officers rather than
having each officer personally discharging the device. (MPCTC Standard)
4) The Cumberland Police Department will follow Taser Inc. guidelines,
which require each officer, certified to carry a CEW to discharge two
cartridges, once a year, to be covered under their requirements for
certification.
Only training instructors certified on the use of CEW’s shall be authorized to
instruct other officers. Certification must be up to date and approved by the
Maryland Police and Correctional Training Commissions. (CALEA 1.3.11a)
Officers should receive training that includes identifying certain situations that
could increase the likelihood of injury to an individual if a CEW is discharged.
Some of these situations are listed below but is not all inclusive:
1) At a fleeing individual who may fall and be injured;
2) At an individual on an elevated structure who may fall and be seriously
injured;
3) At an individual operating a vehicle or machinery that may lose control
of the vehicle or machinery;
4) At an individual who is physically restrained or handcuffed;
5) At an individual who is in water who could possibly drown; and
6) At an individual located in an environment where combustible vapors
and liquids, or other flammable substances are present.
Officers should receive training that includes identifying certain physical
conditions, which potentially could increase the likelihood of injury to the
individual if the CEW is discharged. These conditions may include discharging
the CEW on the following individuals:
1) Elderly individuals or children;
2) Frail individuals;
3) Pregnant women;
4) Mentally disturbed individuals; and
5) Individuals under the influence of drugs
With regard to the use of force, officers should receive training that includes
current medical information on the physical and psychological conditions (such
as excited delirium syndrome) that may significantly influence the officer’s
decision on whether it is reasonable to use force that includes the use of the
CEW.
1) Coordinate training for certification as requested by the need of patrol
or other personnel in the department.
2) Review copies of the CEW Report (Taser Deployment Report) for
completeness.
3) Maintain training updates from Air Tam International and distribute
updates to all department members who are CEW users.
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E. FN303 LESS LETHAL LAUNCHER
1. Although classified as a less-lethal device, the potential exists for less-lethal projectiles
to inflict injury when they strike the face, eyes, neck, spine, and groin. Therefore,
officers deploying Less-Lethal Launchers shall avoid intentionally striking those body
areas.
2. All Less-Lethal Launcher’s will be stored in the Shift Supervisor’s office where they can
be obtained and returned during each officer’s tour of duty. (CALEA 1.3.9f)
An authorized Less-Lethal Launcher may be used: (CALEA 1.3.1)
a. When necessary to defend the officer or others from force or the threat of force
that could cause injury to any person.
b. To affect an arrest of a person whose actions demonstrate active resistance or
aggression during the arrest.
c. When it would be unsafe or impractical to approach a person to deploy OC from
a canister or to use the ASP Baton or a CEW.
d. When a higher level of force may be justified, but an opportunity exists to use a
Less-Lethal Launcher before these other options are deployed.
e. When lower levels of force would be ineffective or inappropriate and an arrest
of the person is the officers’ objective.
f. With the approval of a Shift Supervisor or above, a Less-Lethal Launcher may be
used to disperse an unruly or rioting crowd threatening unlawful property
damage or physical violence.
1) A verbal warning shall be given over the public address system of a
patrol vehicle or bullhorn prior to deployment to permit the crowd’s
participants to disperse.
3. Less lethal launcher discharging officer’s responsibilities.
a. Officers shall give a verbal warning, loudly and clearly before dispensing LessLethal projectiles, e.g., “303” or “Pepperball” as appropriate;
b. Officers hearing this warning should immediately break contact with the
intended target and create distance while less-lethal projectiles are being
deployed.
c. Request that a Supervisor respond to the scene if not already present.
4. Training section CALEA 1.3.11
a. Less-Lethal Launcher Instructors shall:
1) Receive, inspect and ensure the maintenance and replacement of all
Less Lethal Launcher Systems including ammunition.
2) Establish and maintain training and record keeping programs for all Less
Lethal Launcher. (CALEA 1.3.11b)

Use of force

4) The CPD Training Coordinator will document all training and maintain
files. (CALEA 1.3.11b)
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3) Obtain service and/or replacement for defective or damaged launchers
and/or components from the supplier.
4) Provide/coordinate refresher training for all Less-Lethal Launchers
during officer training. (CALEA 1.3.11c)
5) Provide/coordinate annual inspections of all Less Lethal Launchers.
(CALEA 1.3.11c)
6) The Cumberland Police Department will be equipped with an air refill
station consisting of a scuba tank and fill adapter. When the air pressure
in the scuba tank falls below 2,000 p.s.i. the Less Lethal Instructors or
designee will notify the Training Coordinator to arrange for the tank to
be refilled.
F. PHYSICAL FIGHTING
1. Physical fighting techniques generally are not inherently capable of causing death or
serious bodily harm, but some are capable of being applied to a deadly-force degree.
Thus, no fighting techniques will be intentionally applied to a person by an officer to a
deadly-force degree, unless the use of deadly force is otherwise justified. (CALEA 1.3.1)

G. RIOT BATON
1. The use of a riot baton is restricted to large crowd situations and civil disobedience
gatherings. The riot baton shall only be utilized at the direction of a supervisor. The riot
baton is best used in riot control formations where officers are deployed in unison. If an
officer strikes a person with a riot baton, it will be considered a use of force, which must
be reported in accordance with CPD policy.

POCKET KNIVES
1. Folding style pocketknives, or multi-tools, may be carried by officers as a general work
and rescue tool.
2. All knives and similar tools will be used in a safe and prudent manner.

1.3

I.

Use of force

H. TEAR GAS
1. The deployment of tear gas may be used as a defensive, offensive, distraction, or crowd
control tactic in accordance to training.
2. Only officers of the Cumberland Emergency Response Team (CERT) who are properly
trained to the satisfaction of the CPD Training Coordinator are authorized to deploy tear
gas.
3. Authorization to use tear gas as a crowd control tactic must come from the Chief of
Police or designated Officer of the Day.
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3. All such tools carried are to be folding style with an overall unfolded length of 9 inches
or less.
4. Such knives and tools should be worn as unobtrusive as possible.
5. Consideration is to be given as to the position of carrying such tools so a person cannot
take it from an officer to be used as a weapon.
6. CPD officers have not been trained to use knives as a defensive weapon and should not
do so.
7. It is recognized that under extraordinary situations officers may need to utilize
improvised weapons, tools, tactics that are outside the officers’ training. These
incidents should only occur in exigent circumstances and will be reported as a use of
force as per policy, and will be investigated as any use of force incident.
8. A Supervisor will check any knife, multi-tool, or similar device normally carried on-duty
by a sworn officer during bi-annual inspection to ensure it complies with this policy.
1.3.5

I.

PROVIDING MEDICAL AID
CALEA 1.3.5
ANY TIME A LETHAL OR LESS-LETHAL WEAPON IS USED IN ANY POLICE ACTION THE OFFICER
WILL:
A. Render any appropriate medical aid as soon as practical and within the limits of his/her
training.
B. Request the Cumberland Fire Department respond to administer medical aid and treat as
appropriate.
C. Notify the Shift Supervisor of any apparent or alleged injuries caused by a police action.
D. Ensure all injuries are photographed and documented on all related reports.
E. Ensure that the subject is interviewed about the incident and any crimes associated with the
incident.

USE OF FORCE REPORTS
CALEA 1.3.6

I.

REPORTING PROCEDURE

1.3

1.3.6

Use of force

F. While the patient is being treated and if subsequently transported to the hospital, they will
be accompanied by officers in accordance with CPD policy 70.3.2 Prisoner Transports.
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A. If an Officer is involved in a use of force event, he/she will:
1. As soon as practical, report the incident to the Shift Supervisor
2. Complete a written use of force report as soon as practical following the incident (CPD form
PT-9 Use of force)
3. Complete a narrative depicting the use of force incident in the associated incident report.
4. All assisting officers involved will also be required to complete narratives in the associated
incident report.
5. Complete a CPD form PT-10 Taser Deployment Report, if applicable.
6. Forward all reports to the Shift Supervisor for review.
7. If the officer is incapacitated or otherwise incapable of completing the appropriate reports
& forms, the member's immediate Supervisor shall initiate the completion of the forms.
B. The Shift Supervisor will review all use of force reports and may take any of the following
actions:
1. Approve the reports.
2. Request further investigation from his/her officers.
3. Conduct further investigation him/herself.
4. Forward to the Captain requesting further investigation.

E. If the use of force incident is serious in nature, in which a police action has caused a death or an
injury, which will likely result in death the Shift Supervisor will:
1. Immediately notify the Chief of Police and Captain through the Officer of the Day if
applicable.
Cumberland Police Department

1.3

D. Exceptions to use of force reporting:
1. Verbal only use of force
2. Training exercises
3. Simple handcuffing techniques
4. Destruction of an animal
5. Breaching shotgun use
6. Flashbang use

Use of force

C. Upon approval, the Shift Supervisor will compile a use of force packet, which will be forwarded
to Captain through the chain of command, including:
1. CPD Incident reports
2. Any related photographs of the incident
3. Any witness statements
4. CPD use of force report
5. LTL deployment report if applicable
6. CFD or hospital forms related to incident
7. Any other pertinent information
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2. The Chief of Police and Captain will decide what other agency members or if an outside
agency should be notified and/or involved in the investigation.
3. Notify the C3I on-call supervisor.

1.3.7

I.

REVIEW OF USE OF FORCE INCIDENTS
CALEA 1.3.7
REVIEW PROCEDURE

A. Upon receiving, the use of force report packet the Captain shall review the report and take any of
the following actions:
1. Approve the report
2. Forward the reports to the appropriate department or agency for further investigation (i.e.
training officer, range master, etc.)
3. Consult with the State’s Attorney’s Office
B. After the incident is thoroughly investigated, the Captain will forward the report to the Chief of
Police for review and approval.
C. The Chief of Police will be responsible for reviewing any incidents involving use of force and
determine whether:
1. Departmental rules, policy or procedures were followed.
2. The relevant policy was clearly understandable and effective to cover the situation.
3. Departmental training is currently adequate.
4. Case files concerning the use of force shall be retained in the Chief’s office.
D. Every employee of the Cumberland Police Department shall be sensitive to the protection of the
civil rights of the officer being investigated to avoid compromising or contaminating a potential
criminal case.
E. There will be a regular yearly review of use of force incidents by the Chief of Police to ascertain
training and policy needs.

1.3

G. The Captain will maintain files and statistics concerning use of force incidents and compile them
annually.

Use of force

F. All findings of policy violations or training inadequacies will be noted for resolution and/or
discipline.

Cumberland Police Department
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1.3.8

I.

EMPLOYEE REMOVAL PENDING REVIEW
CALEA 1.3.8
SWORN OFFICER PROCEDURE

A. Where a sworn officer’s use of force or other action while acting in an official capacity involves
death, serious injury, or similar traumatic event, the officer shall be placed on administrative
leave.
1. Qualifying traumatic events is at the discretion of the Chief of Police.
2. Sworn officers who are on light or modified duty or under a temporary suspension of
police powers are included in this policy.
B. The department may conduct both an administrative and/or criminal investigation as
appropriate, of the incident, in accordance with CPD Policy and the Law Enforcement Officer’s
Bill of Rights.
C. The Chief of Police may order medical exams, psychological exams, and the like, as needed to
determine the employee’s ability to perform assigned work.
D. The employee may return to work upon the Chief of Police being satisfied with their ability to do
so.

II.

CIVILIAN EMPLOYEE PROCEDURE
A. Where a civilian employee’s action, while acting in an official capacity with the Cumberland
Police Department, involves death, serious injury, or similar traumatic event, the employee shall
be placed on administrative leave, in accordance to any existing employment agreement.
1. Qualifying traumatic events is at the discretion of the Chief of Police.
B. The department may conduct both an administrative and/or criminal investigation as
appropriate, of the incident, in accordance with any existing employment agreements.

D. The employee may return to work upon the Chief of Police being satisfied with their ability to do
so.

CARRYING FIREARMS

1.3

1.3.9

Use of force

C. The Chief of Police may order medical exams, psychological exams, and the like, as needed to
determine the employee’s ability to perform assigned work.

Cumberland Police Department
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CALEA 1.3.9
I.

AUTHORITY TO CARRY FIREARMS

A. Authorization for a Cumberland Police Officer to carry firearms is explained in the Cumberland
City Charter as well as Maryland State law. (CALEA 1.2.2)
B. Firearms should always be carried in a safe manner consistent with the officer’s assignment
C. Officers shall adhere to the following restrictions when their weapon is exhibited:
1. Except for maintenance or during training, police officers shall not draw or exhibit their
firearms unless circumstances create reasonable cause to believe that it may be necessary
to use the weapon in conformance with CPD policy.
2. Officers shall not fire their weapons at or from a moving vehicle.
3. Firearms shall not be discharged when it appears likely that an innocent person may be
injured.
4. The displaying or discharge of a firearm to assist in halting a possible suspect in any situation
will be reported and investigated as per the department’s use of force policy.

Authorized weapons
1. All firearms carried in any capacity by every member of the Cumberland Police Department
must be approved by the Range Master and the Chief of Police.
2. Approved firearms include:

3. Officers carrying any firearm must carry and have at hand badge and identification card.
4. All firearms to be carried as a "second" weapon or to be carried off duty must be approved
by the Range Master and the Chief of Police.
5. Officers will conform to all guidelines dealing with the use of force if they choose to carry
their weapon in an off duty capacity.
6. Any officer of this agency may carry an approved weapon and approved ammunition off
duty, as long as the carrying of the firearm does not conflict with any other directive, or
violate any law, statute, or ordinance.
7. The Range Master and the Chief of Police must approve all ammunition carried in any
capacity.

Cumberland Police Department
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A.

AUTHORIZED FIREARMS AND AMMUNITION
CALEA 1.3.9, 1.3.9a

1.3

II.
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8. Approved ammunition includes:

CALEA 1.3.9b

9. All ammunition for the agency weapon(s) will be issued at the time of firearm qualifications.
(CALEA 1.3.9b)
10. Officers will only use agency issued level III retention holsters as part of their duty gear.
11. Holsters for officers working special assignments or for secondary weapons must:
a. Have a trigger cover
b. Have at least one retention level
c. Must be approved by the Range Master
d. Officer must demonstrate proficiency in its use to the satisfaction of the
Range Master.
FIREARM QUALIFICATIONS
A. Prior to an officer being authorized to carry any firearm, the Range Master shall inspect and
approve all weapons and shall ensure the employee has properly qualified with the weapon.
(CALEA 1.3.9a)
B. The CPD Training Coordinator shall schedule regular training and qualification sessions for
duty, off-duty, and specialized weapons, which will be graded on a pass/fail basis. (CALEA
1.3.10)
C. Officers who fail to receive passing scores with their duty weapon(s) in accordance with
departmental testing procedures shall be relieved of their police powers and immediately
reassigned to non-enforcement duties. (CALEA 1.3.11c)

E. An officer who has taken extended leave or suffered an illness or injury that could affect
his/her use of firearms ability will be required to re-qualify before returning to enforcement
duties. (CALEA 1.3.11)
1. Qualifying injury or illness is at the discretion of the Chief of Police.

Use of force

D. An officer shall not be permitted to carry any weapon with which he/she has not been able
to qualify during the most recent qualification period.

1.3

III.

Cumberland Police Department
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IV.

FIREARMS INSTRUCTORS (CALEA 1.3.11a)
A. All firearms instructors must hold current certification from the MPCTC as a firearm
instructor.
B. All firearms instructors must hold current certification from the MPCTC as a general
law enforcement instructor.
C. The Range Master must be a certified firearms and general law enforcement
instructor.
D. Only Instructors holding the above certifications are allowed to monitor shooters
and teach CPD Officers on any range being used by CPD officers for official
purposes.
E. The Chief of Police, Captain, or CPD Training Coordinator, may approve the use of
guest instructors or CPD officers attending other firearm schools of instruction upon
request.
a. All outside firearms, weapons, or defensive tactics instructors and training
must be evaluated for quality instruction meeting the needs of the
department prior to being approved.

V.

FIREARMS INVENTORY
CALEA 1.3.9e
A. The issuance of all firearms will be recorded on in the CPD Asset Program and qualification
records, including manufacturer, caliber, and serial numbers of firearms. This inventory will
be maintained for all members of the department by the Supply Lieutenant.
B. All maintenance records of issued firearms will be maintained by the department Armor and
will be maintained by the Training Lieutenant.

FIREARM PROFICIENCY
CALEA 1.3.10, 1.3.11
A. All sworn members of the Cumberland Police Department are required to obtain a
qualifying score on a course approved by the Range Master, the Chief of Police, and the
Maryland Police and Corrections Training Commissions with the member's duty weapon(s)
and any secondary weapon they are authorized to carry.
Cumberland Police Department
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VI.

Use of force

C. All secondary firearms will be recorded on a CPD form F-2 Secondary Weapon Qualification
Record and maintained by the Training Lieutenant.
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B. Range qualifications shall include:
1. Demonstration of the safe handling of the firearm
2. Demonstration of care and cleaning of the firearm
3. Demonstration of the actual firing of the firearm
4. Firearm proficiency
C. All officers will be required to qualify at each scheduled qualification at least annually.
D. All officers will be required to receive training on the agency's use of force policies at least
annually.
E. All officers of the Cumberland Police Department must demonstrate proficiency with all
weapons issued and/or provided to sworn personnel of this agency.

Cumberland Police Department
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G. The Range Officer or Range Master shall be authorized to suspend authorization to utilize
weapons, based on an officer's inability to qualify with their issued weapon(s). (CALEA
1.3.11c)
1. If the member fails after the first qualification, the range officer(s) shall provide
an appropriate period of instruction and shall require the member to attempt to
qualify a second time.
2. If the member fails after the second qualification, the range officer(s) shall
provide an appropriate period of instruction and shall require the member to
attempt to qualify a third time.
3. If the member fails to qualify on the third attempt, the member who failed to
qualify shall be assigned to a position which does not require the use of a
weapon and shall be relieved of his/her issued weapon(s).
4. The member shall then be given a two-week period, during which the member
shall be trained and given an opportunity to practice under supervision, after
which the member shall be given an opportunity to qualify with the issued
weapon(s).
5. If, following this sequence, the member again fails to qualify, the member will
be placed on administrative suspension.

Use of force

F. Specifications for the qualification course shall be drawn up by the Range Master, approved
by the Chief of Police and the Maryland Police and Correctional Training Commission, and
filed with the CPD Training Lieutenant, along with the results of the qualifications. (CALEA
1.3.11b)
1. Qualification courses shall require the officer to use his/her weapon(s) in the
same manner as he/she is accustomed to using them in a work atmosphere, i.e.
using duty holster, secondary holster(s), and other agency weapon(s) from their
normal position of storage.
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a. The pay status during the administrative suspension shall be
determined by the City Administrator and the Chief of Police after a
thorough review of the situation.
6. The member shall then be given another two-week period of training and
practice under supervision, after which the member shall be given a final
opportunity to attempt to qualify with the issued weapon(s).
7. If, following this sequence the member again fails to qualify, appropriate
disciplinary actions will be taken.
8. At any time during the qualification process, disciplinary actions may be
initiated if the failure to perform satisfactorily is due to a failure to follow the
directions or suggestions of the range officer(s), a failure to follow range rules, a
lack of willingness to participate or cooperate with the range officer(s), an
apparent attempt to deliberately fail to qualify, or any other conduct which
would violate the disciplinary code of conduct of this agency or which would
indicate the member cannot or will not qualify with agency weapons.
RANGE USE

B. Safety Rules
1. No CPD range can be used by any person until they have been notified of and signed
that they understand the range safety rules.
2. Any Firearms Instructor can expel any person from the any CPD range for unsafe
behavior.
3. Only weapons approved by the Range Master can be used at any range.
4. While on any range, every person must wear designated protective equipment:
a. Ear protection
b. Eye Protection
c. Ballistic vest
d. Any Firearms Instructor may approve or require additional protective
equipment.
C. Indoor Range
1. In addition to the above permissions, the on-duty Shift Supervisor must be
made aware when the indoor range is in use.
2. Only lead-free ammunition is allowed to be used at the CPD indoor range.
Cumberland Police Department
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A. Range Master
1. The Range Master and CPD Firearms Instructors have full control over all CPD firing
ranges (indoor and outdoor).
2. CPD firing ranges can only be opened and used with the permission of a CPD
Firearms Instructor.
3. A Firearms Instructor must be present to oversee the use of any range.

1.3

VII.
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VIII.

DESTRUCTION OF ANIMALS
A. Humane destruction of an animal shall only be done to prevent suffering and when the
discharge will not jeopardize human life or property and when other means of disposition
are impractical.
1. When an animal is destroyed for humane reasons, the carcass will be disposed
of either by the owner of the animal or by the officer.
2. If after hours or on a weekend, the carcass will be disposed of in the waste
receptacle at the Municipal Service Center.
B. The Incident Report narrative relating to the animal call will include all pertinent and
necessary information about the disposal of the animal.
C. The exception to this policy involves deer kills where state statute dictates the process for
removal of the carcass from the scene.
1. When a deer is struck and killed on the roadways within our jurisdiction, it is the
department’s responsibility to arrange for the removal of that carcass.
2. When this agency takes a crash report involving a deer, which has been killed,
the driver of the motor vehicle is permitted to take possession of the carcass.
(Should the driver not want the animal, another person at the scene may be
awarded the carcass by the investigating officer.)
F. The officer shall complete a Natural Resources Police non-hunting tag to accompany the
carcass.
1. Upon completion of the form, the bottom perforated portion is to be given to
the recipient.
2. After the top portion is completed, it should have the incident report number
written on it and turned in to Central Records for proper forwarding to the
Department of Natural Resources.
3. Should no one want the animal, disposal will conform to the standing general
orders of this agency.

A. Unintentional or accidental weapons discharge by an officer of the Cumberland Police
Department cannot be condoned and will be construed as a violation of this policy.
B. If the accidental discharge occurs during a police action, where it can be construed to be
targeted at a person it will be considered a use of force and reported as such.

Use of force

ACCIDENTAL WEAPON DISCHARGES (LETHAL and NON-LETHAL)

1.3

IX.

Cumberland Police Department
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C. If any non-sworn person is injured because of the discharge, it is to be reported as a use of
force. (CALEA 1.3.6, 1.3.6a)
D. Upon any officer being involved in an accidental discharge they will:
1. Immediately report the incident to the Shift Supervisor
2. When practical, make their weapon safe and ready for inspection
3. Prepare an internal report via e-mail and forward to the Shift Supervisor,
Captain and the Chief of Police.
a. Do not complete an incident report narrative; record all information
in an internal email.

E. Upon receiving a report of an accidental discharge, the Shift Supervisor will:
1. Assure the safety of all persons involved
2. Notify the Chief of Police and Captain via the Officer of the Day
3. Conduct an investigation
4. Inspect the weapon involved
5. Weapons may be forwarded to the Range Master if a malfunction is suspected
6. Forward all information concerning the incident to the Training Coordinator
F. Upon receiving a report of an accidental discharge the Training Coordinator will:
1. Conduct an investigation
2. Forward the incident to appropriate instructor specializing in the use of that
weapon for review (i.e. Range Master if firearm, Taser instructor, etc.)
G. Upon receiving a report of an accidental discharge, the reviewing instructor will:
1. Review the incident with a focus on:
a) Safety
b) Weapon operation (if malfunction suspected)
c) Training
H. Upon completion, the Training Coordinator will forward the report to the Chief of Police for
review and final resolution. (CALEA 1.3.13)

A. Firearms
1. All issued firearms and ammunition are to be kept in ready condition: clean,
operational, with adequate ammunition.
2. Every officer issued any firearm is responsible for cleaning, inspecting, and
lubricating that weapon.
Cumberland Police Department
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WEAPON CARE AND MAINTENANCE

1.3

X.
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3. All firearms and ammunition are subject to inspection by any police supervisor
or range officer at their discretion. (CALEA 1.3.9c)
4. If any officer finds a firearm to be inoperative, broken, or dirty to the point of
affecting operation the weapon will be placed out of service and the CPD Range
Master notified. (CALEA 1.3.9d)
5. No modifications or add-ons of any part of any issued firearm will be allowed
without permission and supervised installation by the Range Master or his
designee (armorer.)
6. When not in use all firearms should be made safe and secured from contact
with children as per state law. (CALEA 1.3.9f)
7. When not in use all department and personal firearms will be secured and
locked out with appropriate mechanisms making them inoperable to anyone
else except the officer. (CALEA 1.3.9f)
B.

Less-than-lethal weapons
1. Every officer issued or carrying a less lethal weapon is responsible for its
cleaning, maintenance, and inspection.
2. Any problems with such weapons needing repair will be taken out of service and
reported to the Shift Supervisor. (CALEA 1.3.9a)
3. All less-than-lethal weapons are subject to inspection by any supervisor or
instructor specializing in that weapon at their discretion. (CALEA 1.3.9c)

C. Any lost, missing, or stolen department or personal weapons, lethal or non-lethal will be:
1. Immediately reported to the police agency having jurisdiction.
2. Immediately reported to the CPD Shift Supervisor.
a) The Shift Supervisor will notify the Chief of Police through the Officer of
the Day.
b) The Shift Supervisor will ensure an investigation into the lost, missing,
stolen, weapon is being conducted.
c) The Shift Supervisor will coordinate replacement equipment with the
department’s Quartermaster.

Officers of the Cumberland Police Department will not be allowed to carry a weapon in any
status until they have been issued and trained in the contents of policies described in Sections
1.3.1 through 1.3.5. Issuance of the policy on deadly and non-deadly force as well as proficiency
with all lethal and non-lethal weapons and instruction shall be documented. Records shall be
kept by the CPD Training Lieutenant.

1.3

I.

Use of force

1.3.12 ISSUING USE OF FORCE DIRECTIVES
CALEA 1.3.12

Cumberland Police Department
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1.3.13 ANNUAL ANALYSIS OF REPORTS
CALEA 1.3.13

Use of force

The Chief of Police or his designee shall conduct an annual analysis of use of force reports. The
review is meant to determine patterns or trends that could indicate training needs and/or policy
modifications.

1.3

I.

Cumberland Police Department
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CPD POLICY # 1.5

LEOSA

1.5 LAW ENFORCEMENT OFFICERS SAFETY ACT (LEOSA)
POLICY
H.R. 218, the Law Enforcement Officers Safety Act (LEOSA), was enacted July 22, 2004 as Pub. L. 108277, and is codified as 18 U.S. Code 926B and 926C. The act permits the nationwide carrying of
concealed handguns by qualified current and retired or otherwise separated law enforcement officers
and amends the Gun Control Act of 1968 (Pub. L. 90-618, 82 Stat.1213) to exempt qualified current and
retired or otherwise separated law enforcement officers from state and local laws prohibiting the carry
of concealed firearms. It does not exempt current, retired, or otherwise separated officers from any
state or local firearm owner registration laws. It is the policy of the Cumberland Police Department to
comply with the Act, under the following conditions and provisions.
1.5 LAW ENFORCEMENT OFFICERS SAFETY ACT (LEOSA)
LEOSA QUALIFICATION FOR CURRENT OFFICERS

LEOSA

A. Current law enforcement officers with the Cumberland Police Department must:
1. Possess statutory powers of arrest and be authorized by the Cumberland Police
Department to carry a concealed firearm.
2. Successfully have completed the Cumberland Police Department designated
firearms qualification course.
a. The minimum score is 70%
b. Failure to qualify and remedial training will be in accordance with
existing CPD firearms policy.
3. Not be under the influence of alcohol or drugs.
4. Not be prohibited by federal or state law from possessing a firearm.
5. Not be subject to Cumberland Police Department disciplinary action preventing
the officer from carrying a firearm per existing policy.
6. Not wear a concealed Cumberland Police Department owned firearm except as
provided by Cumberland Police Department regulations.

1.5

I.
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7. Although Cumberland Police Department firearms regulations may not restrict a
current law enforcement officer’s right under the Federal LEOSA to carry a
concealed, personally-owned off-duty firearm, as a condition of employment:
a. All current officers must register his or her personally owned offduty firearms(s) that they wish to carry with the Range Master.
b. All such weapons must pass a safety inspection by the Range
Master.
c. Officers must pass the Cumberland Police Department’s firearms
qualification test using each approved firearm.
II. LEOSA QUALIFICATION FOR QUALIFIED RETIRED OR OTHERWISE SEPARATED OFFICERS
A. Qualified retired or otherwise separated law enforcement officers of the Cumberland
Police Department wishing to qualify to carry a firearm under LEOSA must:
1. Have retired or otherwise separated in good standing from service as a law
enforcement officer for the Cumberland Police Department, other than for
reasons of mental instability.
a. The term “in good standing” means, at the time of separation, the
officer was not facing disciplinary action that could have resulted in his
or her termination for misconduct or unfitness for office.
b. The term “mental instability” means that the officer either was
medically separated for mental instability or, at the time of a years-ofservice or disability retirement, the officer was facing removal for
reasons of mental instability.
c. The City Attorney for the Cumberland Police Department will provide
interpretative guidance, on a case-by-case basis.
2. Have an aggregate of at least ten years of service as an active law enforcement
officer or have retired from service after completing a probationary period, due
to a service-connected disability, as determined by the Cumberland Police
Department.
3. Have a non-forfeitable right to benefits under the Cumberland Police
Department retirement system.
4. Not be prohibited from possessing a firearm under any local, state or federal
laws.
5. Not be a habitual user of alcohol or illegal drug use.

•

I have retired or otherwise separated in good standing from the Cumberland
Police Department and am eligible to carry a concealed firearm, pursuant to
the Law Enforcement Officers Safety Act of 2004 (18 U.S. Code 926c)
I am not restricted by any other local, state, or federal law from possessing a
firearm.

1.5

•

LEOSA

B. Required waiver
1. Qualified retired or otherwise separated officers will be required to sign a CPD
form F-3 LEOSA Waiver of Liability stating:

Cumberland Police Department

2

•

•
•

•

•

I understand that I am not allowed to carry a concealed firearm while under
the influence of alcohol or intoxicating drugs.
I understand that I will only be allowed to carry the same type of firearm,
which I qualify with being a concealable semi-automatic handgun or
revolver.
I understand that the Law Enforcement Officers Safety Act does not give me
any authority to exercise law enforcement authority or take police action.
I understand that in order to qualify to carry a firearm pursuant to the Law
Enforcement Officers Safety Act I will be required to fire my weapon under
the supervision of Cumberland Police Range Instructors and will abide by all
range rules.
I agree to indemnify and hold harmless the City of Cumberland, the
Cumberland Police Department, and its employees, for any injury caused by
my participation in this qualification process. I further waive any claim for
damages against the Cumberland Police Department or its employees, for
any injury suffered by me while participating in this qualification process.
Further, I hereby specifically agree to indemnity and hold harmless the City
of Cumberland and Cumberland Police Department and its employees from
any and all liability resulting from my carrying and/or use of any weapon
allowed under the Law Enforcement Officer’s Safety Act of 2004, including
but not limited to civil litigation.

1.5

C. Qualification course for the Cumberland Police Department qualified retired or otherwise
separated officers:
1. The course of fire for LEOSA officers will be determined by the CPD Range
Master and approved by the Maryland Police and Correctional Training
Commissions.
2. The CPD Training Coordinator will maintain the approved course of fire and
documents.
3. The Cumberland Police Department Range Master or designee will schedule at
least one period each year for qualified retired or otherwise separated officers
to qualify.
a. These qualifications dates may coincide with current officer
qualification dates if time permits.
b. If time does not permit such scheduling, then the qualified retired or
otherwise separated officer must schedule a range date and time
acceptable to the Range Master or designee; and may be required to
pay the cost of such scheduling and range use.
4. Qualified retired or otherwise separated officers will be allowed to qualify on
more than one concealable firearm, as time and scheduling permits. Such
number shall be the decision of the Range Master or designee.
5. In order to qualify, qualified retired or otherwise separated officers :

LEOSA

•
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a. Must bring their own handgun(s), either revolver or a semi-automatic
capable of being loaded with 5 or more rounds.
b. Must bring all necessary rounds of factory issued ammunition for the
weapon for qualification.
c. Must bring their own cleaning supplies.
d. Must have a safe and secure holster.
e. All handguns and holsters must pass inspection by the Range Master.
f. All range rules apply to everyone on the range.
g. The Range Master or designee’s determination will be final as to all
issues of safety and equipment. Any weapon, holster, ammunition, or
related equipment found unsafe for qualification and carry will be
prohibited on the range and noted in writing and of record.
6. The minimum qualifying score is 70 percent.
7. The Cumberland Police Department Range Master or designee shall record the
scores of qualified retired or otherwise separated qualification dates,
qualification course of fire, qualification score, and type and serial number of
the firearms used to qualify.
D. Failure to qualify and remedial training for qualified retired or otherwise separated
officers.
1. Any qualified retired or otherwise separated officer who fails to qualify will be
given one additional attempt as soon as practical after the failed attempt.
2. If the qualified retired or otherwise separated officer fails to qualify on the
second attempt, the Range Master or designee will:
a. Notify the qualified retired or otherwise separated officer of the failure.
b. Recommend that the qualified retired or otherwise separated officer
seek additional or alternative remedial training outside of CPD.
3. Qualified retired or otherwise separated officers failing to qualify, he or she
will be allowed to attempt to qualify at the next scheduled LEOSA qualification
range date or at a date scheduled by the Range Master or designee.
4. Any attempts to qualify to LEOSA standards beyond three attempts will be the
discretion of the Range Master appealable only to the Chief of Police whose
decision is final.

1.5

A. The Law Enforcement Officer’s Act does not authorize qualified retired or otherwise
separated officers to:
1. Carry a machine gun, silencer, or other destructive device.
2. Carry another type of weapon other than what the Range Master qualifies you with
being a concealable semi-automatic handgun or revolver.
3. Act in the capacity of a law enforcement officer of the Cumberland Police
Department.
4. Carry a firearm on any government property, installation, facility, building, base or
park with laws or regulations prohibiting or restricting the carrying of firearms such
as airport boarding areas, courthouses, etc.

LEOSA

IV. RESTRICTIONS FOR RETIRED OFFICERS
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5. Carry a firearm on any other public or privately owned property, facility, building or
area, where the carrying of firearms is prohibited or restricted, such as private
schools, commercial aircraft, etc.
6. Carry a firearm while under the influence of alcohol or intoxicating drug.
IV. IDENTIFICATION CARDS
A. Upon successful completion of the Cumberland Police Department LEOSA course the Range
Master will:
1. Issue the participant an identification card certifying that they have been certified
by the Cumberland Police Department LEOSA standards to carry a concealed
weapon.
a. The LEOSA certification card alone is not valid without an accompanying
qualified retired or otherwise separated police officer identification card.
b. The LEOSA certification card will be valid for one year from day of issue and
have the expiration date written on it.
B. Required identification while carrying firearm.
1. Currently employed Cumberland Police Officer’s must have their photo
identification card and official badge.
2. Retired or otherwise separated law enforcement officers must have:
a. Their identification card identifying them as a qualified retired or
otherwise separated officer.
b. Their retirement badge, if issued.
c. Their LEOSA firearms certification card.
V. LEOSA RECORDS
A. The CPD Training Coordinator will maintain all LEOSA records.
B. A list of all officers qualifying as a retired or otherwise separated officer to LEOSA standards
will be forwarded to the Chief of Police.
C. Upon completion of the LEOSA course, the qualified retired or otherwise separated officer
will be provided with CPD form F-5 LEOSA Qualification Record certifying their scores.

1.5

LEOSA

D. Retired or otherwise separated officers may request additional copies of their LEOSA
qualifying records in writing to the Chief of Police.
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Cumberland Police Department
General Order: 2.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY # 2.0

AGENCY JURISDICTION AND MUTUAL AID

2.0 JURISDICTION AND MUTUAL AID
2.1.1 JURISDICTIONAL BOUNDARIES
2.1.2 CONCURRENT JURISDICTIONS
2.1.3 MUTUAL AID
2.1.4 REQUESTED FEDERAL AID / NATIONAL GUARD
POLICY
The Cumberland Police Department will strive to support all area public safety agencies within legal
means. Cumberland Police Officers will always act professionally and in accordance to the rules and
policies of the Cumberland Police Department regardless of which agency they are assisting. As
identified in any memorandum of understanding, when an agency is requested to assist, their
responding units are considered to be a functional portion of this agency and to be protected by all laws
applicable to this agency, yet, likewise, responsible to the public as governed by all laws applicable to
this agency.
JURISDICTIONAL BOUNDARIES
CALEA 2.1.1
I.

The fundamental geographical boundaries of the City of Cumberland are shown on the
official zoning district map and shall constitute the primary area of jurisdiction for officers of
the Cumberland Police Department.
A. This map is maintained by the City of Cumberland, Engineering Department, and is
periodically updated to reflect changes.
B. A current and detailed official map, which includes the boundaries of the
department, will be maintained in the Shift Supervisor’s office.

Cumberland Police Department

2.0: jurisdiction and mutual aid

2.1.1
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II.

2.1.2

I.

The Clerk of the Circuit Court, Land records office, Allegany County, Maryland, maintains
official Geographic boundary records.

CONCURRENT JURISDICTION
CALEA 2.1.2
Cumberland Police Department will assume all legally mandated responsibilities under Maryland
Annotated Code Article 23A, Section 2(B)(22) and the Charter for the City of Cumberland, Section
37.
A. The agency will perform its duties with the understanding that the Sheriff’s Department
of Allegany County has full concurrent authority under the Constitution of Maryland,
Article IV, Section 44 and who may be called upon under the terms of any mutual aid
agreement or applicable statutory authority as outlined in Maryland Criminal Laws
Annotated, Title 2, Subtitle 1, Section 2-105.

II.

The City of Cumberland Police Department will not undertake routine patrol or police duties
outside the limits of the City of Cumberland.

III.

Effective law enforcement mandates complete cooperation between members of the
Cumberland Police Department and representatives of these other agencies when they must
exercise their authority within the city limits.

2.1.3

I.

MUTUAL AID
CALEA 2.1.3
REQUESTING MUTUAL AID
A. The Cumberland Police Department accepts and abides by the conditions of all
memorandums of understanding it shall enter into.
B. The Chief of Police and/or the Mayor of the City of Cumberland may call upon the
Sheriffs of other counties, Mayors of other municipalities, Chief Executive Officers of
Cumberland Police Department
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B. The Cumberland Police Department will perform its duties with the understanding that
the Maryland State Police has the general duty to safeguard the lives and safety of all
persons in the State, to protect property, and to assist in securing to all persons the
equal protection of the laws. (Maryland Criminal Laws Annotated, Public Safety, Title 2,
Subtitle 3, Section 2-301.)
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other municipalities, for police assistance in times of emergencies. The Chief of Police
and/or the Mayor of the City of Cumberland may further appeal to the Governor of the
State of Maryland to provide additional manpower through the Maryland State Police or
the Maryland National Guard as needed for emergencies.
C. Provider agency personnel have legal authority under Maryland Criminal Laws
Annotated, Title 2, Subtitle 1, Section 2-105 to perform under a “contractual”
agreement. (CALEA 2.1.3a, b)
D. Mutual aid may be requested at any time when, due to limited resources, this agency is
incapable of responding with sufficient manpower and/or resources to satisfactory
address any incident.
1. Mutual aid is to supplement, not replace, our own agency resources
2. At least one Cumberland Police Department representative must be on the
scene of an incident or in close proximity before mutual aid may be
requested.
E. Any Cumberland Police supervisor may request mutual aid. (CALEA 2.1.3d)
1. Units will be governed by the limitations imposed by any memorandum of
understanding regarding extent and duration of mutual aid and circumstances
requiring higher authority decisions. (CALEA 2.1.3a,b)
F. As per any memorandum of understanding outside units will respond to the ranking
officer from this agency that is on the scene. (CALEA 2.1.3e)

H. The agency stipulates there shall be no charge for equipment or labor nor shall the
agency be liable for any damages to equipment. (CALEA 2.1.3g)
1. Officers and equipment responding to or on the scene of an emergency are
entitled to the same benefits under any pension or indemnity fund of their
employer and all the rights and benefits of the Maryland Criminal laws
Annotated, Title 2, Subtitle 1, Section 2-105.
2. Due to mutual benefit derived from this agreement there is neither necessity
for costs to be assessed nor concerns for liabilities and loss management.
II.
PROVIDING MUTUAL AID
CALEA 2.1.3
Cumberland Police Department
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G. Radio communications will be maintained between the agencies involved in responses
involving mutual aid. (CALEA 2.1.3f)
1. If at all possible, a tactical frequency will be set up at the scene.
2. The agency will organize communications at a command post in cases of
extended emergencies.
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B. RECEIVING REQUESTS FOR MUTUAL AID
1. Only the Sheriff for Allegany County, the Chief of the Frostburg Police
Department or their respective highest-ranking on-duty supervisors can request
assistance from the Cumberland Police Department.
a. The Maryland State Police, Maryland natural resources police, or
Maryland State Fire Marshal cannot request assistance but may include
the Allegany County Sheriff’s Department in their investigation who
may make such a request for assistance.
2. The Chief of Police or the highest-ranking on-duty supervisor must receive all
requests for Cumberland Police assistance.
a. The CPD Supervisor receiving the request must gather information and
evaluate the request considering the following:
1) Does an emergency exist?
2) Type of emergency
3) Availability of other resources
4) Location
5) Response times
6) Personnel needed
7) Demands on Cumberland’s jurisdiction at the time
b. Upon receiving the request, the supervisor must contact the Chief of
Police or Officer of the Day and formally request permission to
provide mutual aid.
c. In dire emergency situations, it is permissible to dispatch officers to
provide assistance as required notifications are being made.
d. When assigning officers to respond out of the City, the supervisor
making the assignment should make every effort to dispatch a CPD
supervisor in addition to any other personnel deemed appropriate.
e. All responding officers may take any CPD police equipment they feel
may be needed (firearms, less-than-lethal weaponry, vehicles)
f. An appropriate CPD incident report will be opened for each such
request and kept updated.

Cumberland Police Department
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A. POLICY
1. It is the policy of the Cumberland Police Department to provide emergency
police assistance to other departments in this state who the City of Cumberland
has a valid mutual aid agreement in place. At the time of this policy, Allegany
County and the City of Frostburg have entered into agreements with the City of
Cumberland for aid in the event of a police emergency.
2. Copies of all mutual aid agreements will be kept on file in the Office of the Chief
of Police.

4

C. PROVIDING ASSISTANCE TO OTHER AGENCIES
1. Upon arrival, assisting officers are to report to the host police supervisor for
assignments.
2. Responding units will then ascertain from the host police agency supervisor
which radio frequency they should operate on and notify CPD dispatch of such.
3. Officers providing assistance are not to become involved with matters other
than the emergency call for service for which requested.
4. Assisting officers should attempt to allow officers from the host agency to make
decisions on arrest; however, officers may take action including arrest if it is
related to the emergency call they were requested.
5. Officers working in other jurisdictions may make arrests on valid warrants if
related to the emergency at hand; however, service must be done by the host
agency.
6. When in another jurisdiction all rules, policies, and procedures governing
Cumberland Police Officers still apply.
7. The responding officers assist at the discretion of the host agency and will not
attempt to take command of the situation or openly debate with host agency
personnel unless invited to do so by host agency supervisors.
8. Officers providing assistance will return to the City of Cumberland as soon as the
emergency in the host agencies jurisdiction has deescalated to a safe level.
9. Any Cumberland Police supervisor may withdraw personnel from the outside
jurisdiction at any time.
10. Every officer dispatched to the allied agency jurisdiction will record his or her
actions on the appropriate incident report narrative.
III.

REVIEW OF MUTUAL AID AGREEMENTS (CALEA 2.1.3ah)
A. Mutual Aid agreements and all memorandums of understanding shall be reviewed annually
and, if applicable as revised under the terms of the agreement(s).

2.1.4

REQUESTING FEDERAL AID / NATIONAL GUARD
CALEA 2.1.4
I.

Federal agencies, such as FBI, ATF or Secret Service will not normally be called upon to
provide assistance in emergency situations.
A. If such assistance is needed, only the Chief of Police or the City
Administrator shall make such request.
Cumberland Police Department
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B. Mutual aid legislation shall be reviewed annually and appropriate changes, if applicable,
shall be made in the policy of this agency.
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B. The FBI, ATF, and Secret Service may be utilized by this agency or this
agency may utilize their services in the normal course of inter-agency
cooperation and joint functional responsibilities.
The Mayor of the City of Cumberland may request the assistance of the National Guard
by appealing to the Governor of the State of Maryland, which assistance may be granted
in cases of disaster or attack.
A. The Chief of Police may request the City Administrator to make such an
appeal to the Governor.

2.0: jurisdiction and mutual aid

II.
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Cumberland Police Department
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Approved: Charles H. Hinnant, Chief of Police

CPD POLICY # 11.0

ORGANIZATION AND ADMINISTRATION

11.1 ORGANIZATIONAL STRUCTURE
11.1.1 DESCRIPTION OF ORGANIZATION
11.1.2 ORGANIZATIONAL CHART
11.2 UNITY OF COMMAND
11.2.1 EMPLOYEE ACCOUNTABILITY
11.2.2 DIRECT COMMAND
11.3 AUTHORITY AND RESPONSIBILITY
11.3.1 RESPONSIBILITY AUTHORITY
11.3.2 SUPERVISORY ACCOUNTABILITY
11.4 GENERAL MANAGEMENT AND ADMINISTRATION
11.4.1 ADMINISTRATIVE REPORTING PROGRAM
11.4.2 ACCOUNTABILITY FOR AGENCY FORMS
11.4.3 ACCREDITATION MAINTENANCE

11.1.1 ORGANIZATIONAL STRUCTURE
CALEA 11.1.1
I.

DIVISIONS
A. The Cumberland Police Department of the City of Cumberland is organized into an
Administrative Division and Operations Division.

II.

ADMINISTRATION DIVISION
A. CHIEF OF POLICE

Cumberland Police Department
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POLICY
In order to promote efficiency and enhances services the Cumberland Police Department will have several
organized components. These components will be managed by a structured chain of command who will
strive to share information and work together on strategies designed to promote public safety throughout
our jurisdiction.
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1. The Chief of Police under the general direction of the Mayor and City Council of
Cumberland are responsible for the safety and protection of all people and properties
within the City of Cumberland. The Chief of Police shall be the highest-ranking officer
within the Cumberland Police Department. The Chief of Police shall be responsible for
all police operations and the administration of the police department. The Chief of
Police is responsible for all law enforcement planning and fiscal management of the
department (CALEA 17.1.1) as well as all personnel assigned to his department.
2. The Chief of Police will be exclusively responsible for:
a. Fiscal management
b. Hiring of personnel
c. Promotions of personnel

C. CAPTAIN
1. The Captain shall be the overseer of both the administration and operations
divisions of the police department.
2. The Captain will act as the agencies Public Information Officer and will:
a. Coordinate all press releases
b. Coordinate all joint operations press releases including C3I
c. Act as the public information officer on all major incidents
3. The Captain will act as the agencies liaison with all local, state, and federal agencies
including:
a. law enforcement agencies
b. court systems
c. social service agencies
d. Allegany County Joint Communications
4. The Captain will act as the agencies personnel manager and be responsible for
human resources and the allocation of personnel throughout the department.
a. Includes retired personnel (LEOSA)
5. The Captain will manage the department’s central records division including:
a. record management
b. expungements
c. arrest processing
6. The Captain will be responsible for all special event management.
7. The Captain will be responsible for all major critical incident management.
D. ADMINISTRATIVE LIEUTENANT
1. The Administrative Lieutenant will be the administrator of the department’s hiring
and selection of personnel both sworn and civilian.
a. The final hiring responsibility falls under the jurisdiction of the Chief of
Police

Cumberland Police Department
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B. OFFICER OF THE DAY
1. The Officer of the Day is a rotating position where a command staff officer is
assigned to act as the Chief of Police in his absence. The officer of the day is to be
responsible for all administration and operations of the department in absence of
a higher authority. The Officer of the Day is to be available on a 24-hour basis
during his or her rotation for consultation by any member of the department.
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2. The Administrative Lieutenant shall be the supervisor of the Municipal Parking
Authority including:
a. Operations
b. Personnel
c. Facilities
3. The Administrative Lieutenant shall be the supervisor of the Downtown
Cumberland Mall Security (Civilian code enforcement officers) and will act as the
liaison for all issues in the downtown Cumberland area.
4. The Administrative Lieutenant will be responsible for fleet management including
vehicle purchase and maintenance including motorcycles and specialty vehicles.
5. The Administrative Lieutenant will be responsible for managing civilian police
related activities including:
a. Civilian volunteers
b. Interns
c. Ride-a-longs
d. Citizens Academy
6. The Administrative Lieutenant will be responsible for managing the department’s
awards program including awards for retiring officers.
7. The Administrative Lieutenant will supervise the agencies vehicle towing program.
8. The Administrative Lieutenant will act as the department’s quartermaster and be
responsible for:
a. Issuing and maintaining all identification, badges, uniforms and
equipment to personnel
b. Maintenance of the Asset Program
c. Repair and replacement of all department equipment unless stated
elsewhere
d. Managing the departments weapons and armor
III.

OPERATIONS DIVISION

1. The Criminal Supervisor will be responsible for the quality of all criminal investigations
throughout the agency.
2. The Criminal Supervisor will be responsible for monitoring major case investigations
and informing the Chief of Police and Command Staff of their progress.
3. The Criminal Supervisor will act as the liaison between CPD and the Allegany County
Combined Criminal and Narcotics Investigation Units and their personnel. This
includes:
a. Fugitive apprehension
b. Sex offender registration and enforcement
c. Crimesolvers
d. Pawn records
4. The Criminal Supervisor shall be responsible for all evidence and property control
including:
a. Seizures
b. Vehicles
c. Money
Cumberland Police Department
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A. CRIMINAL SUPERVISOR
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B. PATROL LIEUTENANT
1. The Patrol Lieutenant will be responsible for the agencies patrol function and its
personnel.
a. The Patrol Lieutenant will be responsible for personnel evaluations of all
Patrol officers.
2. The Patrol Lieutenant will serve as the agencies Training Coordinator and will be
responsible for all training activities in the Department including:
a. Liaison with the Maryland Police and Correctional Training Academy
b. All in-service training
c. All specialized training
d. Maintaining all training records
e. All field training programs
3. The Patrol Lieutenant will be responsible for all traffic enforcement activities including:
a. Coordinating targeted traffic enforcement
b. Maintaining traffic statistics
c. Collecting and analyzing crash data
d. Supervising motor vehicle crash reconstruction and crash reconstruction
personnel
e. Purchase and maintenance of all traffic enforcement equipment (radars,
lasers, license plate readers)
f. Preparing traffic related reports
4. The Patrol Lieutenant will be responsible for all alcohol related enforcement activities
including:
a. Liaison with the Allegany County Liquor Board
b. Liaison with the MSP Alcohol Enforcement Unit
c. Supervise all CPD intoximeter operators
d. Retail business alcohol enforcement activities
e. DUI enforcement activities
f. Alcohol enforcement equipment purchase and maintenance
Cumberland Police Department
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5. The Criminal Supervisor will act as the department’s Professional Standards Division
and be responsible for all internal investigations.
6. The Criminal Supervisor will be responsible for all criminal intelligence and crime
analysis and the gathering and dissemination of intelligence.
7. The Criminal Supervisor will be responsible for overseeing crime scenes and crime
scene investigation personnel.
8. The Criminal Supervisor will be responsible for overseeing clandestine lab
investigations and clandestine lab personnel
9. The Criminal Supervisor will supervise all Uniform Crime Reporting
10. The Criminal Supervisor will be responsible for the Cumberland Emergency Response
Team (CERT) including:
a. Collection of statistics involving CERT and reporting to the GOCCP
11. The Criminal Supervisor will be act as the community group liaison and be responsible
for:
a. Attending community meetings
b. Coordinate community group requests for CPD involvement
c. Preparing Community group related reports as needed
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g. Preparing alcohol related enforcement reports
5. The Patrol Lieutenant will be responsible for the canine unit.
6. The Patrol Lieutenant will be responsible for bike patrol activities.
7. The Patrol Lieutenant will be responsible for managing the department’s Honor Guard.
11.1.2 ORGANIZATIONAL CHART
CALEA 11.1.2
The Cumberland Police Department will have an organizational chart, which shall be included in
annual reports.
A. This chart will be available to all personnel by its inclusion in the report and may be copied
by members of the agency.
B. The organizational chart shall be reviewed at least annually, revised if needed at the
time of review, or as needed to due to additions or deletions in the structure.
C. Organizational chart
CALEA 11.1.2

11.0: organization and administration

I.

Cumberland Police Department

5

11.2 UNITY OF COMMAND
11.2.1 UNITY OF COMMAND
CALEA 11.2.1
Each employee shall be directly accountable to only one supervisor at any given time.

11.2.2 ORGANIZATIONAL COMMAND
CALEA 11.2.2
I.

Each organizational component is under the direct command of one and only one officer.

II.

In situations involving personnel from different sections, unless otherwise designated, the
senior ranking CPD Officer is in command. (CALEA 12.1.2c)

11.3 AUTHORITY and RESPONSIBILITY

Cumberland Police Department
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I.
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I.

SPAN OF CONTROL
A. The Chief of Police shall have immediate control of the Captain of the Police Department.
B. The Captain shall have immediate control of the line supervisors (Lieutenants) in the
Divisions.
C. The line supervisors (Lieutenants) shall have immediate control of officers of lower rank on
their shift.
1. Each line supervisor should not have more than 14 officers under his/her direct control.
2. Officers on a particular shift should be guided by the direction and authority of officer’s
senior in time or grade, but officers on a particular shift will be primarily responsible to
their regularly assigned shift supervisor.
a. If a conflict exists between a relief supervisor and the regular shift supervisor, the
officer will obey the commands/directions given at the time, but should ask for a
resolution of the conflict in direction and control be made as soon as possible
following the conflict.
D. Special circumstances (disasters, special events, etc.) might dictate that the span of control
be larger for short periods, however, under normal operating conditions, the agency will
adhere to the above span of control.

11.3.1 RESPONSIBILITY AND COMMENSURATE AUTHORITY
CALEA 11.3.1
I.

Each member of the agency will assume the authority to carry out all duties and responsibilities,
which are delineated in these orders, by personnel policy, by Cumberland City Charter, and/or
by any law or ordinance governing any particular member's conduct.

II.

In keeping with delegated authority, duty, and responsibility, each member shall be strictly
accountable for his use of authority.

11.3.2 SUPERVISORY ACCOUNTABILITY
CALEA 11.3.2
I.

The primary responsibility for the performance of an employee rests upon the employee's
immediate supervisor.

II.

The administration of discipline of an employee is the responsibility of the Chief of Police.

11.4 ADMINISTRATIVE REPORTING PROGRAM

Cumberland Police Department
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A. Members are accountable for their authority, particularly when it can be construed to
amount to misfeasance, malfeasance, or nonfeasance.
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11.4.1 ADMINISTRATIVE REPORTING SYSTEM
CALEA 11.4.1
I.

ADMINISTRATIVE REPORTS INCLUDE:
A. Annual reports
1. Budget and Fiscal reports prepared by the Chief of Police.
2. CPD Annual Report prepared by the Captain.
3. CPD Annual Administration Division Management and Planning Report prepared by
the Accreditation Manager. (CALEA 15.1.1, 15.2.1)
4. CPD Annual Operations Division Management and Planning Report prepared by the
Criminal Supervisor. (CALEA 15.1.1, 15.2.1)
B. Quarterly reports
1. Quarterly CPD Management Reports prepared by the Command Staff. (CALEA
15.1.1, 15.2.1)
C. A variety of periodic reports required by policy and/or accreditation standards.
D. Daily reports, (Shift Logs) generated by shift supervisors used to indicate significant activities
and to pass on information to the next shift.
E. Any special daily reports as required by the administration.
F. Internal Inspection Program (IIP) reports.

II.

OTHER REPORTS
A. The Chief of Police will be responsible for assembling data and other information to
effectively and efficiently operate the Cumberland Police Department.

C. Assigned UCR Coordinator will also be responsible for submitting information
necessary to complete the Uniform Crime Report, which is to be forwarded to the
Maryland State Police (MSP), which acts as the state clearinghouse for the FBI. All
information reported by the agency is ultimately incorporated into the annual UCR
report, as well as quarterly and annual reports distributed by the MSP.
D. The Chief of Police, in conjunction with officers responsible for sections, components,
functions or those with special duties and responsibilities, will prepare an annual report
detailing the activities and performance of the agency and its members.
II.

USE OF REPORTS
A. The Cumberland Police Department will use monthly and yearly reports:
Cumberland Police Department
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B. Components and sections will be responsible for submitting periodic reports to the
Chief of Police specifying information required by CALEA standards.
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(CALEA 11.4.1c)
1. To assist in allocating personnel and other resources.
2. CPD may also use reports in conjunction with projections made by other city
departments, to assist in preparing budgets and other requests for anticipated
needs.
3. In conjunction with case reports to provide profiles for UCR/NIBRS reporting.
4. To set departmental goals and objectives, to assist bureaus in developing short
term and long range objectives, and to evaluate progress toward goals and
objectives.
5. Other reports, such as periodic accreditation reports, will be used to ensure
compliance with policy and standards and to assess progress toward goals
outlined by the agency.
6.

THE DISTRIBUTION OF REPORTS:
(CALEA 11.4.1c, 11.4.1d, 11.4.1e)
A. The CPD Annual report, prepared by the captain, which shall be distributed to City Council
members, the Chief of Police, the Administration and Operations Commander(s), and Patrol
Commanders.
B. The CPD Administration and Operations Annual Planning and Management Reports which
will be distributed to all Cumberland Police Employees responsible for its execution.
C. Quarterly CPD Management Reports prepared by the Command Staff which will be
discussed with the Chief of Police at Command Staff meetings and kept on file in the office
of the Chief of Police.
D. Monthly reports, which shall be distributed to City Council members, the Chief of Police, the
Administration and Operations Commander(s).
E. Accreditation reports, which shall be distributed as indicated on the matrix for reports and
as indicated on the report itself.
F. Information concerning calls for service, reports, and arrests will be tabulated on the
computer-aided dispatch and will be available to officers for inquiry or summaries.
Cumberland Police Department
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III.

In addition to the monthly report, which contains summaries of calls for service,
officer activity, arrests and reports, training, community relations/crime
prevention activities, and other summaries, the annual report, which will act as
a summary of the monthly reports, will contain a statement of goals and
objectives for the following year and an analysis of progress toward goals and
objectives of the preceding year.
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11.4.2 ACCOUNTABILITY/REVIEW OF AGENCY FORMS
CALEA 11.4.2
I.

USE OF FORMS

A. No forms will be used in the operation of this department or under a Cumberland Police
Department heading or logo until after approval of the Chief of Police. (CALEA 11.4.2)

C. Traffic citations, parking citations, and summonses will be kept under strict control.
1. Traffic citations and summonses shall be kept in a cabinet or file in the Traffic Clerk’s care.
2. Court summonses to appear for court received by the department will be sent to the
respective officer’s shift and distributed to the officers.
3. The traffic citation accounting tab will include the name of the officer signing for the
citations, the citation numbers, and the date the citations are issued to the officer.
a. Each officer is responsible for every citation signed out.
b. Unused traffic citations will be turned into the traffic clerk when:
1) An officer resigns, retires, or is terminated
2) Recalled by the Motor Vehicle Administration
4. Criminal Statement of Charges will be kept locked in the supervisor’s supply closet. When
an officer makes a criminal arrest, the Shift Supervisor or arresting officer shall note the
tracking number, person arrested and the arresting officer’s ID number on the
accountability sheet.
V.

Other forms and documents used by the agency (offense reports, accident reports, etc.) are for
official use only.
A. These forms are to be used only for the purpose intended and are not to be distributed
outside the agency.

Cumberland Police Department
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B. All CPD form maintenance will be the responsibility of the Accreditation Manager. (CALEA
11.4.2)
1. A list of forms and their numbers will be maintained by the Accreditation Manager.
(CALEA 11.4.2)
2. All Forms will have the following coding:
a. AD - Administration
b. AP - APPLICANT
c. C – CERT
d. MV – Motor Vehicle
e. PR – Property
f. PSD – Professional Standards Division
g. PT – Patrol
h. S – Supervisor
i. K- Canine
j. . F-Firearms
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B. Letters issued on official Cumberland Police Department stationery must be authorized and
signed by the Chief of Police.
1. All external agency written correspondence using department letterhead will be
reviewed by the Chief of Police prior to dissemination.
2. The Chief of Police will review the particular correspondence and determine whether his
signature should also appear on the document.
3. The Chief of Police need only review any external written correspondence that is
repetitive, such as a form letter, once.
a) Once initial review and approval has been received, that is sufficient for future
correspondence of the same nature.
VI.

FORM REVIEW
A. Agency forms will be developed or modified and reviewed and approved periodically, as
indicated by a revision or publication date on the form. (CALEA 11.4.2)
B. The Accreditation Manager shall be responsible for ensuring all forms are reviewed
periodically and shall be responsible for ensuring forms have been approved prior to use
and/or distribution. (CALEA 11.4.2)
C. All agency forms and other paperwork will be completed in BLACK or DARK BLUE ink. No
other ink is authorized.

VII.
FORM REVISIONS
CALEA 11.4.2
A. Any CPD employee wishing alterations made to any CPD generated form due to changes in
policy, practice, or law will do so by submitting a written request (E-Mail) to the CPD
Accreditation Manager. (CALEA 11.4.2)

C. After any changes or new forms are developed, they will be forwarded to the Chief of Police
for approval.
D. After approval, the Accreditation Manager will be responsible for coordinating any
necessary training for the new or altered form and placing it into service.
11.4.3 ACCREDITATION
CALEA 11.4.3
I.

The Cumberland Police Department will participate in the Commission on Accreditation for Law
Enforcement process (CALEA.)
Cumberland Police Department
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B. The Accreditation Manager will then be responsible for researching the request and
generating a new form or altering an existing form as needed.

11

A. The CALEA process involves the department meeting or exceeding a series of standards
developed by an international commission of police professionals based on best
practices.
B. Proof that the Standards are being met will be the responsibility of the Accreditation
Manager using a combination of written and computerized documentation (CALEA
11.4.3)
ACCREDITATION MANAGER
A. By authority of the Chief of Police the Accreditation Manager is permitted to operate
outside the normal Chain of Command to ensure the success of the accreditation
process and the continued compliance with all standards. The Accreditation Manager
shall have direct access to all employees whose expertise or assistance is required for
successful operation of the CALEA process (CALEA 15.1.2)
B. The role of accreditation manager is specialized and requires familiarization with the
accreditation process. Any Department employee assigned to as an Accreditation
Manager will receive specialized training in the field of accreditation within one year
after appointment. (CALEA 33.5.4)
C. The Accreditation Manager will ensure that all employees of the Cumberland Police
Department receive training regarding the CALEA process.(CALEA 33.5.3b)
1. All newly hired sworn and civilian personnel will have CALEA training completed
within 30 days of their date of hire. (CALEA 33.5.3a)
D. The Accreditation Manager will be responsible for obtaining accreditation and its
continued maintenance. (CALEA 11.4.3)
E. The Accreditation Manager will be the liaison between CALEA and the regional
Chesapeake Regional Law Enforcement Accreditation Alliance (CRLEAA.)
F. The Accreditation Manager will be responsible for all in-house form management.
G. The Accreditation Manager will be responsible for all policy and procedure management
and issuing all such directives and policy to personnel.
H. The Accreditation Manager will be responsible for statistical analysis as required by
CALEA or the Chief of Police.
I.

The Accreditation Manager will be responsible for the agencies OSHA/MOSH
compliance.

J.

The Accreditation Manager will be responsible for the goals and planning function of the
police department.

Cumberland Police Department
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II.
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K. The Accreditation Manager for the Cumberland Police Department will be responsible
for ensuring that periodic reports, reviews, and other activities mandated by applicable
accreditation standards are accomplished.
L. Periodic audits shall be conducted according to a schedule established by the Internal
Inspection Process (IIP) to ensure compliance with accreditation standards, reporting,
and record keeping.
N. The Accreditation Manager will be responsible for all grant management including:
1. Liaison with granting agencies
2. Making application for grants
3. Any required reporting for grants
4. Implementation of grant projects
5. Fiscal management of grants
O. The Accreditation Manager will be responsible for all technology and computer hardware
and software throughout the department and its vehicles including the report
management system.
P. The Accreditation Manager will be responsible for the police department facility including:
1. Any substations
2. Building security
3. Detention area
Q. The Accreditation Manager is responsible for all arrest warrant and criminal summons
management including:
1. Warrant/summons records management
2. Criminal Justice Information Systems (CJIS) security officer
ADHERENCE TO ACCREDITATION PROCESS
A. All sworn and civilian employees of the Cumberland Police department will cooperate
with the accreditation process and the agency’s effort to maintain accreditation status.
B. All Cumberland Police Department employees must submit all necessary reports or
other proof of compliance as required to the Accreditation Manager in a timely manner.
C. All Supervisors are responsible for ensuring the continued compliance with all
accreditation standards by employees under their command.

Cumberland Police Department
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CPD POLICY 11.4.4

COMPUTER RESOURCES

11.4.4 COMPUTER RESOURCES
11.4.4.1 INTERNET RESOURCES
POLICY
The operations of the Cumberland Police Department depend on computer technology. The
Department is aware that efficient hardware and software is paramount to providing professional
service. All employees of the Cumberland Police department will strive to maintain a quality
information technology programs by following procedure to ensure the security of the any systems and
to halt the introduction of any malicious software.
11.4.4 COMPUTER SOFTWARE POLICY
CALEA 11.4.4

Members of the Cumberland Police Department will adhere to the City of Cumberland city- wide
Internet use and city owned computer policy as described in Chapters 1 - 6 of the City of
Cumberland Employees Policy Manual.
A. Copies of the policy, which have been explained and signed by each employee, will be
maintained in the employees personnel file in the Human Resources Division for the City
of Cumberland.
B. In the event that this policy needs to be violated for a lawful police investigation such as
in the event of a sworn police officer investigating a pornography case. Prior to
conducting the activity that is unauthorized by policy, the officer is to receive written
permission from:
1. The Chief of Police
2. The Director of Management Information Systems (MIS)
C. Copies of the city-wide employee policies are below:

City of Cumberland Acceptable Use Policy for Internet Access and Internet E-mail

Cumberland Police Department
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POLICY STATEMENT
The City of Cumberland provides employees and elected officials with access to the Internet for business
purposes. The City of Cumberland recognizes that the Internet is a valuable resource in the provision of
government services.
INTRODUCTION
The expansion of telecommunications and the interconnection of computers have increased the number
and variety of resources available to people everywhere. The Internet is a powerful educational,
research-oriented, communications resource, which allows a computer user to find information and
communicate on a worldwide electronic network of computers. This unprecedented, worldwide
resource is available to City of Cumberland employees to enrich the government services they provide.
PURPOSE
Access to Internet-related systems enables employees and elected officials to gather information
relevant to the City of Cumberland's business from external sources; and to provide information to
residents, potential residents, businesses, customers and suppliers, as well as business prospects. It is
important that users of the City of Cumberland system understand that Internet access is a privilege,
and failing to adhere to the guidelines that this policy establishes may revoke its use.
This policy outlines the City of Cumberland's guidelines regarding acceptable Internet and Internet
Electronic Mail (E-mail) usage.
SCOPE
This policy applies to all the City of Cumberland's employees and elected officials. For the purposes of
this policy, "employee" means both employees and elected officials.
Employees have access to these systems consistent with the requirements of their job, and are
encouraged to use the systems. Within and between organizations, e-mail can be an effective tool that
helps break down barriers to communication and promotes the free exchange of information and ideas.
"Internet" means all activities undertaken through the City of Cumberland's Internet resources including
electronic mail and browsing external web sites unless otherwise specified.
ACCESS

It is the responsibility of the manager of each department to assess employee needs when granting
access and periodically to determine whether continued access is necessary. The employee’s Manager
should submit requests for removal of access rights to the Department of Management Information
Systems (MIS).
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Internet and Internet E-mail access is provided to an employee upon approval by the department
manager.
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Internet access requires signing an Acceptable Use Agreement.

GENERAL PRINCIPLES
I.

Ownership
City of Cumberland provided Internet/Intranet and E-mail privileges, like computer systems and
networks, are considered City of Cumberland resources and are intended for business use only.

II.

Privacy of communications
Due to the inherent characteristics of e-mail systems, correspondence via Internet E-mail is
NOT guaranteed to be private. While this policy document is in part intended to promote
secure and private e-mail communications, an employee's rights while accessing the Internet by
use of City of Cumberland property does not include the right to privacy. The City of Cumberland
reserves the express right to monitor, in any way, the activities of the employee while accessing
the Internet.
Notwithstanding technical limitations, e-mail is considered in this policy to be private
communication between the sender and the recipient.
Accessing another individual's e-mail for unspecified purposes such as satisfying one's curiosity
is strictly forbidden.

III.

Monitoring
The City of Cumberland has no obligation to monitor or regulate the materials posted or
distributed by employees, but may have cause to monitor employee usage to ensure proper
working order, appropriate use by employees, and the security of City of Cumberland data.
Routine "surveillance" of e-mail will be conducted only to the extent that just cause has been
reasonably demonstrated, such as that which is required by law, or by legal obligations to third
parties, or to protect its interests in the event of reasonable suspicion of crime or misuse, for
example.
The City of Cumberland has the right to monitor Internet activity as directed by the City
Administrator through any means it deems necessary to maintain the integrity of the system.
Personal use
Personal use of systems is permissible within reasonable limits as determined by the
departmental manager as long as it does not interfere with or conflict with business use.
Employees are responsible for exercising good judgment regarding the reasonableness of
personal use. It will be the sole discretion of the department manager if personal use of the
Internet is affecting work performance.

V.

Downloading
Cumberland Police Department
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Downloading of non-executable files for business use is permitted. These would include reports,
adobe pdf files, information flyers, etc., from other institutions or government agencies that
may be useful to the City of Cumberland.
Executable software, such as downloadable screen savers - demo software - or software
upgrades (excluding antivirus updates that are approved by Management Information Systems),
should not be downloaded without first consulting with Management Information Systems staff.
This type of software may contain viruses, which could harm the City of Cumberland's network.
If such a file is required, it may be done by Management Information Systems who can check the
file for any infection. (CALEA 11.4.4, 41.3.7)
Unacceptable use of Internet-related systems
Communications and Internet access should be conducted in a responsible and professional
manner reflecting the City of Cumberland's commitment to honest, ethical and nondiscriminatory business practice.
In furtherance of these goals the following guidelines shall apply:
Employees shall not visit Internet sites that contain obscene, pornographic, hateful or other
objectionable materials; and shall not send or receive any material that is obscene or
defamatory or which is intended to annoy, harass or intimidate another person. Because the
Internet is a global network, it is impractical to control the content available to any one user.
There exists, and you may likely discover, information that is inappropriate, controversial, or
obscene. The city promotes the responsible use of the information that exists on the Internet.
By the provision of an access point to the Internet, the city is committed to the belief that the
value of the tool outweighs the risks that users may access material that is not consistent with
the city’s mission of providing quality government services. Repeated access to inappropriate
sites will result in the revocation of a user’s Internet access.
Employees shall not conduct any type of personal business enterprise whether for profit or
non-profit, in accordance with the principles of ALLCONET and SAILOR, the city’s Internet
gateway.
Employees shall not use or permit the use of the Internet or E-mail for any illegal purpose.
Employees shall not make or post indecent remarks, proposals, or materials.
Employees shall not release untrue, distorted, or confidential information regarding City of
Cumberland business.
Employees shall not upload, download, or otherwise transmit commercial software or any
copyrighted materials, except to the extent expressly permitted by the copyright owner.
Employees shall not download any executable software, except for approved anti-virus
updates and other software cleared with Management Information Systems. (CALEA 11.4.4)
Employees shall not intentionally interfere with the normal operation of the network, including
the propagation of computer viruses and sustained high volume network traffic, which
substantially hinders others in their use of the network.
Employees shall not examine, change, or use another person's files, output, or user name
without explicit authorization.

Cumberland Police Department
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Employees shall not connect unauthorized equipment to the network for any purpose
inconsistent with the business purpose of the City of Cumberland.
Employees shall not use the City of Cumberland network to gain unauthorized access to any
computer system.
VII.

Education
To promote the efficient use and to avoid misuse of Internet-related features, a copy of this
policy statement will be distributed to all employees having access to Internet-related systems.
Employees should familiarize themselves with the contents of this policy.

VIII.

Enforcement
Employees who violate any of the guidelines set in the policy will lose their access privileges at
the direction of the City Administrator.
Depending on the severity of the violation, employees may be subject to disciplinary action from
written warnings through to employee termination. The City of Cumberland also retains the
right to report any illegal violations to the appropriate authorities.
Disclaimer
Authorized individuals should use discretion/caution in communication with others on the
Internet. The City of Cumberland assumes no responsibility for any personal losses you may
incur while using the Internet.
The City of Cumberland will not be responsible for any misuse of City of Cumberland Internetrelated systems. Persons found to be misusing the City of Cumberland's Internet-related
systems will be responsible for any costs or damages sustained by the City of Cumberland or a
third party and those persons will be required to indemnify the City of Cumberland for any claim
against the City of Cumberland by a third party.
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CITY OF CUMBERLAND ACCEPTABLE USE AGREEMENT OF THE INTERNET
(Sign this form and return to the City of Cumberland Human Resources Department)
The following form must be read and signed by you for the City of Cumberland to allow access to the
City of Cumberland Internet System. By signing this Acceptable Use Agreement I agree to abide by the
following restrictions. I have read, understand and agree to abide with the material in the City of
Cumberland Internet Usage Policy. I have been advised that the City of Cumberland does not have
control of the information on the Internet. Sites accessible via the Internet may contain material that is
potentially illegal, defamatory, inaccurate, obscene and/or offensive to some people. The access
provided to the Internet by the City of Cumberland is specific to the authorized users in the City of
Cumberland Internet Usage Policy. All usage by persons not authorized in the policy is prohibited. The
City of Cumberland is not responsible for nor does it condone usage by your spouse, children, or others
that may gain access to the City of Cumberland Internet system. In addition, the City of Cumberland
makes no warranties with respect to the Internet access, and it specifically assumes no responsibilities
for:
1. The content of any advice or information received by a user from a source outside the City of
Cumberland, or any costs or charges incurred as a result of seeing or accepting such advice.
2. Any costs, liability or damages caused by the way the user chooses to use his/her Internet
access. While the City of Cumberland supports the privacy of electronic mail, users must
understand that this cannot be guaranteed.
3. By signing this form I agree to the following terms:

Signature:

_________________________________________________

(Print Last, First MI):

_________________________________________________

Date:

_________________________________________________

This line for MIS use:

_________________________________________________

Cumberland Police Department
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a. My use of the City of Cumberland's Internet system must be consistent with the City of
Cumberland's primary goals.
b. I will not use the City of Cumberland network for illegal purposes of any kind.
c. I will not use the City of Cumberland network to transmit threatening, obscene, or harassing
materials.
d. I will not use the City of Cumberland network to interfere with or disrupt network users,
services or equipment. Disruptions include, but are not limited to, distribution of unsolicited
advertising, propagation of computer worms and viruses, and using the network to make
unauthorized entry to any other machine accessible via the network.
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City of Cumberland, Maryland City Owned computer use Policy
Introduction
The City of Cumberland’s computer and information network is a continually growing and changing
resource that supports many users and systems. These resources are vital for the provision of
government services to Cumberland citizens. In order to ensure a reasonable and dependable level of
service, it is essential that each employee and elected official must exercise responsible, ethical behavior
when using these resources.
Scope
This policy applies to employees and elected officials of the City of Cumberland and to the use of any
and all City of Cumberland owned or managed computer-related equipment, computer systems, and
interconnecting networks, as well as all information contained therein. For the purposes of this policy,
"employee" means both employees and elected officials.
For the purposes of this policy, “computer resources” mean all City of Cumberland owned or managed
computer-related equipment, computer systems, and interconnecting networks, as well as all
information contained therein.
Unacceptable Uses

•
•
•
•
•

•
•
•
•

Violation of the privacy of other users and their data. For example, users shall not intentionally seek
information on, obtain copies of, or modify files, other data or passwords belonging to other users,
or represent themselves as another user unless explicitly authorized to do so by that user.
Use for illegal or unlawful, or immoral purposes or to support or assist such purposes. Examples of
this would be the transmission of violent, threatening, defrauding, obscene or otherwise illegal or
unlawful materials.
Violation of the legal protection provided by copyright and licensing laws applied to programs and
data.
Violation of the integrity of computing systems. For example, users shall not intentionally develop
programs that harass other users or infiltrate a computer or computing system and/or damage or
alter the software components of a computer or computing system.
Malicious or disruptive use, including use of city computer resources in a manner that precludes or
significantly hampers its use by others. Disruptions include, but are not limited to, distribution of
unsolicited advertising, propagation of computer worms or viruses, and use of city computer
resources to make unauthorized entry to any other machine accessible via the network.
Use of city computer resources for recreational games.
Display of materials that may be interpreted as harassing to specific individuals, or a class of
individuals.
Use in conjunction with for-profit activities.
Misrepresentation of one's self, an agency, or the City of Cumberland when using city computer
resources.

Cumberland Police Department
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•

Security

The MIS Department grants access as appropriate for each user. MIS and the department manager will
base each access on the employee’s need.
Once an employee receives a user ID to access the city computer resources, they are responsible for all
actions taken by that user ID. Since each user’s access is unique, it is not recommended that an
employee share his/her user ID and password with another person. In the event that an employee
shares a user ID and password, that employee will be equally responsible for the actions of the person
using their ID.
Monitoring
The MIS Department will implement and enforce administrative procedures to assure the internal
security of computerized data and networks. The City of Cumberland may have cause to monitor
employee usage to ensure proper working order, appropriate use by employees, and the security of City
of Cumberland data. The City has the right to access each and any computer at any time. Users of city
computer resources are therefore advised of this potential monitoring and agree to this practice.
Education
To promote the efficient use and to avoid misuse of city computer resources, a copy of this policy
statement will be distributed to all employees having access to computer systems. Employees should
familiarize themselves with the contents of this policy. Each department manager is responsible for the
activity of its employees and for ensuring that its employees are familiar with this policy.
Should a violation of this policy occur, the individual who committed the violation shall be personally
liable for his/her actions. Lack of knowledge of or familiarity with this policy shall not release an
individual from such liability.
Enforcement
Each department manager is responsible for the activity of its employees and for ensuring that its
employees are familiar with this policy. Failure to comply with this policy may constitute grounds for
disciplinary action. Depending on the severity of the violation, employees may be subject to disciplinary
action from written warnings through to employee termination. The City of Cumberland also retains the
right to report any illegal violations to the appropriate authorities.

The City of Cumberland will not be responsible for any misuse of City of Cumberland computer systems.
Persons found to be misusing the City of Cumberland's computer systems will be responsible for any
costs or damages sustained by the City of Cumberland or a third party and those persons will be
required to indemnify the City of Cumberland for any claim against the City of Cumberland by a third
party.

Cumberland Police Department
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CITY OF CUMBERLAND EMPLOYEE AGREEMENT ON USE OF CITY COMPUTER RESOURCES
(Sign this form and return to the City of Cumberland Human Resources Department)

I have read, understand, and agree to comply with the foregoing policies, rules, and conditions
governing the use of the City of Cumberland’s computer resources. I understand that I have no
expectation of privacy when I use any of the computer resources. I understand that the City may access
each and any computer at any time. I am aware that violations of this guideline on appropriate use of
computer resources may subject me to disciplinary action, including termination from employment,
legal action and criminal liability. I further understand that my use of computer resources may reflect
on the image of the City of Cumberland to our customers and suppliers and that I have responsibility to
maintain a positive representation of the City. Furthermore, I understand that this policy can be
amended at any time.

_________________________________________________

(Print Last, First MI):

_________________________________________________

Date:

_________________________________________________

This line for MIS use:

_________________________________________________

11.4 .4: computer resources

Signature:
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11.4.4.1 INTERNET RESOURCES
AGENCY SPONSORED PRIVATE WEB SITES
The Cumberland Police Department’s Operation depends on a variety of web sites, which are
accessible via the internet such as the report management system, Internal Inspection programs,
asset programs, internet based cameras, and a variety of other programs linked via IP address or
internet. These programs may be accessible from a variety of computer stations within the
Allconet network, at mobile data terminals, or links set up by the City of Cumberland’s MIS
Department.
A. All web sites, which are to be used for CPD operations, must be approved by the Chief
of Police.
B. All web sites, which are to be used for CPD operations must be additionally, approved
by the City of Cumberland’s MIS Department.
C. No outside web sites or other computer, related technology is allowed to be linked to or
interact with any CPD site without approval of the Chief of Police and MIS.
D. The City of Cumberland’s MIS Department is responsible for the maintenance of all CPD
computer related technology.
E. All web sites used for CPD operations must be password protected.
1. Authorization to access any CPD programs and the level of that access must be
obtained from the Chief of Police or Captain.
2. The City of Cumberland’s MIS Department will issue all appropriate passwords
and give appropriate access.
3. All CPD employees are forbidden to divulge their password to any other person.
4. In instances of forgotten or inoperative passwords employees are to contact the
City MIS Department by sending a “HELP” email message.
5. If access cannot be obtained the employee’s supervisor may send one on their
behalf.
6. In cases where a password to any CPD program has been divulged or otherwise
compromised, it must be reported to the employee’s Supervisor immediately.
7. The CPD Supervisor is to contact MIS immediately and request that access in
regard to that password be stopped.
8. The employee is to then write a report via e-mail describing how the password
was divulged or compromised and send it to their Supervisor who will forward it
through the ranks to the Chief of Police.
9. Upon approval of the Chief of Police or Captain, the employee may be issued a
new password and appropriate access.
Cumberland Police Department
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F. All CPD employees are forbidden from releasing confidential or law enforcement
sensitive information obtained from any CPD web sites to any non-sworn or non-law
enforcement personnel.

II.

AGENCY SPONSORED PUBLIC WEB SITES
A. The creation of any CPD sponsored public web site must be approved by the Chief of
Police.
B. All web addresses and passwords concerning access or maintenance of these sites must
be forwarded to the Office of the Chief of Police and kept current.

D. Maintenance of agency web sites
1. The Chief of Police will appoint an employee responsible for the maintenance
and content contained on or distributed through any agency sponsored web
sites.
2. All agency-sponsored web sites will be reviewed for content and updated
appropriately and at least bi-weekly.

III.

SOCIAL MEDIA SITES

Cumberland Police Department
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C. Content of web sites
1. Must be clearly marked as an official CPD web site
2. Must have CPD emergency and non-emergency contact information
prominently displayed.
3. May use CPD logos, patches, vehicles, etc.
4. Must never contain any personal information of any CPD employee.
5. Must never divulge any photographs or information of any officers working in a
covert capacity.
6. Must never divulge any information, which may jeopardize any police
investigation in any jurisdiction.
7. CPD sponsored sites will be prohibited from linking to any web sites which are
considered offensive or degrading to the public or any racial or ethnic group.
Agency sponsored web sites will also not link to an endorsement of any political
candidate.
8. The agencies Captain acting as the agencies Public Information Officer will have
overall authority of what is posted and distributed through all CPD sponsored
web sites.
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A. CPD sponsored social media sites.
1. The creation of all CPD sponsored social web accounts must be approved by the Chief of
Police.
2. All web addresses and passwords concerning access or maintenance of these sites must
be forwarded to the Office of the Chief of Police and kept current.
a) When possible, each social media page sponsored by CPD should include
department emergency and non-emergency contact information
b) When possible, social media pages should state that the opinions expressed by
visitors to the site do not reflect the opinions of the department.
3. CPD employees utilizing CPD sponsored sites:
a) All conversation on any CPD sponsored social media sites by the website
monitor or any CPD employee must be easily recognizable as such by using the
employees’ true name and/or the department logo.
b) All employees posting on a CPD sponsored site will conduct themselves at all
times as representatives of the department and accordingly, shall adhere to all
department standards of conduct.
4. Social media postings
a) CPD employees may post facts suitable for public dissemination, such as
requests for assistance, requests in locating fugitives, and the like, on social
media web sites.
b) Postings must never contain any personal information of any CPD employee.
c) Postings must never divulge any photographs or information of any officers
working in a covert capacity.
d) Postings must never divulge any information, which may jeopardize any police
investigation in any jurisdiction.
e) Postings must never divulge any information on the identity of a juvenile
i.
An exception would be a juvenile missing person case after obtaining
written authorization from the parents.
5. CPD sponsored sites will be prohibited from linking to any web sites which are
considered offensive or degrading to the public or any racial or ethnic group. Agency
sponsored web sites will also not link to an endorsement of any political candidate.
6. The CPD Captain acting as the agencies Public Information Officer will have overall
authority of what is posted and distributed through all agency sponsored social web
sites.
7. Maintenance of CPD sponsored social media web sites:

Cumberland Police Department
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Social media web sites are internet based web sites, which allow public participation or
comment. The agency recognizes that internet based social media provides a new and
potentially valuable means of assisting the department and its personnel with community
outreach, problem-solving, investigative, crime prevention, and related objectives.
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B. Official use of non-agency sponsored social media
1. Sworn officers may access non-department sponsored web sites and social media sites
for the purpose of conducting official investigations such as:
a) Missing persons
b) Wanted persons
c) Gang participation
d) Online crime
2. Sworn officers may access non-department sponsored web sites and social media for
the purpose of community outreach such as:
a) Providing crime prevention tips
b) Soliciting crime tips
c) Sharing crime data
d) Making the public aware of special events
3. Conduct while accessing non-department web sites:
a) All employees posting on a non-department sponsored web site in an official
capacity will conduct themselves at all times as representatives of the
department and accordingly, shall adhere to all department standards of
conduct.
b) CPD employees may post facts suitable for public dissemination, such as
requests for assistance, requests in locating fugitives, and the like on social
media web sites.
c) Postings must never contain any personal information of any CPD employee.
d) Postings must never divulge any photographs or information of any officers
working in a covert capacity.
e) Postings must never divulge any information, which may jeopardize any police
investigation in any jurisdiction.
f) Postings must never divulge any information on the identity of a juvenile
i.
An exception would be a juvenile missing person case after obtaining
written authorization from the parents.
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a) The Chief of Police will appoint an employee responsible for the maintenance
and content contained on or distributed through any agency sponsored web
sites
b) All CPD sponsored web sites and social media accounts will be reviewed for
content and updated appropriately as appropriate and at least every two days.
c) It will be the responsibility of the social media web site monitor to collect any
tips or information obtained via social media and distribute it accordingly.
d) It will be the responsibility of the social media web site monitor to remove any
offensive material, inappropriate comments, or information, which may
jeopardize any investigation, regardless of who posted it.
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PERSONAL ACCESS OF SOCIAL MEDIA
The department recognizes the role that web sites and social media play in the personal lives of
some department personnel. Personnel are asked to keep in mind that the personal use of social
media can have bearing on department personnel in their official capacity.
A. CPD personnel are free to express themselves as a private citizen on web sites and social media
sites to the degree that their speech does not:
1. Impair working relationships of this department or allied public safety agency for which
loyalty and confidentiality are important.
2. Impede the performance of duties.
3. Impair discipline and harmony among co-workers.
4. Negatively affect the public perception of the department.

Cumberland Police Department
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B. As public employees, CPD personnel are cautioned that speech on or off-duty, made pursuant to
their official duties - that is, that it owes its existence to the professional duties and
responsibilities – is not protected speech under the First Amendment and may form the basis
for discipline if deemed detrimental to the department. Department personnel should assume
that their speech and related activity on social media sites will reflect upon their office and this
department.
C. Content of submissions to personal web sites and social media site:
1. CPD personnel shall not post, or disseminate any information to a private web site
including photographs, which they have access because of their employment with CPD,
whether on-duty or off-duty, without permission from the Chief of Police.
2. Postings on private web sites must never contain any personal information of any CPD
employee without their permission.
3. Postings on private web sites must never divulge any photographs or information of any
officers working in a covert capacity.
4. Postings on private web sites must never divulge any information, which may jeopardize
any police investigation in any jurisdiction.
5. CPD personnel creating personal web sites may not use department logos, patches,
badges, and the like without permission from the Chief of Police.
D. CPD personnel are reminded that all web postings are part of a public domain and are traceable
and accessible and may be used to undermine or impeach an officer’s court testimony.
E. CPD personnel should expect that information posted in any web site or social media site may
be accessed by department personnel at any time without prior notice.
PERSONAL CAMERA/RECORDER/PHONE USE
CALEA 83.2.2
A. All CPD officers are issued digital cameras and are to only use department issued
equipment for official purposes.
B. Several department purchased audio digital recorders are available for use and officers
are to only use department issued equipment for official purposes.
C. In emergency or exigent situations, officers are allowed to use whatever means
available to record images and audio recordings, this includes personal cameras and cell
phones.
1. Audio recordings are to only be done lawfully and in cases of:
a. Two party consent.
b. Pursuant to major case recordings as defined in CP 2-402.

Cumberland Police Department
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c. Personal recorders are to never be used for surreptitious recording or
wiretapping as defined in CJ Subtitle 4.
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D. All media, digital, traditional photographs, cassette recordings, video, or otherwise,
obtained as a result of any officer’s association with an officer’s official duties, whether
on duty or off duty, automatically becomes the property of the Cumberland Police
Department.
1. Upon the original media being uploaded to the CPD reporting system or
otherwise secured as evidence, the original media on the non-department
device will be destroyed.
2. As a reminder all devices such as personal cell phones, department cell
phones, cameras, recorders, and the like are susceptible to court discovery
if used in connection with an officers official duties whether on or off duty.
3. Any such media collected with a personal digital device and becoming the
property of CPD is not allowed to be maintained, distributed, transferred,
viewed or posted where it is obtainable to any non-law enforcement
personnel or non-law enforcement computer equipment.

Cumberland Police Department
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Cumberland Police Department
General Order: 11.4.5
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 11.4.5

INCIDENT WITH LIABILITY

11.4.5 NOTIFICATION OF AN INCIDENT WITH LIABILITY
CALEA 11.4.5
POLICY
Employees of the Cumberland Police Department will always strive to ensure that the City of
Cumberland managers are aware of incidents throughout the City, which may increase the chance of
liability.
I.

LIABILITY INCIDENTS

B. Once such a situation is recognized, members shall make immediate notification to their direct
supervisor, who shall ensure the timely notification to the Chief of Police, via their chain of
command.
C. In the event of any damage occurring to city property or if anyone is claiming that their property
was damaged by a Cumberland Police or any Cumberland City action; or if a person is claiming
injury on City Property or by faulty city equipment or similar situation, the investigating officer is
responsible to:
1. Interview the parties involved
2. Examine and photograph any damage or injuries

Cumberland Police Department
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A. Officers are to be cognizant of any situation that either creates, or has the potential of creating,
a heightened community interest or poses potential liability to this agency or the City of
Cumberland. Examples include:
1. Major cases such as homicides
2. Incidents involving the school system
3. Any death or serious injury of a police officer from CPD or any local allied agency
4. Any death or serious injury of a citizen caused by a police action
5. Any arrest of a public official
6. Any death or serious injury of a public official
7. Any bias or hate crime incidents with the potential of public scrutiny
8. Natural disasters
9. Long term missing children or elderly adult cases
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3. Complete a CPD Incident report
4. Complete CPD form PT-8 Investigation of City Damage Complaint Report
D. Upon completion, the above is to be organized into a packet and forwarded to the Office of the
Chief of Police who will forward the report to City Hall.
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E. If any police officer becomes aware of any hazard or situation involving city property anywhere
throughout the city they are to document the problem on a CPD incident report and forward it
to the proper city department for attention via their supervisor, along with a copy to the Chief
of Police.

Cumberland Police Department
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Cumberland Police Department
General Order: 12.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY # 12.0

COMMAND PROTOCOL

12.1 DIRECTION
12.1.1 CEO AUTHORITY and RESPONSIBILITY
12.1.2 COMMAND PROTOCOL
12.1.3 OBEY LAWFUL ORDERS
12.1.4 FUNCTIONAL COMMUNICATIONS/COOPERATION
12.2 WRITTEN DIRECTIVES
12.2.1 THE WRITTEN DIRECTIVE SYSTEM
12.2.2 DISSEMINATION AND STORAGE
POLICY
It is the policy of the Cumberland Police Department to adhere to an established command
structure and to use this structure to promote efficiency in the department. The departments
command structure will be as such so it can be used during daily operations as well as applicable to
emergency situations. Supervisors serving with the Cumberland Police Department will be held in
high regard and respected by subordinates.
12.1 DIRECTION
12.1.1 CHIEF EXECUTIVE OFFICER
CALEA 12.1.1

The Chief of Police of the Cumberland Police Department shall have the authority
and responsibility for the management, direction, and control of the operations
and administration of the agency.

12.1.2 PRECEDENCE OF RANK
CALEA 12.1.2

I.

The Chief of Police may designate a subordinate officer as "Acting Chief of Police"
to perform the duties of the Chief of Police in his temporary absence from the
Police Department or during his disability. (CALEA 12.1.2a)
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II.

If such designation has not been made and the Chief of Police is absent from the
Police Department or unable to perform his duties or to make such designation,
the City Administrator shall make such designation. (CALEA 12.1.2a)

III.

The precedence of rank and command, which shall apply to exceptional
situations, situations involving personnel of various functions engaged in the
same operation, and in normal day-to-day operations, in descending order in the
Cumberland Police Department shall be Chief of Police, Captain, Lieutenant,
Sergeant, Corporal, Patrolman First Class and Patrol Officer. (CALEA 12.1.2b,
12.1.2c. 12.1.2c)
A. Seniority (command protocol) in the department is based first by
rank and then by aggregate time in grade.
B. At the scene of any incident, the ranking officer shall assume
command of police personnel in a manner to ensure the most
efficient and effective use of resources.
1. If two or more officers of the same rank are present, the
officer from the component that will ultimately take charge
of the scene or investigation will assume command.
C. Members will act under the command of the most senior officer
present, unless otherwise directed by a higher-ranking officer or
supervising officer.
D. Command personnel will make certain that all officers know who is in
charge of a scene and to whom they are to report.

12.1.3 ORDERS

CALEA 12.1.3

OBEDIENCE TO ORDERS
A.

Members of the agency shall strictly obey and properly execute any lawful
order emanating from any superior officer.
1. The term "lawful order" shall be interpreted as an order in keeping with
the performance of any duty prescribed by law, rule, procedure, or
regulation of the agency, or for the preservation of order, efficiency or
proper discipline.

B.

The member shall obey any order relayed from a superior officer by a
member of the same or lesser rank.

C.

If a member receives a conflicting order, the member will inform the officer
issuing the order of the conflict.
1. The officer countermanding an order will assume responsibility for the
new order and all consequences and will be responsible for notifying
the person issuing the original command of the action taken and the
reason therefore.
2. If so directed, the latter command shall be obeyed first.
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D. No member shall obey an unlawful order.
1. This incident shall be reported to the next higher supervisor in the chain
of command as soon as practical.
12.1.4 COMMUNICATION, COORDINATION AND COOPERATION
CALEA 12.1.4
I.

FLOW OF INFORMATION
A. The patrol function will encourage and support the exchange of information with
specialized and support functions for the purpose of coordinating performance.
B. Staff meetings will be utilized to encourage communication and dissemination of
information among and between the functions of this agency.
1. Staff meetings will be held as needed, to include the Chief Executive Officer and
his immediate subordinates.

12.2

WRITTEN DIRECTIVES

12.2.1 CREATION OF DIRECTIVES
CALEA 12.2.1

GENERAL ORDERS
A. General Orders are statements of agency rules, regulations and policy
1. General Orders may be issued modified or rescinded only by the Chief
of Police (CALEA 12.2.1b)
2. General Orders will be disseminated to CPD Supervisors with subject
matter expertise for review and input prior to implementation.
3. General Orders affecting specific line operations will be reviewed in
line function meetings
4. General Orders will be reviewed by the Accreditation Manager for
compatibility to CALEA standards prior to issuance.
5. General Orders will be written in a format approved by the Chief of
Police. (CALEA 12.2.1d)
6. General Orders will have an effective date designated on them. (CALEA
12.2.1d)

7. General Orders will be numbered in a format consistent with the
standards manual of the Commission on Accreditation for Law
Enforcement Agencies (CALEA.) (CALEA 12.2.1d)
8. General Orders will be reviewed annually by the office of the Chief as
well as the Accreditation Manager to determine compatibility with
current operations. (CALEA 12.2.1i)
9. Any addendums or revisions to General Orders will only be approved
and issued by the Chief of Police (CALEA 12.2.1b)
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II.

SPECIAL ORDERS
A. Special Orders are used to address a special event or temporary issue.
1. Special Orders supersede general Orders
2. Special Orders will have an expiration date designated on them. (CALEA
12.2.1d)

3. Special Orders may be issued only by the Chief of Police or the Captain
(CALEA 12.2.1b, CALEA 12.2.1c)

4. Special Orders will be written in a format approved by the Chief of
Police (CALEA 12.2.1d)
5. Special Orders will be numbered by the last two digits of the year and
the order in which the order was issued during that year. (i.e. 12-01,
12-02…)(CALEA 12.2.1d)
6. The Office of the Chief as well as the Accreditation Manager to
determine compatibility with current operations will review special
Orders annually. (CALEA 12.2.1i)
7. Any addendums or revisions to Special Orders will only be approved
and issued by the Chief of Police or Captain. (CALEA 12.2.1d)
III.

PERSONNEL ORDERS
A. Personnel orders will address duty assignments, shift assignments, promotions,
special unit assignments, and similar issues.
1. The Chief of Police will only issue personnel orders (CALEA 12.2.1b)
2. Personnel orders will be written in a format approved by the Chief of
Police. (CALEA 12.2.1d)
3. Personnel Orders will be numbered by the last two digits of the year
and the order in which the order was issued during that year. (i.e. 1201, 12-02…)(CALEA 12.2.1d)
4. Personnel Orders will have an effective date designated on them. (CALEA
12.2.1d)

ALL GENERAL ORDERS AND APPLICABLE SPECIAL ORDERS AND PERSONNEL ORDERS
WILL MAKE UP THE CUMBERLAND POLICE DEPARTMENT POLICY AND PROCEDURE
MANUAL.

12.2.2 DISSEMINATION AND STORAGE OF DIRECTIVES
CALEA 12.2.2
I.

GENERAL ORDERS
A. Storage of General Orders
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1. All General Orders, including The Cumberland Police Department Policy
and Procedure Manual in hard and electronic copy will be maintained in
the office of the Chief of Police. (CALEA 12.2.2a, 12.2.2b)
2. All such orders will be available for reference and inspection upon
request to the Chief of Police by any CPD employee. (CALEA 12.2.2a,
12.2.2b)

3. The updated Cumberland Police Department’s Policy and Procedure
Manual will be available to all personnel via a link on the department’s
report management system. (CALEA 12.2.2a, 12.2.2b)
B. Distribution of General Orders
1. The Agencies Policy and Procedure manual will be distributed at least
annually to all members of the Cumberland Police Department, sworn
and civilian. (CALEA 12.2.2a)
a. A written receipt will be required for all distributed
Cumberland Police Department Policy and Procedure
Manuals. (CALEA 12.2.2c)
2. All Amendments or revisions to the General Orders including the
Cumberland Police department Policy and Procedure Manual will be
distributed to all personnel upon issuance. (CALEA 12.2.2a)
a. A written receipt will be required for all distributed
amendments and revisions to the General Orders. (CALEA
12.2.2c)

3. No General Orders or any part of the Cumberland Police Department
Policy and procedure Manual will be disseminated to anybody outside
this agency without the permission of the Chief of Police.
II.

SPECIAL ORDERS
A. Storage of Special Orders
1. All Special Orders, in hard and electronic copy will be maintained in the
office of the Chief of Police. (CALEA 12.2.2a, 12.2.2b)
2. All such orders will be available for reference and inspection upon
request to the Chief of Police by any CPD employee. (CALEA 12.2.2b)
B. Dissemination of Special Orders
1. All Special Orders will be disseminated to all employees affected. (CALEA
a. Distribution will be by paper copy or E-Mail or both
2. All Amendments or revisions to the Special Orders will be distributed to
all personnel affected. (CALEA 12.2.2a)
a. Distribution will be by paper copy or E-Mail or both
3. No Special Order will be disseminated to anybody outside this agency
without the permission of the Chief of Police or Captain.

III.

PERSONNEL ORDERS
A. Storage of Personnel orders
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1. All Personnel Orders in hard and electronic copy will be maintained in
the office of the Chief of Police. (CALEA 12.2.2a, 12.2.2b)
2. All such orders will be available for reference and inspection upon
request to the Chief of Police by any CPD employee. (CALEA 12.2.2b)
B. Distribution of Personnel Orders
1. All Personnel Orders will be disseminated to all employees affected.
(CALEA 12.2.2a)

12.1: command protocol

a. Distribution will be by paper to the employee directly affected
b. Distribution will be done by E-Mail to any other employees
affected
2. No Personnel Orders will be disseminated to anybody outside this
agency without the permission of the Chief of Police.
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Cumberland Police Department
General Order: 15.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 15

PLANNING AND RESEARCH

15.1 PLANNING AND RESEARCH
15.1.1 ACTIVITIES OF PLANNING AND RESEARCH
15.1.2 ORGANIZATIONAL PLACEMENT/PLANNING AND RESEARCH
15.1.3 MULTIYEAR PLAN
15.2 GOALS AND OBJECTIVES
15.2.1 ANNUAL UPDATING/ GOALS and OBJECTIVES
15.2.2 SYSTEM FOR EVALUATION/GOALS AND OBJECTIVES
POLICY
The responsibility for planning and research in the Cumberland Police Department will rest with the
Chief of Police and the Command Staff in cooperation with the City of Cumberland’s Planning Office.
The agency will regularly analyze the agency and its components through formal and informal
discussions and at meetings. Decisions concerning planning, goals and objectives will be based on crime
trends, statistics, community needs and anticipated growth of the community. The agency will regularly
set goals based on this information and adjust them as necessary to optimize performance. (CALEA
15.2.2)
15.1

PLANNING AND RESEARCH

15.1.1 PLANNING AND RESEARCH
CALEA 15.1.1
GENERAL
A. The responsibility for planning and research in the Cumberland Police Department will
rest with the Chief of Police and the Command Staff in cooperation with the City of
Cumberland’s Planning Office.
B. The agency will regularly analyze the agency and its components through formal and
informal discussions and at meetings.
C. Decisions concerning planning, goals and objectives will be based on crime trends,
statistics, community needs and anticipated growth of the community.
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D. The agency will regularly set goals based on this information and adjust them as
necessary to optimize performance. (CALEA 15.2.2)
15.1.2 ORGANIZATIONAL PLANNING AND RESEARCH
CALEA 15.1.2
I.

QUARTERLY PLANNING
A. Each Command Staff member will be responsible for submitting a written CPD
Command Staff Management Report concerning the components under their
supervision quarterly at the staff meeting.
B. The CPD Command Staff Management Report will include:
1. Activity trends
2. Activity highlights
3. Statistics
4. Geographical associations
5. Predictions
6. Personnel issues
7. Recommendations
8. Status of goals and objectives set during previous quarter
C. The Command Staff as a whole will then discuss any issues associated with the
CPD Command Staff Management Reports and identify methods for
improvement. (CALEA 15.3.1c)
D. Each Command Staff member will be responsible for planning and meeting the
goals and objectives for any component under their command.
E. Copies of all CPD Command Staff Management Report will be maintained in the
office of the Chief of Police.

ANNUAL PLANNING
A. The Chief of Police will be responsible for working with the Command Staff at
least annually to set the department’s goals and objectives for the upcoming
year.
B. Goals will be developed by:
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1.
2.
3.
4.
5.
6.
7.

Formal and informal discussions with employees
Conferring with the Chief of Police and Command Staff
Conferring with CPD employees
Conferring with Community Groups
Analysis of all available CPD reports
Analysis of crime data
Conferring with the City’s Planning Office

C. All CPD Command Staff Management Reports including goals and planning will
be reviewed and discussed at every command staff meeting to ensure current
operations complies with the agencies goals and objectives. (CALEA 15.2.2)

15.1.3 MULTIYEAR PLANS
CALEA 15.1.3
I.

CITY PLANNING FUNCTION
A. The Cumberland Police Department will cooperate with the City of Cumberland’s
Planning office that is responsible for long term or multi-year planning for the entire City
as well as the Police Department.
B. The City of Cumberland’s City Planner’s office is responsible for the vision of the City
creating a variety of written plans for the future after research and consultation with all
City Departments.

15.2

GOALS AND OBJECTIVES

15.2.1 ANNUAL UPDATING/GOALS AND OBJECTIVES
CALEA 15.2.1
GOALS AND OBJECTIVES
A. Each Quarterly and Annual goals and objectives report submitted by command staff will
be compared to the department’s multi-year planning, goals and objectives to ensure
compatibility and efficiency.
B. All goals and objectives will be discussed at staff meetings, compared to the agencies
long-term plans, and modified as necessary. (CALEA 15.2.2)
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C. Long-term and multi-year plans prepared by the City’s Planning Office are regularly
reviewed with progress evaluated by the City Planning Office and discussed with
Department heads at City Government work sessions.

15.3

CRIME ANALYSIS

15.3.1 CRIME ANALYSIS PROGRAM
CALEA 15.3.1
Analyzing crime data and the recognition of crime trends will be the responsibility of every
member of the Cumberland Police Department.
A. Analyzing crime data and the sharing of information will be done in several ways:
1. Each sworn officer will be responsible for reviewing the agencies computerized
report management system as a normal course of his or her daily duties. The
report management system has a host of information available and can be
reviewed using any of the report databases available. (CALEA 15.3.1 a)
2. Each patrol Shift Supervisor will be responsible for completing daily shift logs,
which are uploaded to a database as well as e-mailed concerning all pertinent
activities during their shift.
3. Each sworn officer including detectives are encouraged to disseminate e-mails
to the sworn police officer e-mail group concerning open major cases, crime
trends, crimes of interest, unusual circumstances, or information concerning
officer safety.
4. The agencies Criminal Supervisor will be responsible for disseminating
information from other agencies via the Department’s e-mail system such as the
Western Maryland Information Center, Maryland Department of Corrections,
and the like.
5. All Sworn Cumberland Police Officers are encouraged to have conversations
with their peers and supervisors about criminal investigations and any
recognizable trends.
6. All Cumberland Police Officers will review their e-mail every workday. (CALEA
15.3.1b)
7. It is the responsibility of each Shift Supervisor to discuss crime data, shift logs,
and informational e-mails during every shift’s roll call. (CALEA 15.3.1b)
B. Formal crime analysis reporting will be done in conjunction with the Command
Staff’s CPD Command Staff Management Reports at staff meetings.
1. These reports will be prepared by the command staff and will include:
a. Activity trends
b. Activity highlights
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c. Statistics
d. Geographical associations
e. Predictions
f. Personnel issues
g. Recommendations
h. Status of goals and objectives set during previous quarter
2. This data will then be formally discussed at the staff meeting and formal
planning done to address any recognizable crime trends. (CALEA 15.3.1c)
3. All plans developed during such meetings will be disseminated to the patrol
shifts for execution. (CALEA 15.3.1c)
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Cumberland Police Department
General Order: 16.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY # 16

ALLOCATION and DISTRIBUTION of PERSONNEL

16.1 ALLOCATION AND DISTRIBUTION OF PERSONNEL
16.1.1 POSITION MANAGEMENT SYSTEM
16.1.2 WORKLOAD ASSESSMENTS
16.2 SPECIALIZED ASSIGNMENTS
16.2.1 ANNUAL REVIEW OF SPECIALIZED ASSIGNMENTS
16.2.2 ANNOUNCE OPENINGS OF SPECIALIZED ASSIGNMENTS
16.2.3 TEMPORARY/ROTATING SPECIALIZED ASSIGNMENTS
16.4 CIVILIAN VOLUNTEER AUXILIARIES
16.4.1 CIVILIAN VOLUNTEER PROGRAM DESCRIPTION
16.4.2 CIVILIAN VOLUNTEER TRAINING
16.4.3 CIVILIAN VOLUNTEER UNIFORMS
16.5 CIVILIAN EMPLOYEES
16.5.1 CIVILIAN EMPLOYEE POSITIONS
POLICY
The Cumberland Police Department will consistently use all data available in order to efficiently assign and
distribute its personnel in order to obtain maximum effectiveness.
16.1

ALLOCATION AND DISTRIBUTION OF PERSONNEL

16.1.1 STAFFING TABLE
I. The Captain will be responsible for a position management system
A. Identify the number and type of each position authorized in the agency's budget.
B. Location of each authorized position within the agency's organizational structure.
C. Position status information, whether filled or vacant, for each authorized position in the
agency.
D. Staffing information will be disseminated in the Cumberland Police Department’s monthly
report as well as the CPD Annual Report.
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16.1.2 WORKLOAD ASSESSMENTS
CALEA 16.1.2
I.

WORKLOAD
A. The agency will allocate personnel to organizational components based on workload
assessments.
B. Each Command Staff member will be responsible for submitting a written CPD Command
Staff Management Report quarterly at staff meetings concerning the components under their
supervision. Each CPD Management Report will include informal workload assessments and
other data pertinent to each component.
C. At least triennially, the Captain will prepare a written department workload assessment.
1. When making personnel allocations the agency will consider the nature and number of
tasks, complexity of tasks, and average time required for tasks in addition to time lost
for days off, holidays, and other leave as compared to total time required for each
patrol assignment.
2. Workload assessments will be documented and should include an outline of
calculations, sources documents, and personnel involved in the assessment process.
D. The Chief of Police has final authority in the allocation of personnel within his department.

16.2

SPECIALIZED ASSIGNMENTS

16.2.1 EVALUATION OF SPECIALIZED ASSIGNMENTS
CALEA 16.2.1

SPECIAL ASSIGNMENTS
A. Specialized assignments are defined as full time assignments which are posted and which
require specialized training. (CALEA 16.2.1a)
B. Specialized assignments shall be evaluated at least annually by the component commander.
C. The positions recognized by this agency as specialized assignments and their purposes are:
(CALEA 16.2.1b)

1. Canine Officer, to provide enhanced capabilities for drug interdiction, building searches,
tracking, etc.
2. School Resource Officer, to develop and implement the Drug Abuse Resistance
Education program within the public school system, liaison between the Board of
Education and to create a positive public image within the community;
3. C3I Investigator, to be responsible for primary and follow-up criminal investigations
occurring in the City as well as Allegany County, to work with the officers and members
of the agencies participating in the Combined County Criminal Investigation Unit. This
special assignment also includes officers assigned to the Allegany County Narcotics Task
Force.

Cumberland Police Department

16.1: allocation and distribution of personnel

I.

2

4. Warrant/Fugitive Officer, to be assigned to C3I as a detective and will be responsible for
the primary service of warrants and summonses issued by the District and Circuit Courts
in Allegany County, Maryland. This officer will serve papers from other jurisdictions
when the wanted person is in this county.
D. Each Command Staff member will be responsible for submitting a written CPD Command Staff
Management Report quarterly at staff meetings concerning the components under their
supervision. Each CPD Management Report will include an evaluation of specialized
assignments under their command. (CALEA 16.2.1c)
16.2.2 SPECIALIZED ASSIGNMENT SELECTIONS
CALEA 16.2.2

I.

The agency will make written announcement of openings for specialized assignments, the
selection criteria, and the selection process to all members of the agency. All announcements
and selections will be made in accordance to the contract between the City of Cumberland and
UCFW Local 1994 MCGEO, Article VII, Sections 5 and 6.

16.2.3 TEMPORARY/ROTATING ASSIGNMENTS
CALEA 16.2.3

I.

When openings are created for a temporary or rotating assignment, a memorandum will be
issued via e-mail listing the temporary or rotating openings and the duties, responsibilities,
required qualifications and the date the interviews or selected method of candidate assessment
will begin. All postings and selection will follow guidelines in accordance with the contract
signed by UCFW Local 1994 MCGEO and the City of Cumberland, Article VII, Sections 5 and 6.
(Note – CALEA 16.3 concerns reserve police officers which we do not participate in – Not applicable)
CIVILIAN AUXILIARIES

16.4.1 CIVILIAN VOLUNTEER PROGRAM
CALEA 16.4.1

A. CIVILIAN VOLUNTEER
A. The Cumberland Police Department will utilize civilian volunteers in a variety of positions in
support of activities conducted by other department personnel.
1. Auxiliaries are volunteers, primarily from within the community, who wish to serve the
public and will serve in non-sworn status only. This includes the use of civilians from any
of the colleges or universities in the area that wish to serve an internship with this
department. (CALEA 16.4.1a)
2. Volunteers interested in becoming a part of the Citizens Assisting Police Programs
(CAPP) must be at least eighteen (18) years of age and will be required to complete and
submit the following items:
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3.
4.
5.
6.

a. Volunteer Application Form (CPD Form AD-31)
b. Authorization for Release of Personal Information (CPD Form AD-32)
These forms will be reviewed and a background check will be completed. The final
acceptance of the volunteer is contingent upon successful completion of the
background investigation and approval by the Chief of Police.
If the volunteer has been disqualified to serve in the program they will be notified of
such.
If accepted into the program the volunteer must complete the Volunteer Resource
Release of Assumptions and Risk form (CPD Form AD-33).
Auxiliaries, volunteers or interns, will not be assigned to duties, which require sworn
officer status. (CALEA 16.4.1a)

C. The activities and work product of auxiliaries will be supervised by the police department
employee(s) to whom they are assigned.
1. Each volunteer is required to work a minimum of sixteen (16) hours per month.
Exceptions can be made on a case by case basis by their supervisor. Volunteers may
work during or after normal business hours and on weekends.
2. The volunteer and supervisor assigned to the volunteer will be responsible for
scheduling and accounting of hours worked by the volunteer.
3. Volunteers are required to maintain a daily log of hours worked per month by
completing and submitting a Volunteer Time Sheet (CPD Form AD-34.) Completed time
sheets will be submitted to the Lieutenant designated as the supervisor in charge of the
program and will be maintained in the Chief’s Office.
D. The Squad 2 Lieutenant, shall be responsible for the coordination of the activities performed by
auxiliaries.
E. Volunteers serve at the pleasure of the Chief of Police and their services may be terminated at
any time. Termination is not subject to grievance process or appeal.
16.4.2 CIVILIAN AUXILIARY TRAINING
CALEA 16.4.2
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B. Auxiliaries may be requested to perform a wide variety of duties, including but not limited to
assisting clerks with various functions, preparing research on various projects, conducting
surveys, and providing the officers of this department, as well as the citizens of the community,
the benefit of some specialized professions. (CALEA 16.4.1b) Volunteers will be assigned to various
tasks based upon their individual education, experience, and skills. Some examples of various
assignments are:
1. Lobby Clerk - assist and direct citizens in the reception area.
2. Fingerprint Technician - processing non-criminal fingerprinting.
3. Crime Analysis Assistant - assist with crime analysis, statistical gathering and review,
review of reports and entering data.
4. Coordinator of a Citizen Academy - coordinates and assists officers with academy
functions.
5. Other duties assigned.
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I.

CIVILIAN TRAINING

A. Auxiliaries will receive training appropriate to the duties they are asked to perform. This
training will include a general outline of the programs description, duties and responsibilities of
the volunteer.
B. This training may include a demonstration and explanation of forms or information which need
to be collated, or a demonstration of the operation of a computer or database program. Each
volunteer will receive position specific training to ensure they have adequate knowledge and
skills to complete the task required by the position.
C. The Department Chaplain shall be a non-denominational position and any training will have
been completed by any person seeking that auxiliary position prior to consideration with this
department.
16.4.3 IDENTIFICATION OF CIVILIAN AUXILIARIES
CALEA 16.4.3

I.

IDENTIFICATION

A. All auxiliary personnel shall be issued an identification card, which will clearly identify them as
civilian volunteer staff. This card shall be worn on the outer clothing at all times when on the
job and when representing the department. This identification card along with any other items
issued which belong to the department must be returned when the volunteer withdraws from
the program.
B. At no time and under no circumstances will auxiliary personnel wear or display the uniform or
identifying attachments of a sworn officer of this or any other law enforcement agency.
16.5

CIVILIAN EMPLOYEES

I.

GENERAL
A. Positions not requiring sworn personnel are specified as civilian positions and are staffed
accordingly.
B. Civilian positions include clerical personnel (various levels of office associates.)
C. This is not to be construed as to prohibit officers from performing these duties at times,
such as when an urgent need arises for assistance in a civilian position, for purposes of
broadening the officer's experience or for purposes of temporary assignment when an
officer is on light duty.
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D. Civilian employees must adhere to all professional standards applicable to the department
which they are employed, this includes confidentiality rules and the release of any
information which may jeopardize and police investigation, officer safety, or the operation
and administration of the police department.
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Cumberland Police Department
General Order: 17.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 17

FISCAL & PROPERTY MANAGEMENT

POLICY
The Cumberland Police Department will manage all fiscal resources in accordance to the procedures
established by the Mayor and City Council of the City of Cumberland and its finance division. Although
the Chief of Police has ultimate fiscal responsibility over the Police Department, every employee will
share in the responsibility of ensuring proper use of department funds and accountability. The
Cumberland Police Department will maintain strict accounting practices designed to prevent any
misappropriations and fiscal honesty.
17.1

FISCAL MANAGEMENT

17.1.1 CEO AUTHORITY AND MANAGEMENT
CALEA 17.1.1
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17.1 FISCAL MANAGEMENT
17.1.1 CEO AUTHORITY AND RESPONSIBILITY
17.2 BUDGET
17.2.1 BUDGET PROCESS AND RESPONSIBILITY
17.2.2 FUNCTIONAL RECOMMENDATIONS TO BUDGET
17.3 PURCHASING
17.3.1 REQUISITION AND PURCHASING PROCEDURES
17.4 ACCOUNTING
17.4.1 ACCOUNTING SYSTEM
17.4.2 CASH FUND/ACCOUNT MAINTENANCE
17.4.3 INDEPENDENT AUDIT
17.5 AGENCY PROPERTY
17.5.1 INVENTORY AND CONTROL
17.5.2 ISSUE/REISSUE PROCEDURES
17.5.3 OPERATIONAL READINESS
17.6 ADMINISTRATION OF GRANTS
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I.

FISCAL RESPONSIBILITY

A. The Chief of Police will be responsible for all fiscal management of his department.
17.2

BUDGET

17.2.1 BUDGET RESPONSIBILITY
CALEA 17.2.1
I.

BUDGET CREATION
A. The Chief of Police will be responsible for working with the Cumberland City Administrator
and City of Cumberland’s Comptroller’s Office to create the Cumberland Police
Department’s annual budget for the upcoming fiscal year (July 1 – June 30.)
B. The Cumberland City Administrator will establish all deadlines concerning the agency’s
budget creation.

17.2.2 FUNCTIONAL RECOMMENDATIONS TO BUDGET
CALEA 17.2.2
I.

BUDGET RECOMMENDATIONS
A. Members of the Command Staff will address budget concerns and assist with budget
planning via CPD Management Reports, which will be presented quarterly at staff meetings.
B. The Chief of Police will meet with each member of the Command Staff during budget
preparation to discuss the finances of each component under their command.

PURCHASING

17.3.1 PURCHASING PROCEDURES
CALEA 17.3.1
A. All Cumberland Police Department purchases will be done in accordance to the City of
Cumberland’s purchase policy as described in City of Cumberland, Municipal Code,
sections 2-171 to 2-174. (CALEA 17.3.1b, c)

17.4

ACCOUNTING
Cumberland Police Department
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17.4.1 ACCOUNTING SYSTEM

I.

ACCOUNTING PROCEDURES
A. The Cumberland Police Department will adapt the rules and procedures for accounting and
fiscal management as ordered by the City of Cumberland Mayor and City Council.

II.

BUDGET CREATION
A. The Chief of Police will work with the Cumberland City Comptroller and the Cumberland
City Administrator annually to create a budget for the upcoming fiscal year (July 1 – June
30.)
B. Once a budget is developed, it will be presented before the Mayor and City Council at a
public meeting for discussion and approval.

III.

BUDGET MAINTENANCE

B. The Police Department’s budget as recorded in the city-wide AS400 computerized
accounting system will be constantly maintained by the Office of the City Comptroller in
conjunction with the Office of the Chief of Police with all expenditures and
encumbrances being in real time. (CALEA 17.4.1c)
C. The city-wide AS400 computerized accounting system will maintain a real-time balance
of the Police Department budget and all sub-categories. (CALEA 17.4.1d)

17.4.2 CASH FUNDS/ACCOUNTS MAINTENANCE
CALEA 17.4.2

Cumberland Police Department
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A. Once approved, the budget will be entered into the City of Cumberland’s city-wide
AS400 computerized accounting system by the Office of the City Comptroller.
1. The budget accounting system will include specific budgets for generalized
line items, which will be predetermined during the budget development
stage. (CALEA 17.4.1a, 17.4.1b)
2. The budget will include appropriations for the upcoming fiscal year. (CALEA
17.4.1a)
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I.

PETTY CASH PURCHASES
A. The Office of the Chief will maintain a petty cash fund.
B. The petty cash fund will be audited at least monthly or anytime funds need to be
replenished.
C. During petty cash audits, the Office of the Chief will submit receipts with appropriate
account information to the Cumberland City Comptroller’s office via a
“MEMORANDUM” requesting reimbursement. (CALEA 17.4.2a-f)
1. Copies of the audits and receipts will be kept on file in the Office of the Chief
of Police.

FINGERPRINT AND REPORT SYSTEM ACCOUNTING (FPRS)
A. Patrol division
1. Any cash transactions handled in the patrol division (fingerprinting services or
report requests) will be recorded in the computerized FPRS accounting system.
(CALEA 17.4.2(a), 17.4.2(b))
2. All cash received by the patrol division will be placed in the secure cash drop
box for forwarding the Office of the Chief of Police. (CALEA 17.4.2)
3. The Office of the Chief of Police will conduct a weekly audit of this account using
reports generated from the FPRS system and forward the cash to the
Cumberland City Comptroller’s Office. (CALEA 17.4.1, 17.4.2(a), 17.4.2 (b) )
4. The city comptroller will again audit the funds and provide a receipt. (CALEA
17.4.2 (e)(f))
5. Copies of the audits and receipts will be kept on file in the Office of the Chief for
one year.
B. Central Records Division
1. Any cash or checks received by the Cumberland Police Department Central
Records Division (payment for report duplication) will be recorded in the
computerized FPRS accounting system. (CALEA 17.4.2(a)(b))
2. The Records Clerk will maintain the funds. (CALEA 17.4.2(e))
3. The Records Clerk will conduct a weekly audit of this account using reports
generated from the FPRS system and forward the cash and checks to the City
Comptroller. (CALEA 17.4.1, 17.4.2(f))
4. The City Comptroller will again audit the funds and provide a receipt. (CALEA
17.4.1, 17.4.2(f)
5. Copies of the audits and receipts will be kept on file in the Office of the Chief for
one year.
Cumberland Police Department
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III.

CASH ADVANCES
A. Command Staff members at the rank of Lieutenant and above may request a cash
advance for any employee under their command for official police activities such as
travel and training from the Office of the Chief of Police. (CALEA 17.4.2(c))
B. The Office of the Chief of Police will prepare a CPD form AD-41 Cash Advance/Travel
Approval requesting the necessary funds along with the account information.
1. The employee requesting the funds must sign and endorse this form.
C. The CPD form AD-41 Cash Advance/Travel Approval) will then be forwarded to the
Office of the Chief for review and approval. (CALEA 17.4.2(c))
D. Once approved, the CPD form AD-41 Cash Advance/Travel Approval will be forwarded to
the City Administrator for review and approval. (CALEA 17.4.2 (c))
E. Once approved by the City Administrator, the CPD form AD-41 Cash Advance/Travel
Approval will be forwarded to the City Comptroller’s office who will issue the requested
funds to the Office of the Chief of Police for disposition. (CALEA 17.4.2 (e))
F. The City of Cumberland Finance Division and the Office of the Chief of Police may
require the submission of receipts and bills as proof of expenditures at their discretion.

REIMBURSEMENT REQUESTS
A. If any Cumberland Police Department employee makes an emergency purchase for the
good of the department using their own funds, they may request reimbursement
through the Office of the Chief of Police by submitting a copy of the receipt as proof of
purchase. (CALEA 17.4.2(d))
B. If possible, reimbursement will be done via petty cash, managed by the Office of the
Chief of Police.
C. If adequate funds do not exist in petty cash, the Office of the Chief will complete a CPD
form AD-39 Expense Report/Reimbursement Request requesting the funds along with
account information.
1. The employee requesting the funds must sign and endorse this form.
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2. The CPD form AD-39 Expense Report/Reimbursement Request along with the
receipt will then be forwarded to the Chief of Police for review and approval.
(CALEA 17.4.2b)
3. If approved by the Chief of Police, the CPD form AD-39 Expense
Report/Reimbursement Request will be forwarded to the City Administrator
for review and approval. (CALEA 17.4.2c)
4. If approved by the City Administrator, the CPD form AD-39 Expense
Report/Reimbursement Request will be forwarded to the City Comptroller’s
Office who will subsequently issue the requested funds to the Office of the
Chief of Police for disposition. (CALEA 17.4.2(e))

17.4.3 INDEPENDENT AUDIT
CALEA 17.4.3
I.

17.5

The Cumberland Police Department will abide by the Cumberland City Charter Section 143-146
requiring a bi-annual audit by an independent accountant.

AGENCY PROPERTY

17.5.1 INVENTORY and CONTROL
CALEA 17.5.1
I.

RESPONSIBILITY
A. The Chief of Police will be responsible for all physical property of his department.

II.

TRACKING
A. Property that is required to be entered into the CPD Asset program includes:
1. Any item that has a single retail value of $100 or more
2. Any item, regardless of value, purchased with grant funds from any source
3. Any item of personal duty gear issued to an employee

III.

AUDIT
Cumberland Police Department
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B. An inventory of such property will be maintained in the Cumberland Police
Department’s Computerized Asset Tracking Program.
1. The department’s quartermaster will be responsible for maintenance of the
Cumberland Police Department Computerized Asset Tracking Program.
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A. An audit of the entire CPD Asset program or any of its components will be done as
ordered by the Chief of Police and at least annually.

17.5.2 ISSUE/REISSUE PROCEDURES
CALEA 17.5.2
EMPLOYEE EQUIPMENT
A. The Cumberland Police Department Quartermaster will be responsible for issuing all agency
property to employees.
B. Upon issuing personal duty gear, the department quartermaster will record the inventory on
a CPD form AD-41 Inventory Sheet which will be endorsed by the employee as a receipt.
1. The department quartermaster will be responsible for recording the issuance of the
property into the CPD Asset Program under that employee’s personal inventory.
C. The department quartermaster will record any additional equipment issued to any
employee during their career and a signed receipt obtained.
1. The department quartermaster will be responsible for recording the issuance of the
property into the CPD Asset Program under that employee’s personal inventory.
D. If any police supervisor issues any equipment of value to any employee, it will be their
responsibility to obtain a signed receipt and to ensure its entry into the CPD Asset program.
E. Any issued property that has been lost, damaged, or is to be taken out of service must be
reported to the department quartermaster on a CPD form AD-36 Damaged or Lost
Equipment Form and forwarded to the quartermaster.
1. The department quartermaster will be responsible for updating the status of the
property in the CPD Asset program.
F. Any employee can request replacement equipment by completing a CPD form AD-38
Request for Equipment Form and forward it to the quartermaster.
G. Upon terminating employment with the Cumberland Police Department for any reason,
every employee must return all department property. (CALEA 17.5.2)
1. The responsibility of collecting such property will be that of the department
quartermaster.
2. The department quartermaster will conduct a check of the employees personnel file
including any equipment issuance forms as well as the CPD Asset program for
records of any issued property.
Cumberland Police Department

17.0: fiscal & property management

I.

7

3. Upon receiving the property, the department quartermaster will complete a CPD
form AD-20 Standard Issue Return Inventory.
4. In addition, the employee will be required to complete supplement CPD form AD20(a) signifying that they have returned all issued property.
5. The department quartermaster will be responsible for updating the status of the
property in the CPD Asset program.
H. All completed forms involving inventory control will be kept in the office of the department
quartermaster with a copy included in the employee’s personnel file if applicable.

17.5.3 OPERATIONAL READINESS
CALEA 17.5.3
I.

All equipment, gear, weapons, or similar tools of the trade will always be kept in a state of
operational readiness.
A. It is the responsibility of the individual employee or component in which the equipment
is issued to ensure that all equipment is in good condition and ready to use anytime it is
needed.

I.

ADMINISTRATION OF GRANTS
In order to maintain accurate accounting along with appropriate supervisory control over all
grants received by the Cumberland Police Department, the following procedures will govern the
receipt and administration of grants.
A. The Cumberland Police Department’s Administrative Lieutenant will be responsible for all
grant management within the department regardless of funding source. Including:
1. Grant research
2. Making application for funding
3. Liaisoning with funding agency
4. Implementation of grant projects
5. Fiscal tracking
6. Submission of any required reports
7. The Administrative Lieutenant may delegate grant administrative duties such as
scheduling.
B. Once the submitted application is approved and a grant is offered, it will be submitted to
the Chief of Police for inclusion on the next Mayor and City Council meeting agenda to
authorize acceptance.

Cumberland Police Department
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C. Once accepted by the Mayor and City Council, the Chief will return the grant along with a
copy of the Order to the Administrative Lieutenant for initiating a tracking spreadsheet to
accurately account for all expenditures.
D. Before any grant purchase is made, an e-mail request will be sent to the Investigation
Supervisor for criminal grants or the Administration Lieutenant for traffic grants, with copies
to the Chief, Captain and the Chief's secretary, requesting authorization for the purchase.
The e-mail will describe the item, the cost, the grant the purchase is to be billed, along with
the current balance in the associated category, i.e.: equipment, travel/training, etc.
E. Overtime expenditures will continue to be scheduled and approved by the Administrative
Lieutenant.
F. All approved purchases will be tracked by a spreadsheet originated by the Office of the City
Comptroller. The spreadsheet will be updated at the time of each purchase.
G. All approved overtime expenditures will also be tracked through a spreadsheet originated
by the Office of the City Comptroller. The Office of the Comptroller on a bi-weekly basis will
update the spreadsheet for each pay period.

I.

At the end of each quarter, each Grant Administrator, along with the Investigation
Supervisor or Administration Supervisor, will meet with the Captain to review all grant
spreadsheets, expenditures and grant balances.

J.

After discussion with the Captain, the Grant Administrator will meet with Finance and
review expenditures made during the quarter for accuracy.

K. Any request to transfer money between categories within the grant must be approved by
the Chief of Police.
L. All equipment purchased will be assigned a unique Cumberland Police Department number
and will be part of our capital equipment inventory (CPD Asset Program) regardless of cost.
M. Each overtime slip generated by officers working any overtime grant will be signed by a
supervisor on the shift the officer happens to be working said grant. The slip will also be
signed by the supervisor administering that particular grant.
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H. The Administrative Lieutenant will meet with the Investigation Supervisor / Administration
Lieutenant each pay period to audit the grant and review the financial records for accuracy.
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Cumberland Police Department
General Order: 21.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 21

JOB CLASSIFICATION

21.1 TASK ANALYSIS
21.1.1 TASK ANALYSIS
21.2 JOB CLASSIFICATION
21.2.1 CLASSIFICATION PLAN
21.2.2 JOB DESCRIPTION MAINTENANCE and AVAILABILITY
21.1 TASK ANALYSIS
21.1.1 TASK ANALYSIS
CALEA 21.1.1
I.

The Cumberland Police Department will adapt the personnel classification system and task
analysis as developed by the City of Cumberland Human Resources Department.

21.2 JOB CLASSIFICATION
21.2.1 JOB CLASSIFICATION PLAN
CALEA 21.2.1
I.

The Cumberland Police Department will adapt the personnel classification system and task
analysis as developed by the City of Cumberland Human Resources Department.

21.2.2 JOB DESCRIPTION MAINTENANCE AND AVAILABILITY
CALEA 21.2.2
Each job classification description will include:
A. General descriptions of work
B. Essential tasks
Cumberland Police Department
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C. Knowledge, skills, and abilities
D. Education and experience
E. Physical requirements
F. Special requirements
II.

The Chief of Police or his representative will periodically meet with the City of Cumberland
Human Resources Department to review the personnel classification system as it relates to his
department for efficiency and accuracy.

III.

The Cumberland Police Department job classification system will be available to all employees
by:
A. Contacting the City of Cumberland Human Resources Department
B. Distribution as part of the Cumberland Police Department Policy and Procedure Manual.
Copies of the City of Cumberland Police Department job classifications as maintained by the City
of Cumberland Human Resources Department are attached as follows:

Cumberland Police Department
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CITY OF CUMBERLAND
POLICE CHIEF

GENERAL DEFINITION OF WORK
Administer, manage, and supervise sworn police officers and civilian personnel, in an effort to bring
consistent, fair, and effective law enforcement to the City of Cumberland.

ESSENTIAL TASKS
(These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is similar, related, or a logical assignment to
the position.)
Develop and implement policy to ensure effective performance of the department. Oversee the day-today operation of the department. Coordinate the delivery of law enforcement service with various
criminal justice and social agencies. Develop, review, and control the police department budget.
Solve a wide variety of personnel, staffing, and funding issues and counsel officers and employees on a
wide variety of personnel and personal issues. Review the performance of the various sections of the
department (patrol, training, records, communications, etc.)
Develop news releases, deal with the media on a wide variety of criminal and public relations issues.
Develop departmental goals and objectives. Develop and issues orders, memorandums, directives, etc.
dealing with the day-to-day delivery of service.
Oversee and control the funding, function, and effectiveness of federal and state grants. Attend
meetings, represent the department, and cooperate with a multitude of city, county, and state agencies.
Represent the police department at many community and civic functions.
Respond to and address concerns of community groups such as senior citizens, neighborhood watch,
etc. Review and approve a wide variety of police reports and documents. Develop and prepare reports
for City Administrator, Mayor and Council, State’s Attorney, FBI, etc.

Oversee and investigate complaints against officers. Evaluate the performance of officers and
employees. Plan the work of captains, lieutenants, sergeants, clerical staff, etc. Make hiring,
termination, and promotional decisions.
Cumberland Police Department
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Function as the duty supervisor on various patrol shifts and respond to criminal complaints. Perform
various police duties such as making traffic stops, working special events, serving search warrant.
Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of criminal law, constitutional law, motor vehicle law, departmental rules, regulations, and
policies. Knowledge of principles, theories and concepts of police administration. Knowledge of
governmental administrative practices including budgeting, purchasing and policy formulation.
Knowledge of local, state and federal laws, regulations and codes relating to law enforcement activities.
Knowledge of human resource management practices such as training, discipline, delegation, etc. Skill in
leadership and management in order to coordinate the diversified activities of individuals towards the
achievement of common goals. Skill in informational analysis and problem solving to assess large
amounts of information and formulate decisions. Skill in public relations methods. Skill in the use of
computer hardware and applicable computer software. Skill in communication, interpersonal skills as
applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or
convey information and to receive work direction. Ability to communicate verbally and in writing. Ability
to handle stress and deal with difficult people. A sense of personal pride and integrity, common sense,
and compassion for people.

EDUCATION AND EXPERIENCE
Bachelor’s Degree in Criminal Justice or Police Administration required and a Master’s Degree in
Administration and Supervision preferred. Graduate from the FBI National Academy Management
School required. Computer technology, supervisor’s school, management school, weapons programs,
MPTC Instructor’s School, military leadership schools, public speaking, etc.
Three years as a patrol officer, two years as a corporal, five years as a sergeant, five years as a
lieutenant, and at least three years in a higher police department management position (captain, major,
deputy chief) which include a wide variety of police assignments including uniform patrol, criminal
investigation, drug investigation, juvenile investigation, patrol shift supervisor, etc.

PHYSICAL REQUIREMENTS
Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact as normally defined by
Cumberland Police Department
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the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively
use and operate various items of office related equipment, such as, but not limited to a, personal
computer, calculator, copier, and fax machine. Considerable walking, running, jumping, crawling, lifting,
etc. Ability to use physical force to help a person in need or to subdue an offender is a common and
unpredictable part of the job.

SPECIAL REQUIREMENTS
Possession of a valid Maryland Driver's License.
Exempt
Rev. 7/13
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Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential tasks.
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CITY OF CUMBERLAND
POLICE CAPTAIN

GENERAL DEFINITION OF WORK
Supervises the activities of either the police department's operational or administrative personnel;
performs work subject to the plans, policies, directives, regulations, procedures, and orders formulated
by the Chief of Police. Assists the Chief of Police in planning and administering the activities of the
agency. Performs general police duties as the need arises.

ESSENTIAL TASKS
(These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is similar, related, or a logical assignment to
the position.)
Directs the day-to-day activity of the Operations Division. Direct communications, training, central
records, property/evidence room, and vehicle maintenance.
Develop grant projects, prepare state and federal grant applications, research grant-related equipment
purchases, and prepare periodic performance reports, statistical data, and progress narratives.
Administrate department's computer network, install and maintain hardware, develop and maintain
software, research new hardware/software possibilities, maintain network users' profiles, produce
statistical reports of all kinds as requested, maintain network anti-virus system, maintain wireless
network link with outside agencies and police sub-stations, and maintain mobile computer system.

Approves the scheduling of all officers within the patrol division and special units. Insures that the
proper staffing levels of the patrol shifts are maintained. Coordinates the efforts of the patrol shifts and
Combined County Criminal Investigation Unit. Reviews Operations Division performance. Determine
and implement modifications to work methods. Enforce departmental rules, regulations, and
procedures
Supervise the performance of operations, Lieutenants, Sergeants, Corporals, and Patrolman. Oversee
major investigations. Develop selective traffic enforcement programs. Coordinate manpower on patrol
shift grants. Serve as Shift Supervisor as the need arises.
Cumberland Police Department
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Respond to any serious incident, either on-duty or off-duty. Respond to and resolve citizen concerns and
issues. Oversee internal investigations and maintain case files. Enforce and ensure compliance with all
criminal laws, city ordinances, and motor vehicle laws. Handle calls for service.
Represent police department at civic functions. Attend a variety of meetings. Participate in public events
as a representative of the department.
Produce annual statistics on department's performance. Produce Power Point presentations on a variety
of topics, as requested. Evaluate law enforcement equipment (vehicle, communications, etc.) for
possible purchase.
Supervise applicant background investigations and maintain files. Sit on promotional boards and make
recommendations for promotions to the Chief.
Assist Chief of Police with Emergency Response Team Operations. Provide support and assistance to the
Chief of Police in all departmental functions and activities. Functions as Chief in his absence
Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of criminal law, constitutional law, motor vehicle law, departmental rules, regulations, and
policies. Knowledge of principles, theories and concepts of police administration. Knowledge of
governmental administrative practices including budgeting, purchasing and policy formulation.
Knowledge of local, state and federal laws, regulations and codes relating to law enforcement activities.
Knowledge of human resource management practices such as training, discipline, delegation, etc.
Skill in leadership and management in order to coordinate the diversified activities of individuals
towards the achievement of common goals. Skill in informational analysis and problem solving to assess
large amounts of information and formulate decisions. Skill in public relations methods. Skill in the use
of computer hardware and applicable computer software. Skill in communication, interpersonal skills as
applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or
convey information and to receive work direction.

EDUCATION AND EXPERIENCE
Bachelor's Degree in Criminal Justice or a related field should be the minimum general education
requirement. Course work in psychology, computer technology, supervisor's school, management
Cumberland Police Department
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school, weapons programs, MPTC Instructor's school, military leadership schools, public speaking, grant
writing, public speaking, etc.
Four years as a patrol officer, two years as a corporal, four years as a sergeant, and three years as a
lieutenant which include a wide variety of police assignments including uniform patrol, criminal
investigation, drug investigation, juvenile investigation, patrol shift supervisor, etc.
A comparable amount of training and experience may be substituted for the minimum qualifications.

PHYSICAL REQUIREMENTS
Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact as normally defined by
the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively
use and operate various items of office related equipment, such as, but not limited to a, personal
computer, calculator, copier, and fax machine. Considerable walking, running, jumping, crawling, lifting,
etc. Ability to use physical force to help a person in need or to subdue an offender is a common and
unpredictable part of the job.

SPECIAL REQUIREMENTS
Possession of a valid Driver's License.
Exempt
Rev. 7/13
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CITY OF CUMBERLAND
POLICE LIEUTENANT

GENERAL DEFINITION OF WORK
Performs responsible supervisory and administrative police work at the direction of the Administrative
or Operations Commander and the Chief of Police in accordance with established department policy.
Provides leadership and guidance to the members of his or her assigned shift and also performs general
police activities and enforcement duties.

ESSENTIAL TASKS
(These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is similar, related, or a logical assignment to
the position.)
Assigns patrol areas. Reviews Incident reports, Motor vehicle accident reports, DWI reports and Criminal
Arrest reports. Reviews Criminal and traffic docket entries. Enforces Criminal laws, City Ordinances,
Motor vehicle laws and departmental rules and regulations.
Performs general police duties when the situation or circumstances so require. Responds to and takes
charge of all major crimes and felony complaints. Investigates departmental motor vehicle accidents,
shootings involving officers, or any other unusual incident involving officers. Perform general policing
duties and law enforcement activities. Verify building safety, security and review maintenance.
Observes Officers under his/her command and evaluates them on the basis of their job performance.
Patrols the streets in order to properly supervise, oversee and evaluate the actions of subordinates.
Monitors radio transmissions to make sure that officers are handling the complaints efficiently and
effectively.

Notifies the Chief of Police and the Operations Officers of any unusual or serious or serious incident that
takes place in the city. Investigates complaints made against police department personnel.
Monitors the operation of the communications room to ensure it is being operated according to
procedures according to procedures. Assess the needs and requirements for calls for service balanced
with the available resources. Prioritize complaints. Review, assess and approve reports, arrest
Cumberland Police Department
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information, finger print cards, cell logs, inter and into agency information. Oversee the dissemination of
daily teletypes received and sent via the international computer system: National Crime Information
Center and Maryland Information for Law Enforcement teletypes.
Analyze criminal data in order to identify and deal with trouble spots that contain sustained criminal
activity, neighborhood disputes or to address community concerns.
Co-ordinate interagency concerns: identify potential traffic hazards; address community development
and human resource issues. Identify and disseminate potential dangers internally as well as via NCIC to
other police agencies nationwide.
Coordinates the dissemination of changes in the law with the State's Attorney and keeps officers in
patrol shift abreast of the changes and court trends.
Stimulate morale and increase job enrichment. Develop motivation of workforce. Assign work schedules
and approve vacation request while assuring manpower coverage and capability. Verify and assign
overtime. Observe and assess personnel performance. Evaluates and all personnel under supervision.
Assigns leave days, vacation on the basis of requests and manpower needs of the department.
Represent the Department with the media, at public meetings and at various law enforcement
functions. Distribute information to the media pertaining to developing incidents, public alerts and
safety issues.
Co-ordinate investigations and services provide with the Department of Social Services, Allied Police
Agencies, Fire Department, Emergency Medical Services, Narcotic and Criminal Investigative Units.
Conducts roll call for the officers and prepares them for their tour of duty with the review of prior shift
activity, warrants, TTYS, changes in laws, and department procedures. Performs inspections to ensure
adherence to department regulations governing appearance and uniforms. Inspection of firearms for
function and condition. Deploys the patrol force to meet the current needs of the operation.
Performs related work as required.

Knowledge of modern police procedures, techniques, and their appropriate application in various
situations. Knowledge of basic first aid/life saving techniques (e.g. CPR). Knowledge of principles of
investigation and interrogation. Knowledge of state and federal laws; particularly criminal law.
Knowledge of human resource management practices such as training, delegation, discipline and
performance evaluation.
Skill in effective and proper operation and maintenance of various weaponry/equipment used in police
activities. Skill in executing police procedures and techniques appropriately in various situations. Skill in
Cumberland Police Department

21.0: job classification

KNOWLEDGE, SKILLS AND ABILITIES

10

applying of principles of investigation and interrogation. Skill in assessing police situations quickly and
accurately and implementing responses and course of action to resolve situation within established
guidelines. Skill in the use of computer hardware and applicable computer software. Skill in
communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general
public, etc. sufficient to exchange or convey information and to receive work direction.
Ability to communicate verbally and in writing. Ability to handle stress and deal with difficult people. A
sense of personal pride and integrity, common sense, and compassion for people.

EDUCATION AND EXPERIENCE
Bachelor's Degree in Criminal Justice or a related field. Computer technology, supervisor's school,
management school, weapons programs, MPTC Instructor's School, military leadership schools, public
speaking, etc. Three years as a patrol officer, two years as a corporal, and five years as a sergeant which
include a wide variety of police assignments including uniform patrol, criminal investigation, drug
investigation, juvenile investigation, patrol shift supervisor, etc.
A comparable amount of training and experience may be substituted for the minimum qualifications.

PHYSICAL REQUIREMENTS
Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact as normally defined by
the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively
use and operate various items of office related equipment, such as, but not limited to a, personal
computer, calculator, copier, and fax machine. Considerable walking, running, jumping, crawling, lifting,
etc. Ability to use physical force to help a person in need or to subdue an offender is a common and
unpredictable part of the job.

SPECIAL REQUIREMENTS
Possession of a valid Driver's License.
Cumberland Police Department
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Must have the physical stamina to handle extreme high and low bouts of adrenaline without resulting in
the well documented physical ailments: of diagnosed diabetes, heart disease, hyper tension, high blood
pressure and depression. May have to climb through windows, run through woods, search in darkened
areas or climb on rooftops to successfully complete their jobs. Must at all times be capable and able to
use deadly force, which requires both physical and mental preparedness.
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CITY OF CUMBERLAND
POLICE SERGEANT

GENERAL DEFINITION OF WORK
Responsible for supervisory and investigative police work in the protection of life and property under
the direction of a Lieutenant. Supervise and inspect the work of Corporals, Patrolmen, and Dispatchers
and are responsible for their actions. Reviews reports, evaluates subordinates, and ensures
departmental rules, regulations, and policies are being followed. Enforces city ordinances, criminal laws,
motor vehicle laws, etc. Prepares reports, field trains subordinates, and conducts training classes. Acts a
shift supervisor in the absence of the Lieutenant. May be assigned to specialized duties such as
investigator, dispatcher, crime prevention, or K-9. Also performs general police duties in addition to
supervisory duties.

ESSENTIAL TASKS
(These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is similar, related, or a logical assignment to
the position.)
Supervises a patrol shift, which includes making schedules for the shift and special events, approving
vacation and conducting roll call, overseeing dispatch, making sure citizen complaints are handled
properly, solving problems, and reviewing reports. Request follow-up investigation in certain cases.
Review charging documents, warrants, summons, and criminal citations for proper quality control.
Ensure the security and well-being of prisoners. Complete duty log and press releases.
Arrest offenders of criminal law or city ordinances. Serve summons and subpoenas, ex-parte orders, and
protective orders. Issue criminal, civil, and juvenile citations.
Road supervisor in patrol, which includes responding to serious incidents; directing, correcting, and
advising subordinate officers.

Accident investigation and traffic control.
Processing and transporting prisoners.
Preliminary and follow-up investigations of criminal activity, unattended deaths and missing persons.
Cumberland Police Department
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Cite persons and issue warning for motor vehicle violations, direct traffic, provide direction to motorist
and pedestrians, DWI enforcement including administration of field sobriety test and intoximeter;
complete state mandated forms.
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An array of service activities, including assistance for mentally ill people. Assisting motorist with disabled
vehicles, unlocking car doors, handling animal complaints, notifications, etc.
Complete incident reports, investigative reports, and numerous other departmental reports and forms.
Communication specialist duties, which includes answering phones, entering complaints in computer,
and dispatching officers.
Obtain criminal histories as well as enter warrants, missing, stolen property, etc. using the NCIC
System.
Patrol checks and answer calls for service. Secure and process crime scenes.
Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of police procedures, techniques, and their appropriate application in various situations.
Knowledge of basic first aid/life saving techniques. Knowledge of principles of investigation and
interrogation. Knowledge of state, federal and local laws; particularly criminal law, constitutional law,
motor vehicle law, departmental rules, regulations, policies. Knowledge of human resource practices
such as training, scheduling, delegation, discipline, etc. Skill in effective and proper operation and
maintenance of various weaponry/equipment used in police activities. Skill in written English sufficient
to write reports and other documents and to read instructions, manuals, etc. Skill in executing police
procedures and techniques appropriately in various situations. Skill in applying principles of
investigations and interrogations. Skill in communication, interpersonal skills as applied to interaction
with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to
receive work direction. Able to communicate effectively, both verbally and in wilting. Excellent know
edge of departmental rules, regulations, and procedures and the ability to demand respect from
subordinates is essential. Personal pride, common sense, and compassion for people are necessary for
any Police officer and especially for a sergeant to be an effective supervisor.

Associate s Degree in Criminal Justice or a related field. Course work in psychology, Sociology, or a
similar area of study is very helpful. Service in any branch of the military service is helpful and desirable.
Knowledge of weapons, computer skills, public speaking experience, etc. is all invaluable assets for a
police officer of any rank and especially the rank of sergeant. Basic supervisor s school must be
successfully completed. Two years as a corporal. These years of experience should be as a uniform
patrol officer working various shifts and patrol assignments.
Cumberland Police Department
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A comparable amount of training and experience may be substituted for the minimum qualifications.

PHYSICAL REQUIREMENTS
Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact as normally defined by
the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively
use and operate various items of office related equipment, such as, but not limited to a, personal
computer, calculator, copier, and fax machine. Significant standing, walking, moving, climbing, carrying,
bending, kneeling, crawling, reaching, and handling, pushing, and pulling. Able to pass a yearly physical
examination and physical agility test. Must be able to use self-defense techniques. Apprehend offenders
who are younger, physically stronger, or run. Standard police uniform equipment adds about 23 pounds,
but the officer must be able to function normally by entering and exiting a police car numerous times,
climbing stairs, walking beats, etc. An injured person may have to be lifted or a vehicle must be
physically moved. Assignments such as foot patrol and traffic direction require and officer to be on their
feet for long periods of time. Crawling, kneeling and climbing are common practices for police officers.
Fire arms training requires running and kneeling. Extreme physical exertion occurs during the ASP baton
and CERT training. K-9 Officer must be able to run behind dog on trails sometimes for miles. Sometimes
the 70 pound dog must be lifted over obstacles.

SPECIAL REQUIREMENTS
Possession of a valid Driver's License.
Non-Exempt
Rev. 07/13
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CITY OF CUMBERLAND
POLICE CORPORAL

GENERAL DEFINITION OF WORK
Patrols a designated area of the city on foot, on bicycle, on a motorcycle, or in a cruiser to prevent
and/or detect the commission of crime. Enforces the city ordinances, criminal laws, motor vehicle laws,
etc. Performs all the duties of a patrolman and may be assigned to various other duties on the
department. Examples of special assignments would include juvenile officer, investigator, dispatcher,
assistant to training officer, crime prevention officer, narcotics or drug investigator, etc. When the need
arises, the corporal may be assigned to a supervisory position, such as being in charge of a shift when no
higher-ranking officer is available. The corporal also performs as a supervisor at the scene of incidents
when no higher-ranking officer is on the scene.

ESSENTIAL TASKS

In charge of shift generally once or twice a week every week. (Make duty assignments for any special
events; approve any leave that officers desire on that particular day; conduct roll call and provide
officers w/ the necessary information needed for duty; oversee the calls coming into dispatch; make
sure officers are responding to calls in a timely manner and conducting thorough investigations; solve
problems at hand; respond to calls with officers to provide guidance and assistance as needed; answer
calls at times when officers are busy handling complaints; ensure that reports are thorough, completed
and are done in a timely manner; offer suggestions to officers on how to conduct follow-up
investigations; make the request for investigations to be reviewed by the Operations Supervisor for
follow-up investigation by the criminal investigation unit; review of all charging documents, traffic
citations, warrants, summons, and criminal citations before they are submitted to the proper authority
to ensure quality control; ensure the well-being and security of all prisoners in custody is maintained;
authorize units to proceed outside the city limits to assist other agencies; authorize additional units to
be called out for manpower needs in emergency situations, extra patrol, K-9 units, intoximeter
operators, and crime scene technicians; compile a daily log and daily shift report for the Operations
Supervisor, as well as prepare the schedule for the next day to make sure that all manpower needs are
adequate; complete a press release of the previous day's activities to be forwarded to the media; ensure
that all departmental policies are being followed, and that the calls are being handled in a fair and
professional manner).
Cumberland Police Department
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duties does not exclude them from the position if the work is similar, related, or a logical assignment to
the position.)
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Patrol checks on businesses, schools, and neighborhoods (encompasses routine patrol).
Traffic Enforcement Maryland Transportation Articles (includes writing traffic warnings, citations, and
safety repair orders; DWI Enforcement; accident investigation and completing accident reports)
Warrant and summons service .
Processing and transporting prisoners, as well as maintaining security and their well-being.
Enforcing Annotated Code of Maryland and City Ordinances (includes disturbance investigations;
domestic assault investigations, which also involves providing the victim with resources to ensure their
protection and safety; officer stand-by for personal property; service of Ex-Parte Orders; alcohol
violation issuance of civil citations or criminal citations/arrests; Juvenile offenders also involves meeting
with parents to solve problems).
Investigate the following crimes: assault, robberies, breaking and entering, sex offenses (rape, etc.),
child abuse, missing Persons, CDS complaints, harassment, thefts, telephone misuse, destruction of
property, and unattended deaths.
Assist the public with various services check on well-being of individuals; assist motorist with disabled
vehicles and unlocking car doors; assistance to the sick; lost and found property; notifications; removing
animals from residences (bats, snakes, cats, dogs, and opossums); answer alarms at businesses and
homes.
Arrest offenders for the various violations of the above listed crimes.
Prepare
documents for court Statement of Charges, Application for Statement of Charges.
Complete
follow-up investigations on matters that required work that is more detailed; writing accurate and
detailed reports.
Forward all necessary reports to the appropriate agencies (Juvenile Justice, department of Social
Services, etc.)
Assist the public in any and all needs that the department is able to provide assistance for.
Informing the shift supervisors and the next shift officers of all incidents handled, as well as those areas
where additional problems may occur.

Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES
Cumberland Police Department
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Working as the Communications Specialist at times. This includes answering phones, entering
complaints, dispatching officers, entering various warrants, missing persons report, etc., into the NCIC
terminal.
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Knowledge of police procedures, techniques, and their appropriate application in various situations.
Knowledge of basic first aid/life saving techniques. Knowledge of principles of investigation and
interrogation. Knowledge of state, federal and local laws; particularly criminal law, constitutional law,
motor vehicle law, departmental rules, regulations, policies. Skill in effective and proper operation and
maintenance of various weaponry/equipment used in police activities. Skill in written English sufficient
to write reports and other documents and to read instructions, manuals, etc. Skill in communication,
interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc.
sufficient to exchange or convey information and to receive work direction.
Ability to handle stress
and deal with difficult people, ability to make decisions and give orders and direction to subordinates,
and most importantly, personal pride & integrity, common sense, and compassion for people.
EDUCATION AND EXPERIENCE
Associate's Degree in Criminal Justice. Military service, computer technology, public speaking, report
writing, grammar, weapons programs, etc. are preferred. Two years as a Patrolman First Class with the
City of Cumberland.
A comparable amount of training and experience may be substituted for the minimum qualifications.

Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact as normally defined by
the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively
use and operate various items of office related equipment, such as, but not limited to a, personal
computer, calculator, copier, and fax machine. Significant standing, walking, moving, climbing, carrying,
bending, kneeling, crawling, reaching, and handling, pushing, and pulling. Able to apprehend suspects
that may be several years younger or physically larger than themselves. There are times when officers
must chase suspects for long distances until apprehension is successful. This may end up in a fight
occurring with the suspect, once he/she is caught. A confrontation between an officer and a suspect
may extend for a long period of time before another officer arrives at the scene to assist. An officer
must be able to defend him/her, as well as the public, from these potentially dangerous subjects. Must,
at all times, be able to help people who have fallen down due to intoxication, or an elderly subject who
has fallen. The weight of the equipment that an officer must wear at all times is 25 pounds. Required to
get in and out of his vehicle throughout the day to answer calls for service, and the constant bending
and strain on the body is evident. Some assignments, such as foot patrols and traffic assignments,
require the officer to stand for extended periods. There are also times when officers may be required to
push or lift heavy weights, such as vehicles, or other items that may be creating a traffic hazard.
Crawling, kneeling, and climbing are also common practices of a police officer. Must pass an annual
physical, as well as a physical agility test. Firearms’ training requires running and kneeling. Extreme
physical exertion occurs during the ASP baton training.
Cumberland Police Department
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SPECIAL REQUIREMENTS
Possession of a valid Driver's License.
Non-Exempt
Rev. 07/13
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CITY OF CUMBERLAND
POLICE OFFICER/DETECTIVE

GENERAL DEFINITION OF WORK
Perform general duty police work in the protection of life and property designated to an area of the city
on foot patrol, bicycle patrol, motorcycle patrol, and marked and unmarked patrol vehicles to prevent
and/or detect the commission of crime. Enforce the city ordinances, criminal laws, motor vehicle laws,
etc. Patrol Officers are responsible for the area that they patrol and provide assistance to the citizens in
that area; respond to the calls and complaints of citizens and take the necessary police action; serve
warrants and court papers, investigate motor vehicle accidents, and file necessary reports; gather
evidence, locate witnesses, take statements, and arrest offenders if needed; and are responsible for
filing neat, accurate reports concerning cases and incidents in which he/she was involved.

ESSENTIAL TASKS
(These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is similar, related, or a logical assignment to
the position.)
Patrol Officers spend a majority of their time on the street patrolling their designated areas and making
patrol checks on businesses, schools, and homes.
Enforce traffic laws by writing citations and warnings from the Maryland Transportation Articles.
Investigate accidents and complete accident reports.
Answer domestic disturbances and provide the victim(s) with the adequate information and resources
needed to ensure their safety and protection. This also includes an officer stand-by when needed for
spouses and/or relatives.
Investigate loud noise disturbances.

Aid families and neighbors with juvenile complaints. Provide possible solutions with parents and
juvenile services.
Investigate unattended death complaints. Contact family members and clergy to assist with family.
Cumberland Police Department
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Investigate CDS complaints, destruction of property complaints, breaking and entering complaints,
harassment complaints, robbery complaints, assault complaints, missing persons, theft complaints, and
telephone misuses.
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Take photos and contact any possible witnesses or associates of the deceased. Gather medical history
and contact coroner and transportation services.
Respond to suicides and attempted suicide complaints. Provide subjects who attempt suicide with the
proper resources to receive help and counseling. Provide transportation to hospital for person(s)
needing emergency petitions. When dealing with actual suicides, officers maintain security in the
immediate area by securing scene and weapons. Gather information about the victim(s) involved.
Assist other agencies. Officers are sometimes asked to provide assistance to the Cumberland Fire
Department with unruly patients and family members. Maintain traffic flow during fires/fire calls.
Assist other police agencies when they request assistance. Assist Western Maryland Health System
security with unruly patients, visitors, and family members.
Investigate suspicious activity. Officers make contact with vehicles/persons near or around closed
businesses, abandoned homes, schools, and secluded areas.
Walk foot patrols and attend crosswalks for school children.
Respond as back-up to fellow officers’ calls to ensure the safety of all.
Assist District Court and Circuit Court and other allied police agencies by service of warrants and criminal
summons.
Process, transport, and maintain security and well-being of all prisoners.
Handle alcohol violations.
Assist public with various services. Some examples would include, but are not limited to: check on wellbeing, assist motorists with unlocking vehicle doors, assist the sick, handle lost and found property,
remove animals from residences (bats, snakes, cats, dogs, etc.), answer residential and business alarms.
Forward all necessary reports to the appropriate agencies.
Answer phone calls and dispatch calls when current dispatchers are busy or are not at desk.
Performs related work as required.

Knowledge of police procedures, techniques, and their appropriate application in various situations.
Knowledge of basic first aid/life saving techniques. Knowledge of principles of investigation and
interrogation. Knowledge of state, federal and local laws; particularly criminal law, constitutional law,
motor vehicle law, departmental rules, regulations, policies. Skill in effective and proper operation and
maintenance of various weaponry/equipment used in police activities. Skill in written English sufficient
Cumberland Police Department
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to write reports and other documents and to read instructions, manuals, etc. Skill in communication,
interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc.
sufficient to exchange or convey information and to receive work direction. Ability to communicate
verbally and in writing, ability to handle stress and deal with difficult people, and most importantly
personal pride and integrity, common sense, and compassion for people.

EDUCATION AND EXPERIENCE
High School Diploma; Minimum age of 21 years old. Associates Degree in Criminal Justice or some
related field is preferred. Military service, computer technology, public speaking, report writing,
grammar, weapons programs, etc. are all helpful.
A comparable amount of training and experience may be substituted for the minimum qualifications.

PHYSICAL REQUIREMENTS
Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact as normally defined by
the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively
use and operate various items of office related equipment, such as, but not limited to a, personal
computer, calculator, copier, and fax machine. Significant standing, walking, moving, climbing, carrying,
bending, kneeling, crawling, reaching, and handling, pushing, and pulling. Able to apprehend suspects
that may be several years younger than themselves. Able to help people who have fallen down due to
intoxication, or must help an elderly person who has fallen. The weight of the required equipment that
a police officer must wear at all times is approximately 25 pounds. An officer must be able to carry this
weight, and function as though it were not even there. This may cause strain to the officer’s back and
joints over a long period of time. Officers are often required to climb, kneel, run, and push while
wearing their equipment. Each officer must pass a yearly physical and a physical agility test.

SPECIAL REQUIREMENTS
Possession of a valid Driver's License.

Rev. 7/13
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential tasks.
Cumberland Police Department

21.0: job classification

Non-Exempt

22

21.0: job classification

Cumberland Police Department

23

CITY OF CUMBERLAND
ADMINISTRATIVE ASSOCIATE II

GENERAL DEFINITION OF WORK
Under supervision, performs advanced level administrative/clerical activities to assist the department
management in facilitating the administrative procedures relating to the programs and services offered
to the community. Incumbents perform a wide variety of assignments involving general clerical support
and administrative functions of the department, which do not require the attention of or cannot be
handled by department management. They interact more frequently with executive staff members and
handle the more difficult, politically sensitive situations. Positions in this class are assigned to large,
complex departments involving numerous and diverse functions. Incumbents spend considerably
greater portion of their time performing administrative duties rather than clerical/secretarial support.

ESSENTIAL TASKS
(These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is similar, related, or a logical assignment to
the position.)
Coordinates the administrative and clerical functions of the department including determining proper
workflow, setting priorities, establishing filing and record-keeping systems, etc.
Receives and responds to complaints, concerns and inquiries, etc. by disseminating information of both
a routine and confidential nature requiring discretionary judgment and thorough knowledge of
departmental policies, procedures, activities, etc. or referring issues and concerns to appropriate party
for resolution and following up to ensure satisfactory results.

Assists in preparing and monitoring Department's budget by compiling budgetary information from
divisions or work units, drafting budget, entering information into proper account and generating
reports for supervisor's review. Prepares purchase requisitioning received from department staff and
submits for supervisor's signature.

Cumberland Police Department
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Prepares complex forms, listings, informational and statistical reports, documents, etc. by determining
required data, gathering, receiving and compiling data from several sources, comparing information to
verify accuracy and formatting data appropriately.
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Prepares agenda items that pertain to the Department for City meetings. Compiles packets for
commission members to ensure all necessary information is present and in proper format. Serves as the
recording secretary at various committee or other meetings.
Participates on a variety of committees to discuss issues of mutual concern and/or to represent
department management. May take notes of agreements and plans made by supervisor and arranges
for implementation by appropriate personnel.
Tracks and monitors office supply inventory and arranges for replenishment of items as necessary.
Performs general clerical/administrative support functions. Composes and/or types letters, forms,
memoranda, and reports from abbreviated notes, tapes, and records; transcribes and/or takes minutes
of routine meetings; copies materials; maintains filing system; sorts and distributes mail.
Provides technical assistance to office staff regarding appropriate response of approach to handling a
citizen complaint or issue, proper workflow procedure, etc.
Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of general clerical/office practices and procedures including basic office workflow
procedures. Knowledge of data processing methods, information storage and retrieval techniques.
Knowledge of common practices and procedures of processing and disseminating information and
supporting documentation. Knowledge of basic record-keeping practices. Skill in organization and work
scheduling. Skill in public relations. Skill in clerical/office functions such as typing/data entry, filing,
answering telephones. Skill in the operation of basic office equipment and machines, computer
terminal, typewriter, copy machines, adding machines, etc. Skill in basic mathematical computations.
Skill in data gathering, compilation, formatting and presentation. Skill in the use of computer hardware
and applicable computer software. Skill in communication, interpersonal skills as applied to interaction
with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to
receive work direction.

Associate's degree in business or secretarial science and four or more years of progressively responsible
administrative support experience including budget preparation, information dissemination, recordkeeping and extensive interaction with the general public.
A comparable amount of training and experience may be substituted for the minimum qualifications.
Cumberland Police Department
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PHYSICAL REQUIREMENTS
Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact as normally defined by
the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively
use and operate various items of office related equipment, such as, but not limited to a, personal
computer, calculator, copier, and fax machine. No significant standing, walking, moving, climbing,
carrying, bending, kneeling, crawling, reaching, and handling, pushing, and pulling.

SPECIAL REQUIREMENTS
None.
Non-Exempt
Rev. 7/13
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CITY OF CUMBERLAND
POLICE RECORDS SPECIALIST

GENERAL DEFINITION OF WORK
Performs a variety of police record keeping duties including proofreading, correcting, and printing of
incident report; creating, updating arrest files, both adult and juvenile; creating, updating rap sheets,
mug shots and fingerprint cards; court ordered expungements; and background checks. Assist
supervisors and officers with reports, files, needed forms, citations books, insurance requests, Public
Information Act for general public on criminal complaints, referral of Incident Reports to appropriate
agency and/or department.

ESSENTIAL TASKS
(These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is similar, related, or a logical assignment to
the position.)
Proofread Incident Reports for grammar and punctuation.
Assist other agencies, department and general public with information and/or reports deemed
appropriate, after approval.
Compile, create and update Criminal RAP sheets, both Adult and Juvenile with correct arrest
information, charges and mug shots.
Check through Summons and Warrants this Department has issued, or has served, determining
completeness of Incident Reports and Arrests.
Process and compile both Adult and Juvenile Arrest records.

Complete monthly Arrest charges, Adult and Juvenile, for monthly reports for statistics.
Print Incident Reports and forward to appropriate insurance agency after review and approval.
Assist Property Room Supervisor with letters (includes animal and city ordinances), evidence, narcotics,
etc.
Cumberland Police Department
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Check through expungements received from both District and Circuit Courts, delete appropriate
charges, and create letters and forms. Maintain files in expungement file cabinet.
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Create photo line-ups with minimal information. Completed manually through computer system.
Assist general public with request of reports needed for court, etc., after approval.
Complete background checks request by other agencies, departments (U.S. wide), or individuals, with
proper identification and approval
Proofread, print Incidents Reports for the Allegany county Liquor Board and the Cumberland Housing,
regarding disturbances, or information that may be needed for various reasons and release after
approval.
Type fingerprint Cards (Cumberland Police Department, Federal and State) with correct/updated
information and changes under time restraints.
Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES
Ability to maintain strict confidentiality, ability to communicate verbally and in writing, ability to deal
with various types of people and agencies in a professional manner. Must be completed under time
constraints. Must be extremely well organized, have excellent typing and general clerical skills, and be
able to follow departmental policy, rules, and guidelines as they apply to the laws governing this
position.

EDUCATION AND EXPERIENCE
Associate's Degree in Secretarial Science with heavy emphasis on computer technology, English (writing,
grammar, etc.)computer technology, power phone, laws on criminal records Expungements, public
information act, etc.
A comparable amount of training and experience may be substituted for the minimum qualifications.

Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact as normally defined by
the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively
use and operate various items of office related equipment, such as, but not limited to a, personal
Cumberland Police Department
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computer, calculator, copier, and fax machine. No significant standing, walking, moving, climbing,
carrying, bending, kneeling, crawling, reaching, and handling, pushing, and pulling.

SPECIAL REQUIREMENTS
None.
Non-Exempt
Rev. 7/13
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CITY OF CUMBERLAND
ADMINISTRATIVE ASSOCIATE I

GENERAL DEFINITION OF WORK
Under supervision, performs administrative/clerical/office activities to assist the department
management in administering programs and services offered to the community. Incumbents may be the
primary support person for the Department director or the key clerical person in the department.
Incumbents interact with the general public by providing information and assistance as it relates to the
department's activities/services, rules and regulations that requires discretionary judgment and
extensive knowledge of departmental policies, procedures, activities. Incumbents exercise with greater
frequency and latitude, initiative and judgment in determining the best way to carry out duties and nonroutine assignments. Incumbents draw upon their knowledge of departmental functions, policies and
procedures, etc., as well as past experience to performing simple reasoning, interpretation and
adaptation of guidelines including unwritten departmental rules, precedents, procedures ,etc. when
handling new or unusual situations.

ESSENTIAL TASKS
(These are intended only as illustrations of the various types of work performed. The omission of specific
duties does not exclude them from the position if the work is similar, related, or a logical assignment to
the position.)
Greets visitors; answers telephones; provides and receives information of both a routine and
confidential nature requiring discretionary judgment and knowledge of departmental policies,
procedures, activities, etc. or refers issues and concerns to appropriate party for resolution.
Receives and responds to complaints, concerns and inquiries, etc. by disseminating information of both
a routine and confidential nature requiring discretionary judgment and thorough knowledge of
departmental policies, procedures, activities, etc. or referring issues and concerns to appropriate party
for resolution.

Assists in preparing and monitoring Department's budget by compiling budgetary information form
divisions or work units, drafting budget, entering information into proper account and generating
reports for supervisor's review. Prepares purchase requisitioning received from department staff and
submits for supervisor's signature.
Cumberland Police Department
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Processes forms, application and other documents by reviewing completed forms for completeness,
verifying information, performing necessary calculation, coding and entering data into computer system.
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Assists in preparing and monitoring Department's budget by compiling budgetary information form
divisions or work units, drafting budget, entering information into proper account and generating
reports for supervisor's review. Prepares purchase requisitioning received from department staff and
submits for supervisor's signature.
Prepares agenda items that pertain to the Department for City meetings. Compiles packets for
commission members to ensure all necessary information is present and in proper format. Serves as the
recording secretary at various committee or other meetings. Transcribes minutes and prepares for
distribution.
May attend court proceedings, record required information, and prepare subsequent required
documents. Assists defendants in understanding court processes, rulings, etc. and provides them with all
necessary information.
Performs general clerical/administrative support functions. Composes and/or types letters, forms,
memoranda, and reports from abbreviated notes, tapes, and records; transcribes and/or takes minutes
of routine meetings; copies materials; maintains filing system; sorts and distributes mail.
Tracks and monitors office supply inventory and arranges for replenishment of items as necessary.
Performs related work as required.

KNOWLEDGE, SKILLS AND ABILITIES
Knowledge of general clerical/office practices and procedures including basic office workflow
procedures. Knowledge of data processing methods, information storage and retrieval techniques.
Knowledge of common practices and procedures of processing and disseminating information and
supporting documentation. Knowledge of basic record-keeping practices. Skill in clerical/office functions
such as typing/data entry, filing, answering telephones. Skill in the operation of basic office equipment
and machines, computer terminal, typewriter, copy machines, adding machines, etc. Skill in basic
mathematical computations. Skill in data gathering, compilation, formatting and presentation.

EDUCATION AND EXPERIENCE
Associates Degree in secretarial/office administrative skills and three or more years of previous
administrative support experience involving information dissemination, recording and storage
Cumberland Police Department
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Skill in the use of computer hardware and applicable computer software. Skill in communication,
interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc.
sufficient to exchange or convey information and to receive work direction.
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responsibility.
A comparable amount of training and experience may be substituted for the minimum qualifications.

PHYSICAL REQUIREMENTS
Must have the use of sensory skills in order to effectively communicate and interact with other
employees and the public through the use of the telephone and personal contact as normally defined by
the ability to see, read, talk, hear, handle or feel objects and controls. Physical capability to effectively
use and operate various items of office related equipment, such as, but not limited to a, personal
computer, calculator, copier, and fax machine. No significant standing, walking, moving, climbing,
carrying, bending, kneeling, crawling, reaching, and handling, pushing, and pulling.

SPECIAL REQUIREMENTS
None.
Non-Exempt
Rev. 7/13
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Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential tasks.
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WORK CONDITIONS

CPD POLICY # 22

22.1 CONDITIONS OF WORK
22.1.1 AGENCY SALARY PROGRAM
22.2 BENEFITS
22.2.1 AGENCY LEAVE PROGRAM
22.2.2 BENEFITS PROGRAM
22.2.3 PERSONNEL SUPPORT SERVICES
22.2.4 LINE OF DUTY DEATH
22.2.5 CLOTHING AND EQUIPMENT
22.2.6 EMPLOYEE ASSISTANCE PROGRAM
22.2.7 EMPLOYEE IDENTIFICATION
22.3 CONDITIONS OF WORK
22.3.1 PHYSICAL EXAMINATIONS
22.3.2 GENERAL HEALTH AND PHYSICAL FITNESS
22.3.3 FITNESS AND WELLNESS PROGRAM
22.3.4 OFF DUTY EMPLOYMENT
22.3.5 EXTRA DUTY EMPLOYMENT
22.3.6 MEDICAL LIGHT DUTY

22.3.7 WORK RELATED INJURIES

22.1 CONDITIONS OF WORK
22.1.1 AGENCY SALARY PROGRAM
CALEA 22.1.1
SALARY STRUCTURE
A. The entry-level salary for the sworn members employed by this agency shall be
determined by agreement(s) entered into between the City of Cumberland and the
bargaining units. (CALEA 22.1.1a)
B. Salary differential within sworn rank(s) shall be determined by agreement(s)
entered into between the City of Cumberland and the bargaining unit. (CALEA
22.1.1b)
C. Salary differential within the ranks of Captain and Lieutenant shall be by agreement
of officers of those ranks with the City of Cumberland. (CALEA 22.1.1b)
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D. Salary differential between rank(s) shall be determined by agreement(s) entered
into between the City of Cumberland and the bargaining unit. (CALEA 22.1.1c)
1. Salary differential between the ranks of Sergeant and Management
positions (Chief of Police, Captain, and Lieutenant) shall be by determined
by the Mayor and City Council of the City of Cumberland. (CALEA 22.1.1c)
E. Salary differential for those with special skills shall be by agreement(s) entered into
between the City of Cumberland and the bargaining unit and shall be subject to
negotiation. (CALEA 22.1.1d)
F. Compensatory time policy shall be governed by agreement(s) of the bargaining units
with the City of Cumberland and in accordance with provisions of the Fair Labor
Standard Act. (CALEA 22.1.1e)
G. Overtime policy shall be governed by agreement(s) of the bargaining units with the
City of Cumberland. (CALEA 22.1.1f)
H. The agreement(s) reached between the employees and the City of Cumberland may
include provisions for various types of salary augmentation. (CALEA 22.1.1g)
1. The agreement shall include the type(s) of salary augmentation, the amount
in each case, and the period of time during which augmentation would be
given.
I.

A copy of the current agreement(s) shall be kept on file with this policy as a
reference.

J.

The pay for Management positions shall be commensurate with the pay for other
sworn officers. (CALEA 22.1.1b)

22.2 BENEFITS

I.

Leave may be granted for an employee under conditions set forth in the agreement
between the City of Cumberland and UCFW Local 1994 MCGEO and the agreement
between the City of Cumberland and American Federation of State, County and
Municipal Employees Local #3066 covering the civilian personnel. While the general
language of the leave provision is included in the General Order, the specific terms and
conditions of each type of leave are listed in each agreement, which are listed as
references.
A. Bereavement Leave - All City employees shall be entitled to leave because of
death in family, with pay, beginning with the first day of permanent
employment. (CALEA 22.2.1a)

Cumberland Police Department
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22.2.1 AGENCY LEAVE PROGRAMS
CALEA 22.2.1
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1. Five (5) working days shall be granted in the death of a parent,
spouse, child, stepchild or stepparent of the employee.
2. Three (3) working days shall be granted in the death of a brother,
sister, mother-in- law, father-in-law, grandparent, half-brothers and
half-sisters. Said days shall be taken at time of death and funeral
services or when funeral services are conducted beyond usual normal
time following death.
B. Emergency Leave - In addition, the employee shall be entitled to leave in the
event of an unexpected emergency arising with his immediate household,
which said leave shall not exceed five (5) days in any one fiscal year, and when
taken, shall be charged to the employee’s vacation for that fiscal year. If
vacation is exhausted, such leave may be charged to sick leave. (CALEA
22.2.1a)

D. Military leave
1. The Cumberland Police Department will comply with the collective
bargaining agreement concerning military leave.
2. The Cumberland Police Department will comply with the Federal
Uniformed Services Employment and Reemployment Rights Act
(USERRA)
3. Orders
a. All military members will provide their Supervisor with all
regularly scheduled drill dates for the year as soon as
possible after they are issued.
b. All military members will notify their Supervisor as soon as
possible for all unscheduled military drills and training.
c. Written orders for each military deployment exceeding 15
days must be turned into the Office of the Chief of Police
via the chain of command.
4. Supervisors will make every attempt to accommodate all requested
military leave.
a. If a conflict arises the scheduling supervisor will consult
with the Captain who will work to rectify the conflict.
5. Court Obligations
a. It will be the deploying officer’s responsibility to make
notification to the Court’s concerning any appearances
they have scheduled and request cases be continued,
postponed or otherwise adjudicated.
6. Annual Training
a. Any employee who is a member of the National Guard, or
of any Reserve Component of the Armed Forces of the
United States, will be entitled to a leave of absence of
Cumberland Police Department

22: work conditions

C. Jury duty - Leave with pay will be granted to employees serving in Full-time
permanent positions in order that he/she may serve required jury duty or if
they are subpoenaed as a witness. (CALEA 22.2.1a)
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fifteen (15) days, without loss of time or annual leave,
during which he/she is engaged in the performance of
official duty as a result of being federalized, or while on
annual training duty in this State, or in the United States,
under competent orders. While on such leave, he/she shall
be paid his/her regular gross salary less the amount
received from the federal and/or state for their training.
(CBA Art 22.2) (CALEA 22.2.1a)
7. Weekend Training
a. A reasonable effort shall be made by the Chief of Police to
alter the regularly scheduled workweek of an employee
who must report for military duty on weekend per month
but who is regularly scheduled to work weekends. (CBA Art
22.3)
8. Seniority/rank
a. It shall be the policy of the Cumberland Police Department
to guarantee seniority to its permanent employees, who
volunteer or are called to active military service during a
national emergency, a position upon their return to CPD
equal to the one they left, provided the employee makes
application within 90 days after being released under
honorable conditions for such military service. Employees
who volunteer or are called for active military service shall
be paid at the date they leave department employment for
all accrued vacation to their credit at that date. (CBA Art
23.1)
b. In the event of hospitalization or it is impossible to reapply
at no fault of the employee (i.e. injury, prisoner of war) as a
result of military action the time period to re-apply will be
extended up to 2 years.
9. Long term military deployment
a. Long term military leave will be defined as a total absence
from the Department of 90 days or more to include official
deployment and any pre or post deployment absences to
include rehabilitation time.
b. The Captain will serve as the agencies long term military
leave coordinator. (CALEA 22.2.8a)
c. All written orders concerning any long-term deployment
must be submitted to the Office of the Chief of Police via
the Chain of Command as soon as possible.
d. Prior to leaving the Department for deployment, on the
officer’s last duty day or by special appointment, the
deploying officer will:
1. Request a meeting with the City Of Cumberland
Human Resources Office to ensure that health care
coverage, payroll, and similar programs will be
maintained in accordance to City and USERRA policy.
(CALEA 22.2.8b)

4
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2. Request a meeting with the Department’s
Quartermaster and turn in all weapons, cell phone,
badge and identifications, department vehicle, and
any other department property the Quartermaster
requests. (CALEA 22.2.8d)
a. The Chief of Police may give permission for a
deployed officer to maintain custody of any
Department property upon request.
3. The Chief of Police will schedule an exit interview
with the deployed officer to ensure that the officer
has been properly processed out and that all of their
needs are being met. (CALEA 22.2.8c)
10. Communication (CALEA 22.2.8g)
a. The deployed officer will be allowed to maintain their
department e-mail account.
b. Prior to being deployed the deployed officer will be
encouraged to maintain contact with the Department
and its officers and provide their Military Liaison Officer’s
information to the Department if known.
c. The Department will be encouraged to maintain contact
with the deployed officer, if possible, providing the
officer with agency news, and significant events.
d. The Captain will act as the Department’s primary point of
contact for the deployed officer concerning official
business; however, this will not prohibit other employees
from communicating with the deployed officer. (CALEA
22.2.8a)
e. Members of this department will not send the deployed
officer items known to be prohibited in their particular
military assignment.
11. Reintegration
a. The deployed officer will attempt to make the
Department aware of his/her anticipated return date if
possible.
b. Upon being released from military duty, the deployed
officer will contact the Chief of Police in writing and make
a request to be re-instated as written in the collective
bargaining agreement.
c. Chief’s Responsibilities:
1) Upon returning from military service of any length,
the deployed officer may request an in-processing
interview with the Chief of Police. (CALEA 22.2.8e)
2) Upon returning from military service consisting of 90
days or more, the deployed officer must schedule an
in-processing interview with the Chief of Police.
(CALEA 22.2.8e)
3) During the interview, the Chief of Police will evaluate
the returning officer for fitness for duty and offer or
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order medical or psychological services, as deemed
appropriate.
4) After conferring with the Captain, the Chief will issue
a Personnel Order with the returning officers
assignment.
d. Captain’s responsibilities:
1) Coordinate the re-integration of the returning officer
acting as the point of contact to schedule
appointments and activities.
2) Contact Human Resources, ensure that the deployed
officer’s re-hiring is known, and all financial
arrangements and benefits are up to date, and
continued. (CALEA 22.2.8b)
3) Make the returning officers assignment and request
the Chief issue a Personnel Order.
e. Training Coordinator’s responsibilities:
1) Check the deployed officer’s status with the MPCTC
and make arrangements to re-certify if necessary.
2) Make arrangements to have the deployed officer requalify with all lethal and less-lethal weapons
appropriately. (CALEA22.2.8f)
3) Make sure the officer is up to date in all necessary
training and legal updates.
f. Quartermaster’s responsibilities:
4) Make arrangements to have all identification,
department property, uniform, and duty gear, reissued. (CALEA 22.2.8d)

F. Leaves of Absence - Any employee may, upon application in writing, be
granted a leave of absence, without pay, and not to exceed one (1) year for
the reason of personal illness, illness in the immediate family, disability, or for
the purpose of furthering employee’s education or training. (CALEA 22.2.1a)
1. Notwithstanding other provisions of the agreement, any employee
elected or appointed as an employee of the bargaining body shall
be granted a leave of absence without pay for the term of the
election or appointment of his/her office, or any extension thereof.
2. Leaves of absence without pay shall be granted to attend and serve
as delegates to conventions and organization conferences related to
the bargaining body.
3. Seniority shall accumulate during all leaves of absence granted
under the provisions of the agreement. Employees shall be
Cumberland Police Department
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E. On-duty injury - In the event an employee sustains an injury during the
performance of police duties while in the employ of the City of Cumberland,
he/she shall receive his/her regular rate during the period of temporary total
disability, not to exceed one (1) year. The Employer reserves the right to void
this section in the event a Wage Continuation Insurance Program is instituted.
(CALEA 22.2.1c)
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returned to the position they held at the time the leave of absence
was requested.
G. Family and Medical Leave Act, which grants up to twelve (12) weeks of
unpaid leave per year to employees who are unable to perform their job
duties because of a serious health condition, having a child, or who need to
care for ill family members. In accordance with the Act, employees should
provide at least thirty (30) days’ notice, if possible, of their intention to take
leave. General information on the Act will be made available to all employees
of the Cumberland Police Department. Federal Regulations published in 29
CFR Part 825. (CALEA 22.2.1e)

22: work conditions

H. Holiday leave - All Administrative employees, with the exception of Sworn
Police Officers, shall be entitled to paid time off on those holidays observed
by the City as specified in their respective bargaining agreements. To work a
forty (40) hour week with days off assigned according to seniority. In the
Police Department, where continuous operations exist, the employees shall
be granted the number of days off in lieu of holidays, which shall be assigned
as if it were vacation in accordance with departmental procedure. (CALEA
22.2.1b)
1. Any Shift Supervisor or Duty Supervisor who finds it necessary
to do so may, with the approval of the Operations Commander
or the Chief of Police, direct some or all employees of his Shift
to report for work on any of the holidays in effect. (The normal
operations within the Cumberland Police Department dictate
that any holiday which is observed on a law enforcement
officer's (i.e. Lieutenant, Sergeant, Corporal, Police Officer)
regular scheduled workday, shall automatically be worked by
said individual unless said individual is excused from work.
Provisions regarding scheduling, time off, compensation for
work on an observed holiday, etc. are contained in the
collective bargaining agreement between the City and UCFW
Local 1994 MCGEO and the agreement between the City and
the American Federation of State, County and Municipal
Employees Local #3066.

Cumberland Police Department
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The following are designated as paid holidays for all employees:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

New Year's Day
Martin Luther King’s Birthday
President’s Day
Good Friday Day
Memorial Day
Independence Day (July 4th)
Labor Day
Thanksgiving Day and the day following
Christmas Day
Employee’s Birthday

I.

Sick leave - All employees serving in full-time Permanent positions shall be
entitled to sick leave with pay based upon the rate provided in the handbook
of Employee’s Fringe Benefits adopted by City Council. (CALEA 22.2.1c)
1. Sick leave shall not be used for any purpose other than
personal illness (Federal Law requires that pregnancy be
treated as any other illness or disability. Family and Medical
Leave Act.), injury or for medical examination or treatment,
unless otherwise specifically authorized by directive of the
Mayor and City Council.
2. In order to receive sick leave, an employee must notify his
immediate supervisor, or designated person in charge, one
(1) hour or more before Roll Call, except in the case of
accident or sudden illness, in order that a replacement can be
obtained if such is deemed necessary by the Supervisor
3. Employees will be required to produce a doctor’s certificate,
which states the nature of illness when he/she is off from
work more than two (2) days in order to be paid for use of
sick leave. A record of sick leave will be maintained by the
City for each officer.
4. Whenever an officer is marked off sick, it will be assessed to
the officer’s sick leave record and will remain on the record

Cumberland Police Department
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2. When any of the above holidays fall on Saturday, Friday shall be
granted as the “day off”.
3. When any of the above holidays fall on Sunday, Monday shall be
granted as the “day off”.
4. In addition to the holidays listed above, when Independence Day
(July 4), Christmas Day, or New Year’s Day falls on Tuesday, the
preceding Monday shall be granted as a holiday; when
Independence Day (July 4), Christmas Day, or New Year’s Day falls
on Thursday, Friday shall be granted as a holiday.
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until July 1 of each year, regardless of the date of the
occurrence.
5. If at any time an officer has more than three (3) sick leave
occurrences on his record, he/she will be required to produce
a doctor’s certificate before returning to work. The doctor’s
certificate will state the nature of the officer’s illness and
ability to return to work.
6. SICK LEAVE ABUSE POLICY
a. The control of sick leave is one of the primary
responsibilities of the employee and Command
Staff personnel. Excessive use of sick leave is an
individual problem that affects the entire agency by
lowering morale and causing staffing problems.
b. The major responsibility of controlling absenteeism
of any kind rests with the first-line supervisor and
the Attendance Control Officer.
c. The use of sick leave is discussed in Section 22.2.1, C
and is partially governed by the UFCW Agreement,
Article X.
d. Sick Leave Occurrences.
i. As discussed in the UFCW Agreement, Article X,
section 2, sick leave shall be granted to
employees when they are incapacitated by
sickness, injury or for medical examination or
treatment.
e. The Attendance Control Officer (ACO) is a duty
performed by the Captain or, in his absence,
another command staff officer so designated by the
Chief of Police.
f. The Captain will monitor sick leave usage and apply
appropriate attendance control measures in
conjunction with the UFCW Agreement.
g. A CPD form PSD-2 Sick Leave Warning is issued to
any officer whose sick leave usage has been shown
to have been taken in conjunction with his regular
days off or vacation and/or shows a pattern of
being used on the same day(s) of the week at least
three (3) times during a calendar year.
h. An e-mail is sent to every officer who has more than
four (4) sick leave occurrences within a twelve (12)
month period on his record. The e-mail advises the
officer that he must produce a doctor’s certificate
each time before returning to work as discussed in
the UFCW agreement Article X, section 3.
i. A supervisor will complete an original CPD Form S-1
Report of Officer Sick Leave each time an officer
reports off sick. A Form CPD Form S-1 Report of
Officer Sick Leave will also be completed when the
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J.

Vacation (annual) leave(CALEA 22.2.1d)
1. Vacation shall be adjusted to July 1 next following employment in
probationary status at the rate of 5/12 day for each month, or
portion thereof, worked in the current fiscal year. Said vacation
shall be taken during the next fiscal year.
2. When an employee is hired in the period January 1 to June 30, he
shall earn five (5) days’ vacation during the first fully completed
fiscal year.
Cumberland Police Department
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officer reports to duty. Each complete CPD Form S-1
Report of Officer Sick Leave will be forwarded to the
Captain.
j. When an employee is off work for an extended
period of time (thirty or more calendar days) on sick
leave or for an injury related absence, it shall be the
employee’s responsibility to contact his Shift
Commander at least once every thirty (30) days to
provide an update on his progress. Any doctor
appointment, rehab session or other such
information will be noted by the Shift Commander.
k. Disciplinary Action.
1) The Cumberland Police Department may
take appropriate disciplinary action against
an employee for using sick leave for
purposes other than described in this
policy, for failing to notify the proper
authority of the use of sick leave, or failure
to provide appropriate documentation
when required to do so.
l. The Chief of Police, assisted by all supervisory
personnel, shall be responsible for preventing abuses
of sick leave. Sick leave shall not be considered leave
time, which an employee may use at his discretion
for personal business. If an employee is found to
have abused this sick leave policy provision, he shall
be subject to disciplinary action, including possible
suspension or dismissal.
m. When an officer has three (3) or more sick leave
occurrences during a calendar year and each of those
occurrences are in conjunction with the officer’s
regular days off or vacation and/or that sick leave
shows a pattern of being used on the same day(s) of
the week, the Captain will issue form PSD-2 (Sick
Leave warning) to that officer to be placed in their
personnel file.
n. Vacation leave, personal leave, or compensatory
time may be used to supplement sick leave when the
latter is exhausted.
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3. When an employee is hired in the period July 1 to December 31,
he/she shall begin earning vacation at the rate of ten (10) days
during the first fully completed fiscal year.
4. All employees serving in full-time Permanent positions shall be
entitled to vacation leave with pay based upon the following
schedule:
Completed Years of Service

Accrued Vacation Days per year

Second Fiscal Year
Third through Fourth Fiscal Year
Fifth through Ninth Fiscal Year
Tenth through Twenty-fourth Fiscal Year
Twenty-fifth through Thirtieth Fiscal Year

10 days
15 Days
20 Days
25 Days
30 Days

5. Use of vacation leave prior to completion of the one (1) year
probationary period, and the procedures governing the use and
approval of such leave, are covered under Article IX, Section 1, UCFW
Local 1994 MCGEO Contract.
6. Although employees are encouraged to utilize this benefit for the
purpose for which it is intended - e.g. rest, relaxation, travel, etc.,
each employee will have the option to sell back and receive straight
holiday pay in lieu of up to fifteen (15) Holiday/vacation days. The
sell back will occur on July 15 and March 15 of each year.
CONSENSUAL WORK SUBSTITUTING
CALEA 41.1.1F
A.

III.

With approval of the Shift Supervisor, each employee may be permitted leave with
pay for any days on which he/she is able to procure another employee to work in
his/her place, provided:
1. Such substitute is in the same classification as the employee he/she is
replacing.
2. All Shift Supervisors associated with the change are notified not less
than one (1) day prior to its becoming effective, except in the case of
emergency, when notification may be made by phone.
3. All Shift Supervisors associated with the change must approve the
arrangement.
4. Neither the department nor the City is held responsible for the
enforcement of any agreement made between the employees, nor shall
any additional cost be incurred by the City as a result thereof.

SCHEDULING LEAVE

Cumberland Police Department
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II.
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A. The following principles apply to determining leave:
1. Leave for Shift Supervisor shall be scheduled in such a manner as to not
coincide with other Sergeants or Corporals days off. In this way, when the
Shift Supervisor is off, the second Sergeant on the shift will fill in. If both
Sergeants are both off due to sickness, regular days off, or vacation, the
Corporal on the shift will serve as the Shift Supervisor.
2. Vacations will be scheduled so as to not have two of the supervisory
personnel off on vacation at the same time.
3. There may be exceptions to this from time to time and will be addressed on
a case by case basis by the Patrol Lieutenant.
4. Days off for patrol officers on the shifts will be given in accordance to the
UCFW Local 1994 MCGEO, Article XXXIV.

22.2.2 BENEFITS PROGRAM
CALEA 22.2.2
RETIREMENT (CALEA 22.2.2a)
A. Retirement age for all sworn members of the Cumberland Police
Department shall be age sixty (60). However, upon application each year
thereafter, an officer may be extended on a year-to-year basis with
mandatory retirement at age seventy (70).
1. Application for extension must be filed with the Chief of Police and
the Personnel Officer one hundred twenty (120) calendar days prior
to the officer’s retirement date.
2. The officer wishing to extend his employment with the City must be
examined by the City Doctor in order to produce satisfactory medical
evidence of his capability to perform the duties prescribed for his
position and as a condition of continued employment.
3. The City Administrator, Personnel Officer, and the Chief of Police shall
make a final determination on granting the extension or denying the
request for extension. Their decision shall be based on the results of
the physical examination, results of the physical challenge obstacle
course, and on the officer’s record and job performance.
4. The City must either grant or deny the extension within 45 calendar
days of receiving the application.
5. The officer wishing to extend his employment with the City must file
the application and follow the same procedure each year he wishes
to extend.
B. The agency's retirement program for employees is managed by the State
Retirement Agency of Maryland
1. The Human Resources Department will have information pertaining
to the benefits and general policies of the Retirement and Pension
Systems.

Cumberland Police Department
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2. Employees’ Retirement System and the Employees’ Pension System
of the State of Maryland (ERS & EPS) have final authority over
matters concerning retirement since the retirement fund is not
actually managed by the City of Cumberland.
3. An employee of the City who has prior service with the State of
Maryland, or any political subdivision thereof, shall be entitled to
receive credit for his/her prior service with these employers for the
purpose of retirement, providing that said employee was in the same
State retirement system as the City of Cumberland. This credit can
only be given if there is no break in service when a person leaves one
employer and moves on to the next employer who participates in the
system(ERS & EPS Benefits Handbook)
C. Payment for Unused Vacation Leave - An employee leaving the service
shall be reimbursed for all accrued vacation, which he/she was entitled
during the current year in accordance with the schedule.
D. Sick Leave Bonus: All full-time, permanent employees who have a
balance of at least seventy -five (75) days as of June 30th, shall be
entitled to a bonus for unused sick leave for a maximum of up to five
(5) days if no sick leave has been used the following fiscal year. Those
days for which pay is received under this section shall also be deducted
from the accumulated sick leave account of the employee. Payment
shall be made following the completion of the Fiscal Year. If sick leave
is used, the available time for payment shall be reduced. Article X,
Section 7, UCFW Local 1994 MCGEO; Article IX, Section 7, AFSCME
Contract
E. An employee retiring in good standing with the Department must make
a formal written request to the Chief to receive the retirement package
from within the Department, which includes a retirement badge and
identification card.
HEALTH INSURANCE
CALEA 22.2.2b
A. Medical, prescription drug, and vision insurance - The City shall make
available group medical, prescription drug, and vision benefits to all
employees and dependents who meet the eligibility requirements of the
plan. Said benefits will be made available with a contribution on the
part of the employee towards the premium (15% or 3%) depending on
the option selected for participation, along with deductibles and copayments. Article XIX, Section 1, 2, 3, and 4, UCFW Local 1994 MCGEO;
Article XVIII, Sections 1, 3 and 5, AFSCME Contract.
B. The Human Resources Department will keep current copies of the health
plan on file, will make copies available to employees, and will assure that
Cumberland Police Department
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employees are notified of any additions, deletions, or modifications to the
health plan.
II.

DISABILITY AND DEATH BENEFITS
CALEA 22.2.2c
A. The agency's disability benefits are provided through PMA Insurance Group (worker's
compensation). Information is posted in a conspicuous place in the Police
Department with other information.
B. Death benefits may be provided from several sources.
1. Death benefits are provided through the Employees’ Retirement System and the
Employees’ Pension System of the State of Maryland. Should an employee
become deceased after a period of one (1) year after start of service, his/her
beneficiary would receive a lump-sum payment equal to one hundred percent
(100%) of his/her annual salary being paid at time of death.
2. The City of Cumberland agrees to provide life insurance in the amount of not less
than Ten Thousand Dollars ($10,000) for each employee. Article XIX, Section 3,
UCFW Local 1994 MCGEO; Article XVIII, Section 2, AFSCME Contract
a. In the case of a death in the line of duty, the agency shall ensure that
application is made in behalf of the deceased for federal and state
benefits, as well as those guaranteed by the Employees’ Retirement
System and the Employees’ Pension System of the State of Maryland and
life insurance carried by the City for the employee.

III.

LIABILITY PROTECTION
CALEA 22.2.2d
A. The Employer maintains police liability insurance coverage for all employees of the
Cumberland Police Department. The Employer pays the annual premium for such
coverage. Presently, the City carries “Police Performance Liability Declaration”
through the General Star Indemnity Co. Whether or not insurance coverage is
available, the employee shall be indemnified and held harmless by the City, provided
the employee acted within the scope of his assigned duties in the situation out of
which a claim or lawsuit arises.
EMPLOYEE EDUCATIONAL BENEFITS
CALEA 22.2.2e, 33.8.4b,c
A. Although the Cumberland Police Department does not have any educational benefits
specific to the police department all City of Cumberland employees are eligible for a
tuition assistance program.
B. Below is the City of Cumberland’s tuition assistance program:

Cumberland Police Department
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CITY OF CUMBERLAND
TUITION REFUND PROGRAM
Tuition Refund Program is available to permanent, full-time employees. The program is
designed to help reimburse eligible employees for a portion of their tuition expenses, for preapproved educational courses, which must relate to the employee's present job or a
reasonable promotional objective.
A. Eligibility
1.

Employee who is on a permanent, full-time status, in good standing.

2.

The resignation or discharge of an employee automatically terminates
his eligibility for benefits under this program.

3.

An employee shall remain active in City Service for a period of at least
two calendar years following the completion of a course or courses for
which employee has received reimbursement.
a.
On resignation, termination for cause, or retirement
from City service, an employee shall reimburse the City
an amount equal to that paid to the employee under
this program during the 12 months immediately
preceding separation from City service.
b.
If the employee is separated from City Service due to
layoff, reduction in force, or
other
reason
beyond the control of the
employee,
reimbursement to the City will not be required.

4.

Part-time employees are not eligible to participate in this program.
Contract employees require approval by the City Administrator in
addition to the approvals required for full-time permanent employees.

C.

Courses
1. This program applies to courses offered by accredited colleges or universities
including correspondence courses.
2. The course must relate to the employee's present job or a reasonable
promotional objective. Courses, including associated courses and electives,
Cumberland Police Department
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NOTE: Permanent, full time employee is an individual holding a position in the Classified
Service of the City of Cumberland Government who is required to work at least 35 (thirty-five)
hours per week. Good standing is the condition of an employee whose work performance is at a
satisfactory level or better as determined by the most recent Performance Evaluation; who is
actively employed; and who is not in a disciplinary status.
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taken toward an undergraduate degree related to the employee's present
job or reasonable promotional objective are acceptable.
3. There must be a probability that the course will contribute to the employee's
development as a City employee.
4. Course attendance must be on the employee's own time and should not
interfere with his regular work assignment.
5. The following courses of study are not eligible for reimbursement under the
Tuition Assistance Program:
a. Courses of study, the specific purpose of which is to prepare the
individual to take an examination or test. (Example: Real Estate license
preparation courses.)
b. So called "enrichment" or continuing education courses.
D.

Approval
1. Approval for course eligibility must be requested prior to the starting date of
the course and granted by the employee's department director and the
Personnel Officer.
2. Approval will be requested on a form to be provided by the Personnel
Department and will be accompanied by a copy of the registration form
from the college or university showing the direct tuition cost, date and times
of the course, and expected completion date of the course.
3. It shall be the employee's responsibility to notify the Personnel Office if they
withdraw from or fail to successfully complete a course so that the
incumbent funds can be released for use by other employees.
Reimbursement
1. Amounts of reimbursement to employees under this program will be made
for tuition.
2. Reimbursement of up to 50% of direct tuition cost incurred, with a limitation
of $600 per applicant per calendar year. Direct tuition costs do not include
textbooks, laboratory fees, and other expenses.
3. Course requirement for reimbursement is evidence of a grade of "C" or
better; if a pass/fail system, a pass.
4. Reimbursement shall be made after successful completion of
each
individual course of study. Certified evidence of completion of a course must
be submitted to the Personnel Officer not later than 15 days after
completion of the course.
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5. An employee is not eligible for reimbursement if the employee is receiving
financial assistance for education from another governmental or
institutional source. An employee who leaves the Classified Service prior to
actual reimbursement is not entitled to reimbursement.
6. Authorization for reimbursement is contingent on the availability of funds
appropriated for the purpose of tuition assistance. The Tuition Assistance
Program shall cease in any month that funds are no longer available.
Because reimbursement is contingent on availability of appropriated funds,
employees apply at their own risk and reimbursement cannot be guaranteed
by the City.
7. Employees shall not be reimbursed more than once for the same course or
receive reimbursement from more than one source for the same course.
Filing Procedure
1. When an employee wishes to participate in the tuition refund program, he
will complete a Tuition Reimbursement Application form, which can be
obtained from the Personnel Department.
2. The employee will submit the application to his immediate supervisor and, if
necessary, discuss the application with the supervisor to provide information
relevant to determining if the employee is eligible to participate in the
program.
3. If eligibility (employee and course) is recommended, the employee's
immediate supervisor will forward the completed tuition Reimbursement
Application with an itemized bill to the department director for approval.
4. If approved by the department director, the application will then be
submitted to the personnel Department for review, final approval and
processing.
5. The Personnel Officer acknowledgment portion of the employee's Tuition
reimbursement application form will be returned to the employee. This form
will indicate if the request has been approved, or will give reason(s) if
disapproved.
6. A new application must be submitted for each session (semester or other
term).
7. Within fifteen (15) days of completion of approved courses, the employee
must submit a copy of the final grade to the Personnel Department.
8. Upon receipt of above materials, the Personnel Department will process a
refund to the employee.
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22.2.3 PERSONNEL SUPPORT SERVICES
CALEA 22.2.3
I.

HUMAN RESOURCES
A. The City of Cumberland Human Resources Department will be the primary agency
responsible for personnel support services for all Cumberland Police Department
employees.
B. The Cumberland Police Department Policy and Procedure Manual should be used as a
reference manual for many of the personnel services available to employees.
C. Employees having questions or needing support are encouraged to contact their
supervisors for guidance.
D. Other contacts that may be able to assist are:
1. The Office of the Chief of Police
2. Your union or bargaining unit representatives
3. The police department volunteer Chaplin
E. Under the provisions of OSHA regulation 29 CFR 1910.1030, the agency shall offer
vaccinations for Hepatitis B to all persons who could potentially be exposed.
1. Documentation of vaccination or the refusal of the offer shall be documented
and filed.
2. Education and training concerning bloodborne pathogens and disease
exposure shall be offered to employees.

22.2.4 LINE OF DUTY DEATH
CALEA 22.2.4
I.

PURPOSE:
A. To establish procedures to ensure the proper support and emotional care for a
member’s family following a line-of-duty death or critical injury incident
POLICY:
A. The Cumberland Police Department will provide liaison assistance to the immediate
survivors of a member who dies in the line of duty. This assistance is provided while the
member was performing a police-related function, either on or off-duty and while he or
she was an active member of the Department. The Police Chief may institute certain
parts of this Order for cases of a member’s natural death. The Police Department will
provide a clarification and comprehensive study of survivor benefits as well as
emotional support during this traumatic period of readjustment for the surviving family.

Cumberland Police Department
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Funeral arrangements of the deceased member are to be decided by the family, with
their wishes taking precedence over the departments.
III.

BACKGROUND:
A. Coordination of events following the line-of duty death of a law enforcement Officer is
an extremely important and complex responsibility. Professionalism and compassion
must be exhibited at all times as an obligation to the member’s survivors and to the law
enforcement community.
B. In order to provide the best possible services and support for the member’s family,
specific duties may be assigned by the Chief to selected members of the Department.
The duties include, but are not limited to:
1. Notification of next of kin
2. Hospital Liaison
3. Family Liaison
4. Department Liaison
5. Benefits Coordinator
C. An explanation of each of these responsibilities is contained in this Order. A member
may be called upon to perform more than one role.
1. Members will maintain an up-to-date “Confidential Line-of-Duty Death
Information” form. (CPD form AD-6) The information will be of extreme comfort
to members’ families and the Police Departments in fulfilling the deceased
officer’s wishes.
2. The Chief, or his designee, will conduct all press conferences, issue all press
releases and otherwise handle the news media throughout the ordeal. If the
family decides to accept an interview, the Chief should attend to “screen”
questions presented to the family so as not to jeopardize subsequent legal
proceedings.
BADGE SHROUDS
A. DISPLAY OF BADGE SHROUD
1. Sworn members of the Cumberland Police Department will honor the death of
fellow law enforcement officers by wearing a badge shroud, also known as a
mourning band, across their badge.
2. When ordered, a badge shroud will be worn on any displayed metal breast badge,
no matter where it is worn (i.e. on the belt of a detective)
3. No tape or shroud will be placed on any sewn-on badges.
4. CPD Officers will wear the CPD issued thin blue line badge shroud which is a ½”
black band with blue stripe, horizontally across the center of the badge.

Cumberland Police Department

22: work conditions

II.

19

B. WHEN TO WEAR BADGE SHROUDS
1. The Chief of Police or his designee will issue an order advising all sworn employees
when to wear badge shrouds specifying:
a. The officer who is to be honored
b. The officer’s home agency
c. Whether it is a line of duty death or other
d. The length of time or circumstances when the shroud should be worn
2. When the order is issued, all sworn CPD officers will adhere and wear a badge
shroud on all displayed breast badges regardless of their assignment.
3. The Chief of Police has discretion of when to wear badge shrouds and may order
wearing them in any special circumstances.

C. BADGE SHROUD PROTOCOL:
1. Badge shrouds will be worn upon the line of duty death of an active Cumberland
Police Officer from the date of death until sunset on the thirtieth (30th) day after
his/her death.
2. Badge shrouds will be worn from the date of death until sunset on the day of the
internment upon the death of any active sworn Cumberland Police Officer who
did not die in the line of duty.
3. Badge shrouds will be worn upon the line of duty death of a law enforcement
officer from a neighboring jurisdiction from the date of death until sunset on the
day of the internment.
a. The Chief of Police has discretion as to what qualifies as a neighboring
jurisdiction.
4. All sworn officers attending any funeral, viewing, memorial service, or
participating in the precession of any active law enforcement officer in any
jurisdiction, regardless of whether it was a line of duty or not, will wear a badge
shroud.
5. All sworn officers attending the funeral, viewing, memorial service, or
participating in the precession of any retired Cumberland Police Officer will wear a
badge shroud.
Memorial Day.

IV.

PROCEDURES AND RESPONSIBILITIES
A. Notification
Cumberland Police Department
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6. Badge shrouds will be worn each May 15th celebrating National Peace Officers
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B. Assistance for Affected Police Department Members

Cumberland Police Department
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1. It is the responsibility of the Chief to properly notify the next of kin of a member
who has suffered severe injuries or died. The Chief will personally make the
notification or, in his absence, designate the Captain to inform the survivors.
2. The name of the deceased member will not be released by the Police
Department before the immediate family is notified.
3. If there is knowledge of a medical problem with an immediate survivor, medical
personnel should be available at the residence at the time of notification.
4. Notification will be made in person and never alone. The Police Department’s
Chaplain, close friend, or another Officer survivor should appropriately
accompany the Chief, however, if the aforementioned persons are not readily
accessible, notification should not be delayed until these people can gather. If
there is an opportunity to get to the hospital prior to the demise of the
member, do not wait for the delegation to gather. The family should learn of the
death from the Police Department first and not from the press or other sources.
5. Never make a death notification on the doorstep. Ask to be admitted to the
house. Inform family members slowly and clearly of the information that you
have. If specifics of the incident are known, the Chief should relay as much
information as possible to the family. Be sure to use the member’s name during
the notification. If the member has died, relay that information. Never give the
family a false sense of hope. Use words such as “died” and “dead” rather than
“gone away” or “passed away”.
6. If the family requests to visit the hospital, they should be transported by cruiser.
It is highly recommended that the family not drive themselves to the hospital. If
the family insists on driving, a member of the Police Department should
accompany them in the family car.
7. If young children are at home, the Chief, or his designate, must arrange for
babysitting needs. This may involve co-workers’ spouses, transportation of
children to a relative’s home, or similar arrangements.
8. Prior to departing for the hospital, the Chief should notify the hospital staff and
the “Hospital Liaison”, (by telephone, if possible), that the family is in route.
9. The deceased or severely injured member’s parents should also be afforded the
courtesy of a personal notification, whenever possible.
10. If immediate survivors live outside the Cumberland area, the Police Department
will ensure that a teletype message is sent to the appropriate jurisdiction,
requesting a personal notification. The Chief may choose to call the other
jurisdiction by telephone in addition to the teletype message. Arrangements
should be made to permit simultaneous telephone contact between the
survivors and the Department. The Cumberland Police Department will attempt
to make personal contact with the survivors that live outside the Cumberland
area whenever possible.
11. In the event of an on-duty death, the external monitoring of police frequencies
may be extensive. Whenever possible, communications regarding notifications
should be restricted to the telephone. If the media has obtained the member’s
name, they will be requested to withhold the information, pending notification
of next of kin.
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1. Members who were on the scene or who arrived moments after a member was
critically injured or killed should be relieved as quickly as possible.
2. Police witnesses and other members who may have been emotionally affected
by the serious injury or death of another member will attend a Critical Incident
Stress Debriefing held by a trained mental health professional chosen by the
Cumberland Police Department.
C. Assisting the Family at the Hospital
1. The first official, other than the Chief or his designate, to arrive at the hospital
becomes the “Hospital Liaison”. The “Hospital Liaison” is responsible for
coordinating the activities of hospital personnel, the member’s family, police
officers, the press and others. These responsibilities include;
a. Arranging with hospital personnel to provide an appropriate waiting
facility for the family, the Chief, and others requested by the immediate
survivors.
b. Arranging a separate area for fellow Officers to assemble.
c. Establishing a press staging area
d. Ensuring that medical personnel relay pertinent information regarding a
member’s condition to the family on a timely basis and before such
information is released to others.
e. Notifying the appropriate hospital personnel that all medical bills
relating to the injured or deceased member are directed to the City of
Cumberland Division of Human Resources. The family should not
receive any of these bills at their residence. This may require the
“Hospital Liaison” to re-contact the hospital during normal business
hours to ensure that proper billing takes place.
f. Ensuring that the family is updated regarding the incident and the
member’s condition upon their arrival at the hospital.
g. Arranging transportation for the family back to their residence.

3. Support of the Family during the Wake and Funeral
a. The Chief, or his designee, will meet with the member’s family at their
home to determine their wishes regarding departmental participation in
the preparation of the funeral or services. All possible assistance will be
rendered.
b. With the approval of the family, the Chief will assign a “Family Liaison”,
a “Department Liaison” and a “Benefits Coordinator”.
Cumberland Police Department
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2. If it is possible for the family to visit the injured member before death, they
should be afforded that opportunity. The Chief, or his designate, should
“prepare” the family for what they might see in the emergency room and should
accompany the family into the room for the visit if the family requests it.
Medical personnel should advise the family of visitation policies and, in the
event of death, explain why an autopsy is necessary.
a. The Chief should remain at the hospital while the family is present.
b. Do not be overly protective of the family. This includes sharing specific
information as to how the member met his or her demise, as well as
allowing the family time with the deceased member.
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E. Department Liaison
1. This position will be assigned to the Captain because of the need to effectively
coordinate resources throughout the Department.
2. Responsibilities of the “Department Liaison” include:
a. Working closely with the “Family Liaison” to ensure that the needs of
the family are fulfilled.
b. Meeting with the following persons to coordinate funeral activities and
establish an itinerary:
1) Chief
2) Funeral Director
3) Family Priest or Minister
4) Cemetery Director
5) Honor Guard
3. Directing the funeral activities of the Department and visiting police
departments according to the wishes of the family.
4. Issuing a teletype message to include the following:
a. Name of deceased
Cumberland Police Department

22: work conditions

D. Family Liaison
1. The selection of a “Family Liaison” is a critical assignment. An attempt should be
made to assign someone who enjoyed a close relationship with the member and
his or her family. When possible, male/female “teams” should be utilized as
“Family Liaisons”, thus preventing bonding between the survivor(s) and
member(s) during a vulnerable time in the survivor’s life.
2. This is not a decision-making position, but a facilitator between the family and
the Department.
3. Responsibilities of the “Family Liaison” include:
a. Ensuring that the needs of the family come before the wishes of the
Department.
b. Assisting the family with funeral arrangements and making them aware
of what the Department can offer if they decide to have a police
funeral. If they choose the latter, briefing the family on funeral
procedure (i.e., presenting the flag, playing of taps, firing party).
c. Apprising the family of information concerning the death and the
continuing investigation.
d. Providing as much assistance as possible, including overseeing travel
and lodging arrangements for out-of-town family members, arranging
for food for the family, meeting child care and transportation needs,
etc.
e. Being available to the family, as much as possible.
f. Determining what public safety, church, fraternal and labor
organizations will provide in terms of financial assistance for out-oftown family travel, food for funeral attendees following the burial, etc.
g. Notifying “Concerns of Police Survivors” (C.O.P.S.), (573) 346-4911.
Members are available to provide emotional support to surviving
families.
h. Carrying a cell phone at all times.
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F. Benefits Coordinator
1. The “Benefits Coordinator” will gather information on benefits/funeral
payments available to the family. The “Benefits Coordinator” has the
Department’s full support to fulfill this responsibility to the survivors and is
completely responsible for filing the appropriate benefit paperwork and
Cumberland Police Department
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b. Date and time of death
c. Circumstances surrounding the death
d. Funeral arrangements (state if service will be private or a police funeral)
e. Uniform to be worn
f. Expressions of sympathy in lieu of lowers
5. Contact person and telephone number for visiting departments to call to indicate
their desire to attend or to obtain further information. (see attachment form)
a. Establishing a command center, if necessary, to coordinate information and
response to the tragedy.
b. Developing a policy for the wearing of badge memorial ribbons and use of
patrol vehicle memorial sashes.
c. Obtaining an American flag. If the family wishes, a flag presentation by the
Chief.
d. Determining if the family desires a burial in uniform and selecting a member
to obtain a uniform and all accouterments, (except weapons), and deliver
them to the funeral home.
e. Assigning members for usher duty at the church
f. Arranging for the delivery of the member’s personal belongings to the
family.
g. Briefing the Chief and staff concerning all funeral arrangements
h. Ensuring the surviving parents are afforded recognition and that proper
placement is arranged for them during the funeral and procession
i. Arranging for a stand by doctor for the family, if necessary.
j. Coordinating traffic management, with other jurisdictions during the
viewing, funeral and procession, and arranging for a tow truck to be
available along with the procession route.
k. Assigning a member to remain at the family home during the viewing and
funeral.
l. Maintaining a roster of all Departments sending personnel to the funeral,
including:
1) Name and address of responding agencies
2) Name of the Chief, Sheriff, or Commanding Officer
3) Number of officers attending
4) Number of officers attending the reception after the funeral
5) Number of vehicles
m. Assisting in making the necessary accommodations for food, lodging, and
parking etc.
n. Acknowledging visiting and assisting departments
o. Arranging for routine residence checks of the survivor’s home by the Patrol
Division for six to eight weeks following the funeral. This service is necessary
since the survivors will be spending time away from the home dealing with
legal matters.
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G. Continued Support for the Family
1. Members of the Department must remain sensitive to the needs of the
survivors long after the member’s death. The grief process has no timetable.
More than half of the surviving spouses can be expected to develop a posttraumatic stress reaction to the tragedy.
2. Survivors should continue to feel a part of the “police family”. They should be
invited to Department activities to ensure continued contact.
3. Members of the Department are encouraged to keep in touch with the family.
Close friends, co-workers and officials should arrange with the family to visit the
home from time to time so long as the family expresses a desire to have these
contacts continue.
4. The Chief should observe the member’s death date with a short note to the
family, flowers on the grave and/or wreath placement at the National Law
Enforcement Officers Memorial, if possible.
5. Holidays may be especially difficult for the family, particularly if small children
are involved. Increased contact with the survivors and additional support is
important at these times.
6. The “Family Liaison” will act as a long-term liaison with the surviving family to
ensure that close contact is maintained between the Department and the
Cumberland Police Department
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following through with the family to ensure that these benefits are being
received.
2. The “Benefits Coordinator” is responsible for:
a. Filing Worker’s Compensation claims and related paperwork
b. Contacting the appropriate Human Resources offices to ensure that the
beneficiary receives death and retirement benefits, the member’s remaining
paychecks and payment for remaining annual and compensatory time.
c. Gathering information on all benefit/funeral payments, to include the Public
Safety Officers Benefits Act, that is available to the family.
d. Setting up any special trust funds or educational funds
e. Notifying police organizations such as HEROS, Inc., the Fraternal Order of
Police, etc. of the death and ensuring that all entitlements are paid to the
beneficiary. These agencies may also offer legal and financial counseling to
the family at no cost.
f. Preparing a printout of the various benefits/funeral payments that are due
to the family, listing named beneficiaries and contacts at various benefits
offices, and when they can expect to receive payment.
g. Meeting with the surviving family a few days after the funeral to discuss the
benefits they will receive. A copy of the prepared printout and any other
related paperwork should be given to the family at this time.
1) If there are surviving children from a former marriage, the
guardian of those children should also receive a printout of
what benefits the children may be receiving.
2) Attention should be given to the revocation of health care
benefits. Many providers allow a 30-day grace period before
canceling or imposing monthly payments upon survivors.
h. Meeting again with the family in about three months to ensure they are
receiving benefits.
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survivors and that their needs are met for as long as they feel the need for
support.
7. If no court proceedings surround the circumstances of the member’s death, the
“Family Liaison” will relay all details of the incident to the family at the earliest
opportunity.
8. If criminal violations surround the death, the “Family Liaison”, will:
a. Inform the family of all new developments prior to press release
b. Keep the family apprised of legal proceedings
c. Introduce the family to the victims’ assistance specialists of the court
d. Encourage the family to attend the trial, and accompany them
whenever possible
e. Arrange for investigators to meet with the family at the earliest
opportunity following the trial to answer all their questions.
FUNERAL PROTOCOL
A. All members will maintain an excellent personal appearance. Uniforms and equipment
must be in outstanding condition.
B. Uniforms
1. Long Sleeve Shirt, Tie, Jacket and Hat.
2. Members of the Honor Guard and pallbearers will wear white gloves.
3. A black sash will be worn across the badge.
C. Funeral Services
1. Members who attend the funeral services will report to a pre-designated
assembly point away from the place of services for inspection and briefing.
2. From the assembly point, members will march to the place of service, timing their
arrival to permit immediate entry.
3. Upon entering the building, members will remove their uniform hats, place them
under their left arm, hat brim/badge forward, and move in an orderly manner to
the place reserved for them.
4. Members will remain standing until all members are in their places and the
command “SEATS” is given.
5. Members will sit with their hats upright in their laps, brims/badges facing
forward, maintaining a military bearing throughout the service.
6. At the end of the service, members, upon receiving the command, “RISE”, will rise
in unison and place their hats under their left arm, brims/badges facing forward,
preparatory to filing past the casket. They will hold their hats in this position until
they have passed the casket and arrived outside.
7. Upon leaving the building, members will replace their hats and assemble
information at right angles to the hearse.
a. Two ranks will be formed facing each other, leaving an aisle through
which pallbearers and casket may pass.
b. Members will be formed by height. They will normally be dressed at
extended intervals but may be dressed at close intervals if space is
limited.
c. While waiting in formation, members will stand at parade rest.
Cumberland Police Department
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8. When the casket comes into view, the formation will be called to attention. The
next command will be “PRESENT ARMS”. All members salute and hold this
salute until the casket is placed in the hearse. At this time, the command,
“ORDER ARMS”, will be given and members will return their hands to their
sides.
9. After the doors of the hearse are closed, the command “FIRST RANK (passenger
side of hearse) - RIGHT FACE” and “SECOND RANK (driver’s side of hearse) - LEFT
FACE”, is given so that the two columns are facing the hearse.
10. The Commander will then dismiss the formation with the command,
“DISMISSED”. The members will break ranks and leave in a quiet and orderly
manner.
11. Members will then take their assigned place in the motorcade and proceed to
the cemetery.
D. Gravesite Services
1. Members will report to the places that have been reserved for them
immediately upon arrival at the gravesite. If indoors, members will remove their
hats and hold them under their left arm, brims/badges facing forward. All
members will sit with hats in laps, maintaining a military bearing throughout the
services. If services are held outdoors, members will wear their hats.
2. Just prior to the 21-gun salute and taps, the command “RISE” will be given.
Members will stand at attention facing the firing team or bugler. When the 21gun salute and taps have concluded, the command “DISMISSED” will be given.
Members will then break ranks and return to their assigned vehicles.
HONORS ACCORDED
A. Any Cumberland law enforcement officer who dies in the line of duty will be accorded
full honors if requested by the survivors. This will include the casket watch during
viewing, honor guard, pallbearers, firing squad, taps, military flag folding, presentation,
and motor escort.
B. The Honor Guard commander is responsible for coordinating and directing the activities
of the Honor Guard, casket watch, pallbearers, firing squad, bugler, and flag
presentation.
C.

Casket Watch
1. The casket watch is usually comprised of officers from the Honor Guard. However,
volunteers may stand watch at the discretion of the Honor Guard Commander.
Officers who are assigned to the casket watch must present an excellent uniform
appearance and conform to all current grooming regulations.
2. The dress uniform, including hat, blouse and white gloves, will be worn for the
casket watch. The watch will be divided into shifts with two officers standing 15
minutes at a time.
3. If the family wishes, an informal watch can take place after the viewing has been
concluded for the day.
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4. The casket watch moves in slow cadence. This includes marching, movements and
saluting. The official will post the watch and the officers will position themselves at
or near the head and feet of the deceased officer.
WORKER’S COMPENSATION
CONTACT: CUMBERLAND CITY PERSONNEL OFFICE
ADDRESS: CITY HALL 57 N. LIBERTY ST.
CUMBERLAND, MD 21502
PHONE: 301-759-6415

EMPLOYEE INSURANCE PLAN
CONTACT: CUMBERLAND CITY PERSONNEL OFFICE
ADDRESS: CITY HALL 57 N. LIBERTY ST.
CUMBERLAND, MD 21502
PHONE: 301-759-6415

RETIREMENT/PENSION PLAN
357
CONTACT: CUMBERLAND CITY PERSONNEL OFFICE
ADDRESS: CITY HALL 57 N. LIBERTY ST.
CUMBERLAND, MD 21502
PHONE: 301-759-6415

SOCIAL SECURITY
CONTACT: SOCIAL SECURITY ADMINISTRATION
ADDRESS: 1 FREDERICK ST.
CUMBERLAND, MD 21502
PHONE: 301-722-4934

FEDERAL PUBLIC SAFETY OFFICERS’ DEATH BENEFIT
CONTACT: PUBLIC SAFETY OFFICERS’ BENEFITS
PROGRAM, BUREAU OF
JUSTICE ASSISTANCE
ADDRESS: 633 INDIANA AVENUE, N.W.
WASHINGTON, D.C. 20531
PHONE: 1-888-744-6513

BENEFITS FOR NON-FEDERAL LAW ENFORCEMENT
OFFICERS
CONTACT: OFFICE OF WORKER’S COMPENSATION
PROGRAM
ADDRESS: P. O. BOX 37717
WASHINGTON, D.C. 20013-7117

STATE OF MARYLAND VICTIM COMPENSATION
CONTACT: ALLEGANY COUNTY STATE’S ATTORNEY’S
OFFICE
ADDRESS: 59 PROSPECT SQ.
CUMBERLAND, MD 21502
PHONE: 301-777-5962

EMPLOYEE PAY/VACATION/SICK LEAVE
CONTACT: CUMBERLAND CITY PERSONNEL OFFICE
ADDRESS: 57 N. LIBERTY STREET
CUMBERLAND, MD 21502
PHONE: 301-759-6415

D. Honor Guard
1. Members of the Honor Guard will assemble at a location near the service
(church, funeral home, or cemetery) for inspection by the Honor Guard
Commander.
2. Commands will be executed by the Honor Guard Commander.

Cumberland Police Department
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FRATERNAL ORDER OF POLICE, LODGE 90
DEPARTMENT OF VETERANS’ AFFAIRS VETERANS’
CONTACT: FRATERNAL ORDER OF POLICE, LODGE 90 BENEFITS
PRESIDENT
CONTACT: DEPARTMENT OF VETERANS’ AFFAIRS
ADDRESS: 941 NORTH CAPITOL STREET, N.W.
ADDRESS:
WASHINGTON, D.C. 20421
PHONE:
PHONE: 202-872-1151
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E. Pallbearers
1. If pallbearers are requested by the family, they will be selected by the Honor
Guard Commander, with approval of the family.
2. Pallbearers will be under the direction of the Honor Guard Commander. They
will report to the funeral home as directed for instructions and seating
arrangements.
VII.

PROCEDURAL VARIATION
A. The procedures outlined in this Order shall be followed in most cases. Any
changes made necessary by a shortage of manpower, the unusual size of the
funeral, the type of service, the physical arrangement of the place of service or
for any other reason shall be made by the Chief, or his designee.
B. Any additional honors to be accorded to deceased members or employees of
the Police Department, or to deceased members of other law enforcement
agencies shall be at the discretion of the Chief.

VIII.

M.I.L.E.S. MESSAGE TO ALLIED AGENCIES:

All Law Enforcement Agencies with representatives attending the funeral are requested to FAX
the below listed information to the Cumberland Police Department at FAX number 301-759-6544
by _____hours on _______.
number of personnel attending
number of vehicles to be in the procession
Out of State Law Enforcement Personnel:
Lodging: Lodging is available at the following locations.
Hotels/Motels.________________________
In lieu of flowers, donations may be forwarded to: ______________
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To: All Law Enforcement agencies Nationwide & Canada
Ref: Funeral Arrangements. Officer________ Cumberland Police Officer killed in the line of duty
as a result of___________________ at ____hours.
Viewing:
Viewing will be held at _______________ Funeral Home, City, State, County, telephone number
_____________ On ______(date)____, from
______(hours). Directions to the funeral home are as follows:
Services & Interment:
Funeral services will be held on________ at _______hours at_______ church, Street, City, State.
Interment will follow at the _________Cemetery, Route __________________ County, State.
Directions to the Church are as follows:
All law enforcement agencies attending the funeral are asked to stage at ____________ arriving
no later than ______hours on _______. A procession will leave the staging area and proceed to
the ______(church/funeral home.)
Directions to the staging area are as follows:

Cumberland Police Department
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Action Plan
Name
Month, Day, year
A. Background:
Cumberland Police Officer__________________ was killed in the line of duty as the result of
_______________________
on
______(location)
at_____(hours).
Officer_____________________ will be honored with full police honors at his funeral as outlined
below.
B. Viewing:
Viewing will be held at ______________ Funeral Home, ______Address, Telephone _________
on ____________, from hours to _______. Directions to the Funeral Home are as follows.
C. Services & Interment:
Funeral services will be held on (Date)________ at (Location) ______ Hours at_______.
Interment will follow at the __________ Cemetery, at (Location) _________ . Directions to the
church are as follows:
D. Staging Area for Law Enforcement Personnel
All law enforcement agencies attending the funeral will stage at ______ (location), arriving no
later than ________(hours), on _______(date). Light refreshments may/will be served A
motorcade procession will leave the _________ and proceed to the cemetery, Directions to the
staging area are as follows:

Following interment, a reception will be held for all individuals attending the funeral at the
__________________. Directions to the reception are as follows:
FUNERAL TASK LIST TASK/RESPONSIBILITY / DESIGNEE / PHONE #
Detail Commander / ____________________________________ / ______________________
Assistant
Detail
Commander
/
____________________________________
/
______________________
Family Liaison / ____________________________________ / ______________________
Honor Guard / ____________________________________ / ______________________
Color Guard / ____________________________________ / ______________________
Casket Watch / ____________________________________ / ______________________
Family Escort / ____________________________________ / ______________________
Staging Area/ ____________________________________ / ______________________
Location,
Date
&
Time
/
____________________________________
/
______________________
Parking / ____________________________________ / ______________________
Traffic Control / ____________________________________ / ______________________
Refreshments / ____________________________________ / ______________________
Briefing
and
Inspection
/
____________________________________
/
______________________
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E. Reception

Cumberland Police Department

30

Processional Motorcade to Church / ____________________________________
______________________
Cemetery Service / ____________________________________ / ______________________
Formations / ____________________________________ / ______________________
Fly-over / ____________________________________ / ______________________
Last Call / ____________________________________ / ______________________
Bagpipes / ____________________________________ / ______________________
Honor
Guard
and
Flag
/
____________________________________
______________________
Presentation / ____________________________________ / ______________________
Command Post and Communications / ____________________________________
______________________
Media
Control
and
Liaison
/
____________________________________
______________________
Out-of
–State
Liaison
Officer
/
____________________________________
______________________

/

/
/
/
/

Reception / ____________________________________ / ______________________
Political Liaison / ____________________________________ / ______________________
Thank
You
Preparation
/
____________________________________
/
______________________
Debriefing & Critique / ____________________________________ / ______________________
Unit Supervisors
1 Family Liaison Officer
2 Honor Guard
3 Color Guard
4 Casket Watch
5 Escort Family
6 Staging Area
7 Briefing and Inspection
8 Processional Motorcade
9 Traffic Control Plan
RESOURCE LIST
A. Funerals arising from a line-of-duty death require in-depth planning and organization in
a relatively short amount of time. In order to successfully accomplish all of the tasks
necessary, a Commander must rely on resources seldom used in routine situations. The
following list is provided to assist the Commander in developing those resources.
Identifying contact persons from the various organizations within your area of
responsibility before they are needed will save countless hours when time is at a
premium.
Cumberland Police Department
FOP Lodge 90
UFCW Local 1994

Civil Organizations:
Churches
Volunteer Fire Departments
Cumberland Police Department

22: work conditions

IX.

10 Formation at Church
11 Church Service
12 Cemetery Service
13 Formation at Cemetery
14 Media Control and Liaison
15 Out-of-State Officer Liaison
16 Command Post and Communications
17 Reception
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Cumberland City Government (City
personnel services)
Fire Department, Street Department
Chaplain
Human Resources Division

Hall Auxiliary Organizations
Moose & Elk Lodges
Kiwanis Club
Rotary Club
Media

Governments:
Allied Police Agencies
County Roads.
National Guard
Local Political Leaders
Governor’s Office
SHA

22.2.5 UNIFORMS AND EQUIPMENT
CALEA 22.2.5
GENERAL
A. The uniform and equipment issue for sworn personnel are addressed in agreements.
(Article 32 of the UCFW Local 1994 MCGEO Agreement Working Conditions - Working
Conditions)
1. Specifications for personal equipment and apparel to be worn by members of this
agency shall be maintained on file with the Administrative Lieutenant or his
designee.
a. This list shall be reviewed and updated by the Administrative Lieutenant.
b. The approved list of uniform parts should be referenced by officers prior to
purchasing uniform items, which will ensure that members are purchasing
approved items for uniform wear.
B. "If any employee is required to wear a uniform, protective clothing, or any type of
protective device, as a condition of employment, such uniform, protective clothing, or
protective device shall be furnished without cost to the employee by the Employer”.
(Article 32.1 of the UCFW Local 1994 MCGEO Agreement) “Employer shall furnish
equipment, clothing, shoes, and supplies for the protection of the employee in the
exercise of his/her duties under the most hazardous conditions. Such equipment, clothing,
shoes, and supplies shall be the best quality for the job as determined by the Chief of
Police after consultation with the suppliers of these items. There shall be at least three (3)
styles of shoes available”. (Article 32.2 UCFW Local 1994 MCGEO Agreement)
1. Employer shall be responsible for having all required patches, chevrons,
service strips, etc., attached to uniforms. (Article 32.2(a) of the UCFW Local
1994 MCGEO Agreement)
22.2.6 EMPLOYEE ASSISTANCE PROGRAM
CALEA 22.2.6
Cumberland Police Department
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THE CITY OF CUMBERLAND INDEPENDENTLY CONTRACTS FOR AN EMPLOYEE
ASSISTANCE PROGRAM. (Mayor and City Council Order 22,310)
A. The City recognizes that a wide range of personal difficulties/problems in the lives of
its employees may affect work performance and that most personal
problems/difficulties can be successfully resolved provided they are identified and
referred to an appropriate source of assistance. The City, therefore, believes that in
the best interest of the City and its employees, as well as their families, that an
Employee Assistance Program (EAP) should be implemented to assist employees in
dealing with a wide range of problems. The City recognizes that this range of
personal problems may include mental, emotional, financial, family, marital,
employment-related stress, drug abuse, alcoholism, legal, or other problems not
specifically mentioned. The City of Cumberland EAP is designed to help employees
and their families deal with situations/problems as noted above by linking them
with resources that can provide appropriate help. The EAP is also designed to
reduce job performance problems and to retain valued employees. (CALEA 22.2.6a)
B. When an employee or family member is experiencing a problem, whether or not it
affects job performance, the employee is strongly encouraged to take advantage of
the EAP.
C. It shall be the policy of the City of Cumberland that: (CALEA 22.2.6d,e)
1. Participation in the EAP shall be limited to City of Cumberland employees
and their immediate family members.
2. Participation in the EAP shall be strictly voluntary. However, employees and
their family members who have problems they feel may affect their health,
well-being, and/or job performance, are encouraged to contact the EAP.
3. Employees and their immediate family members shall receive an offer of
assistance to help resolve such problems in an effective and confidential
manner. All EAP issues shall be handled in a confidential manner by the EAP
provider consistent with federal and state law. No information concerning
the nature of individual personal problems will be released without proper
written consent.
4. Use of the EAP shall not affect the employee's job classification, chance for
promotion, or pay increases.
5. Disciplinary procedures shall remain unaltered; use of the EAP shall not alter
the responsibility of employees to maintain an acceptable level of
performance.
6. EAP-related appointments scheduled during normal work hours shall be
scheduled within the framework of the City's existing leave policies.
Depending on the circumstances involved, one or more forms of leave may
be appropriate to attend such appointments (i.e. sick, vacation,
compensatory time, personal, etc.). Due to the requirement of Article X,
Section 3 ("Sick Leave") of the UCFW Local 1994 MCGEO agreement to
provide a reason justifying the use of sick leave, the employee may not wish
to use said leave for such appointments, as providing a reason for the usage
of said leave may disclose information the employee wishes to remain
Cumberland Police Department
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confidential. If the employee chooses to request sick leave, he or she is
hereby advised that in providing a justifiable reason for sick leave usage, as
required by the Contract, he/she is voluntarily disclosing information.
(CALEA 22.2.6c)
7. Employees are hereby advised that if this is a concern, they should request
another form of leave where providing a reason for said leave usage is not
required (i.e. vacation leave, compensatory time, etc.), or seek to schedule
EAP-related appointments outside of normal work hours.
Flexible
appointment hours shall be made available to employees by the EAP
provider.
D. Supervisory personnel may encourage the use of the EAP, recognizing the fact that
many job performance difficulties may be related to a personal problem. However,
supervisory personnel shall refrain from diagnosing personal problems or
recommending specific solutions other than referral to the EAP.
E. Any employee may inquire about the employee assistance program by: (CALEA
22.2.6b)
1. Contacting their supervisor
2. Contacting the City of Cumberland Human Resources Division
3. Contacting the Western Maryland Health Systems Employee Assistance
Program
a. Weekday – 240-964-8588
b. After hours – 240-964-1399
c. By contacting a Crisis Counselor at any WMHS facility
F.

WORKPLACE VIOLENCE PREVENTION
A.

Purpose:
1. To provide a work and business environment that is free from violence and the
threat of violence, to establish a process in which workplace violence is
recognized, reported, interrupted, investigated and mitigated. It is important to
note that violence can come at the hands of someone from inside our agency as
well as from someone outside. Work- place violence can be perpetrated by coworkers, employee family members, other city workers, vendors, contractors,
arrestees, victims, witnesses, guests and visitors to the Cumberland Police
Department.

B.

Policy:
1. The Cumberland Police Department will provide a safe environment for working
and conducting business. To that end, the policy of the department is that
violence and the threat of violence committed by or against employees while
engaged in their work responsibilities or contractors, vendors, arrestees,
victims, guests and visitors while at the Cumberland Police Department is
Cumberland Police Department
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II.

All Cumberland Police supervisory personnel will receive training in the services
available to employees and recognizing employee problems. (CALEA 22.2.6f)
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C.

Definitions:
1. Workplace Violence is any act or conduct that has the purpose or effect of
reasonably interfering with an employee's work performance or that creates an
intimidating, hostile, abusive or offensive work environment. This includes
behavior in which a person is, or is reasonably perceived to have been,
harassed, intimidated, stalked, battered, confined, restrained, endangered, or
had their property destroyed.

D.

Reporting: (CALEA 22.2.6b)
1. An employee who is the victim of workplace violence shall report the incident
immediately or as soon as is practical to his or her supervisor or, if they are
unavailable, the Officer of the Day.
2. An employee witnessing workplace violence or the potential for such violence
directed at another employee or property of the Cumberland Police Department
shall report such incidents immediately or as soon as is practical to his or her
supervisor; or if they are unavailable, the Officer of the Day.
3. Employees that have filed for an Order of Protection against another person will
provide that information to their immediate supervisor. This notification shall
be made within twenty-four hours or as soon as practical of the time the order
was issued or requested. An employee who is the respondent of an Order of
Protection shall immediately notify, in writing, the Chief of Police.
4. In the event the complaint involves the employee's immediate supervisor, the
employee may take the information to the Captain.
5. For situations that require immediate police intervention, 911 should be called.

E.

Responsibilities:
1. Employees shall cooperate fully in the investigation and or prosecution of
criminal acts and the pursuit of any civil remedies in order to create and
maintain a violence- free workplace.
2. To assist the employee in reporting instances of workplace violence, Command
and Supervisory personnel shall:
a. Take immediate action to limit the affected employee from any further
work contact with the accused person.
b. Notify the Captain immediately or as soon as is practical.
c. The Captain shall coordinate an investigation of the allegations.
d. The Captain will assume the position of Workplace Violence
Coordinator.

F.

Workplace Violence Prevention Coordinator Responsibilities:
1. The Workplace Violence Prevention Coordinator will convene the Workplace
Violence Prevention Committee at the request of the Chief of Police.
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prohibited. The department will consider the use of department discipline, civil
and/or criminal remedies to address violations of this policy, all the while
attempting, to the extent possible, to keep the identity of personnel involved
confidential. (CALEA 22.2.6c)
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2. The Workplace Violence Prevention Coordinator shall convene the Workplace
Violence Prevention Committee semi-annually to review reported incidents of
workplace violence and/or the progress of previously reported incidents.
3. The Workplace Violence Prevention Coordinator shall maintain a separate file
for each Workplace Violence Incident. Each file will be assigned a number that
shall be prefaced by the year the incident occurred, followed by "WPV" and
then the sequential incident number (Example: 09-WPV-1).

H.

Workplace Violence Prevention Committee:
1. The Workplace Violence Prevention Committee will consist of the following:
a. Captain
b. Professional Standards Division Supervisor
c. Department Risk Management Lieutenant
d. Department Sergeant
e. Department PFC
2. The Workplace Violence Prevention Committee will assess the vulnerability of
the Cumberland Police Department and make preventative recommendations
to the Chief of Police. The assessment will include but not be limited to:
a. Physical Security Inspection of the Cumberland Police Department;
b. Audit of Policy and Procedures that address workplace violence issues
such as sexual harassment, employee drug and alcohol use and access
control;
c. Past reports of workplace violence;
d. Employee injury records;
e. Sick time use records.
3. The Committee shall advise the Chief of Police regarding any issues involving
Workplace Violence and Workplace Violence Prevention.
4. The Committee shall be convened to review and assess any new cases in order
to make recommendations to the Chief of Police.
5. The Committee shall convene at least annually to review the Workplace
Prevention Plan and any past workplace violence incidents and make
recommendations to the Chief of Police regarding improvements.
Training:
1. All employees will receive training every three years on workplace violence, the
department's workplace violence prevention plan, employee assistance and the
department’s personnel early warning system. (CALEA 22.2.6f, 35.1.9)
2. New employees shall receive training on workplace violence, the Department's
Workplace Violence Prevention Plan and how to report workplace violence,
during their FTO orientation. (CALEA 22.2.6f)
3. Department supervisors shall receive training on how to identify workplace
violence, how to deal with employees involved in workplace violence, how to
investigate and report incidents of workplace violence. (CALEA 22.2.6f)

22.2.7 EMPLOYEE IDENTIFICATION
CALEA 22.2.7

Cumberland Police Department
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IDENTIFICATION REQUIRED
A. All Cumberland Police Department employees sworn or civilian will be issued a photo
identification card identifying them as a police department employee. (CALEA 22.2.7b)
1. All Police Department employees not in uniform are required to have their
identification on their person while in any City of Cumberland facility. (CALEA
22.2.7b)
2. All Police Department employees sworn or civilian, not in uniform, will present
their identification card to any other properly identified City of Cumberland
employee who questions their identify while in any City of Cumberland facility.
(CALEA 22.2.7a)
B. This identification card will also serve as an employee key card allowing them access into
pre-determined areas of the building.
1. Department identification/key cards are not allowed to be given to anyone else
except the person they were issued to.
2. The Chief of Police and Captain will be responsible for key card and access control.
3. No one else may give permission for the issuance of a key card or access into any
portion of the police department facility.
4. If any employee discovers their key card lost or missing they are to:
a. Immediately notify their supervisor.
b. Complete CPD form AD-36 Lost or Damaged CPD Property.
c. Send a “HELP” e-mail to MIS and CC the command staff notifying them of
the loss and request the missing card is deactivated.
d. Only the Chief or Captain can authorize the issuance of a new key card.
C. All operational personnel will also be issued a similar identification card to serve as an
accountability tag during major incident operations.
1. An employee’s issued accountability tag will be kept in a central location at CPD.
(CALEA 46.1)
2. Key cards are not to be offered as an accountability tag.
D. All sworn Cumberland Police Department personnel are required to carry their
identification and badge while armed and will present it to any person who request while
acting in an official capacity. (CALEA 22.2.7a)
1. Exceptions:
a. Undercover operations
b. When not practical prior to taking an emergency police action
22.3

CONDITIONS OF WORK

22.3.1 PHYSICAL EXAMINATIONS FOR EMPLOYEES
CALEA 22.3.1
A. All sworn officers over the age of 40 shall have a physical examination each year to
determine their fitness for duty. (CALEA 22.3.3c)
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B. All other sworn officers under the age of 40 may be required to pass a physical
examination at the discretion of the Chief of Police.
C. The agency may, when shown to be job-related and consistent with business necessity,
require any employee to submit to a medical/physical examination and make the results
available to the agency's physician.
1. An employee may be required to submit to a medical/physical examination to
determine his/her ability to perform the essential functions of his/her job, (CALEA
22.3.2) with or without reasonable accommodations; to identify reasonable
accommodations that would assist the employee in performing the essential functions
of his/her job; or to determine whether the employee poses a direct threat to the
health and safety of himself/herself or others.
2. An employee may also be required to submit to a medical/physical examination when
such an examination is required by federal law or to determine whether the employee
meets medical standards and requirements mandated by federal law.
D.

Physical examinations required by the agency will be provided at no cost to the employee.
1. These examinations may amount to additional testing at an otherwise routine physical
examination or may involve additional complete examinations by a physician.
2. Regardless of the nature of the frequency, extent, or duration of the examination(s), if
examinations are required by the agency, the cost(s) shall not be charged to the
employee.

E. The agency may request the doctor to make recommendations for the improvement of
the employee's fitness, based on its evaluation. (CALEA 22.3.3d,e)
22.3.2 HEALTH AND PHYSICAL FITNESS STANDARDS
CALEA 22.3.2
A. The Cumberland Police Department is well aware that general health and physical
fitness may also positively affect mental health and aid in reducing stress and anxiety
associated with the law enforcement profession.
B. Further, defensive tactics experts have determined that an officer who appears fit and
confident is less likely to be challenged by a potentially violent offender.

D. The law enforcement profession places officers in harm's way and there is a realistic
need to be prepared to face those challenges whether it is protecting you, a fellow
officer, or a citizen.
E. Officers are encouraged to have pride in their overall appearance and to live up to the
expectations of those we are committed to serve as well as those we serve beside.

Cumberland Police Department
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C. Officers should strive to present a professional appearance in and out of uniform, and
that includes maintaining a healthy fitness level.
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F. The Cumberland Police Department encourages all its employees to engage in
appropriate exercise, periodical physical exams, and good nutritional habits as part of an
overall healthy and physically fit lifestyle.
G. All persons must be able to perform the essential functions of their respective positions.
It is therefore the responsibility of individual employees to maintain a level of physical
conditioning which allows them to perform as required.
H. All employees have access to the Cumberland Police Department gym to assist
employees achieve their fitness goals.
22.3.3 FITNESS and WELLNESS PROGRAM
CALEA 22.3.3
I.

The Cumberland Police Department does not host a formal fitness program however, we
do encourage all employees to voluntarily participate in a fitness and wellness program on
their own accord. (CALEA 22.3.3a)

II.

Members of the Cumberland Police Department will have unlimited access to a facility for
fitness located in the basement of the Cumberland Police Department.
A. Equipment will be supplied by the Fraternal Order of Police and/or individual
employees.
B. Use of the equipment by spouses will be monitored to ensure that employees
have full access to equipment.

22.3.4 OFF-DUTY EMPLOYMENT (Secondary Employment)
CALEA 22.3.4
I.

POLICY

Cumberland Police Department
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C. In order to maintain the fitness area and to ensure the maximum safe use of this
facility, the following rules, which will be posted in the facility, will apply:
1. Appropriate attire (short or sweat pants, shirts, and athletic shoes)
should be worn at all times.
2. Safety collars will be used with all equipment.
3. Remove weights from machines after use and replace on the
appropriate weight tree.
4. Replace dumbbells in rack after use.
5. Do not lean plates against the machine(s) or walls.
6. Lights are to be turned off when the facility is not in use.
7. Notify training officer of any broken or damaged equipment as soon as
possible.
8. No one should use the flat bench (free weight) without a spotter.
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A. The Cumberland Police Department (the Department) recognizes the desire for
some employees, both police officers and civilian employees, to engage in
secondary employment. The Department shall, however, impose reasonable
limitations and restrictions on such employment. These restrictions are essential to
promote uniformity, discipline, safety, performance, and loyalty as the employee’s
primary duty, obligation, and responsibility is to the Department
B. Definitions
1. Secondary Employment – is the performance of any work or
employment (including, but not limited to self-employment), the
rendering of any service or the sale of anything for pay or remuneration
from any source other than the Department, or the participation in any
activity for which such payment or remuneration is received.
2. Secondary Employer – any person, partnership, corporation,
professional association or other entity whom employs a member of the
Department including the employee of the Department if that employee
is self-employed.

D. Liability

1. Neither the Department nor the City, will assume any liability, including,
but not limited to, liability for any Workers’ Compensation benefits, for
any injuries, damages, losses, claims, causes of action or civil actions
incurred by Department personnel while they are performing secondary
employment activities, irrespective of whether the liability relates to
injuries, damages, etc., to person or property and irrespective of
whether the liability arises from or relates to injuries, damages, etc. to
the Department employee performing the secondary employment or to
third parties.

E. Authorization for Secondary Employment

Cumberland Police Department
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C. Basic Responsibility
1. An employee’s primary duty, obligation, and responsibility are to the
Cumberland Police Department. Secondary employment shall not
interfere with the employee’s duties, obligations and responsibilities to
the Department.
2. Officers will remain subject to call at any time for emergencies or
operational needs and should expect and shall be required to leave
secondary employment when such situations arise.
3. Authorization requests for secondary employment, approved and/or
denied, will be kept in the office of the Chief. Copies of the requests will
be placed in personnel files.
4. In the event secondary employment is authorized and subsequent to
said authorization, the Chief determines that the secondary
employment causes a conflict of interest with respect to the employee’s
Department-related duties, the Chief may revoke the authorization for
secondary employment.
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F. Denial and/or Limitations of Secondary Employment
1. Employees will not be permitted to engage in secondary employment
that will impair their ability to perform their law enforcement duties,
including but not limited to, overtime assignments and the duty to
respond to emergency calls.
2. All secondary employment must be scheduled in a manner that does
not conflict or interfere with the employee’s commitment to the
Department.
3. The Chief may deny requests for secondary employment to employees
whose work performance is deemed unsatisfactory.
4. The Chief can suspend and/or terminate secondary employment
positions in disciplinary matters or because of poor job performance
with respect to Department related matters.
5. No employee will be permitted to engage in secondary employment
while on sick leave.
6. Uniforms, parts of a uniform, or equipment issued by the Department
cannot be used by any employee in the performance of their secondary
employment position.
Further, employees are prohibited from
representing that they are acting in their capacities as officers or
employees of the Department in the performance of their secondary
employment job duties. As used herein, “representing” includes any
Cumberland Police Department
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1. Employees who wish to engage in secondary employment will submit a
written request on CPD form AD-2 Request for Secondary Employment
detailing exactly what type of employment they will be performing. This
request will be submitted to their supervisor for review and the to their
Supervising Lieutenant for endorsement prior to being forwarded to the
office of the Chief of Police.
2. All requests for secondary employment will be examined on an
individual basis to ensure that no actual or potential conflicts exist and
to ensure compliance with the regulations set forth herein.
3. If the Chief determines that a conflict exists with respect to proposed
secondary employment or that it does not satisfy the requirements set
forth in these regulations, the employee will be advised of the issue and
if circumstances permit the employee may have certain restrictions or
conditions imposed with respect to the secondary employment in order
to eliminate the conflict or the reason why the secondary employment
does not comply with these regulations.
4. Authorizations approved by the Chief will be distributed as follows:
5. The original will be placed in the employees personnel file.
6. A copy will be returned to the employee.
7. Authorizations denied by the Chief will be distributed as follows:
a) The original will be placed in the employee’s personnel file.
b) A copy will be returned to the employee.
c) Employees must have written authorization from the Chief,
prior to beginning any secondary employment.
d) The decision of the Chief of Police concerning secondary
employment is final.
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representations of any kind, inferences of any kind and acts of omission
or commission which would reasonably lead a third party to believe that
the employee is performing secondary employment in his or her
capacity as an employee or representative of the Department.

H.

Sick or injured leave and secondary employment
1. No employee who is not able to attend work and complete their duties
at the Cumberland Police Department will be allowed to be employed
by a secondary employer during the times they are unable to work at
CPD.
2. Any employee may solicit the Chief of Police to waive this order that
may do so at his discretion.

I.

Prohibited Employment
1. Authorization for secondary employment will not be approved for the
following positions:
a. Police officer in any other jurisdiction.
b. Security guard.
c. Selling or dispersing alcoholic beverages.
1) Secondary employment may be approved for an
employee to work or have a financial interest in an
establishment where the sale of liquor is less than 50
percent of its gross income.
3. Any employment that may be considered to be in conflict with the role
or mission of the Department.
4. Any type of secondary employment that may, because of its nature,
bring disfavor, disrespect or discredit to either the employee or the
Department.

J.

Hours of Employment
1. Employees are expected to report for duty fully rested and alert,
capable of performing the essential functions of a Department
employee.
2. Employees will be limited to no more than four (4) hours of secondary
employment on duty days and no more than ten (10) hours of
secondary employment on non-duty days.
3. If the employee’s secondary employment is found to be impairing the
employee’s efficiency or ability to perform their role as a police officer
or employee of the Department, then the secondary employment can
be terminated by the Chief.
Cumberland Police Department
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G. Light Duty and secondary employment
1. When an employee is placed on light duty any new request and existing
approvals for secondary employment will be reviewed by the Chief.
2. The Chief will make a determination concerning the secondary
employment status for light duty status employees and they will be
notified of the decision. The decision will be in written form and placed
in the personnel file as well as a copy being provided to the employee.
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K.

Termination of Secondary Employment by Employee
1. When an employee terminates his or her secondary employment
position, the employee must inform the Chief in writing that such
employment has been terminated. A copy of this notice will be placed
in the employee’s personnel file.

L.

Civilian Employees – Additional Restrictions
1. Civilian personnel may not work in any line of employment or
establishment that is prohibited to sworn police officers.
2. Civilian employees are restricted from engaging in secondary
employment when there is a conflict of interest or the appearance of a
conflict of interest.

I.

No personnel will be permitted to engage in off-duty employment that may conflict with
the duties and responsibilities of Department, and no employee shall use any City-owned
property while engaging in off-duty employment. Therefore, no member of the
Cumberland Police Department may engage independently in any extra-duty unless it is
sanctioned by the Cumberland Police Department and the Chief of Police. (CALEA
22.3.5a,c)

II.

All law enforcement activities outside of the department personnel’s regular duty hours
are as overtime and thus are regulated by the agreement between the City and UCFW
Local 1994 MCGEO.

III.

Special events, such as high school football games, road races, Heritage Days, Drumfest, to
name a few, are worked on a volunteer or an ordered callout basis, requiring a sign-up to
be posted in advance of the event. Since all events are coordinated by the Chief of Police
or his designee, all rights and benefits regularly afforded employees shall be in effect.
(CALEA 22.3.5b)

IV.

The office of the Chief of Police will designated a commander for all special events. In the
absence of a designated commander or in the case of minor details, the on-duty Shift
Supervisor will act as the detail commander. (CALEA 22.3.5d)

V.

All extra duty assignments will have an appropriate incident report (special event) opened
by the supervisor or participant which is to be completed documenting all significant
events during the detail. (CALEA 22.3.5e)

22.3.6 MEDICAL LIGHT DUTY
I.

PURPOSE
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22.3.5 EXTRA-DUTY EMPLOYMENT
CALEA 22.3.5
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A. To establish a policy that will provide Cumberland Police Department (CPD) officers with
an efficient and effective process for identifying physical and mental impairments that
may restrict them from performing essential job functions.
II.

OBJECTIVES

A. To delineate review responsibility, fitness categories, and procedures that will enable
the Chief of Police to determine the appropriate duty status of employees with
temporary or permanent medical conditions.
B. To establish a means for detecting and assessing a reported medical condition that may
prevent an employee from performing the employee’s essential job functions.
C. To protect the interests of the Cumberland Police Department and its employees
through the proper management of a medical duty status.
III.

DEFINITIONS

A. Full Duty
1. An employee is able to perform all required essential job functions with or without
accommodation.
B. Restricted Duty (Light Duty)
1. The employee is not able to perform all of the essential job functions of the
employee’s position with or without accommodation, and the incapacitation is
determined to be of a temporary nature or permanent impairment.
2. The employee must present no unreasonable risk to other employees, the public, or
themselves and be capable of performing designated work tasks within the
workplace with specific work restrictions.

C. No Duty
1. An employee has sustained an injury, contracted an illness, or developed a mental
or physical problem which causes a temporary or permanent impairment in the
employee’s ability to perform the employee’s essential job functions. The employee
is out of the workplace on paid or unpaid sick/medical leave.
IV.

POLICY
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3. An employee in a restricted duty status may be assigned, on a temporary basis, to a
position which has assigned duties and responsibilities consistent with the
employee’s medical restrictions. The assignment will be made by the Chief of Police.
Upon returning to full duty, the employee will, in most cases, return to the
employee’s regular assignment.
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A. A Cumberland Police Department employee must be physically and mentally capable of
performing all of the employee’s essential job functions. Therefore, an employee who is
subject to a physical or mental impairment which restricts the employee’s ability to
perform the employee’s essential job functions may be relieved of full duty
requirements.
B. In formulation of this policy, the Cumberland Police Department acknowledges two
responsibilities as follows:
1. The Department, as an employer, has a responsibility to provide support to an ill or
injured employee during employee’s period of recovery and rehabilitation.
2. Every employee has a responsibility to give forth the employee’s best effort to
continue to work, when able, and to return to work as soon as practical after using
sick leave according to the sick leave policy.
V.

RESPONSIBILITIES
A. The Chief of Police will have the primary responsibility for administering this policy
including, but not limited to, determining the applicable fitness category. The criterion
for determining the applicable fitness category will be a doctor’s assessment and
determination of the employee’s ability to perform the employee’s essential job
functions.
B. The employee’s job functions while on restricted duty will be disseminated from the
Chief’s Office so that the employee is not asked by any supervisor to perform a task
that they are not capable of doing at the present time.

VI.

RESTRICTIONS

A. A sworn employee on restricted duty status will not be placed in hazardous assignments
such as patrol duty, emergency details, prison riots, or any other assignment that they
cannot perform due to their restricted status.
B. Factors such as a sworn employee’s disability, ability to handle a firearm, operate a
police vehicle, make an arrest, deal with the public, etc. will be considered by the Chief
of Police prior to determining what restrictions will apply to a sworn employee.

D. Off-duty secondary employment restrictions are as follows:
1. Employees in a no-duty status will not work off-duty secondary employment.
2. Employees in a restricted duty status may work off-duty secondary employment;
however, limitations may be placed on these employees. These limitations will be
determined by the Chief of Police.
VII.

NOTIFICATION
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C. Employees on restricted duty are prohibited from using CPD vehicles off-duty.
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A. Employees on restricted duty status will be notified by a personnel order signed by the
Chief of Police or his designee. This notification will address specific conditions and
restrictions.
VIII.

PROCEDURES

A. The Attendance Control Supervisor will notify the Chief of Police if an illness or disability
indicates an employee should only return to duty in a restricted duty status.
B. Upon proper notification, the Chief of Police or his designee will determine the work
status and any restrictions.
C. In the event that a sworn police employee’s police powers are suspended, the CPD
badge, MPCTC police officer certification card and all CPD issued firearms will be
collected by the Chief of Police or his designee. If assigned a take home vehicle, this
vehicle should remain at CPD and will not be used by the employee while in this
capacity. Even though the employee has been placed on restricted duty for medical
reasons, the employee will retain a CPD door swipe access card.
D. Prior to a sworn employee’s return to full-duty status, the Chief of Police will contact the
Training Officer to ascertain if any training is required prior to the employee’s return to
duty.
E. Employees filing for a disability retirement will be placed in a restrictive duty status
pending a decision by the Maryland State Retirement Agency.
F. CPD employees who have been placed in a no-duty or restricted duty status and have
not qualified with all CPD issued or approved firearms, will qualify with CPD issued or
approved firearms, prior to returning to full duty status.

22.3.7 WORK RELATED INJURIES
CONFIDENTIALITY
A. Cumberland Police employees are to be respectful to a person’s personal
health information and will not be allowed to divulge any health
information to anyone who is not authorized to receive such as indicated
by the Health Insurance Portability and Accountability Act (HIPAA).
B. Cumberland Police employees are to respect that individuals, family,
public safety and health care workers do not necessarily have an
obligation to divulge personal health information.
C. All Cumberland Police Supervisors are allowed to inquire about duty
status, from their subordinates.
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I.
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D. All Cumberland Police employees may voluntarily and willfully discuss
their own medical information with co-workers; however, this
information is not to be repeated without permission from the injured
employee.
E. All medical information and reports with medical information are to be
sent in a sealed envelope to ensure privacy.
INJURED EMPLOYEE’S RESPONSIBILITIES
A. Initial injury
1. Seek appropriate medical care
2. Report all on-duty injuries to your immediate supervisor as soon
as possible.
3. Report all blood borne pathogen exposures to your supervisor as
soon as possible.
4. Report all medical conditions, believed to be a result of
employment, to your supervisor as soon as possible.
5. If the employee is incapacitated or cannot make the report, a coworker or family member, having knowledge of the incident, will
make the report on their behalf as soon as possible.
6. Complete a City of Cumberland Employee’s Report of Injury form
as soon as possible.
1. If the injured party is incapacitated or unable to complete
the form, this step may be delayed or a Supervisor can
complete it if the employee can dictate.
B. Post injury
1. Provide the insurance company claim number and address to all
medical providers for appropriate billing.
2. Complete a release of information for the insurance company so
they will receive billing and requests for medical care.
3. Make sure the department is updated with duty status: full duty,
off duty, light duty, by turning in doctor slips with no time gaps.
4. The injured employee will be responsible for court appearances
and obtaining continuances, postponements, or making other
arrangements.
a. If the employee is incapacitated and unable to
communicate, the Patrol Lieutenant will contact the court
on the employee’s behalf.
5. Upon returning to duty, the employee is to inquire to their
Supervisor in reference to missed training, legal updates, policies,
and the like.
Cumberland Police Department
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II.
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SUPERVISOR’S RESPONSIBILITIES
A. Upon becoming aware of any employment related injury, blood
borne pathogen exposure, or the like, the Supervisor is to
immediately:
1. Ensure the employee is receiving proper medical care.
2. Assist the employee with making notification to family if
appropriate
3. If the injury is serious in nature, make notification to the
Chief of Police, Captain, or Officer of the Day.
4. Consider immediate manpower needs for department
operation
B. As soon as practical, and before the end of the shift, the
Supervisor is to:
1. Complete a City of Cumberland Supervisor’s Report of
Injury Form
2. Photograph injury if appropriate
3. Complete an on-line insurance company reporting form

d. Request the on-line form be sent to City of
Cumberland Human Resources, Captain, the
Administrative Secretary, and the injured
employee, via the email forwarding option on the
form.
4. Provide the injured employee with the claim number and
billing address for the insurance company.
5. Ensure City of Cumberland injury Witness Statement
Reports forms are completed, if applicable.
6. Ensure any associated incident reports are completed.
7. Ensure any additional paperwork is completed, if
applicable ( Use of Force, Departmental crash, etc.) .
8. All of the above documents are to be compiled into a
packet, placed in a sealed envelope, and forwarded to the
Captain via in-house mail.
9. All subsequent information and duty slips the Supervisor
becomes aware of is to be forwarded to the Captain.
10. Upon returning to duty, the employees Supervisor is to
ensure the employee is current on all training, legal
updates, and the like.
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III.
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CAPTAIN’S RESPONSIBILITIES
A.

The Captain will be the liaison between CPD and the Department
of Human Resources.

B.

Handle all requests from Human Resources

C.

Ensure that Human Resources
documentation from CPD.

D.

Consider long-term manpower needs.

E.

If the employee will not be allowed to return to full duty for an
extended amount of time the Captain will coordinate obtaining
department property, weapons, identification, vehicles, etc.

F.

If appropriate, the Captain will and make a request to the Chief of
Police to have the injured employee’s police powers suspended
and a personnel order issued.

G.

If the injured employee is incapacitated or unable to
communicate the Captain will make notification to the Court
System and the State’s Attorney’s Office concerning court
obligations.

receive

all

appropriate
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Cumberland Police Department
General Order: 23
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY # 23
23.0

BLOODBORNE PATHOGEN PLAN

BLOODBORNE PATHOGEN EXPOSURE CONTROL PLAN

POLICY
It is the responsibility of the Cumberland Police Department to take all reasonable measures to
allow its members to perform their duties in a safe and effective manner. The safe
performance of daily operations is threatened by contagious diseases that can be contracted
through exposure to several types of bodily secretions. Therefore, it is the policy of this agency
to provide employees with information and education on prevention of these diseases, provide
up-to-date safety equipment and procedures that will minimize their risks of exposure and to
institute post-exposure reporting, evaluation and treatment for all members exposed to these
diseases.
I.

DEFINITIONS

A. Bodily Fluids: Blood, semen and vaginal fluids or other secretions that might contain
these fluids such as saliva, vomitus, urine or feces.
B. Exposure Control Plan: A written plan developed by this agency and available to all
employees that details the steps taken to eliminate or minimize exposure and evaluate
the circumstances surrounding exposure incidents.
C. Personal Protective Equipment: Specialized clothing or equipment worn by members
for protection against the hazards of infection. This does not include standard issue
uniforms and work clothes without special protective qualities.

II.

PROCEDURES
A. General Disease Prevention Guidelines
1. This agency’s exposure control plan shall provide the overall strategy for limiting
exposure to infectious diseases and responding to potential exposure incidents.
2. This agency subscribes to the principles and practices for prevention of HIV and
HBV and other infectious disease exposure as detailed in the “universal
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D. Universal Precautions: Procedures promulgated by the Centers for Disease Control
(CDC) that emphasize precautions based on the assumption that all blood and bodily
fluids are potentially infectious of the AIDS (HIV) and hepatitis B (HBV) viruses.
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B. Workplace Controls and Personal Protective Equipment
1. In order to minimize potential exposure, officers should assume that all persons
are potential carriers of infectious diseases.
2. When appropriate protective equipment is available, no member shall refuse to
arrest or otherwise physically handle any person who may be suspected of
carrying an infectious disease including the HIV or HBV virus.
3. Members shall use protective gear under all appropriate circumstances unless
the member can demonstrate that in a specific instance, its use would have
prevented the effective delivery of health care or public safety services or would
have imposed an increased hazard to his safety or the safety of another coworker.
4. All such instances shall be reported by the member and shall be investigated
and appropriately documented to determine if changes could be instituted to
prevent similar occurrences in the future.
5. Disposable barrier protective gloves shall be worn when handling any persons,
clothing or equipment with bodily fluids on them.
6. Masks in combination with eye protection devices, such as goggles or glasses
with solid side shields or chin-length face shields, shall be worn whenever
splashes, spray, spatter or droplets of potentially infectious materials may be
generated and eye, nose or mouth contamination can be reasonably
anticipated.
7. Outer protective garments shall be worn as determined by the degree of
exposure anticipated.
8. All sharp instruments such as knives, scalpels and needles shall be handled with
extraordinary care and should be considered contaminated items.
9. Leather gloves or their protective equivalent shall be worn when searching
persons or places or dealing in environments, such as crash scenes, where sharp
objects and bodily fluids may reasonably be encountered.
10. Searches of automobiles or other places should be conducted using a flashlight,
mirror, or other devices where appropriate.
11. Needles shall not be recapped, bent, broken, removed from a disposable syringe
or otherwise manipulated by hand.
12. Needles shall be placed in departmentally provided, puncture-resistant, leak
proof containers that are marked as biohazard when being collected for
evidence, disposal or transportation purposes.
13. Officers shall not smoke, eat, drink or apply makeup around bodily fluid spills.
14. Any evidence contaminated with bodily fluids shall be completely dried, double
bagged and marked to identify potential or known communicable disease
contamination.
C. Custody and Transportation of Prisoners
1. Officers shall not put their fingers in or near any person’s mouth, nose, or
orifice.
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precautions” prescribed by the CDC and the federal regulations of the
Occupational Safety and Health Administration. Where otherwise not detailed
in this policy, officers shall be guided by these practices and procedures.
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2. Individuals with bodily fluids on their persons shall be transported in separate
vehicles from other persons.
3. If feasible, prisoners who are actively bleeding should have any injuries covered
or dressed prior to transport to reduce the risk of bloodborne pathogen
exposure.
4. Officers should use the prisoner transport van when transporting someone who
is bleeding our otherwise emitting bodily fluids to prevent the need to take an
exposed patrol vehicle out of service is clean-up is needed.
5. Officers have an obligation to notify relevant personnel during a transfer of
custody when the suspect has bodily fluids present on his person, or has stated
that he has a communicable disease.
6. Officers shall document on the appropriate arrest or incident form when a
suspect taken into custody has bodily fluids on his person, or has stated that he
has a communicable disease.

E. Disinfection
1. Any unprotected skin surfaces that come into contact with bodily fluids shall be
thoroughly washed as soon as possible with hot running water and soap for at
least 15 seconds before rinsing and drying.
a. Alcohol or antiseptic towelettes may be used where soap and water are
unavailable.
b. Disposable gloves should be rinsed before removal and hands and
forearms should then be washed.
c. Skin surfaces shall be washed and mucous membranes flushed as soon as
feasible following the removal of any personal protective equipment.
d. Hand lotion should be applied after disinfection to prevent chapping and
to seal cracks and cuts on the skin.
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D. Housekeeping
1. Supervisors and their employees are responsible for the maintenance of a clean
and sanitary workplace and shall conduct periodic inspections to ensure that
these conditions are maintained.
2. All equipment and environment and work surfaces must be cleaned and
decontaminated after contact with blood and other potentially infectious
materials as provided in this policy.
3. Bins, pails and similar receptacles used to hold actual or potentially
contaminated items shall be labeled as biohazard and decontaminated as soon
as feasible following contamination.
4. Officers shall remove clothing that has been contaminated with bodily fluids as
soon as practical and with as little handling as possible. Any contacted skin area
shall be cleansed and disinfected.
5. Contaminated laundry and personal protective equipment shall be bagged or
containerized at the location where it is used in departmentally approved leak
proof containers but shall not be sorted, rinsed or cleaned at that location.
6. Only employees specifically designated by the Chief of Police shall discard actual
or potentially contaminated waste materials. All such disposal shall conform to
established federal, state and local regulations.
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e. All open cuts and abrasions shall be covered with waterproof bandages
before reporting to duty.
2. Disinfection procedures shall be initiated whenever bodily fluids are spilled or an
individual with bodily fluids on his/her person is transported in a departmental
vehicle.
a. A supervisor shall be notified and the vehicle taken out of service until
disinfected.
b. The Shift Supervisor is responsible for contacting the emergency
housekeeping numbers to request a special bio-hazard clean-up of a
vehicle or area.
c. The affected areas should be disinfected using hot water and detergent
or alcohol and allowed to air dry.
d. All police vehicles scheduled for washing and routine maintenance shall,
as part of that routine, be cleaned in the interior with an approved
disinfectant.
e. Non-disposable equipment and areas upon which bodily fluids have been
spilled shall be disinfected as follows:
1) Any excess bodily fluids should first be wiped up with approved
disposable absorbent materials.
2) A freshly prepared solution of one part bleach to 10 parts water
or a fungicidal/micro bactericidal disinfectant shall be used to
clean the area or equipment.
F. Supplies
1. Supervisors are responsible for continuously maintaining an adequate
supply of disease control supplies in a convenient location for all affected
personnel in their unit. This includes, but is not limited to, ensuring that
personal protective equipment in appropriate sizes, quantities and locations
are available.
2. First aid supplies and disinfecting materials are readily available at all times.
3. All departmental vehicles shall be continuously stocked with communicable
disease control supplies.
4. Officers using supplies stored in their vehicles are responsible for ensuring
that they are replaced as soon as possible.

H. Vaccination, Exposure, Evaluation, and Treatment
1. All members of this agency who have been determined to be at risk for
occupational exposure to the hepatitis B virus shall be provided with the
opportunity to take the HIV vaccination series at no cost within 10 working days
of assignment to an occupationally exposed duty. The vaccination shall be
provided if desired only after the member has received required departmental
training, has not previously received the vaccination series and only if not
contraindicated for medical reasons.
2. Any person who has unprotected physical contact with blood or other bodily
fluids of another person while in the line of duty shall be considered to have
been potentially exposed to HBV and/or HIV.
Cumberland Police Department
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G. Officers are required to keep disposable gloves in their possession while on duty.
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I.

Record Keeping
1. Any employee exposed to a bloodborne pathogen, bodily fluid, or the like
will be required to complete a CPD form S-6 Bloodborne Pathogen Exposure
Control Form. (140 8/2/16)
2. In addition, all exposures must be documented as an injury which will
require the completion of:
a. City of Cumberland’s Supervisor’s First Report of Injury form
b. City of Cumberland’s Employee’s First Report of Injury
c. City of Cumberland’s Witness form (if applicable)
d. The On-line PMA Insurance injured worker reporting form
3. This agency’s personnel function shall maintain an accurate record for each
employee with occupational exposure that includes information on
Cumberland Police Department
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3. In cases of exposure, a supervisor shall be contacted who shall complete
appropriate duty injury and medical forms and shall take appropriate steps to
document the means and circumstances under which the exposure occurred.
4. An officer exposed to a potentially HBV or HIV subject will complete a CPD form
S-6 Bloodborne Pathogen Exposure in the Police Reporting System. (140 8/2/16)
5. Immediately after exposure, the officer shall proceed to the designated health
care facility for tests of evidence of infection and treatment of any injuries.
6. This agency shall ensure continued testing of the member for evidence of
infection and provide psychological counseling as determined necessary by the
health care official.
7. The members shall receive a copy of the health care provider’s written opinion
within 15 days of the evaluation and information on any conditions resulting
from the exposure that require further evaluation or treatment.
8. Unless disclosure to an appropriate departmental official is authorized by the
officer or by state law, the officer’s medical evaluation, test results and any
follow-up procedures shall remain confidential.
9. Any person responsible for potentially exposing a member of this agency to a
communicable disease shall be encouraged to undergo testing to determine if
the person has a communicable disease.
10. The person shall be provided with a copy of the test results and a copy shall be
provided to the exposed agency member. The member shall be informed of
applicable state laws and regulations concerning the disclosure of the identity
and infectious status of the source individual.
11. Criminal charges may be sought against any person who intentionally exposes a
member of this agency to a communicable disease.
12. Officers who test positive for HIV or HBV may continue working as long as they
maintain acceptable performance and do not pose a safety and health threat to
themselves, the public or other members of this agency.
13. This agency shall make all decisions concerning the employee’s work status
solely on the medical opinions and advice of the agency’s health care officials.
14. This agency may require an employee to be examined by the department health
care officials to determine if he is able to perform his duties without hazard to
himself or others.
15. All members of this agency shall treat employees who have contracted a
communicable disease fairly, courteously and with dignity.
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vaccination status; the results of all examinations, tests and follow-up
procedures; the health care professional’s written opinion; and any other
germane information provided by the health care professional.
4. These health care records shall be retained in a secured area with limited
access for the duration of the member’s employment plus 30 years and may
not be disclosed or reported without the express written consent of the
member.
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J. Training
1. This agency’s training coordinator shall ensure that all members of this agency with
occupational exposure are provided with a complete course of instruction on
prevention of bloodborne diseases prior to their initial assignment.
2. All affected employees shall receive refresher training and additional training
whenever job tasks or procedures are modified in a manner that may alter their risk
of exposure.
3. All trainees shall have access to applicable federal and state regulations pertaining
to the regulation of bloodborne pathogens.
4. The training coordinator shall ensure that complete records are maintained on
member training to include information on the dates and content of training
sessions, names and qualifications of persons conducting the training and the
names and job titles of all persons attending the training sessions. These records
shall be maintained for a period of three years from the date of training.

Cumberland Police Department
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Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 24

COLLECTIVE BARGAINING

24.1 COLLECTIVE BARGAINING AND CONTRACT MANAGEMENT
24.1.1 AGENCY ROLE IN COLLECTIVE BARGAINING
24.1.2 REVIEW AND DISSEMINATION OF AGREEMENTS
POLICY
The Cumberland Police Department and its administration will cooperate with the City of
Cumberland Mayor and City Council and any labor organization representing its sworn and civilian
employees to work towards obtaining the best benefits and working conditions for their employees
as possible within their means.
24.1.1 AGENCY ROLE IN COLLECTIVE BARGAINING
CALEA 24.1.1
I.

The role of the agency in collective bargaining will be outlined in the contract(s) or
agreement(s).
A. This Contract is made for the purpose of setting forth the understandings and
agreements between the parties governing the wages, hours, terms and
conditions of employment for those employees included in the bargaining units
identified herein. (Article 1, Section 1 (a), UCFW Local 1994 MCGEO; Article 1,
Section 1 (a), AFSCME #3066 Contract)

C. The contract(s) or agreement(s) will specify the bargaining unit(s) to be
recognized.
II.

The City Administrator or his designee shall act as the bargaining representative for the
City of Cumberland and the agreements shall specify the employee(s) who may
represent the bargaining unit. (CALEA 24.1.1a)
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B. The Employer recognizes the selected arbiter as the sole and exclusive
representative for all employees included in the bargaining units described herein
in any and all matters relating to wages, hours, terms and conditions of
employment, and the continuation, modification, or deletion of an existing
provision of this contract and for the administration of this Contract. (Article III,
Section 1 (a), UCFW Local 1994 MCGEO; Article II, Section 1 (a), AFSCME Contract)
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A. Bargaining unit is authorized to select up to four (4) bargaining unit members.
The employee designee, upon giving reasonable notice, and upon authorization
from the immediate supervisor, shall be allowed reasonable time off during
regular working hours to investigate a grievance, consult with the Employer in
addressing labor/management issues or in processing a grievance, or to assist in
the settlement of a dispute. Permission to perform these functions shall not be
unreasonably denied. (Article V, Section 3 (a), UCFW Local 1994 MCGEO; Article
III, Section 1, AFSCME Contract) (CALEA 24.1.1b)
B. In the interest of sound labor/management relations, upon request of either
party, at a mutually agreeable date and time, not more than four (4)
representatives of the Employer shall meet with not more than four (4)
representatives of the employees to discuss pending issues and/or problems and
to promote a more harmonious labor/management relationship. (CALEA 24.1.1a,b)
III. The agreements shall specify the bargaining unit(s), representing the agency groups
with which the City will negotiate.
A. The contract(s) or agreement(s) will be entered into between the City of
Cumberland as the employer and the bargaining unit(s) for employee groups.
(Preamble, UCFW Local 1994 MCGEO; Preamble, AFSCME Contract)
B. The specific employees recognized in the bargaining unit(s) shall be specified in
the contract(s) or agreement(s). (Article III, Section 1 (a), UCFW Local 1994
MCGEO; Article II, Section 1 (a), AFSCME Contract)
IV. The agency will participate in negotiations based on the principle of "good faith"
bargaining. (CALEA 24.1.1c)
V. The ground rules for the bargaining teams shall be decided in advance of the process
for negotiation of substantive issues.

VI. The agency's chief executive officer shall include an expression of the agency's
philosophy of ensuring that the terms of the agreement(s) are met in spirit as well as
through technical compliance.
VII. The City of Cumberland including the Chief of Police, will abide, in both letter and
spirit, with any labor agreements that has been signed by management, labor
representatives, and ratified by the bargaining unit. (CALEA 24.1.1e)
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A. Ground rules should establish the size and composition of bargaining teams; the
compensation of agency employees serving as official members of the bargaining
teams during the bargaining process; the time schedules and agendas for
meetings; the procedures governing release of information to third parties
(including the media) during the bargaining process; the method of recording the
deliberations, if any; the methods for introducing issues; and the methods for
resolving conflict. (CALEA 24.1.1d)
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24.1.2 REVIEW AND DISSEMINATION OF AGREEMENTS
CALEA 24.1.2
I.

The agency will have a written record of agreements resulting from collective
bargaining, which shall be signed by both parties. (CALEA 24.1.2a)
A. Any agreement resulting from collective bargaining will be disseminated to all
affected personnel by the bargaining unit. (CALEA 24.1.2c)
B. The agreement(s) will be maintained on computer for reference by employees.
C. A copy of the signed labor agreement will be maintained in the office of the
Chief of Police. (CALEA 24.1.2a)

II. The agency shall review and amend those administrative directives necessary to
ensure compliance with the agreement(s).
A. The review should be accomplished as quickly as possible following negotiations,
with a reasonable period of time being provided to accomplish the review and
amendment. (CALEA 24.1.2b)
III. The Chief of Police will inform all supervisory and management personnel of the terms
of the agreement(s) affecting personnel under their supervision. (CALEA 24.1.2c)

24: collective bargaining

A. The Chief of Police may wish to achieve this objective by distribution of the
agreement and/or training and/or holding staff meetings.

Cumberland Police Department
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General Order: 25.0
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Approved: Charles H. Hinnant, Chief of Police

GRIEVANCE PROCEDURES

CPD POLICY #25
25.1 GRIEVANCE PROCEDURES
25.1.1 GRIEVANCE PROCEDURES
25.1.2 PROCESS MANAGEMENT
25.1.3 ANNUAL ANALYSIS

POLICY
The Cumberland Police is aware that a carefully designed grievance process can help to reduce
personnel dissatisfaction, improve morale, identify problems in the organization, and increase
the positive perception employees have of the organization. The Cumberland Police Department
will strive to maintain a fair and equitable grievance procedure which is accessible by all
employees
25.1 GRIEVANCE PROCEDURES
25.1.1 GRIEVANCE PROCEDURES
CALEA 25.1.1
I.

DEFINITIONS
A. “Grievance” shall mean an allegation that there has been a breach,
misinterpretation, or improper application of the Agreement between the City
of Cumberland and the members of UCFW Local 1994 MCGEO. (CALEA 25.1.1a)
B. “Grievant” shall mean an employee or group of employees or, in the case of a
grievance involving Union rights, the Union.
ADMINISTRATIVE GUIDELINES
A. The grievance and arbitration procedure contained in the agreement shall be
the exclusive remedy for the resolution of disputes defined as “grievance”.
1. This shall not be interpreted to preclude either party from enforcing the
arbitrators’ award in court.
2. This procedure shall not be construed in any manner to limit the
statutory rights and obligation of the City of Cumberland.

Cumberland Police Department
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II.
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B. “Working Days” as set forth in this Article of the Agreement means all weekdays
except those when City Hall is closed.
PROCEDURAL STEPS (CALEA 25.1.1 a – e)
A. A grievance must be initiated no later than thirty (30) days from the date of the
occurrence of the act or acts giving rise to the grievance with the Chief of Police
or his designee. (CALEA 25.1.1b)
B. The notice shall site the specific section and article of the agreement, which is
alleged to have been violated, misinterpreted or improperly applied, and a brief
summary of the facts supporting that contention. (CALEA 25.1.1c)
C. All Cumberland Police Department employees represented by the UFCW, Local
1994 Union may have a representative from this union assist and represent
them throughout the proceeding. (CALEA 25.1.1e)
1. The representative may attend all meetings concerning the grievance
in which the employee is entitled to attend.
D. Upon receiving the grievance the department shall:
1. The Chief or designee, with the Lieutenant in Charge of employee
filing grievance, shall discuss the grievance with the grievant within
five (5) working days of his receipt of the notice of the grievance.
2. The only persons entitled to be present at this meeting are the Chief
of Police or designee, one other employer representative, the
grievant, and Union.
3. The Chief of Police or designee shall respond in writing, to the said
grievance, within five (5) working days following the discussion
thereof. The Chief of Police’s appointment of a designee for the
purpose of that Article of the Agreement shall be effective upon the
date the Chief of Police provides written notice of the said
appointment to the Union. In absence of the provision of such
notice, there shall be no designee for the purposes of the Article of
the Agreement.
E. If the grievance has not been satisfactorily resolved, the Union representative,
or its President shall file with the City Administrator, within ten (10) working
days following receipt of the response, a written notice of appeal, thereof, with
a copy to the City of Cumberland Human Resources Office and the Union.
1. The City Administrator with the Police Chief or designee and
Lieutenant in Charge, shall discuss the grievance with the aggrieved
parties within ten (10) working days of receipt of the notice of
appeal.
2. The City Administrator shall provide a written response to the said
appeal, with a copy to the Union within ten (10) working days
following the discussion thereof.

Cumberland Police Department
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III.
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F. If the grievance is still unresolved after the second step, the Union may submit
the grievance to arbitration. Such submission must be made with ten (10)
working days of receipt of the response of the City Administrator, as outlined in
step 2. The Union must notify management, in writing, of such submission.
1. The American Arbitration Association ("Association”) shall conduct
such arbitration and such arbitrator as is assigned by the Association
shall hear the matter. The parties shall be bound by the usual
procedural rules of the Association and all phases of the arbitration
shall be conducted in accordance therewith.
2. The arbitrator shall be requested to issue a decision within thirty (30)
days following the conclusion of the hearing. The decision of the
arbitrator shall be final and binding upon the parties and shall be
enforceable in the courts of the State of Maryland.
G. The jurisdiction and authority of the arbitrator of the grievance and his opinion
and award shall be confined to the specific provision or provisions of the
agreement at issue between the Union and the employer.
1. He shall have no authority to add to, alter, amend, or modify any
provision of the agreement.
2. The arbitrator shall not hear or decide more than one grievance
without the mutual consent of the employer and the Union. The
award in writing of the arbitrator within his jurisdiction and authority
as specified in the agreement shall be final and binding on the
grievant, the Union and the employer.

I.

All grievances, appeals and responses, requests for review, and other matters
relating to this article shall be in writing and copies of all such documents shall
be furnished to the City of Cumberland Human Resources Office and the Union.

J.

Time limits imposed by this article may be extended by mutual agreement of
the parties, in writing. Any grievance not appealed or answered at any step of
the grievance procedure within the number of days specified shall be
considered settled in favor of the grievant if not answered by the employer, and
settled in favor of the employer if not appealed by the Union, as specified.

25.1.2 PROCESS MANAGEMENT
I.

The Captain will be responsible for providing coordination and management oversight
to the grievance process.
A. The Captain will be responsible for maintenance, accountability, and control of
all grievance records. (CALEA 25.1.2)
Cumberland Police Department
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H. The party who is successful in the arbitration procedure shall pay costs and
expenses assessed by the arbitrator in each case. Each party shall pay for its
own counsel.
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B. Records will be kept in secure file cabinets and will be accessible only to the
Chief of Police and his representatives. (CALEA 25.1.2)
C. All grievances will be forwarded promptly on completion to the Captain by
sealed confidential correspondence for filing. (CALEA 25.1.2)
D. Administrative copies of grievances will be maintained in the following
locations: (CALEA 25.1.2)
1. Employee Personnel File
2. Grievance Master File, Office of Chief of Police
3. City of Cumberland Human Resources Office
4. Employee

25.1.3 ANNUAL ANALYSIS
CALEA 25.1.3
The Chief of Police, or his designee, will conduct an annual analysis of grievance filed by
Cumberland Police Department employees. The Chief will prepare a summary report of
the analysis. If an apparent trend is observed in filed grievances, the Chief of Police may
initiate steps to minimize the causes of similar grievances in the future.

25: grievance procedures
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General Order: 26.0
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Approved: Charles H. Hinnant, Chief of Police

CPD POLICY # 26

DISCIPLINARY PROCEDURES

26 .1 DISCIPLINARY PROCEDURES
26.1.1 CODE OF CONDUCT
26.1.2 EMPLOYEE AWARDS
26.1.3 SEXUAL HARASSMENT
26.1.4 DISCIPLINARY SYSTEM
26.1.5 ROLE AND AUTHORITY OF SUPERVISORS
26.1.6 APPEAL PROCESS
26.1.7 DISMISSAL PROCESS
26.1.8 DISCIPLINARY RECORDS
POLICY
The public trust is formed when the community entrusts the police department to provide
service and protection, law and order. Any responsibility delegated to any member of the
Cumberland Police Department carries with it the implicit authority to fulfill that responsibility.
Each employee is accountable for the use of delegated authority. The authority to deprive
persons of their liberty, serve search and arrest warrants, and investigate persons’ activities can
be abused. The public trusts its police department to operate within the law. All public
employees have an affirmative duty to serve the public well.

Fairness and consistency combined with clear expectations form an effective disciplinary
system. Employees will understand discipline when it is imposed fairly and consistently. The
discipline matrix is a guide for fairness and consistency. Consistency means holding every
employee equally accountable for unacceptable behavior. Fairness means understanding the
myriad of circumstances that contributed to the misconduct. The discipline matrix weighs both
factors.
26.1.1 CODE OF CONDUCT

Cumberland Police Department
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The vast majority of employees abide by law, policy, procedure, and rule. Most employees will
follow rules when given a clear set of expectations. The nature of police work, in essence, is the
application of disciplinary judgments, based on community benefit, expertise, and the values
that guide the police profession, to solve a variety of problems. Managers and supervisors must
recognize that training, education, conduct, rewards, and punishments are interrelated, not
separate elements.
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CALEA 26.1.1
I.

CUMBERLAND POLICE DEPARTMENT PERSONNEL WILL BE COMMITTED TO THE
FOLLOWING VALUES TO GUIDE THEIR CONDUCT:
A. Integrity: Employees shall be honest and maintain the highest standards of ethical
and moral character.
B. Fairness: Employees shall treat everyone with respect and dignity, refrain from
using uncontrolled anger and protect constitutional rights through impartial
enforcement of the law.
C. Service: Employees shall provide dedicated service to citizens, promote leadership,
cooperation and assistance to the Cumberland Police Department and its
employees and obey CPD policies and procedures.
RULES OF CONDUCT
A. Courtesy
1. An employee shall courteously and promptly accept any allegation or any
complaint made by a citizen against any employee of the Cumberland Police
Department. The receipt and processing of all complaints shall be in
conformance with established department procedures.
2. An employee shall be courteous to the public and fellow employees. He/she
shall control his temper and exercise patience and discretion. While in the
performance of his duties, he/she shall not use course, violent, profane, or
obscene language or gestures toward the public or fellow employees.
He/she shall not express any prejudice or use language, which is insulting or
demeaning concerning race, sex, religion, politics, national origin, lifestyle,
mental or physical disabilities or other personal characteristics.
B. Unbecoming conduct
1. Every employee, sworn and civilian, shall conduct himself at all times, both
on and off duty, in a manner that reflects favorably on the Cumberland
Police Department. Conduct unbecoming an employee shall include that
which tends to bring the Cumberland Police Department into disrepute, or
reflects discredit upon the employee as a representative of the Cumberland
Police Department, or that which tends to impair the operation or efficiency
of the Cumberland Police Department or its employees.

Cumberland Police Department
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II.
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2.
3.

A Cumberland Police Supervisor will not injure or discredit a subordinate
through unreasonable, unjust, arbitrary, tyrannical conduct, or abusive
language.
A Cumberland Police Department employee shall not maliciously threaten,
strike, or assault any other Cumberland Police Department employees.

C. Insubordination
1. Cumberland Police Department employees shall, unless otherwise directed
by competent authority, transact all official business with employees senior
in rank or classification only through the official chain of command.
2. An employee shall promptly obey all lawful orders of a supervisor, including
those from a superior relayed by an employee of equal or lesser rank.
3. An employee will obey all orders from superiors, whether written or verbal,
except when compliance with such orders would require the commission of
an illegal act.
4. No employee, without adequate justification, will intentionally issue an order
that is contrary to an order issued by a superior. Employees to whom
conflicting orders are issued will call immediate attention to such conflict;
however, if the conflict is not resolved, the last order will be obeyed.
5. At the scene of any incident, the assigned police employee shall be in charge
until relieved at the direction of another employee senior in rank.

E. Abuse of position
1. While deprived of police powers, sworn Cumberland Police Department
employees will not wear the uniform and will not represent themselves in
an official capacity as a Cumberland Police Department employee with
police powers.
2. An employee is prohibited from using his official position or his official
identification card or badge for personal or financial benefit or as a means
of obtaining privileges not otherwise available to him, or for avoiding
consequences of illegal acts. An employee may not lend his identification
card or badge to another person.
3. An employee shall not permit or authorize the use of his name, photograph,
or official title identifying him as an employee of the Cumberland Police
Department in connection with testimonials or advertisements of any kind
without approval of the Chief of Police.

Cumberland Police Department
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D. Criticism
1. An employee shall not criticize the Cumberland Police Department, or any
other State agency, the Maryland Judiciary, or any other police department
and/or member, their policies, or their officers by speech, in writing, or by
expression in any other manner, when such speech, writing, or other
expression is defamatory, obscene, unlawful, exhibits a reckless disregard for
truthfulness, or tends to undermine the operation of the Cumberland Police
Department, other police department, other Public Safety agency, or the
Judiciary.
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F. Associations
1. An employee shall avoid associations or dealings with persons he knows, or
should know, are racketeers, gamblers, felons, illegal drug users, persons
under criminal investigation or indictment, or others who have a reputation
in the community for felonious or criminal behavior, except as directed by a
superior.
2. An employee shall not visit or enter a house of prostitution, gambling
house, or any other establishment wherein the laws of the United States,
the laws of the State of Maryland or any other law or ordinance are violated
except in the performance of duty and while acting in response to lawful
and specific orders of a superior.
G. Immoral conduct
1. Every employee shall maintain a level of conduct in his personal affairs,
which is in keeping with the highest standards of the law enforcement
profession. No employee shall be a participant in any incident, which
compromises or has the potential to compromise his ability to perform as a
law enforcement officer or as an employee of the Cumberland Police
Department, or causes the department to be brought into disrepute.

I.

Payment of debts
1. Employees of the Cumberland Police Department shall make every effort to
pay all just debts and legal liabilities. Disciplinary action may be taken when:
a. Judgments of creditors have been finally adjudicated and the employee,
even though able to pay, has refused to comply with such judgment or;
b. The effects of such indebtedness have adversely affected the ability of
the employee to perform his job or have negatively reflected on the
reputation or effectiveness of the Department. (Disciplinary action shall
be inappropriate if the employee has filed for a voluntary bankruptcy
petition.)

J. Seeking or accepting gifts, gratuities or bribes
1. A Cumberland Police employee shall not solicit, seek, or accept any gift or
gratuity, including food or drink for himself or another from any individual,
business establishment, or merchant where such offer of acceptance can be
construed to be an effort to influence his official conduct as an officer of the
Cumberland Police Department.
Cumberland Police Department
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H. Conformance to laws
1. An employee shall not violate his oath of office and trust or any other
condition of his employment with the Cumberland Police Department or
commit an offense punishable under the laws or statutes of the United
States or any sovereign nation, the State of Maryland, public local laws,
ordinances, or civil violations. Any employee who has been charged with a
violation of any law stipulated in this Section must report the facts
concerning such violation immediately to his supervisor. (Parking and minor
traffic violations are exempted from this subsection.)
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2.

A Cumberland Police employee shall not receive, seek, or solicit, or share in
any reward, fee, or other reimbursement for the performance of his official
duties, or for his failure to perform official duties.

K. Labor activities
1. An employee shall not engage in any strike or job action. Strike or job action
includes, but is not limited to, a failure to report for duty, willful absence
from duty, unauthorized holidays, sickness, stoppage of work, or the
abstinence in whole or in part from the full, faithful and proper
performance of the duties of employment for the purpose of inducing, or
coercing a change in wages, hours, and other terms and conditions of
employment, rights, privileges, or obligations of employment.

M. Cumberland Police Department communications.
1. An employee shall submit all reports, both verbal and written, required by
the Cumberland Police Department, on time and in accordance with
established procedures.
2. An employee shall, upon order of competent authority, submit a written
and/or oral statement detailing the facts concerning his involvement in an
incident being investigated where the incident is related specifically,
directly, and narrowly to the performance of his official duties.
3. Whenever a Cumberland Police Department employee is ordered to submit
a detailed report/oral statement concerning an incident in which he is
alleged to have been involved and if the authority ordering the report
knows or should have known that the report is likely to contain information
which may be used as evidence against the employee in a disciplinary
hearing, then the authority ordering the report will, at the time of such
order, provide the member with a copy of CPD form PSD 6a/6b Notification
of Charges/Waiver of Rights. The form shall clearly state that the recipient is
the subject of an investigation, and briefly describe the nature of the
investigation. These criteria do not apply to the submission of procedural
reports required by Cumberland Police Department standard operating
procedure, rule, or policy.
4. A police employee shall report, without delay, to his superior all information
that comes to his attention concerning any criminal activity.
5. All reports submitted by Cumberland Police Department employees shall be
truthful; no employee shall knowingly report or cause to be reported any
false information.
6. All reports submitted by Cumberland Police Department employees will be
complete and will not contain improper or inaccurate information.
Cumberland Police Department
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L. Secondary employment
1. An employee shall not be employed in any capacity in any other business,
trade, occupation, or profession, while employed by the Cumberland Police
Department except as approved by the Chief of Police.
2.
If any employee is unable to report for duty at the Cumberland Police
Department due to illness, injury, or administrative suspension, they are to
cease all secondary employment unless approved by the Chief of Police.
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7.

8.

An employee shall treat the official business of the Cumberland Police
Department as confidential. An employee may remove or copy official
records or reports from a police installation only in accordance with
established Cumberland Police Department procedures.
The use of Cumberland Police Department phones, computers and FAX
machines shall be in accordance with established policy. When using the
Internet, all employees will adhere to the provisions of the City of
Cumberland Internet Policy.

N. Interrogations and interviews.
1. During any administrative investigation an employee shall, at the direction
of competent authority, submit to an interrogation, interview, or polygraph
examination. The questions asked during the interrogation, interview, or
polygraph examination shall be related specifically, directly, and narrowly to
the performance of an employee’s official duties and to the subject matter
of the current investigation.
2. On the order of competent authority, an employee shall submit to any
medical, chemical, or other test, photographs, or lineups. All procedures
carried out under this rule shall be specifically, directly, and narrowly
related to the nature and scope of the employee’s employment and
conduct.

P. Interference with duty
1. An employee shall not attempt to bring influence to bear on the Chief of
Police for the purpose of securing promotion or transfer, or to avoid
penalties for violations of the department’s policies, procedures, rules or
orders.
2. An employee shall not interfere with cases assigned to other employees for
investigation without consent, nor shall he interfere with the operation of a
division or unit. An employee shall not interfere with any lawful arrest or
any prosecution brought by other members of the Cumberland Police
Department or by any other agency or person.

Cumberland Police Department

26.0: disciplinary procedures

O. Reporting for duty.
1. An employee of the Cumberland Police Department shall not absent himself
without properly approved leave.
2. An employee shall report for duty at the time and place specified by his
superior and shall be physically and mentally fit to perform his duty. He shall
be properly equipped and cognizant of information required for the proper
performance of his duty so that he may immediately assume his duties.
3. If an employee of the Cumberland Police Department is unable to report for
duty due to sickness or other causes, such employee shall make notification
to his immediate superior in conformance with established procedures.
4. An employee shall not feign illness or injury, or otherwise deceive or
attempt to deceive any official of the Department as to the condition of his
health.
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3.

4.

An employee of the Cumberland Police Department shall not be directly or
indirectly involved with making arrangements, agreements, or compromises
between a criminal and a person who has suffered from his criminal acts for
the purpose of allowing the criminal to escape any punishment prescribed
by law.
An employee of this department shall not reveal the identity of a police
employee assigned to covert assignments.

Q. Tampering/manufacturing and withholding evidence and false criminal charges.
1. An employee shall not intentionally manufacture, tamper with, falsify,
destroy, or withhold evidence or information, or make any false accusations
of a criminal charge.
R. Evidence found and recovered property.
1. Property, which has been received as evidence in connection with
investigations or which for any other reason, comes into the custody of this
Department, will be processed in accordance with established procedures.
An employee shall not convert to his own use, manufacture, tamper with,
damage through negligence, destroy, or in any other way misappropriate
any evidence or any other material or property found in connection with an
investigation or other police action, except in accordance with established
department procedures.
S. Suggestions pertaining to services.
1. An employee shall not recommend or suggest in any manner, except in the
transaction of personal business and then representing himself only as a
private citizen, the employment or procurement of a particular product,
professional service, or commercial service (such as an attorney,
ambulance, towing service, bondsman or mortician, etc.).

U. Identification.
1. During the times that a police employee is not readily identified by the
uniform of the Cumberland Police Department, he shall carry his badge or
identification card on his person. He shall furnish his name to any person
properly entitled to this information, at any time except when such refusal
may be necessary for the proper performance of his police duties.
2.
When a police employee makes a traffic stop or makes an arrest while in
plain clothes, he shall identify himself to the violator and display his badge
and/or identification card.

Cumberland Police Department
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T. Requests for assistance.
1. When the public requests assistance or advice, all pertinent information will
be taken in an official and courteous manner, and will be acted upon
consistent with established Department procedures.
2. Police employees will not act in an official capacity, without authority, in any
civil case, except where such action will prevent a breach of the peace or
assist in quelling a disturbance.
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V. Dress and appearance
1. Uniformed Personnel Standards
a. All Departmental personnel assigned to wear the uniform of the
Cumberland Police Department will adhere to these standards whenever in
uniform, while on duty and while attending court. Only department issued
equipment will be worn.
b. All new officers will be issued standard equipment in accordance with
Cumberland Police Department.
c. All uniforms will be worn complete as prescribed for the season and will not
be worn with any civilian, non-uniform, or unauthorized items of clothing.
d. Shirt and trousers will be kept clean, neat, in proper repair, military pleat or
press.
e. Officer safety is of paramount importance and, body armor shall be worn by
all officers while on duty. Department issued shoes or boots shall be worn
by members of the department who are required to dress in the uniform of
the day, black or navy blue socks must be worn with low-cut shoes.
f. Boots will be worn only with the issued BDU uniform or in inclement
weather as part of the uniform of the day. All fasteners will be Velcro or of
a hidden snap type.
g. Uniform headgear shall normally be worn outdoors except during
extenuating circumstances.
h. Cumberland Police Department “ball cap” may be worn as part of the K9
uniform and BDUs.
i. Jackets, when worn, shall be completely buttoned and shall display the
badge.
j. All brass will be kept clean and well maintained.
k. The Cumberland Police Department badge shall always be worn the
outermost garment.
l. Only the badge, nameplate/years’ service/achievement pin may be worn on
the uniform. Only department approved achievement pins may be worn.
Issued tie clasps/pins will be worn with a tie.
2. Non-Uniformed Personnel Standards
a. Any employee, with the exception of employees assigned to covert duties,
shall wear clothing consistent with a business type environment. This shall
include any employee on light duty status.
b. Investigators shall wear body armor when working on any operation where
there is any risk of danger from gunfire. Investigators are required to wear
body armor when actively serving arrest warrants, engaged in high-risk
operations, or as part of a search warrant or raid.
3. Personnel Appearance Standards
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W. Neglect of duty
1. Department employees shall be punctual in attendance to all roll calls,
meetings, requirements of duty, and other assignments.
2. An employee will not read, play games, watch television or movies, or
engage in any excessive personal business or activity that would cause him
to neglect or be inattentive to that duty.
3. Police supervisors will actively oversee the performance of subordinates to
ensure compliance with all Cumberland Police Department policies and
procedures.
4. The failure of a police employee to take appropriate action, either on or off
duty, on the occasion of a crime, disorder, or other condition deserving
police attention is considered neglect of duty.
5. A police employee will not, without proper authorization, absent himself
from his assigned place of work during his tour of duty.
Cumberland Police Department
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a. Every employee, except those employees assigned to covert duties, when
reporting for duty must maintain their personal appearance as neatly as
possible.
b. Men’s hair shall not touch the shirt collar in the rear and side growth shall
not touch the ear. The style shall not prevent the hat from resting on the
head. Haircuts or hair coloring of a faddish or unnatural nature or
appearance will not be permitted.
c. Sideburns with limitations are permitted. The length may extend to the
midpoint of the ear. The width shall be no more than one inch, with edges
parallel to prevent being flared. Sideburns are to be kept neatly trimmed at
all times, and shall not be bushy or shaggy in appearance.
d. Mustaches shall be neat and trimmed, with the ends not to exceed ¼ inch
past the corner of the mouth. The ends shall not be waxed or twisted.
e. No beards of any type are permitted.
f. Female sworn employees shall arrange their hair in such a style so as to
prevent any hair from ending below the midpoint of the shirt collar. The
style shall not prevent the hat from resting on the head.
g. Haircuts, hairstyles, or hair coloring of a faddish or unnatural appearance
will not be permitted.
h. The moderate use of makeup by females is permissible for uniform wear;
however, heavy use of makeup is unacceptable.
i. The use of eye shadow for uniform wear is prohibited.
j. No earring of any style or design shall be worn while on duty by any sworn
member of the Department.
k. Personnel assigned to investigative duties and other specialized
enforcement activities, including C3I/C3IN, which require an inconspicuous
appearance, may be exempted from the provisions of this section, upon
approval of the Chief of Police.
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6.
7.

An employee will remain awake and alert while he is on duty. If unable to
do so, he will report to his superior officers, who will determine the proper
course of action.
An employee of the Cumberland Police Department will keep the Chief of
Police notified of his current contact information. That information will
include current mailing address, home phone number and cell phone
number if applicable. Notification of any change must be made to the
Office of the Chief of Police in writing within five (5) days.

X. Use of alcoholic beverages and tobacco products.
1. An employee will not drink intoxicating beverages while in uniform or while
on duty unless it is necessary for the performance of his duty. In every case
where it is necessary to drink intoxicating beverages while on duty, the
employee shall obtain written permission from his immediate supervisor and
it must be placed in his personnel file. An employee given written permission
to consume intoxicating beverages while on duty may not do so to the extent
that his ability to perform his duty is impaired.
2. An employee will not report to work with any level of alcohol in his system.
3. An employee who is placed in an on-call or standby status will not consume
alcoholic beverages.
4. No employee will bring any intoxicating beverage into any building officially
occupied by the Cumberland Police Department, except as evidence or in
conjunction with a training seminar relating to alcoholic consumption.
5. The use of any tobacco product is prohibited throughout all City facilities and
while operating a city vehicle.

Z. Treatment of person in custody.
1. A police employee will not mistreat persons who are in his custody. He will
handle persons in accordance with established procedures.
2. An employee of the Cumberland Police Department will not, without proper
authority, release any prisoner in his charge or, through negligence or
design, or allow any prisoner in his charge to escape.
3. No employee of the Cumberland Police Department civilian or sworn will have
any sexual contact or participate in any sexual conduct or sexual harassment
with any person under CPD custody or control.
4. No prisoner, detainee, or person under CPD custody and control will be
allowed to have any sexual contact or participate in any sexual conduct or
sexual harassment including consensual with any other person in CPD custody.
5. The Cumberland Police Department will take a zero tolerance stance in regards
to any sexual contact, conduct, or harassment, upon any person arrested or
detained by a Cumberland Police officer or held in any Cumberland Police
facility or vehicle.
Cumberland Police Department
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Y. Use of drugs
1. An employee will not use any controlled substance, narcotic, or
hallucinogen, except in conformance with established policy.
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6. No Cumberland Police Officer will participate in any behavior that takes
advantage of the officer’s position in law enforcement to misuse authority and
power in order to commit a sexual act, initiate sexual contact, or otherwise
sexually exploit any person in their custody or control.
7. No Cumberland Police officer is to respond to a perceived sexually motivated
cue from any person in his or her custody or control.
8. Consensual sexual encounters between officers and persons in their custody
and control will always be perceived as misconduct, are not allowed, and will
not be a defense for disciplinary action.
AA. Use of force
1. A Cumberland Police employee, acting in his official capacity, will not use
unnecessary or excessive force. Employees will use the minimum amount of
force necessary to affect an arrest, overcome resistance, and execute their
lawful duties.

CC. Cumberland Police Department equipment
1. Cumberland Police Department equipment will be used and maintained in
accordance with Cumberland Police Department procedures and will not be
abused, damaged, altered, or through negligence, lost. An employee may
not convert to his own use or in any way misappropriate Cumberland Police
Department equipment/property.
2. An employee will operate an official vehicle in a careful and prudent
manner, and will not through negligence, gross negligence or reckless
operation incur or cause damage to be incurred to Cumberland Police
Department property or the property of another. He will obey all laws of the
State of Maryland and all local ordinances, and conform to all Cumberland
Police Department procedures and regulations pertaining to the operation
and maintenance of any Cumberland Police Department vehicle assigned to
him on a permanent or temporary basis.
3. Damage or loss of department equipment will be reported in conformance
with department procedure.
4. An employee will not have any item of department equipment repaired,
adjusted, or modified without official authorization.
5. Only employees of the department will be permitted to operate or attempt
to operate any City of Cumberland owned vehicle, or use any department
issued firearm, or use any other item of property owned by the City of
Cumberland. Supervisor
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BB. Weapons
1. Weapons, both lethal and non-lethal, shall not be used, displayed, or
handled in a careless or imprudent fashion or contrary to Cumberland Police
Department policy or Maryland criminal law.
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DD. Incompetence
1. Employees of the Cumberland Police Department shall be held strictly
responsible for the proper performance of their duties. Employees shall
maintain sufficient competency to properly perform their duties and
assume the responsibilities of their position. Employees shall perform their
duties in a manner, which will maintain the highest standards of efficiency
in carrying out the functions and objectives of the department.
EE. Sexual behavior
1. An employee will not engage in any sexual behavior while on duty. While off
duty, department personnel will not engage in any sexual behavior in a
department facility or department vehicle. Sexual behavior is defined as any
sexual act, sexual contact, or vaginal intercourse as defined in the
Annotated Code of Maryland.
FF. Unauthorized use of MILES, NCIC, or CJIS systems.
1. Employees are prohibited from using or assisting in the use of the MILES,
NCIC, or CJIS system for personal reasons or for any purpose other than
those authorized by Cumberland Police Department policy.

HH. Discrimination/Harassment/Retaliation
1. Cumberland Police Department employees will not engage in any form of
discrimination. Acts of discrimination may include, but are not limited to
favoritism, prejudice, preference, or intolerance based upon sex, ancestry,
citizenship, color, creed, marital status, mental or physical disability,
national origin, pregnancy, race, religious affiliation, belief, or opinion, sex
or sexual orientation, or union membership in the work place.
2. Cumberland Police Department employees will not engage in any form of
harassment. Harassment is to disturb or irritate persistently. It may include
but is not limited to hound, badger, bother, pester, plague, bait, torment,
etc.
3. Cumberland Police Department employees will not take action against
another employee because they have made a charge, testified, assisted, or
participated in any manner in any investigation, proceeding or hearing
concerning a violation of this policy.
II. Race-based profiles.
Cumberland Police Department
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GG. Citizen contact
1. A Cumberland Police Department officer, in the course of performing law
enforcement functions, shall not solicit, for personal benefit, personal
information from the citizenry or provide information of him/her, which
could reasonably be construed as using their position as an officer for
personal benefit or personal reasons.
2. During officer-violator contact, an officer will not solicit personal
information from the driver/passenger(s) and/or provide similar
information for any reason other than that which would reasonably be
required for law enforcement purposes.
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1.

2.
3.
4.
5.

It is the policy of the Cumberland Police Department that any assemblage of
general characteristics of persons engaged in any violation of the law shall
not include the race of any person as one of those characteristics. Race is
not a predictor of criminal activity. Race legally cannot and will not be a
factor for the development of policies for stopping, detaining or searching
people or motorists.
Cumberland Police Department sworn personnel will not participate in the
use of any race-based profiling as a cause for stopping, detaining or
searching motorists.
Cumberland Police Department employees shall not unlawfully stop or
detain any person based upon race, color, ethnicity, national origin, gender,
age, sexual orientation, disability or genetic information.
Cumberland Police Department employees will not participate in the use of
any unlawful discriminatory characteristic as a cause for taking any law
enforcement action against any individual or group of individuals.
Nothing in this policy statement precludes any officer from relying upon
race as a part of a description where a specific suspect is sought.

26.1.2 AWARDS AND COMMENDATIONS
CALEA 26.1.2
AWARDS PROCEDURES AND CRITERIA
A. The Awards and Commendations Program is established by the Cumberland
Police Department to recognize acts of heroism and exceptional service by
employees of the department and to promote morale within.
B. An Awards Committee is to be comprised of the Chief of Police, Captain,
Criminal Supervisor and Administrative Lieutenant.
1. Any member of the Cumberland Police Department or any private
citizen may submit a letter of recommendation for an award or citation
to any member of the Awards Committee.
a. Any such letter shall contain the nominee’s name and a
summary of facts concerning the recommendation.
2. The Awards Committee shall review all submitted recommendations
and approve or disapprove the award.
3. Eligibility for awards and commendations shall include all employees of
the Cumberland Police Department.
4. Members of other law enforcement agencies may be recommended
and awarded a Cumberland Police Department Award / Commendation
for acts of heroism, bravery, valor, or other meritorious acts.
5. The Officer of the Quarter and the Officer of the Year committee will
consist of all Command Staff members.
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a. The Chief of Police will not vote unless called upon to break a
tie.
b. The Chief of Police will have the final authority on both awards.
4. The Chief of Police shall award all certificates and letters to the honoree
entitled to such award. Letters and/or certificates shall cite meritorious
acts and a copy of such letters/certificates shall be placed in the
employee’s personnel file.
5. Awards presented to officers by other agencies may be worn with the
approval of the Chief of Police.
a. Agencies such as the Maryland Police and Corrections Training
Commission (MPCTC) have award programs, which include
ribbons, which may be worn by an officer.
26.1.3 SEXUAL HARASSMENT POLICY
CALEA 26.1.3
GENERAL
A. The Equal Employment Opportunity Commission (EEOC) Guidelines make it very
clear that employers will be considered absolutely responsible for acts of
supervisors, which constitute sexual harassment. This is so regardless of
whether the specific acts complained of were authorized or even forbidden by
the department. According to the guidelines, “unwelcomed sexual advances,
requests for sexual favors, and other verbal or physical conduct of a sexual
nature” will be considered harassment when:
B. Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment.
C. Submission to or rejection of such conduct by an individual is used as the basis
for employment decisions affecting such individual; or
D. Such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creates an intimidating, hostile, or offensive
working environment.
E. Examples of conduct which may be considered sexual harassment or create a
hostile work environment, whether committed by supervisors or fellow
employees, may include but are not limited to: oral or written comments of a
sexual nature or comments regarding an individual’s body, statements,
anecdotes, jokes, sexually degrading terms used to describe an individual,
teasing, gestures, physical contact or threats of physical contact, display of
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books, magazines, or pictures of sexual nature that are, in the view of the
recipient, offensive and unwelcome.
II.

SEXUAL HARASSMENT REPORTING PROCEDURE
A. When an employee finds such conduct offensive or unwelcome, they are
encouraged, but not required, to bring it to the attention of the offending party.
B. If the behavior is not thereafter corrected or if the employee does not wish to
bring the matter to the attention of the offending party, the employee will bring
the conduct to the immediate attention of the appropriate supervisor or, if
necessary, a higher level official.
C. Employees who are aware of such conduct directed at other employees or
another employee will report such conduct.
D. An immediate investigation will be conducted as directed by the Chief of Police.
The Chief of Police shall decide how an investigation into allegations of sexual
harassment or sexual discrimination in the Cumberland Police Department will
be conducted.

III.

ALTERNATIVE RIGHTS CONCERNING SEXUAL HARASSMENT
A. There is nothing in policy to prohibit an employee from exercising his/her rights
under the Equal Employment Opportunity Act or seeking any other redress
outside this agency.
B. Employees who believe they have experienced sexual harassment will not be
subject to reprisals from coworkers or management.

SUPERVISOR’S DUTIES CONCERNING SEXUAL HARASSMENT
A. Supervisors who become aware of such conduct must take appropriate action
by bringing the matter to the attention of the proper official (Captain or Chief of
Police).

26.1.4 DISCIPLINARY SYSTEM
CALEA 26.1.4
I.

DISCIPLINARY TACTICS

Cumberland Police Department
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A. Performance Evaluation Documentation
1. Performance evaluation documentation is a non-disciplinary measure.
2. Supervisors will document employee work performance and behavior in
accordance with established department procedures.
3. Supervisors will review performance evaluation appraisals with employees to
ensure departmental values are supported.
B. Personnel Counseling. (CALEA 26.1.4b)
1. Personnel counseling is a non-disciplinary measure.
2. Supervisors will:
a. Document employee performance and provide guidance to correct
behavior that does not comply with established Department policies.
b. Use CPD form PSD-1 Supervisor’s Record of Counseling form to
document counseling sessions.
c. Offer suggestions on how to achieve and support the mission and
values.
d. Encourage the employee to offer suggestions to improve the behavior
and performance.

D. Alternative Disciplinary Process (ADP) (CALEA 26.1.4c)
1. ADP is a disciplinary measure.
2. The Captain may offer ADP and employees have the option to accept
ADP.
3. Complainant or supervisory information alleging minor misconduct by
an employee not supporting the mission or values can be presented to
the employee without a formal investigation.
4. For ADP, an employee agrees that the minor misconduct occurred and
wants to resolve the issue by immediately accepting the disciplinary
action recommended by the Captain.

Cumberland Police Department
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C. Training (CALEA 26.1.4a)
1. In every instance where a CPD employee’s actions come into question,
the employee’s supervisor will consider training.
2. The employee’s supervisor will assess the event in question and
consider what level of training is adequate to correct the issue.
3. The employee’s supervisor will then have the option to:
a. Address the training need through personal instruction of the
individual officer on the squad level.
b. Address the training need through group roll call training.
c. Forward a request through the chain of command to the CPD
Training Lieutenant requesting more formalized training.
4. The Platoon Lieutenant or CPD Training Lieutenant will be responsible
for conducting follow-up to ensure the training was adequate to correct
the problem and no further training is needed.
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5. An employee not accepting ADP must understand that an investigation
will be conducted to determine if misconduct has occurred.
E. Summary Punishment (CALEA 26.1.4c)
1. Summary punishment is a disciplinary measure.
2. The Chief of Police or Captain may offer summary punishment when
the:
a. facts, which constitute the minor violations, are not in dispute.
b. employee accepts the punishment recommended
c. employee waives the right to a formal hearing provided for in
the LEOBR.
d. summary punishment may not exceed three (3) days suspension
without pay or a fine of $150.

G. Probationary Employees
1. A probationary employee’s supervisor will strive to correct inappropriate
behavior through supervision.
2. Probationary employees are not entitled to the LEOBR provisions unless
there is an allegation of brutality or excessive force.
3. If disciplinary action is taken, supervisor shall:
a. Document the behavior on CPD form PSD 3, Allegation of
Employee Misconduct.
b. Select a penalty with concurrence of the Captain.
c. Present completed CPD form PSD 15 Record of Disciplinary
Action to the employee and have the employee sign the form.
d. Forward CPD form PSD 15 Record of Disciplinary Action and the
case file to the Professional Standards Division for filing at the
completion of the case.

Cumberland Police Department
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F. Hearing Board (CALEA 26.1.4c)
1. Behavior contrary to department rules and regulations may be cause for
administrative charges.
2. An employee is entitled to a hearing as provided by the LEOBR. (if
sworn)
3. Penalties may include but are not limited to:
a. written reprimand
b. loss of paid leave (i.e., Annual, Personal or Holiday) (Loss of
leave should be delineated in hourly increments.)
c. fine
d. suspension
e. demotion
f. dismissal
g. other action, which is intended as a punitive measure
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II.

PROCESSING COMPLAINTS AGAINST SWORN EMPLOYEES
CALEA 26.1.4, 52.1.4

B. Processing complaints against sworn Cumberland Police employees
1. Minor allegations
a. All such reports will be assessed by the involved officer’s supervisor (CALEA
26.1.5, 52.1.1, 52.2.1a) who may:
1) Unfound the matter
a) Forward all documentation to PSD
b) Case closed
2) Counsel the employee
a) Forward all documentation to PSD
b) Case closed
3) Refer the matter through the chain of command to the Captain
who will make notification to the Chief of Police. (CALEA
52.2.2)
4) The Chief, Captain, or PSD Lieutenant may assume the
investigation of any employee complaint despite its
seriousness at any time.
b. Upon receiving the complaint (PSD 3) the Captain may:
1) Refer the case to PSD for investigation. (CALEA 52.2.1b)
2) Offer the involved employee alternative disciplinary action
(ADP) without any further investigation.
a) If the employee has not been served previously
they are to be served with:
i.
CPD form PSD 6a Notification of Charges
ii.
CPD form PSD 7 Notification of Complaint

Cumberland Police Department
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A. Receiving complaints against sworn CPD employees (CALEA 52.1.1)
1. Any employee, sworn or civilian, may receive a complaint against a sworn
member at any time, on or off duty.
a. This included anonymous complaints and third party complaints.
b. This included employee complaints against other employees.
2. It is preferred that a CPD Supervisor takes any initial complaint if possible.
(CALEA 26.1.5)
3. Any CPD employee receiving a complaint will be attentive and accept all
complaints against personnel immediately.
4. It is imperative that complaints are met with respect, courtesy, and
understanding.
5. All complaints are to be recorded immediately on a CPD form PSD-3 Allegation
of Employee Misconduct.
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CPD form PSD 8 Notification of LEOBR
Rights
iv.
CPD form PSD 9 Waiver of Counsel
v.
CPD form PSD 12 Confidentiality agreement
3) If employee accepts ADP
a) The employee is to be served with:
i.
CPD form PSD 6b LEOBR Waiver &
Acceptance of Punishment
ii.
CPD form PSD 14 Waiver of Hearing
iii.
CPD form PSD 15 Record of Disciplinary
Action
iv.
Forward all documents to PSD
v.
Case closed
b) Employee does not accept ADP
a. Refer the case to PSD for investigation
2. Serious allegations
a. Includes:
1) Brutality
a) CPD officers will take a brutality complaint at any time
even though LEOBR states it must be within 90 days.
b) Complainant must give a signed notarized statement.
c) Complainant must complete a CPD form PSD 5
Complaint of Brutality.
2) Criminal offenses
3) Domestic violence
4) High profile or public incidents
b. All such reports will be immediately forwarded to the Captain or
Officer of the Day in his absence. (CALEA 52.2.2)
1) Upon receiving a serious allegation, the Captain or Officer of
the Day will:
a) Notify the Chief of Police
b) Assess the case
c) Impose an emergency suspension if appropriate. (CALEA
52.2.7)
d) Refer the case to PSD for investigation (CALEA 52.2.1b)
e) The Chief of Police, Captain, or Officer of the Day, has
the option of utilizing other employees or outside
agency personnel to conduct
administrative
investigations.
3. Emergency suspension procedures (CALEA 52.2.7) (Also refer to section IX
emergency Suspensions)
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a. Emergency suspension may be imposed by any CPD Supervisor,
Lieutenant and above.
b. Upon suspension employee must be served with:
1) CPD form PSD 6a Notification of Charges
2) CPD form PSD 7 Notification of Complaint
3) CPD form PSD 12 Confidentiality Agreement
c. Employee accepts emergency suspension
1) Serve employee with:
a) CPD form PSD 16 Emergency Suspension & Waiver of
Hearing
b) CPD form PSD 17 Notice of Restrictive Duties
2) Case will be referred to PSD for investigation.
b. Employee does not accept the emergency suspension
1)
Emergency suspension hearing board will convene within 72
hours.
2)
Board will consist of 1 to 3 people from this agency who will be
chosen at the discretion of the Chief of Police.
3)
Emergency suspension hearing board will relay their
recommendation to the Chief of Police.
4)
The Chief of Police will consider the recommendation and make
a final decision on whether the suspension is to continue along
with any stipulations.
5)
If the suspension remains in place serve employee with:
a) CPD form PSD 16 Emergency Suspension & Waiver of
Hearing
b) CPD form PSD 17 Notice of Restrictive Duties
6) Case will be referred to PSD for investigation
4. Professional Standards Division investigation responsibilities
a. Investigate the complaint.
b. If not done so previously serve the involved employee with:
1) CPD form PSD 6a Notification of Charges
2) CPD form PSD 7 Notification of Complaint
3) CPD form PSD 12 Confidentiality Agreement
c. If interviewing any employee who may receive disciplinary action as a
result of the investigation the PSD investigator is to serve the employee
with:
1) CPD form PSD 8 Notification of Rights (CALEA 52.2.5)
2) CPD form PSD 9 Waiver of Rights
d. Results of PSD investigation
1) Unfounded
a) The investigation revealed that the reported incident
did not occur.
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b) Serve the employee with CPD form PSD 10 Notice of
findings of Internal Investigation
c) Case closed
2) Non-sustained
a) The investigation fails to disclose sufficient information
to clearly prove the allegation
b) Serve the employee with CPD form PSD 10 Notice of
findings of Internal Investigation
c) Case closed
3) Sustained
a) The investigation disclosed sufficient information to
substantiate the allegation
b) Serve the employee with CPD form PSD 10 Notice of
findings of Internal Investigation
c) The sustained investigation file is to be forwarded to
the Captain for disposition.
e. Upon receiving a sustained investigation from PSD the Captain may:
1) Offer the involved employee summary punishment
a) Serve the employee with CPD form PSD 6b LEOBR
Waiver/Acceptance of Punishment
b) Employee accepts Summary Punishment
c) Serve employee with:
i. CPD form PSD 14 Waiver of Hearing
ii. CPD form PSD 15 Record of disciplinary Action
d) Forward the case file and documents to PSD.
e) Case closed.
f) Employee does not accept Summary Punishment.
i.
Refer the case to a hearing board.
g) Employee does not respond within 5 days.
h) Refer the case to a hearing board.
2) Refer the case to a hearing board
a) Serve the employee with CPD form PSD 11 Notification
of hearing.
b) Hearing board is convened
i. Employee is served with CPD form PSD 13
Notification of Administrative Board Findings.
ii. Results of hearing board will be forwarded to the
Chief of Police.
1. Chief of Police will decide on final
disciplinary action.
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2. Employee will be served with CPD
form PSD 15 Record of Disciplinary
Action.
c) All Hearing Board Documentation will be forwarded to
the Captain.
d) All investigation documentation will be forwarded to
the PSD Lieutenant.
e) Employee may appeal hearing Board decisions through
the Circuit Court. (CALEA 26.1.6)
5. Discipline process flowchart (CALEA 26.1.4)
a. Forms that are to be used at each level appear in red.

Cumberland Police Department

22

COMPLAINT RECEIVED
PSD 3 Complaint form

SUPERVISOR
ASSESS
SERIOUS ALLEGATION
BRUTALITY
PSD 5 Brutality
complaint

MINOR ALLEGATION
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INVESTIGATE
CAPTAIN
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complaint
PSD 12 Confidentiality
agreement
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MAINTAINS
FILE

NO
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PSD 6a Notification charges
PSD 7 Notification of complaint
PSD 12 Confidentiality agreement
ACCEPT
PSD 16 Suspension &
waiver hearing
PSD 17 Notice
restrictive duties

NOT
ACCEPT

SUSPENSION
REVIEW BOARD

ALTERNATIVE
DISCIPLINARY
ACTION

CASE
CLOSED

INTERVIEWING
OFFICER
PSD 8 LEOBR rights
PSD 9 Waiver counsel
PSD 7 Notification of complaint
NOT ACCEPT

UNFOUNDED
PSD 10 Finding IA

UNSUSTAINED
PSD 10 Finding IA

SUSTAINED
PSD 10 Finding IA

CAPTAIN
ASSESS

HEARING BOARD
PSD 11 Notification
of hearing

FINDING
PSD 13 Notification of
board finding

SUMMARY
PUNISHMENT

NOT ACCEPT
PSD 14 Hearing
waiver
PSD 15 Record
disciplinary action
PSD 6b LEOBR
waiver-acceptance

NO RESPONSE

CHIEF
FINAL DECISION
PSD 15 Record disciplinary action
PSD 6b LEOBR waiveracceptance

HEARING BD RECORDS
TO CAPTAIN
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CHIEF
PSD 16 Suspension
& waiver hearing
PSD 17 Notice
restrictive duties

CASE
CLOSED

CASE
CLOSED
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IV.

INVESTIGATING ADMINISTRATIVE COMPLAINTS
CALEA 26.1.4c
A. Purpose
1. To establish procedures for processing and investigating administrative
complaints against employees.
2. To ensure all complaints are reviewed by the employee’s supervisor to:
a. Determine the nature of the allegation.
b. Determine if an investigation is warranted.
c. Inform all complainants of the case status and disposition.
d. Ensure that all complaints and dispositions are reported to the PSD.
General
1. The Chief of Police establishes rules, regulations and procedures necessary
to ensure competent and efficient management of the Cumberland Police
Department. (CALEA 26.1.5)
2. Administrative charges may be lodged against an employee for:
a. Violating rules, regulations, policies or procedures
b. Violating federal, state or local laws
3. Disciplinary procedures will be applied to all employees in conformance
with the LEOBR.
4. All records and documents related to disciplinary procedures are
confidential and are not subject to disclosure except as permitted by
applicable law. (CALEA 52.1.2)

C.

Administrative complaint description
1. A complaint is defined as an allegation, if proven factual, would constitute
misconduct.
2. Exceptions: Differences of opinion between an officer and a citizen over the
issuance of a traffic citation and/or criminal arrest are not complaints unless
the allegations reports misconduct.
3. A complaint can be made by a citizen against an officer in person, in writing, or
by telephone.
4. A sworn statement alleging brutality must be filed by the complainant within
ninety (90) days of the alleged act. (Brutality/Excessive Force complaints, filed
after 90 days, will still be investigated by this Department.)

D.

Processing administrative complaints
1. A complaint may be received by any employee at any time. It is preferred that
the initial complaint be taken by a CPD Supervisor.
2. It is imperative that complainants are met with respect, courtesy, and
understanding.
3. Cumberland Police Department employees shall:
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4.

5.
6.

a. Not delay the initiation or documentation of a complaint (CALEA
52.2.3)
b. Record complaints on CPD form PSD 3 Allegation of Employee
Misconduct
c. Make every effort to identify the complainant
d. Record anonymous complaints regardless of where the alleged
violation occurred
e. Forward the CPD form PSD-3 Allegation of Employee Misconduct
through their supervisor, to the supervisor of the employee against
whom the complaint is made.
Employees desiring to file a complaint against another employee shall
complete a CPD form PSD-3 Allegation of Employee Misconduct and forward
it to the involved employee’s supervisor, a supervisor of higher rank, or the
PSD.
Personnel receiving the complaint shall not discuss the nature of the
complaint with the involved employee or other unauthorized person(s).
Complaints received by the Chief of Police will be forwarded to the Captain
for disposition.

E. Employee’s supervisor’s responsibilities during administrative investigations
1. Upon receiving a complaint supervisors shall:
a. Review the CPD form PSD 3 Allegation of Employee Misconduct to
determine the seriousness of the complaint.
b. Advise the complainant the complaint has been received and will be
reviewed. (CALEA 52.2.4)

2. Cases resolved under this paragraph will require the employee’s Supervisor to:
a. Contact the complainant advising the final disposition of the case.
(CALEA 52.2.4)
b. Forward the CPD form PSD-3 Allegation of Employee Misconduct
with the supervisor’s signature to the PSD Supervisor.
c. Forward any associated documentation to the PSD Supervisor.
G. Employee’s Supervisor/PSD Supervisor
investigations. (CALEA 26.1.5)

responsibilities

Cumberland Police Department
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F. Supervisor’s discretionary responsibilities during administrative investigations
1. Supervisors have the authority and discretion to resolve minor complaints or
violations when formal disciplinary action is unnecessary. A complaint is
considered a minor violation when it involves:
a. Errors in judgment
b. Incidents that can be resolved to the employee’s and supervisor’s
satisfaction.
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H. Administrative investigation process.
1. An internal investigation is complete when:
a. The complainant and witnesses have been interviewed.
b. Employees have been questioned.
c. All physical evidence has been examined.
d. All leads have been explored.
e. The case has accurately been reported.
2. During complainant and witness interviews, the investigator shall:
a. Conduct all interviews in person and obtain all pertinent identifiers from
the person interviewed.
b. Take formal audio-recorded statements from the complainant and
witnesses.
c. Preserve all statements as part of the investigative file.
d. Determine every relevant fact known to the complainant and/or
witness.
1) Determine the motivation of the complainant and/or witness, such
as his relationship with the complainant or employee.
3. Administrative investigator’s responsibility
a. Pursue all leads developed through interviews.
b. Handle all physical evidence in accordance with established procedures.
c. Obtain all pertinent records that could be used to:
1) Assist the investigation.
2) Corroborate or refute statements.
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1. When the complainant does not want an investigation but merely an
explanation, the employee’s supervisor will determine whether a formal
investigation is warranted.
2. Should the employee’s supervisor determine that an investigation is warranted,
the employee’s supervisor will inform the complainant of such and that the
complainant will be notified of the results of the investigation. (CALEA 52.2.4)
3. The receiving Supervisor will then forward the complaint to the Captain for
disposition.
4. The Captain, will decide whether to proceed under the guidelines of the
Alternative Disciplinary Procedure (ADP).
a. ADP is only applicable for categories B & C as listed in the
disciplinary matrix.
5. The PSD Supervisor may delegate investigations to other CPD personnel as
appropriate.
6. The PSD Supervisor will, within thirty (30) days of the completion of an internal
investigation, notify the employee of the investigative findings and serve a CPD
form PSD 10 Notice of Findings of an Internal Investigation.
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Develop leads
Photograph evidence
When photographs are used for identification purposes refer to CPD
Policy 42.2.11 Eyewitness identification.
g. Obtain sketches, which may supplement photographs, where
appropriate.
h. Treat firearms in accordance with established procedures.
i.
When a weapon is used by an employee, determine:
1) If the weapon is an approved weapon.
2) if it was issued by the Cumberland Police Department.
3) If it is a primary or secondary weapon.
4) If the ammunition is approved by the Cumberland Police
Department.
6) Document the condition of the weapon, including a complete
description:
a) Make, model, caliber, serial number, and the number of
rounds of ammunition in the weapon and on the
employee’s person including all magazines.
4. Statements from an accused employee
a. As a general rule, the interrogation of an employee occurs after the
complainant and all witnesses have been interviewed.
b. The investigator determines the sequence of interviews.
c. Employee’s verbal statements will be audio recorded.
5. Written reports.
a. Employees may be required to submit reports detailing the facts
concerning their involvement in an incident.
b. If the report is likely to contain information that may be used as
evidence against an employee in a disciplinary hearing the report is
considered an interrogation. Therefore the authority ordering the
report will:
1) Provide the employee with a completed copy of CPD form
PSD-8 Notification of Rights/Waiver of Rights (CALEA
52.2.5)
2) Allow up to ten (10) days for the employee to consult with
counsel or other responsible representative of his choice
prior to submitting the report.
3) Before ordering a report from an employee where criminal
charges may result, the authority will consult with the
investigator of the criminal complaint.
6. Interview of accused employee(s)
a. All interviews of employees shall be in conformance with the LEOBR.
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e.
f.
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Probationary employees are not entitled to the LEOBR provisions
unless the allegation involves brutality or excessive force complaints.
c. Before every interview, including the submission of a detailed report,
the officer conducting the interrogation will complete CPD form PSD8 Notification of Rights/Waiver of Rights. (CALEA 52.2.5)
d. The employee subject to the interview will be allowed to read or
have read to him the CPD form PSD-8 Notification of Rights/Waiver
of Rights prior to the interview. (CALEA 52.2.5)
e. The interrogator shall audio record the interview, and include the
date and time the interview begins, all interruptions, and the time
the questioning terminates.
f. Upon completion of an investigation, and no less than ten (10) days
prior to any hearing, the employee or his counsel may request to
review the record of the interview.
7. Compelled tests during administrative investigations (CALEA 52.2.6a)
a. Provided the testing specifically relates to the subject matter of the
investigation, employees may be compelled to submit to:
1) blood tests,
2)breath tests and
3)Urinalysis tests for CDS and alcohol.
b. Maryland Law Enforcement Officer’s Bill of Rights does not have
specific provisions for other types of compelled tests during
administrative investigations; however, case law will be consulted if
such a need arises. (CALEA 52.2.6b.c.d.)
c. Employees may be compelled to participate in similar forensic testing
during criminal investigations in accordance to criminal law rulings,
search warrants, court orders, and the like.
8. Polygraph examinations during administrative investigations (CALEA 52.2.6e)
a. Polygraph examinations of sworn employees will be conducted in
accordance with the Public Safety Article, Section 3-104 (m) of the
Annotated Code of Maryland.
b. Employees may voluntarily submit or be ordered to submit to
polygraph examinations.
c. The results of a polygraph examination may not be used as evidence
in any administrative hearing when the law enforcement officer has
been ordered to submit to a polygraph examination by the law
enforcement agency unless the agency and the law enforcement
officer agree to the admission of the results at the administrative
hearing as per Public Safety Article, Section 3-104 (m) (1).
d. The employee’s representative need not be present during the actual
administration of a polygraph examination if:
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1) The questions to be asked are reviewed with the
employee or his representative prior to administering
the examination.
2) The representative is allowed to observe the
administering of the polygraph examination.
3) A copy of the final report is made available to the
employee or his representative within ten days.
g. Polygraph testing may be required subject to the condition that it
specifically relates to the subject matter of the investigation.
9. Failure to comply with compelled test.
a. Before ordering the employee to submit detailed reports, or submit to
an interrogation, interview, blood, breath or urine tests, and/or
polygraph examination, the employee must first be advised of the
following:
1) The results of the test, examination, or interrogation are not
admissible or discoverable in a criminal proceeding against
the employee.
2) The following actions are separate violations of the rules of
conduct and constitute grounds for disciplinary action which
may cause the employee’s dismissal:
a) Refusal to cooperate in an investigation
b) Refusal to submit to a blood alcohol test, or a
blood, breath, or urine test for use of CDS
c) Refusal to submit to a polygraph examination, an
interrogation, an interview, or submit a detailed
report
10. Time limits for administrative investigations (CALEA 52.2.3)
a. There will be a 60-day time limit for completing Professional
Standard Investigations.
b. Extensions may only be granted by the Chief of Police in causes in
which extenuating circumstances exist, which shall be documented
in the granting of the extension.
c. The Department may not bring administrative charges against an
officer unless the Department files the charges within 1 year after
the act that gives rise to the charges comes to the attention of the
appropriate law enforcement agency official. (LEOBR 3-106)
1) The 1-year limitation as stated above does not apply to
charges that relate to criminal activity or excessive force
(LEOBR 3-106)
11. PSD Investigation conclusion/recommendation (CALEA 52.2.8)
a. The investigator will recommend for each violation, based upon a
preponderance of evidence, a finding of:
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1) Non-Sustained - the investigation fails to disclose sufficient
information to clearly prove the allegation, or
2) Sustained - the investigation disclosed sufficient
information to substantiate the allegation, or
3) Unfounded - the investigation revealed that the reported
incident did not occur.
b. At the conclusion of any administrative investigation, the assigned
investigator will prepare a report including a conclusion of fact
supporting his/her finding. (CALEA 52.2.8)
12. The PSD Supervisor/Captain upon receipt of the completed investigation will
prepare an endorsement.
a. The endorsement will include whether the PSD Supervisor/Captain
agrees with the findings of the investigator. If the PSD
Supervisor/Captain disagrees with the investigator’s findings, the
PSD Supervisor/Captain will state the factual basis for not accepting
the investigator’s findings.
b. Supervisors choosing to change a sustained finding to a nonsustained or unfounded finding, must by endorsement, indicate that
they have concurrence with their supervisor.
THE PROFESSIONAL STANDARDS DIVISION
A. Purpose of the Professional Standards Division (PSD).
1. The Professional Standards Division (PSD) ensures that allegations and
complaints of misconduct against employees are investigated and progressive
supervisory action is taken to ensure the Department’s mission is achieved, its
values are upheld and its integrity is intact.
2. PSD is the central repository for all records of administrative action taken
against employees.
B. PSD Lieutenant's responsibilities
1. The Cumberland Police Department’s Criminal Supervisor will act as the
department’s Professional Standards Division Supervisor.
2. While working in the capacity of the Professional Standards Division
Supervisor he will report directly to the Chief of Police. (CALEA 52.1.3)
3. The PSD Lieutenant will investigate all serious misconduct cases. In addition,
may, under the direction of the Captain, assign such cases to an outside
agency for investigation.
4. The PSD Lieutenant may assign misconduct cases to supervisor and other
members of the CPD Command Staff for investigation.
5. The PSD Supervisor maintains all records pertaining to administrative
investigations. (CALEA 52.1.2)
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C. Captain’s responsibilities
1. The Captain may assign serious misconduct cases to an outside agency for
investigation. He may assign misconduct cases to the PSD Lieutenant to
investigate.
2. The Captain will review the disposition of all disciplinary action taken against
Cumberland Police Department employees.
3. The Captain will keep the Chief of Police informed as to the progress of each and
every case being investigated by the PSD.

E. PSD Investigations.
1. Generally, the PSD will conduct administrative investigations concerning the
following:
a. When an employee has shot someone or has been shot.
b. Criminal violations committed by an employee.
c. Sexual harassment.
d. Discrimination
e. Excessive use of force or brutality.
f. Violations of the Code of Conduct
g. When requested by the Chief of Police.
2. At the conclusion of an administrative investigation, the PSD investigator will
make factual recommendations as to whether the complaint is sustained, nonsustained or unfounded. (CALEA 52.2.8)
F. Records and Files. (CALEA 26.1.8, 52.1.2)
1. A Professional Standards master file will be securely maintained by the PSD
Supervisor. The file is available for review only to the involved employee, the
supervisor who supervises the employee’s work, and legal counsel.
2. The Law Enforcement Officer’s Bill of Rights (LEOBR) provides for the
expungement of any record of formal complaint if the employee has been
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D. Notifications.
1. The PSD Supervisor, the Captain, and the Chief of Police shall be notified
immediately when: (CALEA 52.2.2)
a. An employee shoots an individual or has been shot
b. An employee is charged with a criminal offense.
c. An allegation of criminal activity is directed at an employee warranting a
police investigation, regardless of jurisdiction of occurrence.
d. An employee’s weapon is discharged other than at a range or the killing
of a dangerous or injured animal.
e. An employee is found driving a city owned vehicle while intoxicated or
under the influence of alcohol and/or drugs.
f. An employee has been served with an ex parte protective order or is the
respondent in a non-ex parte protective order.
g. Any employee commits any act of serious misconduct warranting an
immediate investigation.
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3.
4.
5.
6.

VII.

exonerated on all charges or if the charges are unfounded and three years have
passed since the findings were rendered by the department.
The PSD will periodically review its records and without request from an
employee, expunge a formal complaint or other material for an employee
pursuant to the LEOBR.
Files concerning officers who are no longer employed by the Cumberland Police
Department will be archived in the office of the Captain.
All original reports and recordings will be forwarded to the PSD for filing.
Supervisors shall report dispositions to the PSD Supervisor when an incident is
either unfounded or minor in nature to where the PSD is not involved. The CPD
form PSD 3 Allegation of Misconduct will be completed and forwarded to the
PSD for filing. A PSD control number is not assigned unless the case is
investigated.

REQUESTS FOR NON-AGENCY INVESTIGATIONS (NAI)
A. The Cumberland Police Department will conduct an internal investigation for an
allied police agency only when authorized by the Chief of Police.
1. Allied police departments may request the Cumberland Police Department
to conduct an internal investigation for their department. The request must
be in writing and must be submitted to the Chief of Police.
2. The Chief of Police will review all requests and decide whether the
Cumberland Police Department will conduct the investigation. All decisions
made by the Chief of Police will be made in writing to the individual making
the request.
3. When the Chief of Police declines a request, the matter is closed and no
further action is necessary.
4. When the Chief of Police accepts a request, the PSD Supervisor will be
notified and a NAI tracking number will be generated.
5. When the NAI is complete, the original investigative report, including the
tape cassettes and file will be forwarded through the PSD Supervisor to the
requestor.
6. A complete copy of the investigative report, including recordings will be
maintained at the PSD for five (5) years and then destroyed.
CRIMINAL COMPLAINTS AND USE OF FORCE INVESTIGATIONS
CALEA 26.1.4
A. Objectives
1. The Cumberland Police Department will investigate all incidents involving an
employee accused of committing an unlawful act.
2. The Cumberland Police Department will investigate all incidents involving an
employee’s use of force, resulting in life threatening injury or death.
B. Investigative Procedures
1. An employee accused of a criminal act will be subject to a criminal investigation
conducted by the Cumberland Police Department or the police agency
investigating the case.
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2. The employee’s supervisor will notify the PSD Supervisor as soon as it is alleged
that an employee has been involved in criminal activity.
3. The PSD Supervisor will notify the Captain and the Chief of Police and they will
decide what investigative resources are necessary.
4. A C3I investigator will be assigned to act as a liaison with other resources during
the investigation.
5. If an employee is the subject of an inquiry in which life threatening force has
been used or is witness to life threatening injuries of another employee, the
senior officer on the scene will remove the employee to a neutral location.
6. If an employee’s firearm was used, the senior officer on the scene will secure
the firearm, magazines and ammunition for safekeeping and investigative
integrity. A Property Record will be completed and the firearm, magazines and
ammunition will only be released to a member of the investigation team.
7. The removal of a weapon should occur when the crime scene is safe and be
done so as not to cause additional stress to the employee.
C. Life Threatening Injury or Death Incidents
1. The C3I Unit will investigate incidents where an employee’s actions cause
serious injury or death to another person.
2. The supervisor on duty will immediately notify:
a. The Officer of the Day
b. The Captain
c. The Chief of Police
d. The PSD Supervisor
D. State’s Attorney Liaison
1. The primary investigator will provide the State’s Attorney’s Office with an
investigative report for review and/or the presentation of evidence to a grand
jury.

IX.

EMERGENCY SUSPENSION OF POLICE POWERS
CALEA 26.1.4c, 52.2.7
A. Emergency suspension means suspension of an employee’s police powers when
deemed to be in the best interest of the public and the Department. An emergency
suspension will conform to Public Safety Article, Section 3-112 of the Annotated
Code of Maryland.
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E. Professional Standards Division Lieutenant
1. When an employee is involved in an incident involving injury or death, or has
committed a criminal act, the investigative unit and the PSD Supervisor will
determine what resources will be utilized from their respective commands and
ensure that the Chief of Police is informed of pertinent case issues.
2. When an investigation is being conducted by the PSD and an investigative unit,
the primary investigators will determine if certain aspects of the investigative
process can be conducted jointly.
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C. Procedures
1
The Chief of Police shall promptly conduct an emergency suspension review
hearing or may delegate the authority to conduct the hearing to a command
staff officer.
2. The suspended employee’s supervisor will be the presenter of facts at the
hearing or coordinate with the Department’s prosecutor regarding the
presentation of facts.
3. Suspended employees may waive the review hearing by completing and
submitting CPD form PSD 16 Emergency Suspension – Waiver of Hearing to
the employee’s supervisor.

Cumberland Police Department

26.0: disciplinary procedures

B. General Provisions.
1. A suspension may be imposed against an employee by the Chief of Police or by a
CPD supervisor at the rank of Lieutenant or above.
2. Instances when an emergency suspension should be imposed include, but are
not limited to:
a. An employee is the respondent to a temporary ex parte or protective
order.
b. An employee is the respondent to a temporary ex parte or peace order
where the issuing authority prohibits the officer from possessing a
firearm.
c. An employee is accused of a criminal offense and a charging document
has been issued by a court.
d. An employee has been charged with a serious traffic
e. Offense that calls for a period of incarceration
f. The employee is accused of a Category “E” offense, which may result in
a termination of his employment.
g. An employee fails to obey a lawful order dealing with submitting to an
interrogation, interview, polygraph, medical test, chemical test, blood
test, photograph or lineup.
h. Any other instance where a suspension of police powers would be in the
best interest of the public or the department.
3. The Chief of Police will retain the custody of the employee’s issued firearm,
magazines and ammunition, badge(s), identification card, MPCTC officer
certification card and department vehicle, if applicable.
4. A suspended employee will be advised whether the suspension is with or
without pay.
5. Emergency suspension without pay may be imposed only when the
employee has been charged with a felony.
6. The suspended employee will be notified of the date, time and location for
the emergency suspension review hearing.
7. A suspended employee will not exercise police authority until those powers
have been restored by the authority of the Chief of Police.
8. Probationary employees are not entitled to a review hearing except in the
case of brutality.
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E. Emergency Suspension Review Board Chairman
1. The Review Board Chairman will:
a. ensure the hearing is audio recorded and the audio recording is to
be maintained by the Captain.
b. advise the suspended employee the suspension will continue
pending the Chief of Police’s decision and the employee will be
notified of the decision in writing.
c. Prepare a report containing the Board’s recommendation and
forward it to the Captain.
F. Captain’s Responsibilities
1. The Captain will forward the Board’s report to the Chief of Police.
2. He will receive the report with the Chief of Police’s endorsement.
3. Notify the Review Board Chairman of the Chief of Police’s decision, in writing.
4. Maintain the case file.
G. Chief of Police’s Responsibilities.
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D. Emergency Suspension Hearing Board.
1. The review board will be comprised of three (3) members and at least one will
be the same rank of the suspended employee. The review board will be held
within seventy-two (72) hours of the suspension from duty unless the time limit
is extended by mutual agreement of the Department and the Respondent.
2. The review board will conduct a hearing and recommend to the Chief of Police
one of the following:
a. Suspension was not justified and the employee should return to
duty.
b. Suspension was justified but the employee should return to duty.
c. Suspension was justified and the employee’s suspension should
continue.
3. The review board will limit the scope of the review and determine if the
continuation of the suspension is necessary to protect the public interest or the
Cumberland Police Department.
4. During a review board a suspended employee may:
a. be accompanied by counsel; only matters dealing with the
determination of the suspension will be heard
b. rebut the reason(s) for the initial suspension
c. present mitigating testimony
d. suggest alternatives to suspension
5. The presenter of facts will:
a. present reason(s) for the initial suspension
b. make recommendations concerning the employee’s leave status
and temporary assignment during the period of suspension
c. recommend a final disposition on the suspension
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1.
2.
3.
4.

Review the Board’s report.
Determine if a suspension should be continued.
Determine if a suspension is with or without pay.
Complete CPD form PSD 17 Notice of Restrictive Duties, and have the form
endorsed.
5. Complete CPD form PSD 16 Suspension Notice, and have the form endorsed.
X.

PERSONNEL COUNSELING (CALEA 26.1.4b)
A. Definition
1. Personnel counseling means documenting employee performance and
providing guidance to overcome behavior not supporting the Department’s
mission and values (non-disciplinary.)
B. Procedures.
1. Personnel guidelines include but are not limited to:
a. Counseling as soon as possible following the inappropriate
behavior.
b. Counseling conducted by an employee’s supervisor at the time of
the violation or by the employee’s supervisor with the supervisor
present.
c. Giving employees the opportunity to state their views.
2. Upon conclusion of the counseling session:
a. The employee’s supervisor will complete CPD form PSD 1 Record of
Counseling.
b. The employee’s supervisor will maintain a file of each counseling
session.

XI.

ALTERNATIVE DISCIPLINARY PROCEDURE (ADP)

CALEA 26.1.4c

B. ADP General Provisions
1. Alleged violations must be serious enough to compel formal disciplinary action,
although minor in nature.
2. A formal administrative investigation is not conducted.
3. The supervisor of the employee accused of a violation and the Captain must
agree with the recommended penalty.
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A. ADP Purpose
1. The Alternative Disciplinary Procedure (ADP) provides an option to an
employee for minor violations, when the facts are not in dispute and the
employee accepts the recommended disciplinary action.
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4. An employee accused of a violation must agree with the recommended
penalty.
C. ADP Procedures
1. Upon receipt of a complaint, which may be resolved through the ADP, the
employee’s supervisor will contact the Captain to discuss the:
a. merits of the case
b. feasibility of offering ADP
c. recommended discipline
2. When an agreement is reached with the Captain regarding the use of ADP and
the recommended discipline, the employer’s supervisor will:
a. Forward the CPD form PSD 6a Notification of rights, 6b Acceptance
of Punishment to the Captain.
b. Arrange a meeting with the employee, the Captain and the
employee’s supervisor to discuss the allegation and recommended
discipline.

D. Penalties.
1. Penalties under ADP will be consistent with the Disposition Matrix guidelines
under Category “B” and Category “C”.
XII.

SUMMARY PUNISHMENT
CALEA 26.1.4c
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3. The employee’s supervisor will ensure the employee understands and/or
complies with the following:
a. Acceptance of the recommended discipline only applies under
ADP.
b. The employee signs CPD form PSD 6b Acceptance of Discipline
indicating acceptance of the approved discipline.
c. Statements made by the employee in the meeting with his/her
Supervisor and Captain under this section may not be used in
any disciplinary investigation or proceedings against the
employee.
d. Additional investigations and disciplinary actions may result if
other allegations become known.
e. If the employee does not accept the recommended discipline:
1) The employee will be ordered, in writing, not to discuss
the case with anyone other than his counsel, supervisor
or the investigator.
2) The PSD will be notified of the refusal to accept ADP.
3) The alleged violation will be investigated.
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A. Purpose
1. Summary punishment is a disciplinary option available to supervisors for use
when an employee’s violation of Cumberland Police Department guidelines is
determined to be minor in nature.
B. Captain’s Responsibility
1. The Captain will review completed investigations and determine if the
violation is minor in nature and the facts are not disputed by the involved
employee. If these conditions exist, the Captain may offer summary
punishment. The Captain will:
a. Prepare a CPD form PSD 6a Notification of Complaint.
b. Refer to the Disposition Matrix when assigning punishment.
c. Meet with the employee and his supervisor to determine if the facts
are in dispute.
d. Offer summary punishment to the employee and allow up to five (5)
working days for him/her to accept.
e. If the employee does not accept the summary punishment offered,
prepare the case for processing through a hearing board.

DISCIPLINARY HEARING BOARDS
CALEA 26.1.4c
A.

Disciplinary Hearing Board Process
1. Cases may be referred to a Hearing Board result from the:
a. Refusal of an employee to accept summary punishment.
b. Failure of an employee to acknowledge an offer of summary
punishment within five working days after receiving CPD Form PSD6 Notification of Charges.
2. In general, no departmental hearing, except a suspension review hearing,
shall be held on any charges that relate to conduct which is also the subject
of a criminal proceeding, until such time as all criminal charges are disposed
of.

B.

Type of Hearing Board
1. The Chief of Police shall coordinate departmental administrative hearings.
2. The Chief of Police shall:
a. Designate either a one-member or a three-member hearing board.
b. Select allied agency members to sit on the hearing board(s).
c. Select the hearing board chairperson from an allied agency.
d. In a three-person hearing board select at least one member who is
the same rank as the employee who is the subject of the hearing
board.
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Administrative Procedures Prior to Hearing
1. Hearing Board member(s) may not review the case file and may only review
the information contained in CPD form PSD 6a Notification of Charges, PSD
6b LEOBR waiver.
2. At the completion of the investigation, the employee is entitled to a copy of
the investigative file, at no cost, not less than ten (10) days before the
hearing date.
3. Identities of confidential sources and non-exculpatory information shall be
excluded from the case file.
4. The employee will complete CPD form PSD 12 Confidentiality Agreement
regarding use and disclosure of information from the case file.
D. Pre-Hearing Procedures
1. The Hearing Board Chairperson shall:
a. Contact the employee’s attorney or representative, the prosecutor
and the board members to arrange a mutually convenient date for
the hearing.
b. Prepare CPD form PSD -11, Notification of Hearing and forward it to
the Captain.
c. The Captain will serve CPD form PSD-11, Notification of Hearing on
the employee and return a signed copy to the Hearing Board
Chairperson.
d. The Hearing Board Chairperson will provide a copy of CPD form PSD
11, Notification of Hearing to the prosecutor and Hearing Board
members.
e. Employees will give their counsel a copy of CPD form PSD 11 ,
Notification of Hearing
f. Requests for postponements will be directed to the Hearing Board
Chairperson and granted only for good cause.
g. Requests to amend charges shall be directed to the Hearing Board
Chairperson.
1) An amended charge could result in a postponement of the
hearing.
h. If a penalty, which differs from the matrix category, is sought by the
prosecutor, notice will be given to the employee no less than ten
days prior to the hearing.
E. Conducting the Hearing Board.
1. All hearings are conducted by the Hearing Board Chairperson unless
otherwise designated.
2. All weapons will be secured outside the hearing room.

Cumberland Police Department

26.0: disciplinary procedures

C.

39

3. Hearings will be audio recorded and a record maintained any time the
recording is stopped and restarted.
4. Written requests for open hearings will be considered.
5. All documents accepted into evidence will be marked for identification and
retained as part of the record.
6. Motions and stipulations may be heard. The Chairperson may rule or recess
the Board to discuss matters with the Board members.
7. The Hearing Board Chairperson will administer oaths or affirmations and
examine any individual under oath.
8. Brief opening statements by prosecutor and defense may be made.
9. The prosecutor will present its case first and bears the burden of proof.
10. The defense may, but is not required, to present its case.
11. Each party has a right to cross-examine each witness who testifies for the
other party. Redirect and re-cross examination is limited to matters covered
in a preceding examination. The Board may question each witness.
12. Rebuttal evidence by both parties may be presented.
13. Closing arguments include:
a. A summation presented by the prosecutor.
b. A summation presented by the defense.
c. A rebuttal may presented by the prosecutor.
14. The Hearing Board members will clear the hearing room to decide guilt or
innocence on each charge.

G. Notification of Findings
1. The Hearing Board Chairperson will reconvene the
hearing.
2. The employee will be advised of the Board’s findings on each charge. (CPD form
PSD 13 Notification of hearing Board Findings.)
3. For a guilty finding, the Chairperson shall request recommendations for penalty
from the prosecutor and defense. The employee’s personnel file and disciplinary
record will be introduced at this time.
4. Either prosecution or defense may present testimony or other evidence in
support of recommendations for penalty.
5. The Hearing Board will clear the hearing room for deliberation of penalty phase.
H. Penalty
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F. Decision of the Hearing Board
1. A majority shall reach a decision on each charge.
2. Guilty Verdict – A finding of guilt must be based on a preponderance of the
evidence.
3. Not Guilty Verdict – A finding of not guilty on all charges concludes the hearing.
4. Dissenting opinion – A board member may submit a written report outlining his
objection to the verdict.
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1. If the penalty recommended by the board differs from the matrix category, the
hearing board shall state the mitigating/aggravating factors considered in
support of the penalty.
2. The employee’s personnel file and disciplinary record will be considered in the
deliberation.
3. All evidence presented during the hearing, along with other personnel related
material, and must be considered during this phase.
4. The disciplinary recommendation can include one or more of the following:
demotion, dismissal, loss of pay, fine, reassignment, remedial training or other
punitive measures.
5. Remedial training is required on a guilty verdict concerning illegal discrimination
or harassment incidents, except in cases of termination.

J.

Notification of Penalty
1. The Hearing Board will reconvene the hearing.
2. The Hearing Board Chairperson shall notify all interested parties of the penalty
for each charge and that the penalty will be recommended to the Chief of
Police.
3. The Hearing Board Chairperson will complete CPD form PSD 13 Notification of
Administrative Hearing Board Findings. It will be endorsed by the accused
employee and forwarded to the Chief of Police.
4. Within five (5) days, the hearing board report should be completed and
submitted to the Captain.
5. Conclusions made by the hearing board will be explained in a concise written
statement and must be supported by a finding of fact.
6. A copy will be signed by all hearing board members and forwarded to both legal
counsels.
Dissemination of Report
1. A copy of the Hearing Board report will be forwarded to the Chief of Police for
review.
2. All evidence received during the Hearing Board will be submitted to the Chief of
Police by the Captain.

K. Chief of Police review
1. Within thirty (30) days of receipt of the Hearing Board Report, the Chief of
Police may:
a. Increase or decrease a recommended penalty and shall state
reasons therefore.
b. permit the employee to be heard, only if the Chief Of Police is
increasing the penalty.
2. The decision of the Chief of Police is final.
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XIV.
DISPOSITION MATRIX
CALEA 26.1.4a,b,c

B. Disposition Matrix Explanation.
1. The Matrix in this section includes but is not limited to all possible charges,
which may arise out of violations of any Cumberland Police Department rules,
policies, procedures, regulations, or orders.
2. When assessing discipline, supervisors will not focus on a single factor, but
should consider other influential factors that may raise or lower the original
category to another level. These factors include but are not limited to:
a. type of incident
b. injury severity
c. amount of damage
d. intent
e. employee record and performance level
3. Recommendations for disciplinary action may be based on:
a. mitigating and/or aggravating factors
b. employee motive
c. degree of culpability
d. truthfulness
e. disciplinary record
f. admission of error/mistake by employee
g. other factors rising from the case
C. Description of Matrix Categories
1. Misconduct is classified into broad categories of violations based on progressive
degrees of severity.
2. Category “A” defines the lowest level of misconduct, Category “E” the highest.
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A. Philosophy
1. The Disposition Matrix should be used as a guide in conjunction with any
existing mitigating or aggravating factors.
2. The purpose of discipline is to correct inappropriate behavior.
3. Training may be used in conjunction with other forms of discipline when it can
be shown that an act of omission or an error resulted from the Department’s
lack of training or the individual member’s failure to assimilate certain
information.
4. The Department may demand a certain level of performance be demonstrated
following completion of training and prior to making a final decision considering
the ultimate outcome of disciplinary proceedings.
5. Counseling may be used in conjunction with or in lieu of other forms of
discipline. Counseling will be documented by the supervisor on a Job
Observation Form.
6. The Cumberland Police Department must strive for consistency when applying
discipline. The Disposition Matrix ensures that similar violations receive similar
penalties.
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3. Repetition of similar misconduct or violations of more serious offenses will lead
to higher penalty categories of “B, C, D, or E”.
D. Category “A” Violations.
1. Category “A” - minor rules violation. Formal Counseling.
2. Same or similar misconduct within 12-months enhances next violation to
Category “B”.
3. Combination of any three Category “A” violations within 12-months enhances
the third violation to Category “B”.
E. Category “B” Violations.
1. Category “B” – minor misconduct violations. Written reprimand and/or $75 fine.
2. Enhanced violation from Category “A”.
3. Same or similar misconduct within 36-months enhances next violation to
Category “C”.
4. Combination of any three sustained Category “B” violations within 36
consecutive months enhances the third violation to Category “C”.
F. Category “C” Violations.
1. Category “C”- Misconduct violations. Loss of leave/suspension for 1 to 3 days,
and/or fine of $100 to $150.
2. Enhanced violation from Category “B”.
3. Same or similar misconduct within 60-months enhances next violation to
Category “D”.
4. Combination of any three sustained Category “C” violations within 60
consecutive months enhances the third violation to Category “D”.
G. Category “D” Violations.
1. Category “D” – Misconduct violations. Loss of leave/suspension for 4 to 15 days
and/or ineligible for promotion for eighteen (18) months and/or a fine of $200
to $250.
2. Combination of any three sustained Category “D” violations within 60
consecutive months enhances the third violation to Category “E”.

I. Promotion Ineligibility.
1. Individuals receiving punishments under Categories D and E making them
ineligible for promotion may participate in a promotional testing cycle that
coincides with their period of ineligibility.
J. Violations Not Referenced in Matrix.
1. Violation of any other provisions of any other rule or regulation not referenced
in the Matrix shall be a Category “A” offense unless extenuating circumstances
exist where strict adherence would render an injustice to either the Cumberland
Cumberland Police Department
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H. Category “E” Violations.
1. Category “E” – serious misconduct. Over 15 days loss of leave/suspension
and/or demotion and/or ineligible for promotion for 24 months and/or a fine
of $500 or termination of employment.
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Police Department and/or employee. If exception is noted, then variation from
the Matrix is only permissible when recommended by the accused employee’s
supervisor and authorized by the Professional Standards Division Supervisor.
K. VIOLATION CATEGORY CHART

2nd offense in
__ raises to
next category

3rd offense
in __ raises to
next category

12
Months
36
Months
60
Months

12
Months
36
Months
60
Months
60
Months

Fine

Suspension
or Loss of
Leave

Ineligible
for
Promotion

Demotion
Possible

Termination
Possible

NO

None

None

N/A

NO

NO

NO

YES

$75

None

N/A

NO

NO

C

NO

NO

NO

NO

NO

NO

NO

NO

N/A

E

NO

NO

1-3
Days
4-15
Days
15
Days

N/A

D

$100$150
$200$250

YES

YES

N/A

Counseling

Written
Reprimand

A

YES

B

L.

$500

18
Months
24
Months

N/A

Disposition Matrix
1. ( See Addendum A)

26.1.5 AUTHORITY AND RESPONSIBILITY OF SUPERVISORS
CALEA 26.1.5
CPD SUPERVISORS
A. Chief of Police
1. The Chief of Police shall have the power to make any rules necessary to
promote the effective and efficient performance of the duties of the
Cumberland Police Department.
2. The authority of the Chief of Police shall also include the power to suspend,
amend, rescind, abrogate, or cancel any rule adopted by him or by a former
Chief of Police.
B. CPD Supervisors
1. Supervisors have the ultimate responsibility of ensuring the integrity and
reputation of the Cumberland Police Department through fair, equitable and
consistent investigation of internal matters and application of disciplinary
procedures where warranted.
2. Supervisors will conduct all administrative investigations in compliance with the
Law Enforcement Officer’s Bill of Rights (LEOBR).
Cumberland Police Department
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3. Supervisors must be sensitive to the concerns of the complainant and the needs
of the employee throughout the internal investigative process.
C. Employees
1. Employees are responsible for complying with Cumberland Police Department
policies and procedures including all additions and amendments that may be
promulgated and with all other orders and directives, either written or verbal,
which may be issued by competent authority. Ignorance of these guidelines,
procedures, and orders of the Cumberland Police Department is not justification
for any violation.
2. Employees are responsible for their own acts and may not transfer to others the
responsibility for executing or failing to execute any lawful order or police duty.
26.1.6
DISCIPLINARY APPEAL PROCESS
CALEA 26.1.6
I.

COURT APPEAL
A. An employee may appeal the Chief of Police’s decision to the Circuit for Allegany
County pursuant to Maryland Rules.
B. Any party aggrieved by a decision of the Circuit Court may make a secondary
appeal to the Maryland Court of Special Appeals.

I.

DISMISSAL LETTER
A. The Chief of Police will prepare a dismissal letter containing:
1. The reasons for dismissal.
2. The effective date of the dismissal.
3. A notification that all police powers will be terminated.
4. A notification that all department property will be returned to
CPD.
5. A notification that the employee will still is responsible for
honoring all court obligations.
B.

II.

The Chief of Police will forward the letter to the City Administrator for
his review and endorsement

POLICE DEPARTMENT EXIT INTERVIEW

Cumberland Police Department
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26.1.7
DISMISSAL PROCEDURE FOR SWORN EMPLOYEES
CALEA 26.1.7
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A. The Chief of Police or his designee will meet with the employee to be
terminated at Cumberland City Hall.
B. The employee to be terminated may be accompanied by legal counsel or
union representation only.
C. The Chief of Police or his designee will:
1. Notify the employee of his termination.
2. Notify the employee that he/she no longer has police powers.
3. Serve the employee with the dismissal letter and ask that
he/she endorse it.
4. Arrange to immediately take possession of the employee’s
police identification, badge, and weapons.
5. Arrange to take possession of all other department property
that they may have in their possession.
6. Notify the employee to arrange for an exit interview with the
City of Cumberland Human Resources Department.
HUMAN RESOURCES EXIT INTERVIEW
A. Final pay
1. HR personnel will review the employees final pay including:
a. Working hours owed
b. Compensation for any earned and unused leave
c. Settlement of financial obligations
2. The terminated employee’s final paycheck will be in the form of a
negotiable check and not direct deposit.
3. The final paycheck will be forwarded to the Chief of Police for
disposition.
B.

C.

Health benefits
1. HR personnel will review the employees Consolidated Omnibus
Budget Reconciliation (COBRA) rights.
2. The City of Cumberland will continue the terminated employee’s
health care benefits for 30 days past their date of termination.
3. Within this time period, the terminated employee will have the
option to continue their health care benefits for an additional 18 –
36 months at the full premium rate.
a. A request to continue health care under the COBRA act
must be made with the City of Cumberland Human
Resources Office.
Retirement benefits

Cumberland Police Department
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1.

II.

III.

HR personnel will discuss the employee’s available retirement
benefits, if any.

FINAL PAY
A. The terminated employee’s final paycheck will be forwarded to the
Chief of Police and held until the employee returns all department
property and all obligations are fulfilled.
TERMINATION HEARING WITH THE CITY OF CUMBERLAND (Loudermill
Hearing.)(CALEA 26.1.6)
A.

This section does not affect due process as guaranteed in the Law
Enforcement Officer Bill of Rights.

B.

This section does not supersede the due process as described in the Law
Enforcement Officers Bill of Rights.

C.

The employee to be terminated may make a written request to the City
of Cumberland Human Resources Division appealing the decision to
terminate employment.

D.

Upon receiving the request, the Department of Human Resources will
schedule a meeting consisting of:
1.
The terminated employee
2.
The terminated employee’s legal counsel or union
representative.
3.
City Administrator
4.
City Solicitor
5.
Representative from the Department of Human Resources

26.1.8
DISCIPLINARY RECORD KEEPING
CALEA 26.1.8, 52.1.2
I.

RESPONSIBILITY

Cumberland Police Department
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E. During the meeting, the reasons for termination will be discussed and
the employee to be terminated will be able to respond to the
allegations.
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A. The Captain will maintain all suspension review hearing board and disciplinary
review hearing board, reports, transcriptions, evidence, recordings, and related
documents associated with the hearing.
B. The investigation case file and related documents will be maintained by the PSD
Supervisor.
C. CPD form PSD 15 Record of Disciplinary Action will be completed and placed in
the employee’s personnel file.

26.0: disciplinary procedures

D. The involved employee may, in writing, request that all records of any
disciplinary action be expunged if:
1. The Chief of Police through the department investigation exonerated
the employee; or
2. The Chief of Police through the department’s investigation
unsustained or unfounded the complaint; or
3. Three years has passed since the final disposition.
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General Order: 31.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

RECRUITMENT

CPD POLICY # 31

31.1 RECRUITMENT ADMINISTRATION
31.1.1 ADMINISTRATIVE PRACTICES AND PROCEDURES
31.1.2 RECRUITMENT PERSONNEL – QUALIFICATIONS
31.2 EQUAL EMPLOYMENT OPPORTUNITY and RECRUITMENT
31.2.1 RECRUITMENT PLAN
31.2.2 ANNUAL ANALYSIS
31.2.3 EQUAL EMPLOYMENT OPPORTUNITY PLAN
31.3 EMPLOYMENT ANNOUNCEMENTS
31.3.1 EMPLOYMENT ANNOUNCEMENT CONTENTS
31.3.2 EMPLOYMENT POSTING
31.3.3 CONTACT WITH APPLICANT
31.3.4 APPLICATION REJECTION
POLICY
The Cumberland Police Department is dedicated to hiring the very best people possible to serve the
citizens of Cumberland. The Cumberland Police will always strive to hire employees that will
represent the City’s cultural diversity. The Department will actively participate in a recruitment
program to fill vacancies without bias to race, religion, sexual, or ethical group.
31.1 RECRUITMENT ADMINISTRATION
31.1.1 RECRUITMENT PROGRAM
CALEA 31.1.1
PROGRAM
A.

The Cumberland Police Department shall have a recruitment program to attract
applicants for actual or forecasted department vacancies. The goal shall be to
compete with other employers for qualified applicants.

B.

It shall be the policy of the Cumberland Police Department to actively participate in
the implementation of its recruitment program.

C.

The authority and responsibility for administering the operation and direction of the
recruitment program shall be the Chief of Police or designee.
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31.1.2 RECRUITMENT PERSONNEL – QUALIFICATIONS
CALEA 31.1.2
I.

CPD RECRUITERS

A. Those individuals assigned to recruitment activities shall be knowledgeable in personnel
matters, especially Equal Employment Opportunity/Affirmative Action, as it effects the
management and operations of the department.
1. The Chief of Police and the Recruitment Lieutenant will insure that employees
participating in recruiting are knowledgeable of all recruitment policies, EEOC
rights, and Affirmative Action and will address any deficiencies through training.
(CALEA 31.1.2)
B. All department personnel may be required to actively participate in recruitment activities
whenever possible.
C. The Cumberland Police Department shall utilize the City of Cumberland Department of
Human Resources Department and other appropriate agencies at the state, county,
and/or local government level to assist in the recruitment of law enforcement candidates.
31.2

EQUAL EMPLOYMENT OPPORTUNITY and RECRUITMENT

31.2.1 RECRUITMENT PLAN
CALEA 31.2.1
I.

The Cumberland Police Department will follow the City of Cumberland’s city-wide policies
concerning hiring; including Equal Employment Opportunity and Affirmative Action
practices.

II.

The City of Cumberland’s Affirmative Action Committee will serve as an oversight
committee to the Cumberland Police Department’s hiring practices.

III.

Recruitment plan

A. The Cumberland Police Department will maintain an ongoing recruitment effort to recruit
well-qualified applicants for all vacancies, in sufficient numbers to satisfy actual or
anticipated vacancies. (CALEA 31.2.1)

C. The Chief of Police will assign a Recruitment Supervisor.
D. The Recruitment Supervisor will be responsible for maintaining a Recruitment Plan which, at
a minimum, will include: (CALEA 31.2.1c)
Cumberland Police Department
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B. The Cumberland Police Department will work with the City of Cumberland’s Human
Resources Office to achieve this goal.
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1.
2.
3.
4.

Recruitment objectives (CALEA 31.2.1a)
Action plan to achieve objectives (CALEA 31.2.1b)
A summary of anticipated personnel attrition or growth
Community outreach

31.2.2 RECRUITMENT PLAN REVIEW
CALEA 31.2.2
A. The Recruitment Plan will be reviewed analyzed at least once per calendar year by the Chief
of Police and the Recruitment Supervisor to include:
a. Progress towards recruitment objectives (CALEA 31.2.2a)
b. Community outreach efforts
c. Anticipated future personnel needs
B. After review, consideration will be given to future recruitment needs and the plan adjusted
accordingly. (CALEA 31.2.2b)
C. The Recruitment Supervisor will be responsible for maintaining a record of the agencies
recruitment plan reviews as well as all alterations made to the recruitment plan.
D. The Recruitment Supervisor will maintain a log of all recruitment activities to include
recruitment efforts, meetings attended, job fairs, and the like.
31.2.3 EQUAL EMPLOYMENT OPPORTUNITY PLAN
CALEA 31.2.3
I. POLICY
It is the policy of the Cumberland Police Department not to discriminate against applicants on
the basis of race, color, religion, sex, national origin, age, or disability with respect to
recruitment, hiring, training, promotion, or other terms and conditions of employment.
Further, it is the policy of the department to comply voluntarily with the concepts and
practices contained in affirmative action.
A. Accordingly, all employment decisions shall be consistent with the principal of
equal employment opportunity (EEO).

C. All other personnel actions or programs such as compensation, benefits, transfers,
layoffs, recalls, training, and education will be administered in a nondiscriminatory manner without regard to race, color, religion, national origin, age,
or disability.
II.

THIS POLICY INCLUDES, WITHOUT LIMITATIONS, THE FOLLOWING COMMITMENTS:
Cumberland Police Department
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B. All promotion decisions shall be consistent with the principal of EEO, and only
valid qualifications will be required for promotions.
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A. To provide equal employment opportunity to all persons in all recruitment,
selection, training, compensation, and promotional practices without regard to
race, color, religion, sex, or national origin, age, or disability.
B. To identify and analyze all areas of the employment process to further the
principal of equal employment opportunity; employment decisions in all areas will
be made on the basis of furthering the objective of equal employment.
C. Verbiage or reference to the Cumberland Police Department’s dedication to being
an Equal Employment Opportunity employer will appear on all recruiting and
selection documents to include job advertisements.
31.3 EMPLOYMENT ANNOUNCEMENTS
31.3.1 EMPLOYMENT ANNOUNCEMENT CONTENTS
CALEA 31.3.1
I.

HIRING ANNOUNCEMENTS
A.

All department job vacancy announcements shall provide a description of the duties,
responsibilities, requisite skills, educational level, and physical requirements for the
position(s) to be filled.

B.

All entry level job vacancies shall be advertised through the mass media and in
conjunction with EEO guidelines and the City’s Affirmative Action Program. (CALEA
31.2.3)
1. All job vacancies shall be publicized at least ten (10) working days prior to any
official application filing deadline.

C.

To facilitate the successful recruitment of minorities and women, this law
enforcement agency shall clearly state in all public and internal personnel documents
that the Cumberland Police Department is an equal opportunity employer.

D.

Any official filing deadline shall be boldly indicated on employment announcements
and recruitment advertisements.

31.3.2 EMPLOYMENT POSTING
CALEA 31.3.2
RECRUITMENT OUTREACH
A.

A community outreach effort shall be integrated into the personnel recruitment
program to include, but not limited to, recruitment assistance, referrals and advice
from community organizations and leaders.

Cumberland Police Department
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B.

In order to achieve broader dissemination and greater exposure of recruitment
information, the Department of Human resources and/or City Clerk’s Office shall
disseminate job vacancy announcements for posting and circulation within
community organizations that may be in contact with individuals who are prospective
candidates for recruitment.

31.3.3 CONTACT WITH APPLICANT
CALEA 31.3.3
I.

APPLICANT CONTACT
A.

The Cumberland Police Department or the Department of Human Resources should
acknowledge receipt of all employment applications within five (5) working days of
their submission. Applicants should be periodically informed of the status of their
applications by the CPD Recruitment Supervisor. Candidate contacts shall be
documented and logged.

31.3.4 APPLICATION REJECTION
CALEA 31.3.4
APPLICANT REJECTION
A.

Applications shall not be rejected because of omissions or deficiencies that can be
corrected prior to testing or interview process.

B.

Applications that are deficient will be processed routinely if the deficiency can be
rectified prior to the testing and interview process.

31: recruitment
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Cumberland Police Department
General Order: 32.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY # 32

SWORN PERSONNEL SELECTION

POLICY
It is the policy of the Cumberland Police Department to employ the most qualified employees
who most closely fits the needs of the Department. Candidates for both sworn and civilian
positions interested in pursuing a career in law enforcement with the Cumberland Police
Department must complete every step of the selection process in a satisfactory manner. The
process is an intensive evaluation of each qualified candidate which ensures uniformity,
consistency and fairness so that each candidate is evaluated equally.
32.1 PERSONNEL SELECTION
32.1.1 EMPLOYEE SELECTION PROCESS DESCRIBED
CALEA 32.1.1
I.

APPLICATION PROCESS

Cumberland Police Department
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32.1 PERSONNEL SELECTION
32.1.1 SWORN OFFICER SELECTION PROCESS DESCRIBED
32.1.2 JOB RELATED REQUIREMENTS
32.1.3 SELECTION PROCESS UNIFORMITY
32.1.4 APPLICANT INFORMATION
32.1.5 NOTIFICATION OF INELIGIBILITY
32.1.6 SELECTION PROCESS RECORDS
32.1.7 SELECTION MATERIAL STORAGE and DISPOSAL
32.2 PERSONNEL SELECTION ADMINISTRATION
32.2.1 BACKGROUND INVESTIGATIONS
32.2.2 TRAINING OF BACKGROUND INVESTIGATORS
32.2.3 APPLICANT RECORDS RETENTION
32.2.4 POLYGRAPH EXAMINATIONS
32.2.5 POLYGRAPH EXAMINER
32.2.6 SIGNIFICANCE OF POLYGRAPH
32.2.7 APPLICANT MEDICAL EXAM
32.2.8 PSYCHOLOGICAL EXAM
32.2.9 APPLICANT RECORDS RETENTION
32.2.10 PROBATIONARY OFFICERS
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A. The Cumberland Police Department, in conjunction with the City of Cumberland
Human Resource Office, will accept employment applications (CPD Form AP-1) and
conduct employment selections as dictated by the business needs of the
department. Dates for submission of applications and testing dates will be posted on
the Cumberland Police Department’s and the City of Cumberland’s web pages, as
well as advertised through local media outlets.
1. Sworn position applications
a. Applications must be submitted to the Human Resource Office where the
applicant must pay a registration fee. If the candidate is unable to pay the
registration fee, this will be waived. The candidate will receive an
informational Police Officer Applicant Orientation and Study Guide (CALEA
32.1.4) explaining the selection process and expectations of them throughout
the various phases of the process.
b. The initial phase of the selection process which will all be scheduled during
a single testing day event will include the following:
1. Preliminary Background Information Sheet
2. Written Examination
3. Physical Ability Test
4. Pre-employment Interview
c. Each candidate as well as lateral transfers must successfully complete each
phase to be eligible to proceed in the process.
d. The candidates will be notified at the conclusion of the initial testing phase
that they will be ranked in order of finish by compiling scores from all
phases. The top candidates will move further into the process. The
remaining candidates will remain on the active roster list. (CALEA 32.1.5)
e. Candidate applications and testing results will be kept on file for a period of
one (1) year before they will be destroyed. If this time period expires then
the candidate will have to resubmit an application to be eligible to
participate in the next selection process. (CALEA 32.1.4c)
2. Civilian position applications
a. Applications must be submitted to the Human Resource Office. The Human
Resource Office will then present the candidate with any testing and
selection information applicable to the position being filled.
LATERAL POLICE APPLICANTS
A. Candidates for employment who are already certified as a law enforcement
officer and have successfully completed and passed all graduation requirements
of a government sanctioned basic police training academy in Maryland or any
other jurisdiction may be considered for employment at any time outside of
normal testing cycles as the business need arises.
1. Whether a basic police training academy qualifies for a waiver will be at
the discretion of the Chief of Police.
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B. Lateral candidates for employment outside of the agency’s normal testing cycle
will undergo all selection and testing for employment as depicted in this policy
except for:
1. The $20.00 testing fee will be waived.
2. The written exam will be waived.
C. Special scheduling of any of the testing phases may be set at the discretion of
the Recruitment Supervisor.
TESTING PHASES
A. Sworn employee
1. Preliminary Background Information Sheets.
a. Upon arriving at the testing facility, each candidate will be given a
Preliminary Background Information Sheet (CPD Form AP-4). The sheet will
be explained and the candidates will be given time to review and complete
the sheet. If an issue is discovered that would disqualify a candidate from
the process that will be addressed at that time prior to the applicant moving
forward in the process. The Maryland Police and Correctional Training
Commissions (MPCTC) establish the standards that the Department uses to
evaluate these packets. (CALEA 32.1.2) Those candidates that are disqualified
from the process during this stage will be issued a full refund if the
registration fee was paid. The materials that were issued will be collected
and they will be excused. Those candidates that meet the standards will
then participate in the written examination portion of the process.
2. Written Examination
a. The Department has obtained the written examination materials from Stanard
and Associates. The written exam measures the basic skills necessary to
perform successfully as a police officer.
b. Standard and Associates through the use of Job Analysis, Criterion – Related
Validity, Content Validity and Reliability standards for the position of law
enforcement officer, developed the testing material. (CALEA 32.1.2)
c. The Human Resource Office along with members of the Department will
administer the examination. The test will consist of four sections with time
restrictions on each. Those sections are as follows:
1)Mathematics
2)Reading Comprehension
3)Grammar
4)Incident Report Writing
d. Upon completion of the written examination, the exams will be scored
immediately. Candidates who fail the exam will be excused from the process.
Those candidates who pass the exam will proceed to the next phase.
3. Physical Ability Test.
a. The physical ability test administered by the Department is a combination of
several exercises obtained from the established police training academies used
Cumberland Police Department
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by the Department. Candidates are required to satisfactorily complete these
exercises in order to graduate from the academies. There are also objectives
incorporated into the test which are requirements established by the Maryland
Police and Correctional Training Commissions which must be achieved by the
candidate as well. (CALEA 32.1.2)
b. Candidates participating in the physical ability test will be required to sign a
“Release of All Claims and Save Harmless Agreement” (CPD Form AP-5) prior to
participating in the test.
c. The physical ability test will consist of the following activities. The first four
tests have minimum qualification standards listed for gender and age groups.
The candidate must meet the minimum standard listed in each test.
1) Bent leg sit-ups (total number performed in 1 minute)
Age
20-29
30-39
40-49
50-59

Male
38
35
29
24

Female
32
25
20
14

2) Flexibility (sit and reach test – using a yard stick – 15 inch mark
at toes and reach forward)
Age
20-29
30-39
40-49
50-59

Male
16.5
15.5
14.3
13.3

Female
19.3
18.3
17.3
16.8

3) Pushups (total number performed in 1 minute)
Male
29
24
18
13

Female
15
11
9
8

4) 1.5-mile run (time frames listed below)
Age
20-29
30-39
40-49
50-59

Male
12.51
13.36
14.29
15.26

Female
15.26
15.57
16.58
17.55
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5) Sprint at full speed for 300 yards
d. Candidates who fail any of the objectives in the established guidelines will be
excused from the process.
e. Candidates who complete the objectives will proceed to the next phase, which
will be the completion and submission of the Background Investigation Booklet
and a Pre-employment Interview.
4. Background Investigation Booklet.
a. Upon successfully completing the preliminary background information sheet,
written examination, and the physical ability test, candidates will receive a
Background Investigation Booklet (CPD Form AP-9). The booklet will be
explained to the candidates and they will be required to return the completed
booklet within an established time frame.
b. Any attempts to deceive, withhold information or submit an incomplete booklet
will result in the immediate disqualification of the candidate from the process.

B.

Civilian employees
1. All non-sworn police personnel will be selected based on criteria specific for the
position being applied for.
2. The selection criteria will be developed through an agreement between the
Chief of Police and the Human Resources Department.
3. Selection criteria may consist of:
a. Performance on written tests
b. Performance on interviews
c. Background investigation
d. Resume
e. Education
f. Performance on physical tests

32.1.2 JOB RELATED REQUIREMENTS
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5. Pre-Employment Interview.
a. Candidates who are eligible to move forward in the process will be scheduled a
pre-employment interview. The top candidates will be interviewed and then
others by order when needed.
b. The interview panel will conduct a review and question session with the
candidates regarding their application, preliminary background information
sheet, and the Background Investigation Booklet.
c. If a candidate has failed to complete all of the necessary requirements, is found
to have withheld information, or was deceptive on any of the required
information during this interview they will be disqualified.
d. The pre-employment interview panel will recommend candidates to have an indepth background investigation completed with the other candidates placed in
order to proceed when needed.
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CALEA 32.1.2
I.

MINIMUM QUALIFICATIONS
A. The qualifications for all sworn police candidates will adhere to the selection
standards for police certification as deemed by the Maryland Department of Public
Safety and Correctional Services as authorized by the Public Safety Code of Maryland
Article 3.
B. The qualifications all sworn candidates will further adhere to the minimum
qualification standards as designated by any training academy that the department
wishes to utilize.
C. The qualifications for civilian candidates will be specific for the application being
applied for and will be developed by the Chief of Police in cooperation with the
Department of Human Resources.
D. All qualifications for sworn and civilian police officer candidates will be based on
professional and legal standards for job relevancy, usefulness, and fairness.
E. No qualifications or requirements for the position of any employee, sworn or civilian,
will be designed to exclude any gender, race, religion, or ethnic group.

32.1.3 SELECTION PROCESS UNIFORMITY
CALEA 32.1.3
I.

UNIFORM HIRING PRACTICES
A. It shall be the policy of the Cumberland Police Department that all elements of the
selection process for both sworn and civilian employees be administered, scored,
evaluated, and interpreted in a uniform and fair manner.

32.1.4 SWORN OFFICER APPLICANT INFORMATION
CALEA 32.1.4
STUDY GUIDE
A. Upon applying for the position of sworn police officer with the City of Cumberland the
Human resources Department will ensure each applicant for a sworn police officer
position receives an applicant study guide which will describe:
1. the minimum requirement
2. the written test procedure
3. the minimum physical ability requirements
4. the selection process
5. the duration of the selection process
6. the agency’s policy on re-application
Cumberland Police Department
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32.1.5 NOTIFICATION OF INELIGIBILITY
CALEA 32.1.4
I.

At the completion of each sworn and civilian applicant testing cycle the CPD Preemployment Selection Supervisor will make written notification to each applicant:
a. of their application status
b. the re-application process (if applicable)

32.1.6 SELECTION PROCESS RECORDS
CALEA 32.1.6
I.

RECORD RESPONSIBILITY
A. The Captain shall maintain all records of candidates considered eligible for a sworn
and civilian police officer position but not appointed to probationary status.
B. All records of candidates considered ineligible for a sworn police officer position or
have otherwise been disqualified shall be maintained by the CPD Pre-employment
Selection Supervisor.
C. The department shall determine requirements, consistent with applicable laws, for
maintaining identifying information, such as names and addresses.
D. The department shall comply with all federal, state and local requirements for the
privacy, security and freedom of information of all candidate records and data.

32.1.7 SELECTION MATERIAL STORAGE AND DISPOSAL
CALEA 32.1.7

II. It shall be the policy of the Cumberland Police Department that whenever selection
material is to be disposed of, the material will be destroyed by shredding.
32.2 PERSONNEL SELECTION ADMINISTRATION
32.2.1 SWORN CANDIDATE EMPLOYMENT BACKGROUND INVESTIGATIONS
CALEA 32.2.1
I.

BACKGROUND INVESTIGATIONS
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I. Selection materials such as tests, questionnaires, and other forms used during the
selection process shall be stored in the office of the CPD Pre-employment Selection
Supervisor and secured when not in use, and only those persons with a "right to know"
shall be granted access to the material.
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A. A thorough and complete investigation shall be initiated immediately on the candidate's
finishing in the top 10 places in the candidate rankings established at the conclusion of
phase 3 of the process. The function of the background investigation is to assist in the
determination of each candidate's suitability for employment as a Cumberland Police
Officer.
B. The background investigations shall be conducted by the Cumberland Police Department
utilizing members trained in investigative techniques, and will proceed concurrently with
the remaining phases of the process. Findings of the investigator may be used in
combination with the remaining phases in determining whether a candidate should be
disqualified from the process or should be given further consideration. The findings of the
investigator may, be used as a reason for disqualification from the process if the nature of
said findings warrants disqualification.
C. The investigator shall be furnished with the application and other information pertaining
to each given candidate.
D. The background investigation shall include, but not be limited to, the following:
1. Verification of the candidate's credentials, educational achievement, past
and present employment, age, residence, citizenship and driver's license.
(CALEA 32.2.1a)

2. Review of each candidate's criminal and traffic record, if any. (CALEA 32.2.1b)
3. Interviews with past and present employers, neighbors, school officials, and
personal references. (CALEA 32.2.1c)

F. After the background investigation is completed and the results reviewed and analyzed
for each candidate by the Investigating Officer, said Officer shall submit an investigative
report on each candidate to the Captain.
II.

SWORN CANDIDATE RECORD CHECK
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E. The following occurrences or incidents in a candidate's background may result in
disqualification from the selection process:
1. Felony conviction.
2. Illegal use of controlled substances and/or conviction of a controlled
substance violation.
3. Intemperate use of alcoholic beverages.
4. Poor work record.
5. Poor driving record; for instance numerous accidents or numerous
convictions for moving traffic violations.
6. Numerous debts which are not being regularly paid-off.
7. Other related and/or similar occurrences or incidents that would be
unacceptable or undesirable in a Police Officer given the power and
responsibilities incumbent to the position.
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A. The assigned background investigator shall conduct a thorough and complete record
check of each candidate. The Investigating Officer shall check for criminal, civil, and
traffic records.
B. Each candidate's name shall be entered into state and national computers for wants,
protective orders, and prior records.
C. Fingerprints shall be taken for each applicant and submitted for state and federal
screening and to confirm identity.
SWORN CANDIDATE MEDICAL EXAMINATION
A. A complete and thorough medical examination shall be conducted on each candidate to
whom a conditional offer of employment has been extended. Lateral or "recertified
officers" must complete a physical examination prior to employment with no
exceptions. The medical examination shall be conducted by a licensed physician, as
selected by the City of Cumberland, and shall be at the City's expense. The medical
examination shall be administered for the purpose of ensuring that a candidate
possesses the general health status necessary to perform the essential job functions of
the Police Officer job classification in the City of Cumberland and that no medical
condition exists that would pose a direct threat to the health or safety of him/her or
others.
B. Candidates shall be evaluated based upon the following requirements:
1. the candidate shall be free of cardiovascular and pulmonary diseases that
would preclude the candidate from successfully performing the essential job
functions of the Police Officer job classification or that would pose a direct
threat to the health/safety of himself/herself or others;
2. vision requirements are based on vision acuity, depth perception and color
perception; the candidate shall have vision of no more than 20/40 in both
eyes correctable to 20/20 with eyeglasses or contact lenses and must be
free of eye disease or color deficiencies that would preclude the candidate
from performing the essential job functions of the Police Officer job
classification or that would pose a direct threat to the health or safety of
himself/herself or others;
3. “A licensed physician shall certify by the result of an examination that the
applicant is physically fit for the duties of a police officer. This examination
shall also aid the physician in determining that the candidate is emotionally
and mentally fit for these duties. The doctor shall be identified on the
“Notice for Probationary Appointment” by name, address, and date of
examination.” Maryland Police and Correctional Training Commissions Title
12, Subtitle .04, Chapter 01, Regulation .01 (6). (CALEA 32.1.2)
C. The City of Cumberland's examining physician (and his assistants) shall examine
candidates for the position of Police Officer based upon the following general checklist
of medical standards. A candidate may be disqualified if he/she fails to meet any valid
medical standard, including the following, if such failure would preclude that candidate
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from performing the essential job functions of the Police Officer job classification or
would pose a direct threat to the health or safety of himself/herself or others:
1. candidate shall be free of cardiovascular and pulmonary disease;
2. vision requirements are based on vision acuity, depth perception and color
perception; a candidate shall have both eyes correctable to 20/20 by use of
eyeglasses or contact lenses; there shall be no disease of the eye; vision
must be free of color deficiencies;
3. candidate must be free of parasitic and systemic skin disease;
4. there shall be no evidence of intemperate or illegal use of stimulants,
depressants, or other drugs;
5. there shall be no obstruction to free breathing, or severe sinus disease;
6. there shall be no serious disease of the ear, nose, or throat; candidate
should possess normal hearing in both ears;
7. there shall be no actual or potential hernia or lower back problem(s);
8. Each candidate shall possess an index, middle, and ring finger and thumb on
each hand; each foot shall have a great toe;
9. the brain and nervous system shall be free from defects; there shall be no
epilepsy;
10. The kidneys shall be healthy the urine normal.
D. Results of the medical examination shall be submitted to the Chief of Police for
consideration. The results of medical examinations shall be kept strictly confidential.
SWORN CANDIDATE DRUG TESTING
A. Each candidate to whom a conditional offer of employment is extended, shall be
required to submit to and pass a urinalysis to detect the presence of illegal drugs, or
legal drugs which may have been obtained and used illegally, in his/her system as
enumerated in Maryland Police and Correctional Training Commissions Title 12,
Subtitle .04, Chapter 01, Regulation .01 (9)(a). (CALEA 32.1.2)
B. It is the policy of the City not to appoint any candidate who does not consent to a drug
test or whose test results are confirmed to be positive for the presence of illegal drugs
or legal drugs for which the candidate cannot submit sufficient proof that such drugs
were legally obtained or used.
C. Prior to the testing of any candidate, the candidate shall be advised that a drug test is
a required part of the City's selection procedure and that said test will be
administered only after the extension of a conditional offer of employment; that after
the extension of said conditional offer, he/she will be required to submit to and
successfully pass such a test in order to be appointed; that the test will screen for the
presence of drugs in his/her bodily fluids; that he/she will be provided the opportunity
to identify any recent legally prescribed drug use which might be detected in the test
results (such explanation shall be sought and accepted only after the candidate has
been extended a conditional offer of employment); and that he/she is required to sign
a Pre-Employment Drug Testing Consent Form which includes consent that notice of
the test results will be provided to City of Cumberland personnel.
Cumberland Police Department
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D. Each candidate to whom a drug test is administered shall be notified of the test
results and be advised whether he/she will be disqualified due to said results. Any
explanation a candidate may have as to why a positive test result was obtained shall
be carefully considered.
E. Drug testing shall be conducted in the following manner:
1. No candidate shall be administered a drug test until he/she has been
extended a conditional offer of employment; the conditional nature of the
offer shall be that appointment is conditional upon successful passage of
the test.
2. After notifying a candidate that he/she will be appointed contingent upon
passage of a drug test, and only after he/she has consented to testing,
he/she shall be directed to an authorized collection site where, after
showing proper identification, a urine specimen shall be collected. Sites
authorized for the collection of specimens shall be selected at the sole
discretion of the Personnel Officer.
3. The specimen shall then be forwarded to a NIDA (National Institute on Drug
Abuse) certified laboratory for testing and analysis. Laboratories selected
for testing and analysis shall be selected at the sole discretion of the City of
Cumberland.
4. In screening for the presence of drugs, generally accepted screening
procedures shall be used and the threshold level for determination shall be
established in accordance with generally accepted medical procedures and
existing laws and/or regulations. If the presence of drugs is found in the
specimen, that specimen shall be submitted for further verification
(confirmatory) testing.
5. After the initial screening and confirmatory screening (if applicable) has
been completed, the results shall be provided to the Personnel Officer,
his/her designee, or the City Administrator.
6. The regulations set forth in Maryland Police and Correctional Training
Commissions Title 12, Subtitle .04, Chapter 01, Regulation .01-1 will
determine any and all drug testing for the pre-employment drug screening
of police officers.
SWORN CANDIDATE CREDIT CHECK
A. All candidates will undergo a credit check to ensure fiscal responsibility. Any
indication of delinquent accounts will be taken into consideration.
32.2.2 EMPLOYMENT BACKGROUND INVESTIGATION PERSONNEL
CALEA 32.2.2
I.

Personnel used to conduct the investigations shall be at the discretion of the Chief of
Police. He shall use only personnel trained in the collection of information and these
personnel shall be sworn officers.
Cumberland Police Department
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32.2.3 SWORN CANDIDATE EMPLOYMENT BACKGROUND INVESTIGATION RECORDS
CALEA 32.2.3
I.

Records concerning police candidates having background investigations completely or
partially completed but not hired will be maintained by the Captain for a period of at
least five (5) years.

II.

Records concerning police candidates who have a background check completed and
have been hired will be maintained for 5 years after their separation of employment
with the City of Cumberland.

32.2.4 SWORN CANDIDATE POLYGRAPH EXAMINATION
CALEA 32.2.3
I.

POLYGRAPH QUESTIONS
A. In order for candidates to give their consent, it is necessary for them to know the
full nature and extent of the inquiry. "Relevant" questions shall be provided in
advance of the test so that candidates can have sufficient time to review and
understand what is going to be asked of them. (CALEA 32.2.3)

32.2.5 POLYGRAPH EXAMINERS
CALEA 32.2.5
I.

The administration of examinations and the evaluation of results shall be
conducted by personnel trained in police employment background investigation
procedures.

II.

The department will maintain a copy of the polygraph examiner’s certification,
whether or not the examiner is a member of the Cumberland Police Department
or another agency.

I.

The results of the polygraph exams shall not be used as the single determinant of
the employment status; however, deception to relevant questions during any part
of the polygraph examination that is corroborated by other investigative means
may eliminate the applicant from further consideration.

32.2.7 SWORN CANDIDATE MEDICAL EXAMINATIONS FOR EMPLOYMENT
CALEA 32.2.7
Cumberland Police Department
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CALEA 32.2.6
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I.

REQUIRED MEDICAL EXAMINATION
A. A complete and thorough medical examination shall be conducted on each candidate to
whom a conditional offer of employment has been extended. Lateral or "recertified
officers" must complete a physical examination prior to employment with no
exceptions. The medical examination shall be conducted by a licensed physician, as
selected by the City of Cumberland, and shall be at the City's expense. The medical
examination shall be administered for the purpose of ensuring that a candidate
possesses the general health status necessary to perform the essential job functions of
the Police Officer job classification in the City of Cumberland and that no medical
condition exists that would pose a direct threat to the health or safety of him/her or
others.
B. Valid, useful, and non-discriminatory procedures shall be used in conducting medical
examinations.
C. A licensed medical doctor, as selected by the department shall conduct the medical
examination. (MPCTC Title 12, Subtitle .04, Chapter 01, Regulation .01(6).)

I.

A psychological evaluation shall be conducted on each candidate to determine whether
he/she possess the appropriate, adequate, acceptable, or desirable psychological,
emotional, and personality profile, characteristics, traits, qualities, attributes, tendencies,
etc. to perform as a Cumberland Police Officer.

II.

Each candidate shall be administered a variety of psychological tests and participate in a
variety of procedures and exercises, the purpose of which shall be to identify a variety of
personality, emotional, and psychological characteristics, traits, qualities, attributes,
tendencies, etc. Candidates who possess identifiable personality, emotional, and
psychological characteristics, traits, qualities, attributes, tendencies, etc. which, in the
judgment of the City's consulting psychological or psychiatric professional and/or the City
Administrator, Police Chief, or Personnel Officer, reflect a significant potential for
inadequate, unacceptable, undesirable, or inappropriate performance as a Cumberland
Police Officer, may result in disqualification from the selection process. In particular, the
following characteristics, traits, qualities, attributes, tendencies, etc. are considered to be
inadequate, unacceptable, undesirable, or inappropriate, and may result in
disqualification from the selection process:
A. anti-social behavioral patterns and attitudes;
B. "quick temperedness";
C. inability/unwillingness to accept supervision and to carry out orders of a
superior;
Cumberland Police Department
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32.2.8 SWORN CANDIDATE PSYCHOLOGICAL FITNESS EVALUATION
CALEA 32.2.8
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D. lack of compassion, sympathy;
E. low level of self-esteem or confidence; or an inordinately high level of same;
F. deceptiveness in answering questions;
G. inability to accept constructive criticism;
H. inability to deal with verbal abuse in a proper and effective manner;
I.

tendency to abuse the power and position of a Police Officer;

J.

inability to deal effectively with the stress inherent to police work;

K. racial/sexual prejudice;
L. Other related and/or similar traits, tendencies, characteristics, qualities, or
attributes that would be inadequate, unacceptable, undesirable, or
inappropriate in a Police Officer given the power and responsibilities
incumbent to the position.
M. In addition, the purpose of administering a variety of psychological tests and
having each candidate participate in a variety of procedures and exercises is
to determine whether each candidate has the ability to endure the stress
associated with the nature of the job.
III.

A psychological evaluation shall be conducted by a qualified professional psychologist or
psychiatrist selected by the department.
A. This shall be in accordance with MPCTC Title 12, Subtitle .04, Chapter 01,
Regulation .01(6) which states in part, “A licensed physician shall certify by the
result of an examination that the applicant is physically fit for the duties of a
police officer. This examination shall also aid the physician in determining
that the candidate is emotionally and mentally fit for these duties.”

32.2.9 MEDICAL AND PSYCHOLOGICAL EVALUATION FILES
CALEA 32.2.9
I.

Results of the medical examination shall be submitted to the Chief of Police, Personnel
Officer, and City Administrator for consideration. The results of medical examinations
shall be kept strictly confidential.
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B. The Cumberland Police Department utilizes a licensed mental health
professional to conduct the psychological examination.
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II.

The Captain shall maintain a report of each psychological evaluation to ensure proper
procedures are followed and to provide data for continuing research and legal defense.

32.2.10 SWORN OFFICER PROBATIONARY PERIODS
CALEA 32.2.10
PROBATIONARY POLICE OFFICER
A. Police Officer candidates shall serve a probationary period of eighteen (18) months
once they achieve sworn status. If required, candidates will attend the first
available MPCTC academy or comparative compliance upon being hired. (CALEA
32.2.10)

B. At the conclusion of the probationary period, the probationary employee must be
rated at least "satisfactorily" on a performance evaluation in order to be retained.
C. The appointment rate of candidates from probationary to permanent status shall
meet the requirements of minimum adverse impact in order to assure that all
probationary candidates have competed equally.
D. The probationary period may be subject to exceptions as deemed necessary by the
Chief of Police and the City Administrator. These exceptions may be for a variety of
special assignments (e.g., undercover work). An extended or adjusted probationary
period could also give the Department an opportunity to provide employees with
remedial services, such as professional counseling or specialized instruction.
E. The work performance of each employee shall be evaluated using valid, useful, and
non-discriminatory procedures.
F. The review process shall include a review of the most recently contested performance
evaluation to be conducted by the Chief of Police jointly with the rater, the rater's
immediate supervisor, and the employee. The employee shall also make provisions
for written comments.
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POLICY
The Cumberland Police Department will maintain a training program that will provide for the
professional growth, continued educational development of its personnel and maintain
compliance with all Maryland Police and Corrections training commission and other mandates.
By doing so, the Department will ensure its personnel possess the knowledge and skills
necessary to provide a professional level of service that meets the needs of the community.
33.1

TRAINING ADMINISTRATION

33.1.1 TRAINING COMMITTEE
CALEA 33.1.1
I.

THE CUMBERLAND POLICE DEPARTMENT WILL MAINTAIN A TRAINING ADVISORY
COMMITTEE.
A. Function
1. To assist the department in determining its annual training needs.
2. Make recommendations to the CPD Training Coordinator for in-service and
specialized training. The committee should base recommendations on:
a. Crime trends
b. Changes in laws
c. Personnel issues
d. Citizen complaints
e. Equipment/duty gear changes
f. RMS report review
g. Observations of work
h. Local court decisions
i. MPCTC Requirements
B. The committee will further evaluate past, future, and existing training.

II.

TRAINING COMMITTEE MEMBERS
A. The CPD Training Coordinator will be a permanent member of the training
committee and will act as the committee chair.

III.

MEETING SCHEDULE
A. The training committee will meet no less than annually to discuss and make
recommendations on training needs.
Cumberland Police Department
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B. Other members of the committee will be made up of the:
1. Range Master
2. Defensive Tactics Instructor
3. Canine Supervisor
4. One Patrol Officer (any rank)
5. One Investigator (any rank)
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B. The training committee will assist the CPD Training Coordinator with the
development of a training calendar for the upcoming year. (CALEA 33.1.1)
33.1.2 TRAINING ATTENDANCE REQUIREMENTS
CALEA 33.1.2
I.

TRAINING ATTENDANCE
A. The Cumberland Police Department shall require documentation of an officer's
attendance at prescribed training programs.
1. Attendance must be documented at in-house training with an attendance sheet.
2. The agency will require a member to produce documentation of attendance at
training programs conducted outside this agency.
3. The agency will confirm attendance policies of agencies/facilities to which
members are sent to ensure the member must attend all mandatory portions and
attend at least 90% of the entire course of instruction to receive
credit/certification for attendance. (MPCTC 12.04.01.12 (D)(5))
4. A probationary police officer attending an entry-level training program such as an
academy or comparative compliance must attend at least 95% of the entire
course of instruction to receive credit/certification for attendance. (MPCTC
12.04.01.09(E)(6)
B. Upon request, the department will consider provisions to excuse members from
training for such matters as court, illness, funeral leaves, vacations, etc.
C. Upon request, the department will consider provisions for employees to make up
excused or unexcused portions of training exercises.
D. In the case of unexcused absence, the agency may require the officer, at his/her own
expense and time, to make up the unexcused time, in addition to any other
disciplinary action, if applicable.
E. The agency will ensure that copies of training certificates received by members for
completion of training are entered in their training files and that records of any and all
training is documented in agency files and available to the member at his/her request.

33.1.3 TRAINING REIMBURSEMENTS
CALEA 33.1.3
TRAINING FISCAL RESPONSIBILITY

A. The expense for employees who are required or requested to attend training schools,
seminars, or other instructional or educational programs, including examination to
increase their knowledge and further their competency in their occupation with the
Cumberland Police Department, shall be paid as follows:
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1. Registration fees, tuition charges for the training school, seminar, or educational
or other instructional programs.
2. The City of Cumberland shall pay for meals when not provided by tuition.
3. The City of Cumberland shall pay the current rate for mileage, as determined by
the IRS, when an employee is not provided with a city-owned vehicle. Where
overnight lodging is provided at the city's expense, an employee will only be
reimbursed for mileage to and from the training facility on one occasion each
way unless otherwise approved or directed. All other travel shall be considered
to be non-work-related and non-reimbursable. Bus, train, or airfare at tourist
rate is provided for lengthy trips when the Chief of Police approves travel.
4. Hotel or motel charges when lodging is not provided as a term of tuition
payment.
5. Hourly rates will be paid when schools or training are scheduled during regular
working hours.
6. All necessary tools and equipment required by the course of instruction.
7. Overtime will not be paid for attendance at courses not mandated to maintain
certification.
8. Probationary employees attending the mandated training academy or attending
comparative compliance courses will not be compensated for any overtime
associated with this assignment.
B. Overnight lodging and requests for training
1. When a training class or other work related business requires an officer to travel
out of the city limits to attend, it may be necessary for the officer to obtain
lodging. This policy will give directions as to when overnight lodging will be
granted.
1. There will be no lodging request granted or reimbursement for
lodging if the training is held within the confines of Allegany,
Washington or Garrett County.
2. If a recruit is attending a full schedule at a basic MPCTC Training
Academy in one of the western counties, the Chief of Police may
waive this regulation.
3. If the training is held outside the confines of the three western
Maryland counties, but less than one hundred fifty (150) travel
miles from Cumberland, a request for lodging will be considered on
a case-by-case basis. The below listed factors will be taken into
consideration:

a)
b)
c)
d)

LEAVES OF ABSENCE FOR TRAINING
A. Temporary leaves of absence with or without pay for training purposes or for other
objectives related to the employee's work and performance may be granted by the
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III.

length of the training class
time the training class begins and ends
class workloads
traffic constraints
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Chief of Police and/or City Administrator for such periods as he may consider
justifiable, within the limitations of the budget.
1. All sworn probationary police officers attending entry-level training will be
granted leave with pay for the purpose of attending the training program.
(Annotated Code of Maryland PS 3-215(d))
2. On days probationary officer training is canceled or postponed the
employee is to contact their supervisor for instruction.
33.1.4 LESSON PLANS
CALEA 33.1.4
I.

LESSON PLAN CONTENT
A. All lesson plans will be developed in accordance with Maryland Police and
Corrections Training Commission Instructor Training.
B. All training courses conducted by this agency whether it is MPCTC approved
or not will be accompanied by a lesson plan, which will include:
1. A general description of the topic to be addressed. (CALEA 33.1.4a)
2. A guide to the amount of time allotted for the course of instruction.
3. A explanation on how the topic related to job needs.(CALEA 33.1.4a)
4. Identification of all instructors involved with course instruction.
5. The content of the training and the specification of the appropriate
instructional techniques.
6. The specific performance objectives for the course of instruction.
(CALEA 33.1.4b)
7. A plan of evaluation for participants, which may include a testing
format, or oral review. (CALEA 33.1.4d)
8. Any reference to material actually presented.

II.

LESSON PLAN APPROVAL (CALEA 33.1.4c)
A. The CPD Training Coordinator will initially review and approve all lesson plans.
TESTING (CALEA 33.1.4d)
A. The format of testing and ensuring employee comprehension will be determined
by the content of material, the performance objectives for a task to be tested, and
the format of an applicable lesson plan.
1. As much as practical, the agency will use competency-based tests that use
performance objectives and measure a member's knowledge of and ability
to use job related skills.
2. The agency will rely on the testing procedures used by outside training
sources as a valid, constructive tool to measure competency.
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a. The Training Coordinator and/or other officer(s) directed by the
Chief of Police may be encouraged to examine the testing
procedures or specific test instruments used by these agencies.
3. All testing supplies will be maintained secure in the office of the CPD
Training Coordinator and access will be limited to the Training Coordinator
and authorized instructors.
IV.

LESSON PLANS FROM NON-CPD SPONSORED TRAINING
A.

V.

The Training Coordinator will verify that lesson plans for courses taught outside this
agency are kept on file by the host agency or instructor and that they are available to
this agency upon request.
1. The Training Coordinator will verify that lesson plans for courses taught by outside
instructors at this agency are certified and developed in accordance with
Maryland Police and Correctional Training Commission guidelines.

MAINTENANCE OF LESSON PLANS
A. The CPD Training Coordinator along with any designated instructors will review all
lesson plans to ensure they are current and applicable with current laws and crime
trends at least annually.
B. Each lesson plan used for MPCTC approved training must be updated and resubmitted for approval every 3 years or when there is a significant change.
C. The CPD Training Coordinator will maintain a copy of all lesson plans and their
updates.
D. Individual instructors may maintain a copy for their information as well; however, a
copy must be on-file with the Training Coordinator.

33.1.5 REMEDIAL TRAINING
CALEA 33.1.5

A.

The agency will identify remedial training as a constructive tool to reinforce, retain,
and refine an employee's knowledge, skills, and abilities in keeping with the goals and
objectives of the agency.

B.

The need for remedial training for a member will normally be identified through
evaluations done by the employee's supervisors and the CPD training staff.
1. The employee's immediate supervisor will normally have the greatest exposure to
the employee's specific weaknesses and may make recommendations concerning
remedial training to correct deficiencies.
Cumberland Police Department
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2. The Captain in cooperation with the Training Coordinator may delineate needs for
remedial training by identifying recurring errors or deficiencies in performance
and as suggested by supervisors.
C.

Training which is identified as remedial training shall be scheduled as soon as practical
and will be required to be satisfactorily completed by the employee.
1. The agency may identify in-service training of a remedial nature or may choose to
use facilities or courses of instruction outside the agency, which will address the
remedial training need(s) of the employee.

D.

The agency will review all recommendations for remedial training of an employee to
determine if the agency and/or its training function have failed to adequately prepare
the employee.
1. The agency will review the nature and content of all recommendations for
remedial training to assess content and function of initial (basic recruit) training.
2. The agency will review the nature and content of all recommendations for
remedial training to assess the possibility of refresher type remedial training for
all employees of the agency due to changes in law, methods of operation, etc.

33.1.6 UPDATING EMPLOYEE TRAINING RECORDS
CALEA 33.1.6
I.

TRAINING COORDINATOR’S RESPONSIBILITIES
A.

The Training Coordinator is responsible for documenting each employee's
participation in training programs.

B.

The Training Coordinator shall maintain a file for each employee containing a list of
programs attended and dates of attendance, and shall place a copy of any applicable
certificate and/or document of attendance and performance along with the
employee's evaluation statement of the program in training files and/or maintain such
information in computer.

C.

The Training Coordinator will maintain a record of all in-service programs and a copy
of the nature of the program and/or course content.

D.

The Training Coordinator will provide the Chief of Police and Captain with a yearly
summary of training conducted by the agency and a summary of all training attended
by each employee.
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E. The Training Coordinator is responsible for providing the Maryland Police and
Correctional Training Commission with documentation on mandatory curriculum.
33.1.7 TRAINING RECORDS
CALEA 33.1.7
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I.

TRAINING RECORDS
A. The Training Coordinator will maintain records (lesson plans) of each training class and
the course content of the class or program.
1. The Training Coordinator will maintain a copy of all lesson plans initiated by
the agency and attended by agency members.
a. It remains the officer’s responsibility to ensure that all training records are
forwarded and approved by the Training Coordinator to ensure proper
documentation.
B. The Training Coordinator will document each employee's attendance at each and
every program initiated, sponsored, or approved for attendance by this agency.
C. The Training Coordinator will document the performance of employees at training
programs by requiring a copy of a certificate of training by any agency sponsoring a
program or by documenting any tests or performance measures administered by this
agency.
1. Documentation shall indicate the grades of all personnel attending. A score
of seventy percent (70%) shall be achieved for certification. (MPCTC
12.04.01.12 (D)(3)(c))

33.2

ACADEMY ADMINISTRATION

33.2.1 OPERATION OF TRAINING ACADEMY
CALEA 33.2.1
I.

The Cumberland Police Department does not operate a training academy. Entrylevel training will be done at any of the Maryland MPCTC approved and certified
academies of the departments choosing.

33.2.2 ACADEMY FACILITY
CALEA 33.2.2

I.

Facilities are supplied by the academies in which the officer attends.

33.2.3 RELATIONSHIP WITH TRAINING ACADEMY
CALEA 33.2.3
Training academy
A. Maryland Police and Correctional Training Commission Title 12.04.01.10, defines the
parameters for the formulation and monitoring of peace officer training facilities and
personnel in the State of Maryland.

Cumberland Police Department
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1. In accordance with Maryland Police and Correctional Training Commission,
the Cumberland Police Department will select an academy for recruits, which
meets the requirements of the Maryland Police and Correctional Training
Commission, which has based the development of the basic curriculum on a
statewide job task analysis.
2. Records of the performance of the recruit member shall be maintained by
that academy and may be requested by this agency.
3. Certification of a recruit by the Maryland Police and Correctional Training
Commission shall serve as proof of compliance of the recruit with training
standards promulgated by the Maryland Police and Correctional Training
Commission.
B. Liaison will be maintained between the Chief of Police and/or Training Coordinator
and the recruit academy.
1. This liaison should include reviewing academy agendas for training and
periodic review of recruit records.
C. Through periodic evaluations provided to this agency by the recruit academies, this
agency is invited to supply input to the academy.
1. The agency's participation and/or correspondence with the Maryland Police
and Correctional Training Commission also act to provide input concerning
the overall recruit academy program.
D. This agency will offer whatever services (staff, facilities, instructors, and other
resources) that might assist the recruit academy.
E. Financial obligations of the agency to the academy will be processed through the
Office of the Chief of Police and the City Finance Department.
F. Officers attending the recruit academy are on-duty and if injured during defensive
tactics, etc., are covered by workmen’s compensation.
33.2.4 TRAINING IN AGENCY POLICIES & PROCEDURES
CALEA 33.2.4
The Cumberland Police Department provides in-house instruction concerning
policies and procedures that are specific to the department when personnel
complete entrance-level training at the academy.

II.

Training in agency policies, procedures, directives, etc. shall be conducted during
the employee's field training period.

TRAINING INSTRUCTORS

33: training

33.3

I.

33.3.1 INSTRUCTOR TRAINING
CALEA 33.3.1
Cumberland Police Department
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I.

The agency will require that officers assigned to agency operated training programs
receive MPCTC approved training in:
A. lesson plan development,
B. performance objective development,
C. instructional techniques,
D. testing and evaluation techniques,
E. Resource availability and use

II.

This policy may not, in any way, conflict with established guidelines established by the
Maryland Police and Correctional Training Commission.

III.

These objectives can be met by certification of the instructor by the Maryland Police and
Correctional Training Commission as outlined in MPCTC 12.04.01.14.

33.4

RECRUIT TRAINING

33.4.1 PROHIBITION FROM CARRYING FIREARM OR MAKING ARRESTS
CALEA 33.4.1
RECRUIT RESTRICTIONS
A.

All new police candidates will complete a recruit training program prior to being
sworn as a provisional police officer and being placed in any routine assignment which
the member is allowed to carry a firearm or is in a position to make an arrest. (MPCTC
12.04.01.03.)
1. If a new police candidate has prior training and/or certification, the member
may submit to the Chief records of his/her prior training/certification for
review, which will then be forwarded to the Maryland Police and Correctional
Training Commission for review.
a) All requests for a Certificate of Comparative Compliance must follow
MPCTC 12.04.01.14.
2. Upon completion of this review process, a determination will be made by the
Chief of Police regarding the new employee will be sworn as a provisional
police officer giving them the ability to carry a firearm and make arrests.

33.4.2 RECRUIT TRAINING PROGRAM
CALEA 33.4.2

Cumberland Police Department
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I.

Any entry-level training academy selected for use by the Cumberland Police Department
will be certified by the Maryland Police and Corrections Training Commission and give
instruction accordance to MPCTC 12.04.01.09.

33.4.3 PROBATIONARY OFFICER FIELD TRAINING PROGRAM
CALEA 33.4.4, CALEA 33.4.2
A. Field training of a recruit following any entry-level training will consist consists of at
least 240 hours. (COMAR 12.04.01.21 B(3)) (CALEA 33.4.3a)
1. This applies to in-state laterals, out-of-state laterals, and comparative
compliance hires.
2. CPD Chief Executive Officers (Chief, Deputy Chief) are exempt from Field
Training requirements.
3. Field training will also expose recruits to other job attributes such as
dispatch, investigations, court, etc. (CALEA 33.4.3f)
4. Field training will not be considered complete until the recruit and his/her
Field Training Officer have completed review of all items in the field training
guide, which shall be reviewed by the recruit, the Field Training Officer, the
agency Training Coordinator, Patrol Commanders and the Captain prior to
releasing the recruit from the field training period.
5. Any field training program time period for probationary officers may be
extended or reduced by the Chief of Police, Captain, or Training
Coordinator.
B. Field Training Officers shall be sworn officers with a history of exceptional
performance and should demonstrate a professional appearance and working
knowledge of law and agency procedures. (CALEA 33.4.3b)
C. Field Training Officers will be supervised by their immediate supervisor, with
additional direction and supervision from the Patrol Commanders and the agency
Training Coordinator. (CALEA 33.4.3c)

E. Field Training Officers will be trained in a course approved by the Maryland Police and
Correctional Training Commission.(CALEA 33.4.3e)
1. Prior to being assigned a recruit, the Field Training Officer will be contacted by
the agency's Training Coordinator, who will reacquaint the Field Training
Officer with agency policies and procedures, supervisory skills, and
instructional skills.

Cumberland Police Department
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D. Liaison will be maintained with the academy staff, which trained the recruit. (CALEA
33.4.3d)
1. If deficiencies are noted in the basic training of the recruit, the academy staff
will be contacted to provide records and documentation of the training on
specific topics.
2. The recruit may be referred for additional training in area(s) where he/she
does not demonstrate sufficient proficiency.
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F. Recruits will be evaluated by the Field Training Officer based on items contained in the
Field Training Guide. (CALEA 33.4.3g)
1. Evaluations will be drafted in a positive mode, accentuating the recruit's
strengths and not dwelling on weaknesses.
2. Where deficiencies exist, the CPD training staff and department supervisors
shall attempt to rectify the problem through further formal instruction or field
training.
G. Field Training Officers will forward weekly evaluations of the recruit's progress to the
Training Coordinator, with copies to be placed in the recruits training file. (CALEA
33.4.3h)
1. Final evaluations shall be forwarded to the agency Training Coordinator, and
the Captain.
33.5

IN-SERVICE, ROLL-CALL, AND ADVANCED TRAINING

33.5.1 IN-SERVICE TRAINING
CALEA 33.5.1
IN-SERVICE TRAINING
A. All sworn personnel will be required to complete an annual in-service training
program, inclusive of firearms qualification.
1. “All police officers at or below the rank of first-line supervisor shall be provided
by their department or agency with an approved in-service training program
of 18 hours every calendar year which reflects the current needs of the
department or agency.” . (MPCTC 12.04.01.12)
B. The CPD Training Advisory Committee shall identify specific topics for in-service
review/retraining during each year.
1. In-service retraining is designed to ensure that personnel are kept up to date
with new laws, technological improvements, and revisions in agency policy,
procedures, rules, and regulations.
2. Firearms training and/or qualifications must be scheduled at least once each
year.
a. Every officer must qualify at least once a year.
b. At least one range qualification will be conducted in accordance
with Maryland Police and Corrections Training Commission yearly
certification/qualification standards.
c. Scores will be recorded as pass/fail only and shall be maintained by
the CPD Range Master.
3. Self-defense training and/or refresher courses should be conducted at least
annually and may be conducted in conjunction with firearms qualifications.
4. Officers will receive training in General Orders dealing with pursuit policy and
the use of force and will be instructed in the use of lethal and less than lethal
force to include Conducted Electrical Weapons (CEW) at least on an annual
basis.
Cumberland Police Department
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5. In-service training shall include an orientation to the concepts of community
policing and an orientation to the goals and objectives developed by this
agency to implement community policing.
C. Advanced training, such as that provided by the FBI National Academy, Southern
Police Institute, and Northwestern University School of Police Staff, is designed to
improve the professional competence of officers who have demonstrated leadership
capabilities.
1. Personnel will be selected based on their demonstrated leadership skills and
their present or proposed (e.g. eligible for promotion) management position.
2. Following training, personnel will be assigned duties commensurate with the
training they have received.
3. Advanced training should provide, as applicable to the particular job
assignment of the employee, management theory, supervisory technique,
principles of police administration, and/or principles relating to personnel,
budget, planning and research.
a. First-line supervisor level police personnel shall successfully complete an
approved curriculum of not less than thirty-five (35) hours duration. (
MPCTC 12.04.01.13)
b. First-line administrative level police personnel shall successfully complete
an approved curriculum of not less than thirty-five (35) hours duration.
(MPCTC 12.04.01.13)
D. Training requests shall be forwarded to and through the CPD Training Coordinator to
ensure accountability, tracking, and appropriate record keeping.
1. Supervisory personnel will be responsible for making training
recommendations for their subordinates to the CPD Training Advisory Board.
2. Training requests CPD Form AD-5 Request for Training will be forwarded
through the chain of command to the CPD Training Coordinator, who will
review and approve if appropriate and if approved, may then forward the
request to the Chief of Police for approval.
a. After approving the request, the CPD Training Coordinator will coordinate
registration, travel, meals, lodging, equipment, and fees.
33.5.2 ROLL-CALL TRAINING
CALEA 33.5.2
ROLL-CALL TRAINING
A. The department will transmit information to members through the use of roll-call
training to supplement, but not replace, in-service training.
B.

The CPD Training Coordinator will be responsible for planning roll-call training, which
will generally consist of brief synopses of information, including updates on policy and
procedure or recent court decisions and criminal justice opinions.

Cumberland Police Department
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C.

Roll-call training may include a wide variety of techniques, including, but not limited to
lecture, videotapes, written documents to be distributed to members, audio tapes,
and discussions.
1. Supervisors will be responsible for documenting the attendance of their
officers at roll call training and for ensuring that all officers have been
exposed to the training materials.
2. All attendance rosters will be forwarded to the CPD Training Coordinator
upon course completion.

D.

The CPD Training Coordinator will attempt to utilize materials prepared by the various
training academies that the agency selects to review and retrain on basic or advanced
materials.

E.

While roll-call training will be the responsibility of the CPD Training Coordinator, the
training function may utilize members who have received up-dated and/or specialized
materials to prepare and/or present roll-call segments.

F.

Periodic evaluations, through testing and critiques, shall be conducted to aid in the
development or revision of roll-call training and to measure its effectiveness.

G.

Roll-call training will vary in frequency and duration and will be scheduled on an "asneeded" basis, relying on recommendations from the training committee and the
Chief of Police for suggested training topics.

H.

Squad Supervisors will be expected to take a prominent role in presenting materials at
roll call and will be expected to take an active role in recommending topics and
methods of instruction.
1. Officers will be encouraged to suggest topics and to participate in the
development and presentation of materials.

33.5.3 ACCREDITATION TRAINING
CALEA 33.5.2
ACCREDITATION TRAINING
A.

As a portion of an employee's introduction to the agency and specifically as a portion
of the field training program for police officers, an introduction to accreditation
process, function, and applicable standards will be provided. (CALEA 33.5.3a)
1. Field training will provide an opportunity for the police officer to be
introduced to the accreditation process and specifically with accreditation
standards dealing with such topics as use of force pursuit policy, disciplinary
policies.
2. Other personnel will be introduced to the accreditation process during their
probationary period and will be provided specific instruction in accreditation
standards applicable to their job description and/or function.

Cumberland Police Department
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B. All employees both sworn and civilian participating in or affected by CALEA compliance
will be given basic CALEA training which explains it purpose, benefits, and the
employee’s role. (CALEA 33.5.3b)
C. All Cumberland Police Employees both sworn and civilian will receive basic CALEA
training prior to any on-site assessment. (CALEA 33.5.3c)
D. The agency will conduct periodic retraining on select portions of accreditation
standards applicable to various functions and positions and will seek to involve
members as much as possible in the accreditation process.
E. Prior to on-site assessment, memorandum will be distributed explaining the process
and detailing each member's duties and responsibilities.
F. Supervisory personnel will be actively involved in preparation and will be encouraged
to involve all the members of the agency to participate as much as possible in the onsite evaluation of the agency.
33.5.4 ACCREDITATION MANAGER TRAINING
CALEA 33.5.4
I.

33.6

The assigned Accreditation Manager for the Cumberland Police Department will
receive CALEA approved Accreditation Manager training within one year of being
appointed.

SPECIALIZED TRAINING

33.6.1 TYPES OF SPECIALIZED TRAINING
CALEA 33.6.1
SPECIAL TRAINING
A.

Specialized training will be required of members assigned to the following areas:

1. Range officer
4. Canine officer
7. Criminal investigator
10. Honor Guard
13. Crisis negotiator
16. Armorer
19. Accreditation Manager

2. CERT
5. Intox EC/IR II Operator
8. Narcotic investigator
11. Motorcycle officer
14. CJIS officer
17. UCR officer
20. Professional Standards
investigator

3. School Resource Officer
6. Crash reconstruction
9. Crime Scene Investigator
12. Bicycle Officer
15. Fugitive Officer
18. Recruiter
19. Background investigator

B. All specialized assignments serve at the pleasure of the Chief of Police and are not
considered promotions, advancements, or guaranteed positions.
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C. Specialized assignments may be created or eliminated as necessary and assigned
personnel may be increased or decreased based on the operational needs of the
agency.
D. Certain courses or elements of training may be identified as mandatory training for
certain specialized positions and other training may be suggested as optional.
E. Specialized training is intended to enhance skills, knowledge, and abilities beyond
the level of instruction provided for recruits or through other in-service programs
and may include supervisory, management, and/or executive development training
and technical and job-specific topics. (CALEA 33.6.1a)
F. Specialized training shall include the following elements: (CALEA 33.6.1a)
1. Development and/or enhancement of the skills, knowledge, and abilities
particular to the specialization.
2. Management, administration, supervision, personnel policies, and support
services of the function or component.
3. Performance standards of the function or component.
4. Agency policies, procedures, rules, and regulations specifically related to the
function or component.
5. Supervised on-the-job training.
G. Specialized training required as indicated above should be initiated within ninety (90)
days of the assignment of an employee to the component.
1. In the event no specialized training is available within the ninety day period,
the Training Officer will schedule required training at the earliest possible
occasion.

I.

In addition to the training mandated by the Maryland Police and Correctional Training
Commission, every officer should receive additional training to assist them in
performing the duties specific to their position, this additional training should be
recommended or mandated for each position, and specifications may be included in
position descriptions. (CALEA 33.6.1a)
1. Police officers training should include speed detection (RADAR and laser),
breath testing, impaired driver detection, crash investigation, and survival
techniques.
2. Supervisory personnel training should include disciplinary procedures, first
line supervision, and mid-level management.
3. Administrative personnel training and/or education should include at least
one major management school, if possible.
Cumberland Police Department
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H. The agency encourages specialty in-service training, which is designed to encourage
personal growth and development in new areas of interest and specialization and to
enhance the overall potential of the employee for upward mobility. (CALEA 33.6.1a)
1. The agency should identify or provide appropriate training opportunities for
all positions classified as specialists.
2. The nature of such training should be determined by the skills, knowledge,
and abilities required of each specialty.
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4. Investigative personnel training should include interviews and interrogations,
crime scene investigations, homicide investigations, search and seizure, drug
identification, drug abuse, and sex crimes.
5. Records and clerical personnel training should include communications skills,
word processing, public records laws, and UCR/NIBRS.
6. Other specialized personnel should receive training commensurate with their
position.
J. Officers wishing to receive specialized training will complete the CPD form AD-5 Request for
Training, detailing appropriate information for consideration by the Chief of Police and
Captain.
1. Training requests should be:
a. Relevant to the officer’s current assignment,
b. Relevant to training expertise, if the officer is a certified MPCTC
Instructor
c. For specialized instruction if the officer is part of a specialized unit
2. Requests will be considered on a case by case basis taking in consideration the
needs of the department as well as the potential needs of the officer.
K. SPECIALIZED ASSIGNMENT IN-SERVICE TRAINING (CALEA 33.6.1b)
1. Officers assigned to specialized assignments will receive in-service training
commensurate with MPCTC requirements or accepted practices accepted by
the department.
L. SPECIALIZED ASSIGNMENT REMEDIAL TRAINING (CALEA 33.6.1b)
1. Officer assigned to specialized units are subject to remedial training when
performance and ability fall below acceptable levels.
2. All remedial training will be supervised by the component supervisor
3. The Chief of Police may enlist training and assistance from sources outside
the department for specialized training.
4. Employee participation in remedial training for a specialized position will be
mandatory.
33.6.2 CUMBERLAND EMERGENCY RESPONSE TEAM (CERT) TRAINING
CALEA 33.6.2
TACTICAL OFFICERS
A. Each officer assigned to CERT will receive entry-level training appropriate for a
specialized tactical team assignment.
1. The entry-level tactical academy chosen will be at the discretion of
the Chief of Police
2. All entry-level tactical academies must incorporate basic tactical
operations and physical fitness into their curriculum.
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B. Each officer assigned to CERT will receive specialized weapons training in all
weapons they may be assigned to use and must maintain exceptional
proficiency.
C. The CERT must conduct specialized in-service training no less than once per
month.
1. CERT officer’s attendance to tactical team training is mandatory.
D. All CERT training conducted on any level must be documented by the CERT
Supervisor and a copy forwarded to the CPD Training Coordinator who will
maintain the records.
II.

CRISIS NEGOTIATORS
A. Each officer assigned to CNT will receive entry-level training appropriate for a
specialized crisis negotiator assignment.
1. The entry-level crisis negotiators academy chosen will be at the
discretion of the Chief of Police
B. The Crisis Negotiator must conduct specialized in-service training no less than
once per month.
1. Crisis Negotiator attendance to tactical team training is mandatory.
C. All Crisis Negotiator training conducted on any level must be documented by the
Crisis Negotiator Supervisor and a copy forwarded to the CPD Training
Coordinator who will maintain the records.

III.

CERT/CNT JOINT TRAINING
A. Members of CERT and CNT will train together at least annually
B. At least one annual joint training exercise must address the department’s
operational readiness and must contain scenario type exercises integrating both
tactical and crisis negotiation components.

33.7

CIVILIAN TRAINING

33.7.1 CIVILIAN PERSONNEL ORIENTATION
CALEA 33.7.1
CIVILIAN EMPLOYEES
A.

All newly appointed civilian personnel shall receive the following training:
1. Orientation to the Cumberland Police Department’s role, purpose, goals,
policies, and procedures (CALEA 33.7.1a)
2. Working conditions and regulations (CALEA 33.7.1b)
Cumberland Police Department
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3. Responsibilities and rights of employees.(CALEA 33.7.1c)
4. Work environment including: (CALEA 33.7.1b)
a) Emergency procedures
b) Evacuation plans
B. The City of Cumberland Human Resources Department will meet with each newly
hired employee and review: (CALEA 33.7.1b)
1. Benefits
2. Life Insurance
3. Application for Enrollment into Retirement System
4. Administration of Disciplinary Guidelines
5. Employee Eligibility Verification
6. MD New Hire Registry Reporting Form,
7. Tax Deductions and W-2
8. Payment and Workman’s Compensation
9. Computer Use Policy
10. Internet Access and E-Mail
11. Sexual Harassment Policy
12. Substance Abuse policy
13. Family and Medical Leave Policy (FMLA)
14. OSHA Guidelines
C. City of Cumberland identification
1. All City of Cumberland employees will receive photo identification
identifying them as a City employee, which is also a key access control
card.
a) All City of Cumberland employees are to have city-issued
identification available when acting in an official capacity.
b) Any damaged or loss City identification and/or key cards is to
be immediately reported to the employees supervisor and
MIS.
D. Computer access
1. After receiving training on the City of Cumberland’s Computer Policy,
the employee will receive logons and passwords from MIS allowing
them access to any of the various computer programs they need to
perform their duties.
2. The employee will not divulge their logon information to anyone.
3. If a password is divulged or otherwise becomes compromised, the
employee is to report it immediately to their supervisor and MIS.

I.

CIVILIAN TRAINING
A. Upon being hired all CPD civilian employees will receive training in:
Cumberland Police Department
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1.
2.
3.
4.
5.
6.

Orientation
Building access and security
Confidentiality
Computer use policy
Ethics
Introduction to CALEA

B. In addition, all civilian employees will receive training consistent with any
specialized assignment:
1. Records Clerks will receive training in:
a) CJIS / METERS procedures
b) Police file maintenance
c) Expungement processes
2. Crime Analysts will receive training in:
a) Intelligence gathering and purging
b) Crime mapping
c) Crime reporting
C. Civilian employees may be required to attend any other specialized training
consistent with their assignment at the discretion of the Chief of Police.
D. The agency will provide in-service training to civilian personnel, as needed, which
will be designed to update skills and to increase knowledge.
33.8

CAREER DEVELOPMENT

33.8.1 CAREER COUNSELING AND MENTORING
CALEA 33.8.1
I.

Personnel who are assigned to conduct career development activities should undergo
an orientation period that should provide career counseling skills, to include:
A. General counseling techniques.
B. Techniques for assessing skills.
C. Cultural awareness.
D. Formation of goals and plans of achievement.

I. The agency will provide training prior to promotions or as soon as practical following
promotions to provide the skills necessary to perform at a given level, including
supervisory, management, and administrative skills and knowledge.
Cumberland Police Department
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A. CORPORAL
1. Completion of a CPD First Line Supervisors FTO program
2. Appropriate on the job training
B. SERGEANT
1. Completion of a MPCTC approved first line supervisors training
program
2. Completion of a CPD Sergeant’s FTO program
3. Appropriate on the job training
C. LIEUTENANT
1. Completion of a MPCTC recognized first line administrators
training program.
2. Appropriate on-the-job training
D. CAPTAIN
1. Completion of an executive level administrators training program
to be determined by the Chief of Police
2. On the job training
Management and supervisory training shall be key elements in the agency's career
development program, designed to enhance an employee's overall potential for
upward mobility.

III.

Management training should include, but not be limited to, management
information systems, fiscal management, organizational behavior, and decisionmaking.
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Cumberland Police Department
General Order: 34.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 34

PROMOTIONS

34.1 PROFESSIONAL AND LEGAL REQUIREMENTS
34.1.1 DEPARTMENT’S ROLE IN PROMOTION PROCESS
34.1.2 PROMOTIONAL PROCESS ADMINISTRATION
34.1.3 PROMOTIONAL PROCESS
34.1.4 JOB RELATED/NON-DISCRIMINATORY PROCEDURES
34.1.5 PROMOTIONAL PROCESS ANNOUNCEMENT
34.1.6 PROMOTIONAL PROCESS ELIGIBILITY
34.1.7 PROMOTIONAL PROBATIONARY PERIOD
POLICY

The Cumberland Police Department strives to maintain an effective and fair promotion
process. The Department wants to select the best people possible to lead the men and
women who are responsible for protecting the City. The promotional system is a
competitive process designed to ensure fairness and equity for all employees seeking
promotion. The department strives to maintain a fair and unbiased process that gives all
employees an equal opportunity for promotion.
34.1

PROFESSIONAL AND LEGAL REQUIREMENTS

I.

Vacancies above the lowest grade in the Police Department shall be filled as far as
practicable by the promotion of employees in the department. The Chief of Police shall in
each case determine whether or not it is practicable to fill a position by promotion and
from what classification such promotion shall be made.

II.

It shall be the policy of the Cumberland Police Department to maintain standardized
procedures pertaining to the promotional selection/examination process. The overall goal
of the process is to examine and elect the best qualified candidates in a valid, fair, and
equitable manner.

34.1.2 PROMOTIONAL PROCESS ADMINISTRATION
Cumberland Police Department
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34.1.1 DEPARTMENT'S ROLE IN PROMOTION PROCESS
CALEA 34.1.1
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CALEA 34.1.2
I.

The promotional selection/examination process shall be administered by the Human
Resource Personnel Officer with cooperation from Chief of Police and the City
Administrator. The City Administrator possesses the ultimate decision making
authority regarding promotional appointments.

II.

The responsibility for conducting oral interviews and for the monitoring of all
employees’ probationary periods shall be maintained by the Chief of Police or his
designee, the Personnel Officer, and the City Administrator.

34.1.3 PROMOTIONAL PROCESS
CALEA 34.1.3
PROMOTIONAL PROCESS
The promotional process consists of three exercises, including a written
examination, an oral interview board, and the submission of a resume along with a
review of the candidate’s personnel file to include evaluations and other material
for the past two (2) years. A maximum of one hundred (100) points per exercise
may be earned and will be added together collectively through the three (3)
exercises to numerically place candidates in a ranking order. Once the final order
has been established and certified for accuracy, the eligibility list will be presented
to the Chief of Police for his review and guidance in making promotions.
A. Supervisor Evaluation (CALEA 34.1.3a)
Upon making notification of intent to participate in the promotional process
the Captain will be provided with a list of eligible candidates. The Captain will
then notify the applicant’s respective shift commander and request an
updated evaluation be completed on the candidate covering the period of time
from the last annual evaluation to present. If a candidate’s assignment to their
current shift commander has been for less than six (6) months, then the
previous shift commander will be requested to contribute to the evaluation.
Once the shift commander has completed the evaluation, it will be forwarded
to the Captain for review prior to presenting it to the candidate. Upon the
Captain's approval, each supervisor will then discuss the evaluation with the
candidate. The candidate will then be provided an opportunity to make any
comments regarding the evaluation at that time. Both the supervisor and the
candidate must sign off on the evaluation at which time it will be placed in an
envelope and sealed. The sealed envelope will then be forwarded to the
Captain for use later in the process.
B. Written Examination (CALEA 34.1.3b)
A written examination will be administered with a specific date, location and
time to be announced. The minimum number of days in which the notice must
be given is sixty (60) days prior to the administration of the written
examination. The examination will be presented and monitored by the Human
Cumberland Police Department
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Resource Department with the assistance of command staff personnel. The
test will consist of 100 questions in which a passing score of 70% must be
obtained to proceed in the process. The actual numerical score that the
candidate obtains out of the possible one hundred (100) points on the
examination will be carried by the candidate throughout the process.
The written examination questions will be developed from that material
located within the current Cumberland Police Department Policies and
Procedures Manual, to include any recent revisions which have been
announced and distributed for review. An up to date version is available in the
Reporting System. Approximately 60 questions, or 60% of the examination,
will be developed from this material.
Testing material will also be obtained from a second source titled “(Current)
Edition of the Maryland Criminal Laws and Motor Vehicle Handbook”.
Specifically from this handbook candidates will be tested from material located
in the sections titled “Maryland Legal Guidelines” which are located on pages
LG-1 through LG-111 and “Criminal Law” which is located on pages 130 through
page 352. Approximately 20 questions or 20 % of the examination will be
developed from this material.

C. Oral Interview (CALEA 34.1.3d)
Upon successfully completing the written examination, the candidate will
proceed onto the oral interview portion of the process. The interview dates
and times will be announced with sufficient notice and will take place at the
Cumberland Police Department. The uniform of the day is the required attire
for the interview. The interviews will be audio and video recorded. The
interview panel will be established by the Chief of Police and will be
comprised of three (3) police officers. One of these positions will be held by a
member of the CPD command staff selected by the Chief. The other two
individuals will be selected from similar allied law enforcement agencies and
hold the rank of Lieutenant or above. The interview portion will consist of
five scenario based questions requiring decision-making ability and
knowledge that one is expected to have in order to fulfill the duties of the
position for which they are testing. The candidate will be given one question
at a time and allotted two (2) minutes to comprise an answer before having
to respond. Materials for note taking will be provided for the candidate’s use.
Five (5) minutes will then be allotted the candidate to respond to each
scenario based question. The total possible point value that a candidate can
obtain in this section is one hundred (100) points. The score obtained by the
candidate in this portion will be combined with the score earned from the
written examination.
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In addition to these sections, the remaining approximately 20 questions, or
20% of the examination, will be obtained from the (current) Edition of the
Maryland Criminal Laws and Motor Vehicle Handbook, specifically the
Transportation section, in which specific sections and pages will be identified.
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To aid the candidate in preparation for the oral interview exercise, some
expectations of the candidates will be explained briefly. Each candidate must
answer each question thoroughly and effectively so that they have shown
that they have identified the problem(s), developed possible solution(s) or
actions needed to be taken to solve the problem(s), and any additional
information that will aid the assessors in evaluating that the candidate
understands the issue at hand as well as taking care of the needs and
demands of the Cumberland Police Department as well as the citizens of the
community. A candidate must also be aware that the assessors will be
looking at the overall presentation of the answer. A candidate's thought
process must be orderly and thorough. Clear and concise communication
should be used to avoid any confusion. The use of the appropriate language
and grammar will be considered as will be non-verbal communications such
as gestures and eye contact. The candidate must also remember that time
management is essential in this exercise so that the questions get answered
within the allotted time period and that the time allotted is used wisely.
D. Resume / Personnel File / Performance Evaluations
A maximum of one hundred (100) points (Resume - 25 points, Personnel File 25 points, Evaluations - 50 points) may be earned by the candidate in this
portion of the process and will be combined with the total points earned in
the previous two sections to achieve their final score.
1. Resume
Candidates will be required to submit a resume which will be limited to a
maximum of two (2) pages in length. The resume should be completed on
single sided, standard weight, white, and 8 1/2" by 11" typewritten or
computer printed page. No watermarks or images will be accepted, only
text. Acceptable margins, which must be adhered to, are to be 1" on the
top and bottom and 1" on both sides. The font style may be chosen at
the candidate's discretion, but the font size must be 12 points or larger.
Additional pages or attachments are prohibited. The resume should be
separated into the following three (3) categories:

The three (3) categories are required and will be scored independently. If
a category is omitted, that category will receive a score of zero (0).
Candidates must present a completed resume to their current shift
commander for verification. Documentation must be provided to verify
any information that is not currently in the candidate's personnel or
training file and must be presented to the shift commander for
verification. Once the shift commander signs off on the resume, the
document will be sealed for presentation to the Captain. There is no
standard format within each category of the resume. The amount of
information provided in each category is discretionary. The total
Cumberland Police Department
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(1) Work History
(2) Education / Military / Training
(3) Special Awards
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maximum point value of the resume that a candidate can acquire is
twenty five (25) points. Work History is valued at ten (10) points.
Education / Military / Training valued at ten (10) points and Special
Awards are valued at five (5) points. It should be noted that upon
submission of the resume it will become an official departmental
document. All information contained therein will be true, accurate and
treated as confidential. Filing a false report may subject the candidate to
disciplinary action. Deadline in which the resumes must be submitted to
the Captain be announced at the start of the process.
To aid the candidate in preparing their resume, a few guidelines have
been listed for each category. The candidate should consider these
guidelines to ensure that the proper information is recorded in the
appropriate category during the preparation of the resume.
Work History: the candidate should describe their role and job duties,
including productivity, at your current and previous assignments. You
should compare this with other co-workers doing the same or similar job
functions. You should also include how you contributed to the mission of
your assignments and/or duties. The candidate should also include any
additional duties or specialized assignments in this category.
Education / Military / Training: the candidate should describe their
level(s) of education, degrees, college course work, certificates, military
experience, military courses, and any other training and/or special skills
pertinent to your record. Training that was received to fulfill any
specialized assignment or duty should be listed in this category.

2. Personnel File
The candidate’s personnel file will be graded through a scoring system by
a review panel in which each candidate will receive a point value or
deduction based upon the contents. This review panel will be established
by the Chief of Police and will be comprised of two (2) police officers.
One of these positions will be held by a member of the CPD command
staff selected by the Chief. The other individual will hold the rank of
Lieutenant or above and be selected from a similar allied law
enforcement agency. The total value of points that a candidate can earn
in this category is twenty five (25) points.
3. Performance Evaluations
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Special Awards: the candidate should describe any awards, honors,
letters, or other recognition that they have received and/or have been
nominated for from the Cumberland Police Department, allied agencies,
organizations, groups or individuals in relation to the performance of
your law enforcement duties. You must specify who the award was
received from.
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Performance evaluations, including the current evaluation completed by
the candidate’s supervisor at the start of the process, will be graded
through a scoring system by a review panel in which each candidate will
receive a point value based upon the contents. This review panel will be
established by the Chief of Police and will be comprised of two (2) police
officers. One of these positions will be held by a member of the CPD
command staff selected by the Chief. The other individual will hold the
rank of Lieutenant or above and be selected from a similar allied law
enforcement agency. The total value of points that a candidate can earn
in this category is fifty (50) points.
II.

Written Examination Challenge Process (CALEA 34.1.3e)
Candidates who desire to challenge an answer in the written examination
must do so in accordance with the procedure set forth by the testing
company. A challenge sheet will be attached to the written exam for use
by the candidate. If a candidate wishes to challenge a question and
answer, they will need to complete the form prior to leaving the testing
site. The question and answer will be reviewed and a decision regarding
the challenge will be made. All challenges will be conducted in
accordance with the policy and instructions of the testing company. The
decisions resulting from the appeal process will be final.

III.

Review (CALEA 34.1.3e)
Upon conclusion of the promotional process candidates will have the
opportunity to review their results of the oral interview phase as well as
the scoring of their resume, personnel file, and evaluation. At the
conclusion of the testing process, an email will be sent to all participating
candidates announcing they have seven (7) days to request this review.

IV. Promotion to Captain and Chief of Police
A. Personnel considered for the ranks Captain, and Chief of Police need not take
a written examination for any of the offices
B. The positions of Captain Chief of Police are administrative and managerial in
nature. Promotion of personnel to these ranks shall be based upon:
1. Years of experience
2. Managerial and administrative abilities
3. Oral interview
4. Personnel file

D. City Council of the City of Cumberland.
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C. Position of Captain and/or Deputy Chief is appointed by the Chief of Police
with the concurrence of the City Administrator.
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V.

APPEAL PROCESS (CALEA 34.1.3e)
A. A candidate may challenge any question on the written examination during the
administration of the written examination using the provided challenge sheet.
Candidates are also provided the opportunity to review the results of the oral
interview and the scores they achieved on the resume, performance evaluations and
personnel file review with notice given within seven (7) days of the conclusion of the
process.

34.1.4 JOB RELATED/NON-DISCRIMINATORY PROCEDURES
CALEA 34.1.4
I.

All promotional selection/examination procedures used within the Cumberland Police
Department shall be job-related and non-discriminatory.

34.1.5 PROMOTIONAL PROCESS ANNOUNCEMENT
CALEA 34.1.5
I.

A written announcement describing the promotional selection/ examination process
shall be circulated or posted at least sixty (60) calendar days prior to the start of the
selection process. This written announcement shall be issued by the City of
Cumberland Human resources department and shall include:

A. A description of the position or job classification for which vacancies
exist;
B. Annual salary/wages for the position/classification in question;
C. A description of eligibility requirements;
D. A schedule of dates, times, and locations of all components of the
process; and,
E. A description of the promotional selection/examination process.

A. Eligibility to participate in a promotional selection/examination process, by candidates
who have met all appropriate departmental or City requirements, shall be determined as
follows:
1. Patrolman First Class
To be eligible to be promoted to the rank of Patrolman First Class, they must have two
(2) years of satisfactory experience in the rank of Patrolman.
Cumberland Police Department
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34.1.6 PROMOTIONAL PROCESS ELIGIBILITY
CALEA 34.1.6
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2. Corporal
Candidates holding the rank of Patrol Officer First Class for at least two (2) years will
be eligible for a competitive promotional selection/examination process for the rank
of Corporal. .
3. Sergeant
Candidates holding the rank of Corporal for at least two (2) years will be eligible for a
competitive promotional selection/examination process for the rank of Sergeant.
4. Lieutenant
Candidates holding the rank of Sergeant for at least four (4) years will be eligible for a
competitive promotional selection/examination process.
5. Captain
Candidates holding the rank of Lieutenant for at least three (3) years will be eligible
for a competitive promotional selection process for the rank of Captain.

NUMBER
YEARS
IN
GRADE

PATROLMAN
2
2
2
2
2

PFC.
TOTAL of 2
2
2
2
2

CPL.

SGT.

LT.

TOTAL of 4
2
2
2

TOTAL of 6
4
4

TOTAL of 10

3

CAPT.

TOTAL of 13

34.1.7 PROMOTIONAL PROBATIONARY PERIOD
CALEA 34.1.7
All candidates selected for promotional appointments to the rank of Corporal,
Sergeant, Lieutenant, and Captain, shall serve a six (6) month probationary period.
This probationary period shall begin immediately upon appointment.
A. The purpose of the probationary period is to provide an opportunity for the
Chief of Police to determine whether the probationary employee can
successfully perform the duties of the position to which he/she has been
appointed.
B. During the probationary period, the employee may be removed from the
position to which he/she has been appointed at any time that the employee
demonstrates unsatisfactory performance, as determined by supervisory
personnel. If the employee is not performing at an acceptable level, the Chief
of Police may recommend removal to the City Administrator, who shall make
the final determination.
C. The performance of the employee shall be evaluated in writing by the use of
prescribed evaluation instruments at both the mid-point and the conclusion
of the probationary period. These evaluation reports shall be submitted to
the Chief of Police who shall, after review, shall include them in the
employee's personnel file.
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D. At the conclusion of the six month probationary period, the probationary
employee must have at least a "satisfactory" rating on a performance
evaluation. If the employee's performance has been rated at "satisfactory",
he/she shall be retained beyond the end of the probationary period and be
granted permanent status.
E. The probationary period may be extended at the discretion of the City
Administrator and the Chief of Police for a period of time not to exceed six (6)
months for each extension.
F. The probationary period may be extended in order to allow the Department
to provide probationary employees with remedial services such as
professional counseling or specialized instruction.
G. The Chief of Police shall submit a written request for the extension of a
probationary period to the City Administrator. Said request shall provide an
explanation justifying the extension of the probationary period.
H. At the conclusion of the six (6) month extension of the probationary period,
the employee must have at least a "satisfactory" rating on a performance
evaluation. An "unsatisfactory" performance rating shall constitute grounds
for removal from the position in question. If the employee receives a
"satisfactory" performance rating, he/she shall be retained beyond the six (6)
month extension of the probationary period and be granted permanent
status.
If the probationary employee is removed from the position in question, said
employee, at the City Administrator's discretion, may be returned to a vacant
position within the rank/classification the employee occupied prior to the
promotional appointment, if such a vacant position exists.

34: promotions
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Cumberland Police Department
General Order: 35.0
Review Date: January 20, 2016

Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 35

EVALUATIONS

35.1 PERFORMANCE EVALUATION ADMINISTRATION
35.1.1 PERFORMANCE EVALUATION SYSTEM
35.1.2 BI-ANNUAL PERFORMANCE EVALUATION
35.1.3 PROBATIONARY EMPLOYEES EVALUATION
35.1.4 PERFORMANCE CRITERIA
35.1.5 EVALUATION PERIOD
35.1.6 PERFORMANCE DURING EVALUATION PERIOD
35.1.7 EMPLOYEE COUNSELING
35.1.8 RATER EVALUATION
35.1.9 PERSONNEL EARLY WARNING SYSTEM
POLICY
The Cumberland Police Department is committed to excellence among its members. An
employee evaluation system will be used to aid in reaching the goal of excellence among all
members of the department.
35.1 PERFORMANCE EVALUATION ADMINISTRATION

I.

All performance evaluations are to be considered confidential information and shall be
treated as such. All copies shall be kept in a secure file. Performance evaluations shall
not be disclosed to anyone but the employee or their representative, police department
supervisory staff, and the Chief of Police or his representative. Once the evaluation
process is completed, each employee shall receive a copy of the evaluation. (CALEA
35.1.1b)

II.

The evaluator may keep a copy of the most recent evaluation for reference purposes
only, provided the evaluation copy be secured in a manner appropriate for a
confidential document.

III.

Measurement standards used in the Cumberland Police Department performance
evaluation rating forms are: (CALEA 35.1.1a)
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35.1.1 SWORN AND CIVILIAN EMPLOYEE PERFORMANCE EVALUATION SYSTEM
CALEA 35.1.1
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A. Outstanding- The member goes well beyond required performance standards
consistently. Outstanding performance is marked by a high quality of the skills
related to the rated factor. The employee demonstrates extensive knowledge
and mastery of applicable skills.
B. Exceeds Satisfactory- The member goes beyond required performance
standards while demonstrating competent performance in all important areas
for the factor indicated. The employee demonstrates a sound knowledge base
and mastery of applicable skills.
C. Satisfactory- The member demonstrates consistent and competent
performance in all important areas for the factor indicated. The member
functions effectively without constant supervision.
D. Needs Improvement- The members’ performance periodically falls short of
normal standards. This evaluation indicates the rater's belief the member can
and will make the necessary improvements.
E. Unsatisfactory- The member’s performance is clearly inadequate in one or
more areas for the factor indicated. The employee has demonstrated inability or
unwillingness to improve or to meet Cumberland Police Department standards,
and his/her performance is not acceptable for the position.
IV.

EVALUATION FORMS
CALEA 35.1.1b
A. All personnel evaluations are to be completed using only the CPD form AD13 Performance Evaluation.
1. Additional pages are allowed to be added for narrative explanations.
EVALUATOR RESPONSIBILITIES
CALEA 35.1.1c
A. The evaluator of the employee will generally be the immediate supervisor at
the end of the rating period. The evaluator will contact previous supervisors
during the review period for additional performance evaluation information.
The evaluator will complete the performance evaluation form accurately
and in a timely manner.
B. The performance evaluation should be representative of the employee’s
total performance and contribution for an entire evaluation period.
Evaluations require well-planned, accurate and detailed information.
Evaluators should take enough time and put thought into each evaluation.
C. After the evaluator has completed the performance evaluation form and it
has been reviewed through the chain of command, the evaluator will
Cumberland Police Department
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discuss the performance evaluation with the employee in an evaluation
interview. At this time, the employee should be given an opportunity to
include his or her own comments in the space provided.
VI.

EVALUATOR TRAINING
A. Evaluators will receive a formal in-service training on the preparation and
administration of the performance evaluation process. (CALEA 35.1.1D)

35.1.2 BI-ANNUAL PERFORMANCE EVALUATIONS
CALEA 35.1.2
I.

EVALUATION FREQUENCY
A. Performance Evaluations will be completed for all full-time sworn and civilian
employees.
B. Evaluations will be completed annually during the anniversary month of the employees
hire date.
a. Evaluations are due by the last day of the month.
C. All evaluations will be completed on CPD form AD- 13 Performance Evaluation.
D. Each Supervisor will review the employee’s evaluation six months after completion for
any significant changes.
a. There is no need to complete an additional evaluation form unless there are
changes the supervisor would like noted.
E. The Chief of Police or Captain may order additional evaluations be completed at their
discretion.
F. The CPD Administrative Lieutenant will be responsible for ensuring compliance.

35.1.3 PROBATIONARY EVALUATIONS
CALEA 35.1.3
ENTRY LEVEL PROBATION PERFORMANCE EVALUATIONS
A. Upon being assigned to field training, probationary officers will be evaluated by
their field training officer daily via the Daily Observation Report found in the
Field Training Manual.
B. Prior to the completion of their field training period, (17th month for new hires,
varies for lateral hires) the probationary officer’s Squad Supervisor will meet
with the Field Training Officer(s) and the probationary officer, review all
Cumberland Police Department
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evaluations, and discuss whether the probationary officer should be released
from field training.
1. The Squad Supervisor will then prepare a detailed report, evaluating
the probationary officer’s performance as well as recommending
whether or not the probationary officer should be released from field
training and forward it to the Training Coordinator.
2. The Training Coordinator will conduct his/her own evaluation of the
officer’s performance and recommend whether or not he/she should be
released from field training.
a. The Training Coordinator will then attach his recommendation
to the original report, and forward to the Captain.
3. The Captain will conduct his/her own evaluation of the officer’s
performance and recommend whether he/she should be released from
field training.
a. The Captain will then attach his recommendation to the original
report, and forward to the Chief of Police.
4. The Chief of Police will conduct his/her own evaluation of the officer’s
performance and determine whether he/she should be released from
field training.
a. The Chief of Police will then attach his recommendation to the
original report.
b. The final decision to remove an officer from field training lies
with the Chief of Police.
5. The Chief of Police, Captain, Training Coordinator, or Squad Supervisor
can recommend further or extended field training for any officer if
deemed appropriate.
6. The Chief of Police, Captain, or Training Coordinator can order an
extension of the field training period or further field training on a
specific topic.
a. All such training will be coordinated through the Training
Coordinator.
7. If a field training period is extended, the same approval procedure as
depicted above must be followed at the end of each extension period.
C. Prior to the completion of their field training period, (17th month for new hires,
varies for lateral hires) the probationary officer will receive a full evaluation on a
CPD form AD- 13 Performance Evaluation, evaluating their readiness to be
removed from probationary status. This evaluation should be done in
conjunction with the detailed report described in B above.

E. At the conclusion of the probationary period, the officer will be evaluated
annually in accordance with section 35.1.2, I.
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D. The probationary officer will receive future evaluations on a CPD form AD- 13
Performance Evaluation within the anniversary month of the employees hire
date.
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II.

PROMOTIONAL PROBATION PERFORMANCE EVALUATIONS

A. All candidates selected for promotional appointments to the rank of Corporal, Sergeant,
Lieutenant, and Captain, shall serve a six-month probationary period.
B. Prior to the conclusion of the six-month probationary period the newly appointed
supervisor is to be evaluated by their supervisor on a CPD form AD- 13 Performance
Evaluation.
1. This may be waived by the Chief of Police if the probationary supervisor has had
an annual performance evaluation completed within 30 days of the conclusion
of the probationary period.
2. After completion, evaluations for Sergeants and Corporals will be forwarded to
the Supervising Lieutenant for review.
a. The Lieutenant will conduct his/her own evaluation of the supervisor’s
performance and recommend whether he/she should be released from
promotional probation.
b. The Lieutenant will then attach his/her recommendation to the original
evaluation, and forward to the Captain.
3. After completion, the evaluation is to be forwarded to the Captain for review.
a. The Captain will conduct his/her own evaluation of the supervisor’s
performance and recommend whether he/she should be released from
promotional probation.
b. The Captain will then attach his recommendation to the original evaluation,
and forward to the Chief of Police.
4. The Chief of Police will conduct his/her own evaluation of the supervisor’s
performance and determine whether he/she should be released from
promotional probation.
a. The Chief of Police will then attach his recommendation to the original
evaluation.
b. The final authorization to remove a supervisor from probationary status lies
with the Chief of Police.
C. After administrative review of the evaluation, if it is not satisfactory, the City
Administrator or the Chief of Police may extend the promotional probationary period.
D. The Chief of Police will then order performance evaluations to be completed at his
discretion and will continually monitor the probationary supervisor to determine when
he/she can be removed from probation status.

F. If the probationary supervisor is not able to obtain a satisfactory performance
evaluation, they will be returned to their previous rank.
35.1.4 PERFORMANCE CRITERIA
CALEA 35.1.4
Cumberland Police Department
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above must be followed at the end of each extension period.

5

I.

The criteria used to form the basis of the employee's performance evaluation will
reflect the tasks, which the employee performs relative to the job description of
his/her position.

35.1.5 EVALUATION PERIOD
CALEA 35.1.5
I.

TIME PERIOD OF EVALUATION (CALEA 35.1.5a)
A. Cumberland Police Department written performance evaluations will be rated
only for the period of time listed on the face of the performance form.
B. An employee may be evaluated more often, for good reason and with approval
of the Chief of Police. The actual dates covered by the evaluation will be listed
on the face of the performance evaluation form.

II.

UNSATISFACTORY RATING COMMENTS (CALEA 35.1.5b)
A. Raters will explain the reasons for all ratings in the space provided to assist the
subordinate in his understanding of the measurement marked.
B. When giving unsatisfactory rating, the rater must document a detailed
justification for those marks and should include specific examples.
EVALUATION REVIEW – SUPERVISOR (CALEA 35.1.5c)
A. Prior to being given to the evaluated employee, the performance evaluation
report will be reviewed and signed by the evaluator’s supervisor and sent up the
chain of command to the Captain. (CALEA 35.1.5c)
B. The reviewing supervisor will record any additional comments on the evaluation
report as necessary.
C. The reviewing supervisor(s) and the rater should discuss the results of the
performance evaluation prior to the presentation of these ratings to the
employee. In cases where there is disagreement, the reviewing person will
discuss the discrepancy with the rater and reach an agreement on the
appropriate evaluation ratings prior to the presentation of the ratings to the
employee. If agreement cannot be reached, the reviewing person has the
authority to change the ratings or make comments on the evaluation form and
reflect a new overall rating. This new rating will be the official rating. Before a
reviewer makes any rating change, the Chief of Police will be consulted.
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D. If the Chief is the supervisor doing the employee's initial evaluation, no review is
required.
E. The Chief will be the final reviewing authority. (CALEA 35.1.5c)
IV.

EMPLOYEE COMMENTS (CALEA 35.1.5 d)
A. Employees should be given the opportunity to include their own comments
in the space provided on the back page of the form. These comments can
include:
1. Suggestions for improved performance.
2. Ways to improve the overall operations of the work unit.
3. Concurrence or disagreement with the evaluation.

V.

WRITTEN COPY TO EMPLOYEE (CALEA 35.1.5e)
A. Once the evaluation process is completed, each employee shall receive a
copy of his or her evaluation.

VI.

APPEAL PROCESS (CALEA 35.1.5f)
A. An employee wishing to contest a performance evaluation shall forward a
written request for review through the chain of command to the Chief of
Police, who shall interview the employee and may include the rater and/or
the rater’s immediate supervisor in the interview.

VII.

RETENTION OF EVALUATIONS (CALEA 35.1.5g)
A. All copies of performance evaluation reports shall be kept in a secure file.
Performance evaluations shall not be disclosed to anyone but the employee
or their representative, police department supervisory staff, and the Chief
of Police or his representative. Performance evaluation reports shall be
retained for a period of no less than three (3) years.

I.

A Supervisor may complete a CPD form AD-10 Job Observation Report on a
subordinate anytime during the evaluation period for either a favorable or an
unfavorable performance in relation to a specific or general case or event.

35.1.7 EMPLOYEE COUNSELING
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CALEA 35.1.7
I.

II.

The performance evaluation system provides a standard format, which is used by a
supervisor to assess the conduct of and work performed by an employee for their
permanent record. The performance evaluation serves to:
A.

Initiate and maintain a flow of valuable communication between
employees and supervisors.

B.

Illustrate employees’ strengths and weaknesses.

C.

Provide background needed in order to devise methods for improving
employee performance.

D.

Provide information used in developing employees for higher level and
more responsible positions.

E.

Point out areas of performance where the employee needs special
training.

F.

Provide information used as a factor in promotions, merit pay increases,
transfers, reclassification and successful completion of the probationary
period.

Following each written evaluation, the employee’s supervisor will meet with the
employee and discuss:
A. The results of the written performance evaluation just completed .
B. The level of performance expected, rating criteria or goals.
C. Career counseling. (CALEA 33.8.3)
D. The reviewing supervisor will allow the employee to discuss and comment
in writing their performance evaluation.
E. The supervisor will ask the employee to endorse the evaluation indicating
that it was discussed with them.

I.

Evaluators will be evaluated by their supervisors regarding the quality of ratings
given employees.
A. The supervisor should evaluate the evaluator regarding the fairness and
impartiality of ratings given, their participation in counseling rated
Cumberland Police Department

35: evaluations

35.1.8 EVALUATORS TO BE EVALUATED
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employees, and their ability to carry out the evaluator's role in the
performance evaluation system.
B. The supervisor should ensure that the evaluators apply ratings uniformly.
35.1.9 PERSONNEL EARLY WARNING SYSTEM
CALEA 35.1.9
PERSONNEL EARLY WARNING SYSTEM
A. A Personnel Early Warning System is used to identify agency employees both sworn and
civilian who may require agency intervention efforts.
B. It is the policy of the Cumberland Police Department to identify potential personnel
problems as early as possible in order to correct and improve work performance and
prevent future problems.
C. All Cumberland Police supervisors are to be cognizant of their subordinate’s behavior
both on and off duty, which may be indicative of a potential workplace issue.
D. Some indicators may include but are not limited to: (CALEA 35.1.9a)
1. Performance evaluations
2. Citizen complaints
3. Work attendance
4. Disciplinary actions
5. Use of force incidents
6. Departmental vehicle accidents
7. Quality of reports
8. General quality of work
9. Off duty incidents
E. Upon any supervisor recognizing behaviors or patterns indicating concern as to any
employees work performance or well-being they are to take immediate action by:
(CALEA 35.1.9b,d)
1. Meeting with the involved employee and conduct an interview evaluating their
immediate fitness for duty.
2. Refer to employee to any of the available Cumberland City sponsored or private
services such as the City of Cumberland Employee Assistance Program.
3. Document the concern via job observation report or counseling form.
4. Refer the concern through the Chain of Command to the Captain and the
Professional Standards Lieutenant.
F. Upon the Captain and Professional Standards Lieutenant receiving the referral they will:
(CALEA 35.1.9d)
1. As soon as possible, the Captain and the Professional Standards Lieutenant will
meet with the involved employee and discuss intervention strategies and the
employee’s fitness for duty. (CALEA 35.1.9e)
Cumberland Police Department
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2. The Captain, Professional Standards Lieutenant in cooperation with the
employee will then develop a written action plan to address the deficiency or
problem, which will be forwarded to the Chief of Police for approval.
a. Some strategies include but are not limited to: (CALEA 35.1.9f)
1) Monitor
2) Formal counseling
3) Psychological counseling
4) Remedial training
5) Employee assistance referral
6) Reassignment
7) Leave
8) Disciplinary action
3. Once approved, the involved employee will be mandated to follow the plan.
G. Follow-up
1. The Professional Standards Lieutenant will be responsible for meeting with the
involved employee no less than once per month for 3 months following the
initial meeting to evaluate the effectiveness of the action plan.
2. The Professional Standards Lieutenant may:
a. Alter action plan
b. Request additional meetings with involved employee
c. Request performance evaluations be conducted
d. Conduct interviews with the involved employee’s supervisor
3. At the conclusion of the 3-month period, the Chief, Captain, Professional
Standards Lieutenant, and employee’s immediate supervisor will meet to
discuss the involved employees’ status and conclude or extend any actions
appropriately.
H. Documentation
1. The Professional Standards Lieutenant will maintain all case files concerning a
personnel early warning issues.
2. Documentation concerning early warning personnel issues will be placed in the
employee’s personnel file as appropriate in accordance to the Law Enforcement
bill of Rights and CPD policy.
All Cumberland Police Department employees will treat all such personnel intervention
as confidential keeping in mind the Police Officer Bill of Rights as well as medical
information confidentiality rules.

J.

The Captain along with the Professional Standards Lieutenant will conduct an audit of
the department’s early warning system annually. (CALEA 35.1.9c)

35: evaluations
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CPD POLICY 41.1

PATROL ADMINISTRATION

41.1 PATROL ADMINISTRATION
41.1.1 PATROL PERSONNEL ASSIGNMENTS
41.1.2 ROLL CALL PROCEDURES
41.1.3 NOTIFICATIONS
POLICY
The Cumberland Police Department will assign patrol personnel in a manner to provide 24-hour coverage
deployed to optimally meet the needs of the community.
41.1.1 PATROL PERSONNEL ASSIGNMENTS
I.

CONTINUOUS PATROL COVERAGE (CALEA 41.1.1a)
A. Procedures for shift changes will provide for continuous patrol coverage on a 24-hour a day
basis.
B. The agency will provide patrol coverage at all times and therefore provide the availability of an
officer on a 24 hour a day basis.
OFFICER PATROL ASSIGNMENTS (CALEA 41.1.1b)
A.

Assignments to shifts are to be determined primarily by the Chief of for the most effective
operation of the department.

B. Patrol personnel will be organized into two Platoons, (Platoon 1 and Platoon 2) with two Shifts
per Platoon (Shift A and Shift B) for a total of four Shifts.
1. Each Platoon will be supervised by the Patrol Lieutenant
2. Each Squad will be supervised by a Shift Sergeant

Cumberland Police Department
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PLATOON 1
LIEUTENANT

PLATOON 2
LIEUTENANT

PLATOON 1

PLATOON 2

SQUAD 1A
SERGEANT

SQUAD 1B
SERGEANT

SQUAD 2A
SERGEANT

SQUAD 2B
SERGEANT

SQUAD 1A

SQUAD 1A

SQUAD 1A

SQUAD 1A

C. Shift assignments
1. All personnel will be assigned to Shifts at the discretion of the Chief of Police.
D. Patrol work schedule
1. Officers will be assigned to a 12 hour shift
a. 0700 – 1900 (Daylight)
b. 1900-0700 (night)
2. Officers will rotate between daylight and night shifts every 2 weeks. (CALEA 41.1.1c)
3. During the 2 week rotation officers will work – 2 days on duty - 2 days off - 3 days on duty 2 days off - 2 days on duty - 3 days off = 14 day duty schedule(CALEA 41.1.1c,f)
SUN
OFF
WORK

MON
WORK
OFF

TUES
WORK
OFF

WED
OFF
WORK

THURS
OFF
WORK

FRI
WORK
OFF

SAT
WORK
OFF

4. The Chief of Police may alter shift hours based on the needs of the department and special
assignments.
The Shift Supervisor of has discretion to assign the officers under their command
assignment based on the best interest of department. (CALEA 41.1.1d)
A. Shift Supervisors should consider:
1. Time of day
2. Manpower
3. Crime trends
4. Traffic problems
5. Business checks
Cumberland Police Department
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6.
7.
8.
9.
10.

On-going investigations
Special assignments
Special events scheduled throughout the city & county
Citizen complaints
School and business schedules

B. The Shift Supervisor will ensure that no more than two (2) officers are on break at any
given time during the shift. The Shift Supervisor has the authority to call officers off
their breaks when they are needed for calls for service or other emergencies as they
arise. Calls for service take precedence over officer breaks during the shift.
41.1.2 ROLL CALL PROCEDURES
CALEA 41.1.2
I.

ROLL CALL WILL BE HELD DAILY AT THE BEGINNING OF EACH SHIFT.
A. Attendance at roll-call meetings is mandatory unless excused by the Shift Supervisor.

II.

SHIFT SUPERVISOR’S ROLL CALL RESPONSIBILITIES:
A. The Shift Supervisor should collect information from a variety of sources for
dissemination at roll call:
1. Meeting with prior shift supervisors
2. CPD shift logs
3. Emails
4. Intelligence bulletins
5. CPD Report Management System
6. Crime mapping systems
7. Meetings with C3I Investigators
8. Meetings with CPD Command Staff
9. Allegany County Joint Communications Center
10. Other law enforcement agencies
11. Internet Searches
12. Police teletypes
B. The Shift Supervisor will have the discretion of what information to present at roll call
meetings.

A. To brief all officers reporting to work on information that will be necessary to their safety
and function.
B. Examples of information to be disseminated includes but is not limited to:
1. Duty assignments
Cumberland Police Department
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2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Special assignments
Issues encountered during prior shifts that may impact current shift
Crime trend data
Officer safety information
Wanted people
Legal updates
Law enforcement information bulletins
Crime analysis/Crime mapping information
Special events occurring during shift
Targeted enforcement

C. Shift Supervisors may also use roll call meetings to address issues to the management of
their Shift, i.e. vacation requests, late reports, training issues, etc.
D. Roll call meetings shall also be format in which officers can discuss open investigations
with supervisors and peers and receive feedback on how to proceed.
E. Roll call meetings shall also be of a format in which officers and supervisors can discuss
problem areas and people throughout the city and options on how to address issues.
F. If roll call is delayed for some or all officers on the shift by calls, which must be
answered, the Shift Commander/Duty Supervisor will contact each officer and conduct
an informal roll call.
G. For officers that reported early for the shift over-lap, the Shift Supervisor/ will conduct
an informal roll call.
IV.

OFFICERS ROLL CALL RESPONSIBILITIES
A. Officers will be responsible for preparing themselves for their duty shift by:
1. Checking their email accounts
2. Reading disseminated law enforcement bulletins
3. Reading shift logs
4. Reviewing the RMS system
5. Reviewing crime mapping programs
6. Checking department voice mail
7. Checking department mail boxes
8. Checking incoming subpoena folders

41.1.3 NOTIFICATIONS AND CALL-OUTS
CALEA 41.2.4
Cumberland Police Department
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B. Officers are encouraged to participate in intelligence and information gathering and actively
participate in roll call discussions and the dissemination of any information that may be
important to the safety and operation of the department.
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NOTIFICATION OF POLICE SUPERVISORY PERSONNEL
A. On-Duty Police supervisory personnel in any component are to be cognizant of any
situation, which creates, or has the potential of creating, a heightened community
interest or poses potential liability to this agency or the City of Cumberland. Examples
include but are not limited to:
1. Major cases such as homicides
2. Serial crimes of any nature
3. Investigative developments on major crimes
4. Incidents involving the school system
5. Major accidents with death or long-term road closures
6. Any death or serious injury of a police officer from CPD or any nearby agency
7. Any death or serious injury of a citizen caused by a police action
8. Any arrest of a public official
9. Any death or serious injury of a public official
10. Any bias or hate crime incidents with the potential of public scrutiny
11. Natural disasters
12. Long term missing children and elderly cases
13. Major vice crimes (CALEA 43.1.1d)
B. Once such a situation is recognized, officers shall make immediate notification to their
direct supervisor, who shall ensure the timely notification to the Chief of Police, via their
chain of command.
1. In the catastrophic event when supervisory personnel is incapacitation the
most senior officer will be responsible for making notifications.
C. Officer Of The Day
1. The Officer of the Day will be a senior command staff supervisor who will
act as the Chief of Police in his absence.
a. The Officer of the day is to be only contacted outside of normal
business hours.
b. Notifications during business hours are to be made via the usual
chain of command.
2. The Officer of the Day is primarily a conduit for notification; however, they
can be used for consultation as well.
3. The Criminal Supervisor will be responsible for maintaining the Officer of
the Day schedule and posting it.
4. The Officer of the Day is to be contacted and notified of any events or
incidents occurring after normal business hours, which may require
immediate senior administrative involvement.
5. For all incidents not requiring immediate senior administrative involvement,
the CPD supervisor will utilize the department’s text and email system to
make all command staff personnel aware of major incidents as described
above.
6. In the case of ongoing or in progress major incidents CPD supervisors are to
keep the Command Staff updated on major developments as close to real
time as possible utilizing Allegany County Joint Communications Center to
assist with making notifications if necessary.
Cumberland Police Department
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II.

NOTIFICATION OF FIRE AND EMS SERVICES
A. When any CPD employee becomes aware of any situation, which may require fire
department or emergency medical services, they are to request their services through
Allegany County Joint Communications Center via radio, phone, or 911.

III.

NOTIFICATION OF ALLEGANY COUNTY COMBINED CRIMINAL INVESTIGATION UNIT (C3I)
A. The Allegany County Combined Criminal Investigation Unit (C3I) maintains a 24 hours
on-call C3I Supervisor schedule.
B. If an incident occurs, which will require immediate action by a Criminal investigator such
as a major crime, death, or child abuse with the child in danger, the CPD Shift Supervisor
should contact the on-call C3I supervisor via dispatch.
C. If an incident occurs that does not require immediate action by a Criminal Investigator;
however, the initial officer would like the case referred to C3I for investigative followup. The Shift Supervisor will generate an email to the “C3I SUPERVISOR” group and the
CPD Criminal Supervisor including the case number and the nature of their request.
D. In the event the on-call C3I Supervisor cannot be contacted the on-duty, CPD Shift
Supervisor may call out CPD Criminal Investigators directly.
E. The Shift Supervisor must document all requests for C3I assistance on the appropriate
incident report
NOTIFICATION OF ALLEGANY COUNTY COMBINED NARCOTICS INVESTIGATION UNIT (C3I)
A. The Allegany County Combined Narcotics Investigation Unit (C3I) maintains a 24 hours
on-call C3I Supervisor schedule.
B. If an incident occurs, which will require immediate action by a Narcotics investigator
such as a major drug case that needs further investigation, or imperative drug
information, the CPD Shift Supervisor will contact the on call C3I Narcotics Detective via
contact information in the CPD RMS system.
C. If an incident occurs that does not require immediate action by a Narcotics Investigator;
however, the initial officer would like the case referred to C3I Narcotics for investigative
follow-up. The Shift Supervisor will generate an email to the “C3I NARCOTICS” group
and the CPD Criminal Supervisor including the case number and the nature of their
request.
D. In the event the on-call C3I Narcotics Supervisor cannot be contacted the on-duty, CPD
Shift Supervisor may call out CPD Narcotics Investigators directly.
Cumberland Police Department
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E. The Shift Supervisor must document all requests for c3I assistance on the appropriate
incident report.
V.

CRIME LAB NOTIFICATION
A. If any incident occurs at any time, which the assigned officer feels that a Crime Scene
Processing would be of value the assigned officer, will consult with the on-duty CPD
Shift Supervisor who will make the request.
B. If the Shift Supervisor feels that crime scene processing is necessary they will do the
following steps until responding technician is locate:
1. Attempt to use an on-duty CPD officer trained in Crime Scene Processing
2. Request a MSP Crime Lab Technician respond by contacting the 24 hour MSP
Duty Officer at 410-653-4200.
3. Directly contact and call out any off-duty CPD officer trained in Crime Scene
Processing

VI.

CANINE TEAM NOTIFICATION
A. If any incident occurs at any time, which the assigned officer feels that a police canine
would be of value the assigned officer, will consult with the on-duty CPD Shift
Supervisor who will make the request.
B. The CPD Shift Supervisor will then consider the need and the specialty of the CPD
canines and directly contact the CPD canine team for call-out.
C. If no CPD canine team is available to respond the CPD Shift Supervisor may contact
allied agencies and request assistance.
D. If CPD does not maintain a canine team for the purpose needed (i.e. bomb detection)
the CPD Shift Supervisor may contact allied agencies and request assistance.
CLANDESTINE LAB TEAM NOTIFICATION
A. If an officer becomes aware of a possible illicit drug chemical lab, which may contain
hazardous substances at any time the assigned officer, will consult with the on-duty CPD
Shift Supervisor.
B. The CPD Shift Supervisor will then:
1. Directly contact the CPD Clandestine Lab Technician and request that they
respond.
2. Contact the C3I Narcotics supervisor and request assistance.
3. Contact the Cumberland City Fire Department and request that they respond.
Cumberland Police Department
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4. Contact the Allegany County Hazardous Materials Team and request that they
respond.
VIII.

CERT TEAM NOTIFICATION
A. CERT EMERGENCY NOTIFICATIONS
1. If any incident arises which would require immediate intervention of CERT such
as an active shooter, any officer is to make a request for such through the onduty CPD Shift Supervisor.
2. The Shift Supervisor can then request that Allegany County Joint
Communications Center put out a paging alert to all CERT members requesting
an emergency response.
3. The Shift Supervisor will coordinate the response and deployment of CERT until a
CERT supervisor arrives on the scene.
B. CERT NON-EMERGENCY NOTIFICATION
1. If any officer, regardless of assignment, would like to utilize CERT for any planned
high-risk event, they are to contact the CERT supervisor directly and make that
request.
2. If after normal business hours, requests for CERT will be done through the Officer
of the Day.

IX.

CRISIS NEGOTIATOR TEAM (CNT) NOTIFICATION
A. If any incident arises which would require immediate intervention of a CRISIS negotiator
such as a suicidal subject, any officer is to make a request for such through the on-duty
CPD Shift Supervisor.
1. The Shift Supervisor can then request that Allegany County Joint
Communications Center put out a paging alert to all CNT members requesting an
emergency response.
2. The Shift Supervisor will coordinate the response and deployment of CNT until a
CNT supervisor arrives on the scene.
FIRE MARSHALL NOTIFICATION
A. The on scene CFD supervisor will handle notification of the City of Cumberland Fire
Marshall for Fire, explosive and suspicious package investigations they are also involved.
B. If the Cumberland fire Department is not initially involved in any such event and the CPD
Shift Supervisor would like to request the City Fire Marshall they may do so via the onduty CFD supervisor.
C. The City of Cumberland Fire Marshal has the option as to make notification to the State
Fire Marshal or not.
Cumberland Police Department
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XI.

BOMB SQUAD NOTIFICATION
A. When any officer becomes aware of any incident involving Incendiary devices,
explosives, and suspicious packages that may pose an immediate threat to the public,
they are to consult with the on-duty CPD Shift Supervisor and request the bomb Shift.
B. The CPD Shift Supervisor will then make such a request for the Bomb Shift through the
MSP Duty Officer at 410-653-4200.
C. If not already involved the CPD Shift Supervisor will make notification to the CFD Shift
Supervisor requesting the City Fire Marshall as well.

XII.

INTOXIMETER OPERATORS
A. When an intoximeter is needed, the request is to be made to the CPD Shift Supervisor.
B. The CPD Shift Supervisor will attempt to locate an intoximeter operator by following
these steps:
1. Utilize any on-duty CPD personnel.
2. Contact any allied agency within Allegany County requesting the use of any
available on-duty intoximeter operators.
3. Call out an off-duty CPD intoximeter using the intoximeter operator call down list
that is kept in the CPD Shift Supervisors Office.
4. The CPD Patrol Lieutenant is responsible for the maintenance and updating of
this list.
NOTIFICATION OF CITY OF CUMBERLAND PUBLIC WORKS DEPARTMENTS
A. EMERGENCY CITY DEPARTMENT NOTIFICATIONS
1.
When any officer needs the emergency services of any other City of
Cumberland Department such as the Street Department, Water Department,
Management information Systems, etc. They may do so via Allegany County
Joint Communications Center who maintains 24-hour emergency contact
numbers for all Departments.
2.
During the winter months, the City of Cumberland Street Department
maintains a night shift for snow and ice removal purposes who is available via
radio and cell phone.
2.
A CPD incident report will be opened for all such notifications and
notification efforts documented.
B. NON-EMERGENCY CITY DEPARTMENT NOTIFICATIONS
1. When an officer needs the services of any other City Department such as the
Street Department, Water Department, Management information Systems, etc.
They will make a request through their supervisor to request assistance.
Cumberland Police Department
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2. The Supervisor will then ensure there is an appropriate incident report opened
and will document notification efforts.
3. The Supervisor will then send a work order or request to the appropriate City
Department using the City’s Email system to have written documentation.
4. Every city of Cumberland Employee and department has an email account.
Some email addresses commonly used for notifications include:
a. HELP – Management information systems
b. TRAFFIC-City traffic issues such as parking, special parking, dumpster
placement, requests for signs, time zones, curb painting,
c. PWHELP-Must place the appropriate department in the subject line
1) STREET
2) FACILITY
3) FLEET
4) WATER
5) WATER FILTRATION
6) SEWER
7) ELECTRIC
8) ENGINEERING
d. For municipal code violations, unsecured vacant houses, email the City
Zoning officer.
XIV.

MARYLAND STATE HIGHWAY ADMINISTRATION (SHA) NOTIFICATION
A. The Maryland State Highway administration should be notified of any issues on any of the
State maintain roadways including:
1. Traffic signal problems
2. Sign problems
3. Snow & ice removal
4. Hazardous spills
5. Major crashes
6. Long term road closure for any reason
B. The Maryland State Highway Administration maintains a 24-hour operations center and
can be contacted at 800-543-2515.
C. The Maryland State Highway Administration also maintains several vehicle message boards
within the city that can be used to alert motorists or hazards and other information.
Requests to have messages placed on these signs are done via the SHA state-wide
operations center as well.

XV.

NOTIFICATION OF MEDICAL EXAMINER

Cumberland Police Department
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A.

When any person dies as a result of a criminal or other violent means, or by casualty, or by
suicide, or suddenly when in apparently good health, or in any suspicious or unusual manner,
the physician called in attendance, or any member of an ambulance service, emergency Shift,
or law enforcement agency who obtains knowledge thereof arising from his duties, shall
immediately notify the Office of the Medical Examiner of the known facts concerning the time,
place, manner, and circumstances of such death.
1. Officers of this agency will ensure that proper notification of the Medical Examiner has
been made.
2. Notifications of next of kin of deceased, seriously injured, or seriously ill persons shall be
carried out promptly and in a considerate manner by the duty supervisor.
a. Whenever possible, assistance should be obtained from the family clergy, Police
Chaplain, a relative or close friend.
3. Requests for notification made by other agencies shall be confirmed, preferably by
teletype.
a. If possible, a representative from the requesting agency should accompany the officer
from an agency that is making notification.
4. These procedures shall apply for both crash and non-crash situations.

B. In the event that an on-call medical examiner or forensic investigator cannot be located, the CPD
Shift Supervisor is to contact the Office of the Chief Medical Examiner at their 24-hour operations
number 800-833-6263 for consultation.
XVI.

NOTIFICATION OF PUBLIC UTILITIES

A. For problems and issues regarding public utilities, the requests and referrals should be done
through the Allegany County Joint Communications Center who maintains a 24-hour contact list.
XVII.

HOMELAND SECURITY/TERRORIST INFORMATION NOTIFICATIONS (CALEA 46.3.2)

A. If any officer becomes aware of any event or incident that may have the possibility of being linked
to homeland security or terrorism they will consult with the on-duty Shift Supervisor.

C. Examples of reportable offenses include:
1. Arrests or detainments of persons on the terrorist alert list as determined via NCIC
2. Incidents of major disruptions or damage of public transportation
3. Suspicious cargo being discovered
4. Suspicious thefts of industrial supplies such as items that may be used to assemble a bomb
(fertilizer, fuel trucks)
5. Suspicious identity theft patterns
6. Suspicious internet crimes
7. Suspicious travelers with ties to terrorist organizations
Cumberland Police Department
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B. The Shift supervisor will then evaluate the information and if appropriate will make notification to
the 24 hour duty officer at the Maryland Coordination and Analysis center (MCAC) at 800-4928477.
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I.

PUBLIC INFORMATION / NEWS MEDIA NOTIFICATIONS
For policy regarding public notifications, press releases, Nixle alerts, refer to Chapter 54 Public
Information.
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Cumberland Police Department
General Order: 41.1.4
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 41.1.4

CANINE OPERATIONS

41.1.4 CANINE OPERATIONS
POLICY
The purpose of this policy is to provide guidelines for the management of the department’s canine unit and
use of police canines in field operations. Because of a superior sense of smell and hearing and potential
aggressiveness, the trained law enforcement canine is a valuable supplement to police manpower. However,
utilization of canines requires adherence to procedures that properly control their use of force potential and
that channel their specialized capabilities into legally acceptable crime prevention and control activities.
CANINE TEAM UTILIZATION
CALEA 41.4.4a
A. Vehicle searches
1. Drug detection canine teams may conduct a sniff search of the exterior of any vehicle
stopped lawfully.
a. No persons in a vehicle will be detained longer than necessary to conduct the
business of the stop.
b. Officers will not purposely stall conducting traffic stop business to await the
arrival of a canine team.
c. Canine dogs may be placed inside vehicles for further searching if probable
cause exists.
2. Drug detection canine teams may conduct a sniff search of the exterior of any parked
vehicle.
a. A sniff search may be conducted on any parked vehicle or series of parked
vehicles as long as the officer and his canine partner is lawfully positioned.
b. If a positive alert for illegal substances occurs the officer is to initiate an
investigation, attempt to determine the person in control the vehicle, and
conduct a search within legal means, (i.e. probable cause, consent, search
warrant).
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B. Tracking people
1. Violent offenders
a. Canine dogs will be allowed to track potentially violent offenders.
b. The person being sought must be:
1) Wanted for a violent crime
2) Be a danger to the public; or
3) Other crimes if officer safety during apprehension is an issue
2. Non-violent offenders/missing people
a. Aggressive patrol dogs will not be used to track non-violent offenders or missing
persons unless an emergency exists and family members are notified of the
dangers.
3. Canines used for tracking should not be taken off lead until the suspect is seen or the
handler is reasonably sure the suspect is in a controlled area.
a. Canines should not be taken off lead unless the handler announces his attentions
to release the police canine and gives any people in the area (suspects or
bystanders) the opportunity to surrender or make their presence known.
4. Back-up officers should accompany canine teams conducting searches positioned at the
discretion of the handler.

D. Building searches for suspects
1. The person being sought must be:
a. Wanted for a violent crime
b. Be a danger to the public; or
c. Other crimes if officer safety during apprehension is an issue
2. When practical, the building’s tenants should be contacted to determine if there are any
occupants or the layout of the building.
3. Before using a canine to search a building the handler must announce his intentions to do
so at least 3 times giving the suspect or bystanders an opportunity to surrender or make
their presence known.
4. It is the discretion of the handler to conduct the canine search on lead or off lead.
5. Prior to releasing the dog, the handler is to make it clear to all officers on the scene that
the canine will be off lead.
6. Upon re-gaining control of the dog, handlers are to announce that the canine is clear and
secure.
E. Building searches for drugs
1. Drug detection canine teams may conduct a sniff search of the interior of any building:
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C. Article searches
1. A police canine may be used to search an area for discarded items which may be evidence
of a crime.
a. Such searches will be conducted off lead at the discretion of the handler.
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3.
4.
5.

F. Suspect apprehension
1. Any use of an aggressive canine for suspect apprehension is considered a less-than-lethal
use of force and will be treated as such in the use of force continuum.
2. If practical, canine handlers will confer with other officers on the scene and have an arrest
plan prior to using the canine (handler will approach first, gain control of dog, who will
cuff…)
3. When a canine team locates a person, they wish to apprehend they are to give verbal
warnings ordering the subject to surrender.
4. If no compliance, handlers are to announce their intentions to use the dog to apprehend
the suspect.
5. When a canine engages a suspect, the canine will be immediately ordered to disengage
upon suspect compliance.
6. Back-up officers should accompany canine teams conducting apprehensions positioned
at the discretion of the handler.
7. Excessive use of canines on a suspect apprehension is not tolerated.
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a. Pursuant to a search warrant where the use of a drug detection canine is
specified.
b. Pursuant to a consent search.
c. A canine team may conduct a “door sniff” from an interior common area,
which an officer has a lawful means to be present. (i.e. hallway of
apartment complex)
1) The mere fact that a canine alerted on a door does not give
justification for a warrantless search. The canine alert should be
assessed and used as a tool for further action (i.e. probable cause
for search warrant, knock and talk consent)
Drug Detection canine team may conduct a sniff search of the exterior of any building :
a. Pursuant to a search warrant where the use of a drug detection canine is
specified.
b. Pursuant to a consent search.
c. A canine team may conduct an exterior sniff search of any building from
a position in which they have a lawful means to be present.
1) The mere fact that a canine alerted on the exterior of a building
does not give justification for a warrantless search. The canine
alert should be assessed and used as a tool for further action (i.e.
probable cause for search warrant, knock and talk consent.)
It is the discretion of the handler to conduct building searches for drugs on or off lead.
Prior to releasing the canine handler will make it clear to all officers on the scene that the
canine will be off lead.
Upon regaining control of the dog, handlers are to announce that the canine is clear and
secure.
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G. Crowd control
1. Canine teams may be used for crowd control to protect life or property during a riot or
other major unauthorized gathering that cannot be controlled by other means.
2. Approval to use a canine team in such an event must come from the Shift Supervisor.
3. A police canine used during crowd control must:
a. Be leashed at all times
b. Never be used in an offensive action

I.

Luggage and package searches
1. Random exploratory sniffing of luggage and similar objects by a drug detection canine
may be done in public areas.
a. The mere fact that a canine alerted on luggage or a package does not
necessarily give justification for a warrantless search. The canine alert
should be assessed and used as a tool for further action (i.e. probable
cause for search warrant, consent.)
2. Suspected drug money searches
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H. School Searches
1. Request must come from the Principal, Vice-Principal, or School Security for an interior
canine drug scan of a building they control (MD Annotated code ED 7-308.)
2. The canine team must confer with the representative making the request to confirm that
a reasonable suspicion exists to believe that illegal drugs are on the premises and that the
operation of the school is being compromised.
3. The canine team will conduct a sniff search of the exterior of school lockers and objects
such as backpacks and briefcases, which are in a public area.
4. If a positive alert for illegal drugs occurs inside on a Board of Education facility property
officers are to notify school officials.
a. School officials may conduct a search of the area that the canine alerted to in
accordance with ED 7-308.
b. If a school official refuses to conduct a search the officer may secure the area
and attempt to search via other legal means, (i.e. consent, search warrant).
c. If an area the canine alerted to does not fall under the purview of ED 7-308 such
as a teacher area or teacher desk, the officer may secure the area and attempt
to search via other legal means, (i.e. consent, search warrant).
5. Canine teams may conduct searches on school properties outside of facilities such as
parking lots, in accordance with section A. Vehicle Searches.
6. Searching officers will take possession of any illegal substances found during such
searches and preserve it in accordance with CPD evidence control policies.
a. Civilians such as School Officials are not allowed to retain possess illegal drugs.
7. If illegal substances are located on Board of Education property a criminal investigation
will be conducted by School Resource Officers and appropriate action taken.
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a. If an officer encounters money or similar substances, and they would like a drug
detection canine search done.
1) One officer is to place the item to be checked in a brown paper bag
marking it with a number one through three and place it randomly in a
room.
2) A second officer, which has not been contaminated by handling any
recent CDS will place two other similar empty bags marked by numbers
randomly in the same room.
3) The canine team will conduct a search of the room noting any positive
hits and if it is on a numbers bag the number of the bag.
4) The result will then be relayed to the investigating officer who will check
the bags contents and record the results.
Supporting arrest and search warrant executions
1. Aggressive canine teams will only be used to support executions of arrest and search
warrants for felony violations.
2. Aggressive canine teams will primarily be used to cover the perimeter of the scene
guarding against suspect escape.
3. Aggressive canines may be used off lead to clear buildings, which are subject to search.
a. Canine handlers will confer with other officers on the scene and have a clear
arrest plan in the event the canine engages a suspect that must be arrested.
b. Prior to releasing the dog handlers must give 3 verbal warnings of his intention
to do so with adequate time to allow the suspect to surrender or bystanders to
make their presence known.
c. Prior to releasing the dog, the handler is to make it clear to all officers on the
scene that the canine will be off lead.
d. Upon re-gaining control of the dog, handlers are to announce that the canine is
clear and secure.
4. Drug detection canines may be used to search any residence pursuant to a lawful search
warrant.
a. The authorization to use a drug detection canine must be described in the Search
Warrant and signed by a Judge.

K. CANINE DEMONSTRATIONS
1. Permission to conduct a canine demonstration for any non-law enforcement entity must
be obtained from the Chief of Police.
2. Any Canine Officer or CPD Supervisor may solicit, in writing, (via e-mail) the Chief of Police
requesting permission to conduct a demonstration.
a. The request must include:
1) Requesting organization
2) Purpose of the demonstration
3) Anticipated attendees (children, adults)
Cumberland Police Department

41.1.4: canine operations

J.

5

4) Location/time
5) Participating personnel and animals
3. All animals are to be under control of the handler at all times during any demonstration
4. Canine handlers have the authority to cancel or stop any demonstration where the
actions of the crowd or the dog may put anyone in danger
III.

REPORTING
A. Every canine team action will be recording in the appropriate CPD incident report.
B. Every canine team action will further be recorded in the CPD Incident Reporting System.

C. Each canine handler will print a monthly canine activity report and forward it to the Canine
Supervisor by the 15th of the following month.

IV.

PATROL DUTIES

A.

V.

Canine handlers will maintain vigilant patrol of their assigned area and perform all duties of a
patrol officer when not engaged in canine operations.

SCHOOL BASED CANINE TEAMS

A. Canine Team
1. Only non-aggressive, passive alert canines that have been approved by the Chef of Police will
be assigned as a school based canine.
2. If a handler notices that his canine partner is showing signs of unusual behavior, being
aggressive, or appears ill or injured, they are to remove the canine from the schools
immediately and confer with the canine supervisor.
B. Housing of the SRO canine
1. The SRO canine team will have a designated room or office in both Cumberland high
schools.

Cumberland Police Department
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POLICY
The Cumberland Police Department School Resource Officer Canine team program is designed to act as a
deterrent to illegal drugs in schools and on school property thus promoting a safer environment for
learning. The SRO canine team will regularly interact with the people, mainly students, and will have a
higher propensity to controversy. Each canine team will be attentive to their canine partner during the
execution of their duties and work to promote a safe learning environment.

6

a.
b.
c.
d.
e.
f.
g.

C.

The office should be clearly marked on the exterior that a police dog may be present
inside.
This office should have a kennel for the dog to go in should the officer need to leave
the room.
When the dog is in the kennel, and the handler is not present, the door shall be locked
at all times.
The canine will not be left inside the kennel and the handler leave the school except
in an exigent situation.
The office should only be accessible to the handler when the K9 is inside.
Should a situation arise that the handler is unable to retrieve the canine, another
CPD canine handler will be contacted to retrieve the dog.
When working at a middle, elementary, or private school the SRO canine is to be kept
in the officer’s vehicle unless the handler is working in the performance of his duties
or making a walk through the school.

Working the SRO canine in the school
1. The canine should be considered working at all times.
2. The staff and students will be instructed to always treat the canine as a working dog.
3. When the canine team is in the schools, the canine will be kept on a short leash.
4. No students or staff will be allowed to touch the canine unless authorized by the handler.
5. No students or staff will be allowed to feed the canine unless authorized by the handler.

C. Calls for service outside the schools
1. The SRO canine team will respond to assist calls or scans within the city limits as
necessary.
2. Should a request from an outside agency for a canine be made, the request should come
through the Shift Supervisor.
a. The Shift Supervisor will confer with SRO Canine Officer to ensure that his regular
functions or duties will not be impeded and allow for the response to assist the
outside agency.
3. All such activity will be recorded in the appropriate incident report.
4. Once completed the officer will return to continue his duties at the schools.

A.

The CPD Canine Supervisor will be responsible for maintaining a canine team on-call schedule
appropriate for the dog’s specialty.

VII. POLICE CANINE BITES
A.

When a police canine bites, scratches, or otherwise injures anyone (including officers):
Cumberland Police Department
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1.
2.

Immediate medical attention will be offered within the officer’s scope of training.
Cumberland Fire Department will be requested to the scene to provide further medical
treatment.
3. CPD Supervisor will be requested to the scene.
4. Photographs of the injuries will be taken.
5. The canine handler will complete a narrative depicting the use of force on the appropriate
CPD incident report.
6. The canine handler will complete a CPD form PT-9 Use of force.
7. The canine handler will input all data concerning the use of force into the CPD Report
Management System.
8. Allegany County Animal Exposure Report Form ACHD-55 will be completed.
a. The completed report will be forwarded to central records who will forward copies to
the proper agencies.
b. The canine handler will monitor the offending police canine for 10 days in accordance
with MD law (Health-General 18-320).
c. Any changes in the animal’s behavior as specified in form ACHD-55 will be reported to
the Allegany County Health Department.
9. The Shift Supervisor will assemble all documentation concerning the incident and will
forward it to the Captain for review.
10. The Captain will forward the incident to the bite review board.
a. A bite Review Board will review the incident within 30 days.
b. The bite review board will consist of the Captain, Patrol Lieutenant, and Canine
Supervisor.
c. The bite review board will:
1) Review the incident for use of force issues.
2) Review the incident for policy issues.
3) Review the incident for issues involving the canine team.
4) Discuss any training issues.
d. After the review, the Canine Supervisor will report the board’s findings to the Chief of
Police.

A.

Canine handlers will be responsible for the performance or lack of performance of their dogs.

B.

All police canine teams must meet the requirements as set by the National Association of Police
Canine Handlers (NAPCH) in relation to the canine’s specialty.

C.

The canine team will participate in periodic in-service training to include an average of 16 hours
per month with a minimum of at least 8 hours per month. minimum of sixteen hours of training
monthly. (Change 6.1.16 – C140)
Cumberland Police Department
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VIII. TRAINING POLICE CANINES (CALEA 41.4.4b)
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1. All police canine teams will complete the appropriate forms documenting their training in the
CPD Reporting System and forward it to the Canine Supervisor by the 15th of the following
month.
D.

All reports will be forwarded to the Canine Supervisor.

E.

Regulation of training drugs.
1. The CPD Property Officer will provide drugs scheduled for destruction to the Canine
Supervisor specifically for drug detection canine training.
2. All drugs will be packaged, weighed, and sealed and recorded on a CPD property record and
signed over to the Canine Supervisor.
3. All training drugs will be controlled by the Canine Supervisor.
4. All training drugs will be secured in the canine storage locker.
5. The Canine Supervisor will issue all training drugs to the canine handler.
6. All training drugs will be immediately returned to the Canine Supervisor after use,
inventoried, and secured.
7. Any loss or destruction of training drugs will be explained in a detailed report and
forwarded to the Canine Supervisor for investigation.
a. After investigation, the Canine Supervisor will forward his report to the Evidence
Control Lieutenant.
b. After investigation, the Evidence Control Lieutenant will forward his report to the Chief
of Police for review.

A.

X.

Applicants for canine officer must have:
1. At least three years’ experience as a Cumberland Police patrol officer.
2. Satisfactory work records.
3. Willingness to remain a canine handler for at least 5 years.
4. Willingness (together with other family members) to care for and house the canine at the
officer’s residence.
5. Candidates must have adequate space and resources to keep a police dog on their premises
and allow construction of a kennel.
6. Officers wishing to become candidates for the position of canine handler will be further
evaluated by their performance during oral interviews.
7. The Chief of Police will be responsible for selection of canine handlers.

CANINE SUPERVISOR (CALEA 41.4.4b,c)
A.

The Chief of Police will appoint the Canine Supervisor.
Cumberland Police Department
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B.

The Canine Supervisor is responsible for the performance of the canine teams.

C.

The Canine Supervisor’s responsibilities include:
1. Coordinating all training
2. Reviewing all canine related reports
3. Maintaining records and statistics concerning the canine teams.
4. Approve and coordinate all public relations activities.
5. Maintaining control of training drugs.
6. Coordinating bite review boards.

A.

Canine handlers are responsible for the care of their canine.

B.

Canine handlers will be responsible for obtaining a proper dog license and rabies vaccination
tags for their dog.

C.

Canine handlers will ensure proper physical condition of their canine through proper feeding
and exercise.

D.

Canine handlers will be responsible for maintaining proper veterinary care.

E.

Canine handlers will ensure that all police canines will be clean and groomed to maintain a
professional appearance.

F.

Canine handlers will be responsible for cleaning the dogs kennel and yard areas.

G.

Canine handlers will not permit anyone to have contact their dog without permission.

H.

Police canines will not be used for breeding, shows, demonstrations, or off-duty employment.

I.

No officers will mistreat, abuse, or mishandle a police canine in any manner.

J.

Canine handlers will be compensated for their care of department issued animals in accordance
with an agreement with the Chief of Police.

XII. CANINE EQUIPMENT (CALEA 41.1.4d)

Cumberland Police Department
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XI. CARE OF POLICE CANINE (CALEA 41.4.4b,c)
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A.

In addition to a patrol officers standard equipment each canine handler will be issued the
following specialized equipment to be used in conjunction with the care, maintenance, and use
of the dog:
1. Pinch chain collar
2. Leather lead
3. Tracking lead
4. Leather agitation collar
5. Exterior kennel and shelter
6. Dog grooming equipment
7. Feeding bowls

XII.

CANINE PATROL VEHICLES

A. Canine vehicles will be maintained in a clean and sanitary condition for the welfare of the
canines and to present a professional image to the public.
B. All canine vehicles will be equipped with:
1. Emergency HEAT system
2. Tinting of all canine compartment windows
3. “K9 CAUTION markings”
a. Does not apply to covert vehicles

XIII. RETIREMENT OF POLICE CANINE OR HANDLER
A canine handler may solicit the Chief of Police to take possession of his dog when:
1. The dog is relieved of duty.
2. A canine handler is retired, transferred, or promoted.

41.1.4: canine operations
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CPD POLICY 41.2

EMERGENCY VEHICLE OPERATION

41.2 EMERGENCY VEHICLE OPERATIONS
41.2.1 ROUTINE, URGENT, EMERGENCY RESPONSES
41.2.2 MOTOR VEHICLE PURSUITS
41.2.3 STOP STICK PROCEDURE
POLICY
The Cumberland Police Department shall strive to maximize the safety of all employees and the public
through the safe operation of police service vehicles.
41.2 EMERGENCY VEHICLE OPERATIONS

I.

Under routine conditions and when responding to routine calls for service, officers operating
Cumberland Police Department vehicles will obey all traffic laws and will operate the vehicles in
a safe and courteous manner.

II.

Officers of the Cumberland Police Department may only operate the vehicle as an emergency
vehicle when they are responding to an emergency call, which is a call to duty including, but not
limited to: communications from citizens, police dispatches, and personal observations by peace
officers of inherently dangerous situations that demand an immediate response on the part of a
peace officer or when engaged in the pursuit of an actual or suspected violator of the law, in
accordance with the following requirements.
A. The operation of vehicle with emergency lights and siren requests the right-of-way from
other vehicles and pedestrians and “does not relieve the driver of an emergency vehicle
from the duty to drive with due regard for the safety of all persons”. (Cumberland City
Code Section 13-4(e) and Maryland Vehicle Law Annotated Section 21-106 (d))
B. When responding to an emergency call or when engaged in pursuit of a violator, officers
shall use the vehicles emergency lights and siren to warn vehicular and pedestrian
traffic. (Cumberland City Code Section 13-4(a) and Maryland Vehicle Law Annotated
Section 21-106 (a) and (c))

Cumberland Police Department
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41.2.1 ROUTINE, URGENT, EMERGENCY RESPONSES
CALEA 41.2.1
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C. Officers may proceed cautiously past a red or stop signal or stop sign, after slowing
down as necessary for safety to traffic, with due regard for safety. (Cumberland City
Code Section 13-4(b)(2) and (3) and Maryland Vehicle Law Annotated Section 21-106
(b)(2))
D. Officers may disregard regulations governing lane usage and movements, with due
regard for the safety of all persons using the street or highway. (Cumberland City Code
13-4(b)(4) and Maryland Vehicle Law Annotated Section 21-106(b)(4))
E. Officers may disregard parking regulations, which would apply under normal
circumstances, especially to protect crash scenes, injured persons, or officers directing
traffic when emergency lights are left on. (Cumberland City Code 13-4(b)(1) and
Maryland Vehicle Law Annotated 21-106(b)(1))
1. Officers shall not park so as to block access to a fire hydrant or so as to
obstruct access of fire, rescue, or EMS vehicles.
F. Officers may exceed any maximum speed limit, but only so long as the driver does not
endanger life or property. (Cumberland City Code 13-4(b)(3) and Maryland Vehicle Law
Annotated Article 21-106(b)(3))
G. Officers will immediately terminate emergency vehicle operation when advised to do so
by a superior officer.
The operation of emergency equipment will be governed by the following guidelines:
A. Officers shall use emergency (rotating/flashing) lights to signal other drivers that
emergency conditions exist and that the right-of-way should be relinquished to the
patrol vehicle and shall be used in all situations in which the officer is to take unusual
liberties in driving and to expedite free movement in order to reach their destination
more quickly, when stopping traffic violators, when assisting motorists parked/stopped
in hazardous locations, and when the patrol vehicle is stopped/parked on the roadway.
B. It will not be assumed by the officer that the emergency lights will be sufficient to
assure the right-of-way.
C. Maryland Vehicle Law Annotated Section 21-106(c)(1) requires emergency vehicles to be
using a visible and an audible signal to request the right-of-way, except that an
emergency vehicle operated as a police vehicle need not be equipped with or display
the visual signals.
D. The siren is frequently used simultaneously with the emergency lights.
1. The siren may have a startling effect on other users of the highway, resulting
in erratic and unpredictable driving behavior.
2. The siren may also be used to signal violators to drive to the right of the road
when other means of attracting the violator's attention have failed.
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E. Emergency lights and siren in combination shall be utilized during pursuit situations,
when responding to an emergency call, and when responding to a crime in progress, if
necessary to violate traffic regulations.
F. The spotlight and/or "take-down" lights should be used as a protection to the officer
when hazardous conditions exist in dealing with known or suspected felons.
1. The spotlight and/or "take-down" lights should be used to illuminate the
interior of the violator's vehicle so that all occupants are kept within view and
at a distinct disadvantage when looking back toward the police vehicle and
officer.
2. The officer should exercise care in remaining behind the spotlight so he/she is
not at the same disadvantage and silhouetted by the light.
3. The spotlight should not be used to signal violators to stop due to the
possibility of temporary blindness of the violator and other drivers due to the
glare created by the spotlight.
G. The public address system may be particularly valuable when stopping a traffic violator.
1. The desired actions of the violator can be directed from a safe distance,
minimizing the hazard to the officer.
2. The public address system can also be valuable in directing persons when
unusual or emergency conditions exist.
3. Officers shall respond in a timely manner to urgent calls for service, which
require the prompt response of the police, but does not constitute an
inherently dangerous situation that demands an immediate response on the
part of a peace officer.

I.

MOTOR VEHICLE PURSUITS
CALEA 41.2.2
PURPOSE
A. The Purpose of this policy is to state guidelines to be followed during vehicular pursuit.
Vehicular pursuit of fleeing suspects presents a danger to the lives of the public, officers
and suspects involved in the pursuit. It is the policy of the City of Cumberland,
Department of Police to protect all persons’ lives to the extent possible when enforcing
the law. In addition, it is the responsibility of the department to assist officers in the
safe performance of their duties. To effect these obligations, it shall be the policy of the
department to narrowly regulate the manner in which vehicular pursuit is undertaken
and performed.

II.

INITIATION OF PURSUIT
A. Any officer deciding to not initiate a pursuit will not be subject to disciplinary action.

Cumberland Police Department
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B. The decision to initiate pursuit must be based on the pursuing officer’s conclusion that
the immediate danger to the public created by the pursuit is less than the immediate or
potential danger to the public should the suspect remain at large. (CALEA 41.2.2a)
1. Vehicle pursuits are prohibited when non-departmental personnel are in the
police vehicle.
2. Vehicle pursuits are prohibited when non-sworn personnel are in the police
vehicle (interns, ride-a-longs)
C. Officers in emergency Cumberland Police Department police vehicle may initiate a
vehicular pursuit when ALL of the following criteria are met: (CALEA 41.2.2a)

D. The pursuing officer shall consider the following factors in determining whether to
initiate pursuit: (CALEA 41.2.2a)
1. The performance capabilities of the pursuit vehicle.
2. The condition of the road surface upon which the pursuit is being conducted.
3. The amount of vehicular and pedestrian traffic in the area.
4. Weather conditions.
PURSUIT VEHICLES (CALEA 41.2.2d)
A. Officers are to only initiate a pursuit if they are comfortable with the vehicle they are
driving.
1. Officers will consider status of brakes, tires, handling, etc.
2. Officers will consider the status of emergency equipment to include lights and
siren
3. Officers will consider radio communication capability,
B. It is always preferable that marked patrol cars equipped with emergency and sirens be
used for pursuits
C. If an unmarked patrol vehicle initiates a pursuit it shall relinquish its primary position to
a marked vehicle once it becomes available.
D. Police motorcycles may not be used during pursuits.
E. Officers will exercise due caution when driving non-police package and four wheel drive
vehicles equipped with lights and siren assigned to patrol.

Cumberland Police Department
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1. If a non-police package or four-wheel drive patrol vehicles initiates or
participates in a pursuit, it shall relinquish its position to a better-suited police
vehicle once it becomes available.
F. No police vehicle that is not equipped with both front and rear emergency red and blue
lighting, siren, and communication equipment will be allowed to initiate or participate in
any pursuit. (CALEA 41.2.2d)
IV.

PURSUIT OFFICER RESPONSIBILITIES (CALEA 41.2.2b)
A. The pursuing officer shall immediately notify communications personnel that a pursuit is
underway. The officer shall provide Communications personnel with the following
information:
1. Officer Identification Number;
2. Location, speed, direction of travel of the fleeing vehicle and traffic conditions;
3. Description and license number, if known, of the fleeing vehicle;
4. Number of occupants in the fleeing vehicle, and descriptions, where possible;
B. Reasons supporting the decision to pursue.
1. Failure to provide this information to communications personnel may result in
an immediate decision by a duty supervisor assigned to monitor the pursuit to
order its termination.
2. The primary pursuit unit shall reduce the level of pursuit to that of support or
backup unit where:
a. The fleeing vehicle comes under the surveillance of the Maryland State
Police helicopter; or
b. Another vehicle has been assigned primary pursuit responsibility.
3. Any primary or backup unit sustaining damage or failure of essential vehicular
equipment during the pursuit shall not be permitted to continue in the
pursuit.
BACKUP / SECONDARY OFFICER RESPONSIBILITIES (CALEA 41.2.2c)

41.2: emergency vehicle operation

V.
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VI.

COMMUNICATIONS PERSONNEL RESPONSIBILITIES (CALEA 41.2.2e)
A. Upon notification that a pursuit is in progress, communications personnel shall
immediately advise the duty supervisor of essential information regarding the pursuit.
B. Communications personnel shall carry out the following activities and responsibilities
during the pursuit:
1. Receive and record all incoming information on the pursuit and the pursuit
vehicle;
2. Control all radio communications and clear the radio channels of all nonemergency calls;
3. Obtain criminal record and vehicle checks of the suspects;
4. Coordinate and dispatch backup assistance and Maryland State Police
helicopter under the direction of the duty supervisor; and
5. Notify neighboring jurisdictions, where practical, when pursuit may extend
into their locality.

VII.

SHIFT SUPERVISOR’S RESPONSIBILITIES DURING VEHICULAR PURSUIT (CALEA 41.2.2f)
A. Upon notification that a vehicular pursuit incident is in progress, the Shift Supervisor
shall assume responsibility for the monitoring and control of the pursuit as it progresses.
B. The Shift Supervisor shall continuously review the incoming data to determine whether
the pursuit should be continued or terminated.

D. The Shift Supervisor may approve and assign additional backup vehicles to assist the
primary and backup pursuit vehicles based on an analysis of:
1. The nature of the offense for which pursuit was initiated;
2. The number of suspects and any known propensity for violence;
3. The number of officers in the pursuit vehicles;
4. Any damage or injuries to the assigned primary and backup vehicle or officers;
5. The number of officers necessary to make an arrest at the conclusion of the
pursuit; and
6. Any other clear and articulable facts that would warrant the increased hazards
caused by numerous pursuit vehicles.
VIII.

TRAFFIC REGULATIONS DURING PURSUIT

Cumberland Police Department
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C. In controlling the pursuit incident, the Shift Supervisor shall be responsible for the
coordination of the pursuit as follows:
1. Directing pursuit vehicles into or out of pursuit;
2. Re-designation of primary, support or the backup vehicle responsibilities;
3. Approval or disapproval, and coordination of pursuit tactics; and
4. Approval or disapproval to leave jurisdiction to continue pursuit.
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A. Each unit authorized to engage in vehicular pursuit shall be required to activate
headlights and all emergency vehicle equipment prior to beginning pursuit.
B. Officers engaged in pursuit shall at all-time drive in a manner exercising reasonable care
for the safety of themselves and all other persons and property within the pursuit area.
C. Officers are permitted to suspend conformance with normal traffic regulations during
pursuit as long as reasonable care is used when driving in a manner not otherwise
permitted, and the maneuver is reasonably necessary to gain control of the suspect.
IX.

NUMBER OF PURSUING OFFICERS

X.

ROADBLOCKS (CALEA 41.2.3)

XI.

TERMINATION OF PURSUIT (CALEA 41.2.2G)
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A. Unless expressly authorized by the duty supervisor, pursuit shall be limited to the
assigned primary and backup vehicle. Officers are not otherwise permitted to join the
pursuit team, or follow the pursuit on parallel streets.
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A. A decision to terminate pursuit may be the most rational means of preserving the lives
and property of both the public, and the officers and the suspects engaged in pursuit.
The pursuing officer, the duty supervisor, or highest-ranking officer on duty may
terminate pursuit.
B. A pursuit may be terminated if information is developed as to the suspect’s identity and,
immediate apprehension is not necessary to protect the public or officers, and
apprehension at a later time is feasible.
C. Pursuit shall be immediately terminated in any of the following circumstances:
1. Weather or traffic conditions substantially increase the danger of pursuit
beyond the worth of apprehending the suspect;
2. The distance between the pursuit and fleeing vehicles is so great that further
pursuit is futile; or
3. The danger posed by continuing pursuit to the public, the officers or the suspect
is greater than the value of apprehending the suspect(s).

XII.

INTER JURISDICTIONAL PURSUITS (CALEA 41.2.2h)

XIII.

PURSUIT / ROADBLOCK AFTER ACTION REPORTING (CALEA 41.2.2i, 41.2.3e)
A. Following each pursuit or roadblock the involved officer will:
1. Complete a report in the Department’s RMS system concerning the incident
B. Following each pursuit or roadblock the Shift Supervisor will:
1. Review each report prepared by all officers involved in the pursuit or roadblock
2. Compose an email to the Captain outlining:
a. The case details
b. Whether the pursuit or roadblock was in compliance with CPD policy
c. Performance of the police vehicle
d. Whether any additional training is needed to address any issues
Cumberland Police Department
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D. The pursuing officer shall relay this information to communications personnel, along
with any further information acquired which may assist in an arrest at a later time.
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C. The Captain will:
1. Review all reports taking into consideration the incident, policy, training, and
vehicle performance.
2. The Captain will then submit a report to the Chief of Police concerning the
pursuit or roadblock.
D. The Chief of Police will conduct an annual analysis of all pursuits and roadblocks
occurring within the calendar year. (CALEA 41.2.2j)
E. The Chief of Police will conduct a review of pursuit policies and reporting procedures at
least annually. (CALEA 41.2.2k)
XIV.

PURSUIT/ROADBLOCK TRAINING (CALEA 41.2.3c)
A. Every CPD Officer will receive training in emergency vehicle operation to include pursuit
and roadblock policy as part of their initial Field Training Program.
B. Every CPD Officer will receive annual refresher training in Emergency Vehicle Operation
to include pursuit driving, the use of roadblocks, and stop stick procedures.

41.2.3 STOP STICK PROCEDURE
I.

POLICY (CALEA 41.2.3a)
This document contains the Department's policy governing the use of roadway spikes to prevent
vehicular pursuit. It is the policy of the Cumberland Police Department to utilize tire deflation
technology to stop fleeing vehicles when such use can be done with reasonable safety.

It is the policy of the Cumberland Police Department to utilize tire deflation technology to stop
fleeing vehicles when such use can be done with reasonable safety.
II.

STOP STICK PROCEDURE:
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Vehicle pursuits pose a danger to the public and to the pursuing officers. Stopping the fleeing
vehicle quickly and safely is the desired resolution to vehicular pursuits. Finding the means of
safely stopping fleeing vehicles presents a challenge to law enforcement, which has always
sought options for doing so. Tire deflation technology such as the "Stop Stick" provides such an
option under proper circumstances.
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2. The
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for
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Training (CALEA 41.2.3c)
1. No officer will use or deploy a tire deflation device without first having received
CPD approved training in the use of the device. (CALEA 41.2.3c)
Training will be in accordance with the manufacturer's guidelines on the use and
deployment of the device and shall include a training video and practical
application.

C.

Deployment of Stop Sticks
1. Stop sticks shall be made available for patrol officers and assigned to
individual officers by the shift supervisors at their discretion.
2. Officers will deploy stop sticks in accordance with the CPD’s Vehicular Pursuit
Policy.

41.2: emergency vehicle operation

B.
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jurisdiction, provided such deployment is consistent with the guidelines of this
policy.
D. After action reporting (CALEA 41.2.3e)

1.

Following each stop stick deployment the involved officer will:
a. Complete a report in the Department’s RMS system concerning the
incident
2. Following each stop stick deployment the Shift Supervisor will:
a. Review each report prepared by all officers involved in the pursuit
b. Compose an email to the Captain outlining:
c. The case details
d. Whether he stop stick use was in policy
e. The Shift Supervisor of the officer deploying the stop sticks will notify the
Patrol Lieutenant of their use and indicate if replacement is needed.
3. The Captain will:
a. Review all reports taking into consideration the incident, policy, and
training.
b. The Captain will then submit a report to the Chief of Police concerning the
use of stop sticks.

The Chief of Police will conduct an annual review of all roadblocks and stop stick use.
(CALEA 41.2.3e)

41.2: emergency vehicle operation
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CPD POLICY 41.2.5

MISSING PERSONS

41.2.5 MISSING PERSONS
41.2.5.1 MISSING ADULTS
41.2.5.2 MISSING CHILDREN
41.2.5.3 LOCATING MISSING PERSONS
POLICY
The purpose of this policy is to establish procedures for the reporting of missing persons incidents. Any
delay in reporting a missing person can hamper a subsequent investigation, negatively impact the
effectiveness and perception of the agency within the community. This policy ensures that personnel
understand the need for uniform and timely reporting of any missing persons report to this agency.
41.2.5 MISSING PERSONS
CALEA 41.2.5
GENERAL
A. All missing person reports will be accepted immediately. (MD Annotated Code FL 3-601)
B. Missing person reports will be accepted in person, by telephone, via computer, or other
correspondence. (MD Annotated Code FL 3-601,PS 3-601)
C. If a person does not make the report in person, the reporting party must present
themselves to a police officer as soon as possible and sign the appropriate forms. (MD
Annotated Code FL 3-601,PS 3-601)
D. The Cumberland Police Department will use the standardized Maryland State Police
Missing Person’s Report MSP form 79 Missing Persons Report when taking a report.
(MD Annotated Code FL 3-207 ,PS 3-602)
1. The MSP form 79 Missing Persons Report must be signed by the reporting party
(NCIC requirement)
2. A detailed NCIC Missing Persons File Data Collection Book will be completed:
a. All persons missing an excess of 30 days
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b. All persons missing believed to be a victim of a serious crime
(kidnapping, murder)
c. Any other missing person at the discretion of the Shift Supervisor.
E. Jurisdiction
1. The jurisdiction where the missing person was last physically seen has primary
jurisdiction over the case.
2. If the jurisdiction where the person was last seen refuses to take a report or
investigate and the person resides within the City of Cumberland, the
Cumberland Police Department will take the report and investigate.
3. Regardless who the primary investigative agency is, the Cumberland Police
Department will cooperate with all missing person investigations both adult
and juvenile.
F. Continuous investigation (CALEA 41.2.6f)
1. To insure continuous 24-hour investigation the responsibility of investigating
all missing person cases (both adult and juvenile) will be shared by all
department personnel.
2. Although one officer will be primarily responsible for the case, there will
always be an active investigation with the responsibility of following up on
leads being passed from shift to shift.
3. A representative from each patrol shift will be responsible for contacting the
person filing the missing persons report and inform them of the status of the
investigation. (CALEA 41.2.5d)
G. Reporting
1. It is important to document all efforts made to locate missing people on the
appropriate incident report.
2. All unsuccessful attempts, such as addresses checked, friends interviewed,
must be documented, as well.
3. All disseminations must be recorded so the statements requesting assistance
can be thoroughly retracted once the person is found.

I.

CRITICAL MISSING ADULT CASES
A. A Critical missing adult case exists when: (CALEA 41.2.5f)
1. The missing suffers from a mental or physical handicap or illness making them
vulnerable. (i.e. dementia)
2. The disappearance of the missing adult is suspicious or foul play is suspected.
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B. Investigation of critical missing adults
1. The investigating officer will immediately complete a MSP form 79 Missing
Persons Report and forward the information to the Allegany County Joint
Communications Center and request entry into METERS/NCIC/local file.
(CALEA 41.2.5a,b,c)
2. The investigating officer will be responsible for conducting a complete
investigation interviewing relatives, friends, and witnesses. (CALEA 41.2.5a)
a) The investigating officer will elicit the assistance of allied
agencies, as appropriate.
3. The investigating officer will consult with the Shift Supervisor and
immediately institute appropriate intensive search procedures.
4. The investigating officer will request that Allegany County Joint
Communications Center conduct a police broadcast to all area agencies.
(CALEA 41.2.5b)
5. To further assist in the investigation the Shift Supervisor will consider: (CALEA
41.2.5e)
a) Organized searches
b) Canine search teams
c) MSP Aviation support
d) Silver Alerts (MD Annotated Code PS 3-604)
1) May be initiated by contacting the Allegany County
Joint Communications Center. Maryland State Police
State Duty Officer at 410-653-4200.
e) Reverse 911 protocol
1)May be initiated by contacting the Allegany County
Joint Communications Center.
f) NIXLE broadcasts
1) May be accomplished by contacting the Allegany
County Joint Communications Center. Maryland State
Police State Duty Officer at 410-653-4200.
g) Regional teletypes
1) May be requested through Allegany County Joint
Communications Center.
h) Consider referral to C3I, if appropriate.
II.

NON-CRITICAL MISSING ADULTS
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3. The missing adult has been a recent victim of a crime against person such as
domestic assault.
4. The missing adult is suicidal.
5. Any time the missing adult is believed to be in danger.
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A. In the absence of the above criteria the missing adult may be considered noncritical.
1. For example: these cases will apply to instances when the
complainant reports that they just haven’t seen a person in a while
without any suspicious circumstances or when another agency such as
Archway has a policy to contact the police if a client misses an
appointment.
B. In these cases there is no immediate need to complete a MSP form 79 Missing
Persons Report or to request entry into METERS/NCIC.
1. These cases are to be evaluated daily as information becomes
available and considered for re-classification to critical missing adult.
C. The missing person in these cases will be entered into the Local file with the
designation “Attempt to Locate.”
1. Upon entering the person into the LOCAL wanted file as “Attempt to
Locate” the entering officer will set a date the name is to be purged
from the file which will be two weeks past the entering date.
a) The purge date may be extended upon approval of a
Supervisor.
D. Investigation of non-critical missing adults
1. The investigating officer will be responsible for conducting a
complete investigation interviewing relatives, friends, and witnesses.
a) The investigating officer will elicit the assistance of allied
agencies as appropriate.
2. The investigating officer will request that the Allegany County Joint
Communications Center conduct a police broadcast to all area
agencies.
3. At any time any suspicious circumstance is encountered surrounding
the non-critical missing adult, the missing is to be re-classified as a
critical missing adult.
41.2.5.2 MISSING CHILDREN
CALEA 41.2.6
MISSING CHILDREN (Under the age of 18)
A. CRITICAL MISSING CHILDREN CASES
1. A Critical Missing Child case exists when: (MD Annotated Code FL 9-402)
a. The missing child has not been the subject of a prior missing persons
report.
b. The missing child suffers from a mental or physical handicap or illness.
c. The disappearance of the missing child is of a suspicious or dangerous
nature.
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d. The person filing the report of a missing child had reason to believe that
the missing child may have been abducted or kidnapped.
e. The missing child has ever previously been the subject of a child abuse
report filed with the State or local law enforcement.
f. The missing child is under the age of 14.
g. The missing child is suicidal.
2. Investigation of critical missing children (CALEA 41.2.6e)
a. The investigating officer will immediately complete a MSP form 79
Missing Persons Report and forward the information to the Allegany
County Joint Communications Center and request entry into
METERS/NCIC/local file. (MD Annotated Code FL 9-402) (CALEA 41.2.6c)
b. The investigating officer will be responsible for conducting a complete
investigation interviewing relatives, friends, and witnesses.
c. The investigating officer will immediately notify the Shift Supervisor
and brief him of the case details.
c. The investigating officer will elicit the assistance of allied agencies as
appropriate.
d. The investigating officer will immediately institute appropriate
intensive search procedures. (MD Annotated Code FL 9-402)
e. The investigating officer will request that Allegany County Joint
Communications Center conduct a police broadcast to all area agencies.
f. The investigating officer will notify the Allegany County Department of
Social Services (MD Annotated Code FL 9-402)
g. To further assist in the investigation the Shift Supervisor will consider:
(CALEA 41.2.6b,d)
1) Organized searches
2) Canine search teams
3) MSP Aviation support
4) AMBER Alerts
a) May be initiated by contacting the Allegany County Joint
Communications Center. Maryland State Police State Duty
Officer at 410-653-4200.
5) A Child is Missing protocol
a) May be initiated by contacting the Allegany County Joint
Communications Center. Maryland State Police State Duty
Officer at 410-653-4200.
6) NIXLE broadcasts
a) May be accomplished by contacting the Allegany County
Joint Communications Center. Via each police supervisor.
7) Regional teletypes
a) May be requested through the Allegany County Joint
Communications Center.
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8) Consider referral to C3I if appropriate
h. When available, it is preferable that a School Resource Officer be
primarily responsible for the investigation of all missing children cases.
i. When a School Resource Officer is off duty, the Shift Supervisor is to
insure that a continuous investigation is being conducted. (CALEA
41.2.6f)
B. NON-CRITICAL MISSING CHILDREN CASES
1. In the absence of the above criteria the child may be considered non-critical:
a. If any juvenile is missing for more than 12 hours, they will be reclassified as a critical missing child. (MD Annotated Code FL 9-402)
2. Investigation of non-critical missing children
a. The investigating officer will immediately complete a MSP form 79
Missing Persons Report and forward the information to the Allegany
County Joint Communications Center and request entry into
METERS/NCIC/local file. (MD Annotated Code FL 9-402) (CALEA 41.2.6c)
b. The investigating officer will be responsible for conducting a complete
investigation interviewing relatives, friends, and witnesses. (CALEA
41.2.6c)
c. The investigating officer will elicit the assistance of allied agencies, as
appropriate.
d. When available, it is preferable that a School Resource Officer be
primarily responsible for the investigation of all missing children cases.
e. When a School Resource Officer is off duty, the Shift Supervisor is to
insure that a continuous investigation is being conducted. (CALEA
41.2.6f)
C. DISSEMINATION OF MISSING JUVENILE INFORMATION
1. The Cumberland Police Department will not disseminate information including
photographs, of anyone under the age of 18 to non-law enforcement
personnel including news media unless, permission to do so is obtained by the
person or persons having primary guardianship over the child.

LOCATING MISSING PERSONS (ADULT AND JUVENILE)
I.

GENERAL
A. A person may not be arrested or detained based solely on a Missing Persons
NCIC hit unless:
1. The person is a missing juvenile
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2. The person is an adult and the officer has obtained additional
information allowing them to take further police action.
B. A law enforcement officer through personal observation will confirm all located
missing persons (adult and juvenile).
1. Confirmation via other competent means will be at the discretion of the
Shift Supervisor.
C. All located missing persons (adult and juvenile) will be interviewed as to the
circumstances surrounding their disappearance and their whereabouts.
1. Any allegations of foul play will be appropriately investigated
D. The appropriate CPD incident report will be updated with all pertinent
information, particularly information which may aid in a similar missing person
investigation involving this same person in the future.
E. When locating persons reported missing from other jurisdictions, officers are to
take action appropriate to any instructions on the NCIC hit.

NOTIFICATIONS
A. Allegany County Joint Communications Center will be notified after
confirmation of the return of any missing person with a request that they be
removed from METERS/NCIC/Local file.
B. In the case of non-critical missing adult, it will be the investigating officer’s
responsibility to insure they are removed from the local file.
C. It will be the responsibility of the Shift Supervisor to insure that appropriate
notifications are made retracting statements requesting assistance such as:
1. News Media
2. Allied Agencies
3. Teletypes

41.2.5: missing persons
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CPD POLICY 41.2.7

MENTAL ILLNESS

41.2.7 MENTAL ILLNESS
POLICY
It is the Policy of the Cumberland Police Department to provide a consistent level of service to all
persons including those with mental and physical disabilities. The Cumberland Police Department will
further strive to ensure the health and safety of mentally ill persons, their family, public safety workers,
and the public.
41.2.7 MENTAL ILLNESS
CALEA 41.2.7
I.

GENERAL
A. All Cumberland Police Officers will be cognizant of the signs of mental illness and
continually evaluate the people they contact for such.
B. When any Cumberland Police Officer suspects a mental illness in any person, they are to
treat them appropriately to compensate for their illness.
C. Members of the Cumberland Police Department will comply with the American
Disabilities Act (ADA) by making reasonable adjustments to routine procedures to
provide equitable service to all people including those exhibiting mental illness.
CONFIDENTIALITY CONSIDERATIONS
A. Cumberland Police Officers are to be respectful to a person’s personal health
information and will not be allowed to divulge any health information including that of
mental illness to anyone who is not authorized to receive such as indicated by the
Health and Information Privacy Act (HIPA).
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B. Cumberland Police Officers are to respect that individuals, family, public safety and
health care workers do not necessarily have an obligation to divulge personal health
information including that concerning mental illness.
III.

TRAINING
A. All Cumberland Police officers are to receive training in the recognition and dealing with
individuals with mental illness during entry-level academy instruction. (CALEA 41.2.7d)
B. All Cumberland Police officers are to receive refresher training in the recognition and
dealing with individuals with mental illness at least once every three years. (CALEA
41.2.7e)
RECOGNITION OF MENTAL ILLNESS (CALEA 41.2.7a)
A. Officers are to consider several sources when making an assessment concerning mental
health:
1. Personal observations
2. Medical alert indicators (bracelets, necklaces)
3. Interviews with the person under investigation
4. Interviews with family, friends, caregivers
5. Interviews of bystanders
6. History of prior police encounters
7. Information provided by health professionals
B. The signs of mental illness may vary from person to person depending on the type of
illness and any treatment the person may be undergoing.
C. Some signs of mental illness include but are not limited to:
1. Memory loss
2. Delusions
3. Depression
4. Suicidal
5. Hallucinations
6. Manic behavior, accelerated thinking, hyperactivity
7. Confusion
8. Incoherence
9. Paranoia
10. Substance abuse
11. Poor clothing condition
12. Poor living conditions
Cumberland Police Department
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13. Poor hygiene
14. Unusual collections

CONTACTS WITH MENTALLY ILL (CALEA 41.2.7c)
A. When interacting with suspected mentally ill people officers are to adjust their behavior
in order to reduce agitation or adverse behavior of the subject.
B. Some strategies to use when communicating with mentally ill people, include, but are
not limited to:
1. Speaking calmly
2. Use non-threatening body language
3. Avoid quick movements
4. Avoid personal contact
5. Eliminate commotion (flashing lights, sirens, crowds)
C. Cumberland Police Officers are to consider three levels of encounters when dealing with
suspected mentally ill persons.
1. An officer suspects a person is exhibiting a mental illness; however, they are not
in danger of harming themselves or others and are able to function appropriately.
a. Officers are to terminate contact without any intervention.
2. An officer suspects a person is exhibiting a mental illness; however, they are not
in danger of harming themselves or others but appear that they could use some
level of intervention to help their quality of life improve.
a. Officers are to refer the person to any available resources including:
(CALEA 41.2.7b)
1) The Allegany County Health Department
2) Western Maryland Regional Hospital
3) Allegany County Department of Social Services
4) Any appropriate private psychological service
b. Officers will assist the person with contacting any referral services such
as helping them make contact and arrange transportation within
reasonable means.
3. An officer suspects a person has a mental illness and appears to present a danger
to the life or safety of the individual or others and immediate intervention is
required.
a. Officers are to take the person into custody for emergency evaluation.
b. Officers who have reason to believe that a person has a mental illness
and is a threat to themselves or others should be treated with caution
and due regard for the safety of the officers and the public.
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EMERGENCY EVALUATIONS (PETITIONS)
A. Police Officer initiated emergency petition (MD Annotated Code HG 10-622)
1. A Police Officer may take a mentally ill subject into custody when:
a. A Police Officer believes that a person has a mental disorder AND
b. The individual presents a danger to the life or safety of the individual
or others
2. When the above criteria are met, officers shall take a person into custody and
transport them to the Western Maryland Regional Hospital Emergency Room
for an emergency evaluation.
3. If the subject of the emergency evaluation is also a medical patient, such in the
case of an intentional overdose, the person is to be transported by ambulance
with an officer escorting.
4. Upon presentation to the emergency room officers are to complete a Maryland
Court Emergency Petition form CC-DC 13 and the Peace Officer Endorsement
form CC-DD14.
5. If the subject of the petition exhibits any violent behavior while in the
emergency room two officers are to remain with the patient until advised by
hospital staff member that they will take responsibility for the patient and are
relieved.
B. Health Professional initiated Emergency Petition (MD Annotated Code HG 10-622)
1. Officers of the Cumberland Police Department will accept emergency petition
forms CC-DD 13 from any health professional as described in MD Annotated
Code HG 10-622:
a. Physician
b. Psychologist
c. Clinical social worker
d. Licensed clinical professional counselor
e. Clinical nurse specialist in psychiatric and mental health nursing
f. Licensed clinical marriage and family therapist
2. Officers accepting such petitions are to ensure that they are accompanied by
the properly endorsed form CC-DD 14.
3. Upon receiving such an order Cumberland Police Officers are to make an effort
to locate the person and take them into custody.
a. Officers are to elicit assistance from allied agencies anywhere within
the State of Maryland.
b. Emergency petition prepared in Allegany County may only be served
within Maryland. If a subject of an emergency petition is located
within another state, the assigned officer is to have the health
professional making petition contact the locating jurisdiction.
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C. Court Ordered Emergency Petitions
1. Officers of the Cumberland Police Department will accept Emergency Petition
Forms CC-DD 13 properly endorsed by any Maryland District or Circuit Court
Judge.
2. Court Ordered emergency evaluations are valid up to 5 days after date of
endorsement by the judge.
3. Upon receiving such an order, Cumberland Police Officers are to make an effort
to locate the person taking them into custody.
a. Officers are to elicit assistance from allied agencies anywhere within
the State.
b. Emergency petitions prepared in Allegany County may only be served
within Maryland. If a subject of an emergency petition is located
within another State, the assigned officer is to ask the locating
jurisdiction to follow their protocol.
c. Upon locating the subject of such an emergency petition the officer is
to take the person into custody and transport them to the Western
Maryland Regional Hospital Emergency Room.
d. If the subject of the emergency evaluation is also a medical patient,
such in the case of an overdose, the person is to be transported by
ambulance with an officer escorting.
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4. Upon locating the subject of such an emergency petition, the officer is to take
the person into custody and transport them to the location indicated on the
Order for an Emergency Evaluation.
5. If the subject of the emergency evaluation is also a medical patient such as in
the case of an intentional overdose, the person is to be transported by
ambulance to the hospital as per the ambulance crew’s protocol prior to being
transported to a psychiatric facility.
6. Upon presentation to the receiving facility officers are to give the staff a copy of
the Maryland Court Emergency Petition form CC-DC 13 and the Other
Competent Person Endorsement form CC-DD14.
7. If the subject of the petition exhibits any violent behavior upon delivery to the
facility two officers are to remain with the patient until advised by a staff
member that they will take responsibility for the patient and are relieved.
8. If the person is not initially located, the receiving officer is to:
a. Complete the appropriate incident report.
b. Enter the subject into the local wanted person file as an emergency
petition.
c. Deliver the original emergency petition forms to Allegany County Joint
Communications Center who will be the custodian of the documents as
if it was an arrest warrant.
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e. Upon presentation to the Western Maryland Regional Hospital officers
are to provide the staff a copy of the Maryland Court Emergency
Petition form CC-DC 13 endorsed by the Judge.
f. Upon presentation to the Western Maryland Regional Hospital officers
are to have a staff member sign a District Court Return of Service form
CC-DC 24 as a receipt.
1) The Police Officer is responsible for ensuring the CC-DC 24
Return of Service is returned to the court.
g. If the subject of the petition exhibits any violent behavior upon
delivery to the facility two officers are to remain with the patient until
advised by a staff member that they will take responsibility for the
patient and are relieved.
h. If the person is not initially located, the receiving officer is to:
1) Complete the appropriate incident report.
2) Enter the subject into the local wanted person file as an
emergency petition
3) Deliver the original emergency petition forms to Allegany
County Joint Communications Center who will be the custodian
of the documents as if it was an arrest warrant.
i. The on-duty Shift Supervisor is responsible for ensuring that the case
properly investigated and the Emergency Petition is removed from the
system upon expiration (5 days) and the Return of Service CC-DC 24 is
returned to the court indicating the petition was not served.
41.2.8 CRISIS INTERVENTION TEAM (CIT)
In an effort to better assist those experiencing mental health emergencies, the Cumberland Police
Department will partner with the Western Maryland Health Systems to form a joint crisis
intervention team. The Crisis Intervention Team (CIT) consists of a sworn police officer and a WMHS
crisis counselor, who will respond to the scene of mental health emergencies and as a team to
evaluate, assist, and make disposition for those suffering a crisis.
PURPOSE
A. The CIT Team will respond to emergencies involving those believed to be suffering from
a mental health emergency and conduct on-site evaluations and make a decision as to
what is the best course of action.
B. Types of action:
1. Emergency intervention
a. If, after investigation, it is determined that there is a probability that a
person is a danger to them or others by being suicidal or homicidal, they will
Cumberland Police Department
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be taken into custody and transported to the hospital and an emergency
petition filed.
b. It is preferable that the WMHS Crisis Counselor complete the emergency
petition; however, this does not prevent the officer from completing one if
the situation requires.
2. Non-emergency intervention
a. If, after investigation, it is determined that a person is not an immediate
threat; however, they may benefit from mental health treatment services,
the WMHS Crisis Counselor will develop a crisis plan for them to follow,
providing them with instructions on how to care for themselves, maintain
contact, set up appointments and make referrals.
C. When a disagreement occurs on how to handle a situation among team members, the
Shift Supervisor will be consulted.

CIT OPERATIONS
A. Response
1. The Western Maryland Health System (WMHS) will have a WMHS Crisis
Counselor available for field response on duty during peak times at the Western
Maryland Health System Hospital.
2. Upon any officer arriving on the scene of any incident and suspecting a person
to be suffering from a mental health crisis, they may request, via dispatch, that
a WMHS Crisis Counselor respond to the scene assist.
3. If, upon arrival of the officer, it is obvious that the person needs immediate
intervention and they will unquestionably need transported to the hospital for
further mental health evaluation, the officer may contact dispatch and request
that the WMHS Crisis Counselor not respond to the scene and meet them in the
ER.
4. If the person is arrested for a criminal charge and during transport or upon
arrival at CPD they exhibit adverse mental health behavior, the officer should
request that the WMHS Crisis Counselor respond to meet them at CPD.
5. No WMHS Crisis Counselor is allowed to enter a scene or initiate contact alone
or prior to police arrival.
a. If a WMHS Crisis Counselor arrives prior to the police, they will stage at
a safe location and await police arrival.
6. Although, WMHS Crisis Counselors do not have a limitation as to jurisdiction,
Cumberland Police Officers will only handle incidents that occur within the City
of Cumberland.
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B. Follow-ups
1. Upon request, a WMHS Crisis Counselor may make contact with the Shift
Supervisor and request a police escort to conduct follow-ups in the field such as
after incident home visits.
a. These are to be accommodated at the discretion of the Shift
Supervisor.
2. In cases where a person is found to not be an immediate threat and is left to
follow a crisis plan, officers are encouraged to take an active role in the plan
making well-being checks when available throughout their shifts.

III.

REPORTING
A. The assigned officer will record all CIT Team activity in the appropriate incident report.
B. The investigating officer will record all details of the investigation including:
1. WMHS Crisis Counselor’s name
2. Subject’s suspected adverse mental health behavior
3. Doctor/Psychiatrist if known
4. Medications if known
5. Diagnosis if known
6. Disposition of investigation
C. The Officer will record the subject of the investigation’s name in the name file.
D. In the event that either an officer or the WMHS Crisis Counselor partner working on the
case, files an emergency petition, the name will be entered in the file as “Emergency
Petition.”

F. The officer is to respect that the WMHS Crisis Counselor may not be able to release
particular patient information as indicated by the Health Portability and Accountability
Act (HIPAA).
1. CIT members are reminded that a person may consent to the release of
information at any time.
IV.

TRANSPORTS
A. WMHS Crisis Counselors will never transport a patient.
Cumberland Police Department
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1. All other information releases must be done in compliance with CPD
Policy.
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B. Police officers will transport all of those suffering from a mental health emergency as
per policy.
C. If a person requires additional medical attention such as the case of a suicide attempt
with injury, they are to be transported by ambulance with police escort as per policy.
D. Although a CPD Officer may escort a patient to the hospital inside an ambulance it is the
policy of the WMHS to not allow crisis counselors to escort patients inside an
ambulance.
E. If a WMHS Crisis Counselor accompanies a patient via emergency services vehicle, CPD
will provide transport for them to retrieve their response vehicle.
F. CPD Officers will not transport patients for the purpose of attending routine
appointments.

SAFETY
A. WMHS Crisis Counselors will not be exposed to hazardous or violent situations.
1. Any officer can advise a WMHS Crisis Counselor to remove themselves from a
scene for safety reasons.
B. WMHS Crisis Counselors will never be allowed to work without a police escort.
C. All scenes should be secured before allowing a WMHS Counselor to approach.
1. Care will also be taken not to contaminate crime scenes.
D. Persons who are in custody and are being interviewed by Crisis Counselors will be
handcuffed.
E. A person will not be allowed to talk to a WMHS Crisis Counselor in the field without the
police present.
1. If such a request is made, consider transport to the WMHS facility or CPD for
an interview.
2. Crisis Counselors may conduct interviews at their facility according to their
policy, without police presence.
3. Crisis Counselors may conduct an interview alone at CPD only with those
subjects who are searched, secured and handcuffed to the prisoner bench or
they may be interviewed through the cell door.
4. All such interviews will further be monitored by an Officer posted just outside
the door or via nearby video monitor.
Cumberland Police Department
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F. WMHS Crisis Counselors will not ride in the same vehicle compartment as the subject of
the investigation. Front seat / rear seat separation with a police officer driving is
acceptable.
DISCIPLINE
A. Any disciplinary issue or misconduct involving any WMHS personnel working in
conjunction with the Cumberland Police Department will be forwarded to the Captain
for follow-up.
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Cumberland Police Department
General Order: 41.3
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 41.3

POLICE VEHICLES

41.3 POLICE VEHICLES
41.3.1 CARE OF POLICE VEHICLES
41.3.2 POLICE VEHICLE EQUIPMENT
41.3.2.1 SPECIALTY POLICE VEHICLES
41.3.3 SEAT BELT USE
41.3.7 MOBILE DATA TERMINALS
41.3.8 IN-CAR VIDEO RECORDERS
41.3.9 TAKE HOME VEHICLES
POLICY
All Cumberland Police Department service vehicles will be equipped consistent to their assignment and use.
All vehicle equipment is to be kept in an operational readiness condition and well maintained.
41.3.1 CARE OF POLICE VEHICLE
GENERAL POLICE VEHICLE REGULATIONS
A. Assignment of police vehicles
1. The Shift Supervisor has discretion over all assignment of all CPD vehicles during a patrol
shift.
2. The CPD Fleet Manager has discretion over all assignment of all CPD vehicles during all
other assignments.
B. Cleanliness
1. All police vehicles are to maintain a professional appearance being clean and wellmaintained on the interior and exterior.
2. Covert vehicles are an exception and may have an appearance appropriate to their
assignment.
C. Fuel
1. All Police service vehicles are to have an adequate supply of gas and prepared for
emergencies with no vehicle being stored at the end of shift or service with no less than ¾
of a tank of fuel.
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D. Securing police vehicles
1. Employees will ensure that all CPD vehicles are to be kept locked with windows secured
when not in the immediate presence of a police officer.
E. Altering police vehicles
1. No employee will alter, or authorize alteration, the mechanics of any vehicle, without the
written approval of the CPD Fleet Manager.
2. Police vehicles may not be decorated with personal effects, which can easily be seen by the
public without the written approval of the CPD Fleet Manager. (i.e. bumper stickers,
window decals, mirror hangers, unusual seat covers, etc.)
a. Decals associated with the Department as part of official business will be allowed
if professionally displayed. (i.e. D.A.R.E. bumper sticker, Buckle-up logo, etc.)
3. No employee will alter or add any exterior police vehicle markings, emergency lighting,
sirens, and the like, without written approval of the CPD Fleet Manager.
a. Written permission may be done via email.

G. If any CPD vehicle is the victim of a crime (theft, destruction of property, unauthorized use) the
incident should be immediately reported to the CPD Shift Supervisor regardless of assignment.
1. The Shift Supervisor will:
a. Be responsible for ensuring that an investigation will be done in the proper
jurisdiction.
b. Consider crime scene processing if appropriate.
c. In the event any weapon, lethal or non-lethal, police identification, badges, key
cards, police radio, or bullet proof vest is stolen:
1) The Shift Supervisor will:
a) Immediately notify the Command Staff.
b) Insure that the weapons with serial numbers and
identifiers are entered into CJIS as stolen.
c) Send out a teletype as appropriate.
d) Disseminate officer safety notifications as appropriate.
e) Ensure key cards are disabled if appropriate.
2) The victim/operating officer will:
a) Prepare a report concerning the incident.
b) Complete a Loss/Damage Property form - CPD form AD36 if appropriate.
c) Complete a CPD form AD-9 Request for Vehicle Repair
d) Request replacement equipment if appropriate.
II.

EMERGENCY VEHICLE LIGHTING & SIREN
CALEA 41.3.1
Cumberland Police Departments

41.3: police vehicles

F. Personal property within police vehicles
1. Any approved personal equipment to be placed within or upon any police vehicle will be
purchased by the employee and removed if the vehicle is re-assigned.
a. The Fleet manager may waive the removal of personal property upon request.
2. The Department will not be held responsible or liable for the damage or loss of any
personal property within or on any police vehicles.
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A. MARKED PATROL VEHICLES
1. Vehicles used by the Cumberland Police Department for routine or general patrol service will
be conspicuously marked; including the agency's name, and the emergency telephone
number.
2. Each vehicle used in routine or general patrol service will be equipped with at least red and/or
blue lights, a siren, and a mobile radio transceiver, all of which shall be in operational order.
a. Patrol cars may also be equipped with an operational public address system,
exterior spotlight.
B. UNMARKED PATROL VEHICLES
1. Unmarked patrol vehicles used by the Cumberland Police Department will be used primarily
in the following functions:
a. For the use of the Shift and Road Supervisors
b. On routine patrol, at the discretion of the Shift Supervisor, in areas where some
element of stealth is needed.
2. Each unmarked vehicle used by the Patrol Division will be equipped with at least a red
and/or blue rotating/flashing light, a siren, and a mobile radio transceiver, all of which shall
be in operational order.
41.3.2 POLICE VEHICLE EQUIPMENT
CALEA 41.3.2
I.

PATROL VEHICLE EQUIPMENT
A. Patrol vehicles should be stocked, at a minimum, with the following supplies:
1. At least a 5-pound ABC fire extinguisher or equivalent.
2. A minimum of twelve (12) highway fusees, in an appropriate container.
3. Haz-Mat guidebook (on-line acceptable)
4. First aid kit with bio-hazard kit
5. Hands-free cellular device

II.

INVESTIGATOR VEHICLES EQUIPMENT
A. Vehicles assigned to investigators are not to be used for patrol functions including
conducting traffic stops.

C. Vehicles assigned to criminal Investigators will be equipped with basic crime scene
investigation equipment.
III.

COVERT VEHICLES EQUIPMENT
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B. Vehicles assigned to investigators will be equipped with emergency lighting to assist them
with entry at crime scenes.

3

IV.

SPECIALTY VEHICLES EQUIPMENT
A. Specialty vehicles will be equipped appropriately to meet the needs of the assignment the
vehicle is intended for.
B. The commander of the component having supervision of the vehicle will be responsible
for insuring vehicle is equipped appropriately and maintained.
INSPECTION OF VEHICLES
A. PATROL VEHICLES INSPECTIONS (Both pool and take home vehicles)
1. The operator will inspect all patrol vehicles at the beginning of each operators shift.
2. The inspection will include:
a. Visual inspection of exterior for damage.
b. Visual inspection of all lighting, regular vehicle lighting and emergency
equipment.
c. Check of the siren and public address.
d. Inspection of the vehicles two-way radio and scanner.
e. Function check of all mobile data terminal hardware and software.
f. Inspection of the vehicles equipment including fire extinguisher and
flares.
3. All Shift Supervisors will conduct a thorough inspection of each vehicle both pool and
take home vehicles at least monthly.
4. If any deficiency, repair, damage, or maintenance is observed it should be documented
on a City of Cumberland vehicle equipment/Request for Repairs Form and forwarded to
the CPD Maintenance Assistant and/or the Fleet Manager.
5. If anything is found that would be a safety hazard to the operator or public in any city
owned vehicle the officer is to report it immediately to their supervisor and request
the vehicle be taken out of service.
a. The Officer is not to operate that vehicle
b. The vehicle is to be physically marked out of service
c. The Officer is to complete a CPD form AD-9 Request for Vehicle Repair
B. SPECIALTY VEHICLES INSPECTIONS
1. All police specialty vehicles (command post, covert vehicles, CERT van, tactical vehicle,
motorcycles, etc.) are to be inspected:
a. At the onset each vehicle is placed in service.
b. No less than once per month.
2. The inspection of specialty vehicles will be the responsibility of the police supervisor of
the component having supervision of the vehicle.
3. Inspection will include:
a. Visual inspection of exterior for damage
b. Visual inspection of all lighting, regular vehicle lighting and emergency
equipment
c. Check of the siren and public address
Cumberland Police Departments
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d.
e.
f.
g.
III.

Inspection of the vehicles two-way radio and scanner
Function check of all mobile data terminal hardware and software
Inspection of the vehicles equipment including fire extinguisher and flares
Inspection of any specialty equipment unique to that vehicle

VEHICLE REPAIRS/MAINTENANCE
A. Upon any CPD employee becoming aware of any city-owned vehicle problem is to complete a
City of Cumberland vehicle equipment/Request for Repairs Form and forward it to the CPD
Maintenance Assistant and the CPD Fleet manager:
1. Examples of issues, which must be reported, include:
a. any type repair needed
b. any maintenance needed
c. any observed damage
d. any supplies replaced or replenished
e. any fire extinguisher recharged
f. any equipment within or attached to the vehicle needing repaired
g. any malfunctioning or inoperative mobile data terminal & E-Tix hardware
or software.
B. Upon receiving the CPD form AD-9 Request for Vehicle Repair the CPD Fleet Manager will
coordinate all repairs.
a. Minor issues will be referred to the CPD Maintenance Assistant.
BREAKDOWNS / TOWING
A. LOCAL BREAKDOWNS
1. If a city-owned vehicle becomes disabled while in use, regardless of whether it is a
patrol vehicle or not, the operator is to consult with the CPD Shift Supervisor.
a. If during normal business hours, the Shift Supervisor may contact the
Fleet manager on how to proceed.
b. If during normal business hours and the Fleet Manager is not available,
the Shift Supervisor may contact the City of Cumberland Maintenance
Supervisor (City Service Center) and consult with them on how to
proceed.
c. If the vehicle cannot be safely worked on at its location or the breakdown
occurs after business hours, the vehicle may be towed from the highway.
1) The Shift Supervisor will request that Allegany County Joint
Communications Center dispatches the next tow truck available
on the call list.
2) The Shift Supervisor will make a decision as to where it should be
towed, based on the nature of the repair needed.
2. Upon any city-owned vehicle being towed to a location other than CPD:
a. The location will be recorded on City of Cumberland vehicle
equipment/Request for Repairs Form by the operator
b. The Shift Supervisor will ensure an email is sent to the Command Staff
and CPD Fleet Manager advising the location of the disabled vehicle.
Cumberland Police Departments
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B. OUT-OF-TOWN BREAKDOWNS
1. If a city-owned vehicle becomes disabled outside of Allegany County the
operator will consult with the CPD Shift Supervisor.
2. The Shift Supervisor will then make disposition of the disabled vehicle consulting
with allied police agencies having jurisdiction if needed.
a. Upon any city-owned vehicle being towed to a location other than CPD:
1) the location will be recorded on CPD form AD-9 Request for Vehicle
Repair by the operator
2) The Shift Supervisor will ensure an email is sent to the command
staff and fleet manager advising the location of the disabled vehicle.
41.3.2.1 SPECIAL PURPOSE VEHICLES
CALEA 41.1.3
I.

EMERGENCY VAN (E-VAN)
A. The emergency van, (E-Van) or prisoner transport van will be used for transporting:
(CALEA 41.1.3a)
1. Any prisoner
2. All violent or potentially violent offenders
3. Any prisoners with blood borne pathogen exposures
4. Multiple prisoner situations
B. In order to operate the E-Van the operator must: (CALEA 41.1.3b)
1. Complete entry level police emergency vehicle operations course
C. The E Van will be equipped with: (CALEA 41.1.3d)
1. Emergency lighting
2. Sirens
3. Two-way radio
4. At least one set of prisoner restraint belt and shackles
5. At least one spit guard
D. The Shift Supervisor, during monthly inspections, will be responsible for ensuring the E
Van is properly equipped and maintained. (CALEA 41.1.3c)
CERT VAN
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II.
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D. The CERT commander will be responsible for ensuring the CERT tactical vehicle is
equipped and maintained appropriately. (CALEA 41.1.3c)
COMMAND POST
A. The CPD Command Post may be deployed in major incidents to support incident
command and communications. (CALEA 41.1.3a)
B. The CPD Shift Supervisor may call the CPD Command Post into service. (CALEA 41.1.3a)
1. The CPD Shift Supervisor will be responsible for contacting an operator.
2. In the event of long-term deployment, the event incident commander will be
responsible for scheduling an operator.
C. In order to operate the CPD Command Post the operator must: (CALEA 41.1.3b)
1. Complete the entry-level police emergency vehicle operation course
2. Complete CPD training in Command Post operations.
D. The Command Post will be equipped with: (CALEA 41.1.3d)
1. Two-way radio equipment allowing communication with most area public
safety organizations.
Cumberland Police Departments
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2.
3.
4.
5.
6.
7.
8.
9.

Computer terminals and Allconet connectivity radios.
1 satellite radio
IP address/ cell phones
Dry erase boards and markers
Designated disaster plans
Designated school and major facility floor plans.
1 table
6 chairs

E. The Command Post Supervisor will be responsible for ensuring CPD Command Post is
equipped and maintained appropriately. (CALEA 41.1.3c)
IV.

CPD MOTORCYCLES
A. The Cumberland Police Department motorcycle fleet may be utilized by any authorized
operator. (CALEA 41.1.3a)
B. In order to operate any CPD motorcycle the operator must: (CALEA 41.1.3b)
1. Complete the entry-level police emergency vehicle operation course
2. Complete a basic level police motorcycle operators course approved by the
Chief of Police
C. CPD Motorcycles will be equipped with: (CALEA 41.1.3d, 41.3.1,)
1. Front, rear, and side red and blue lights.
2. Siren
3. Two-way radios
D. All operators must wear a department issued helmet with internal communication
equipment during operation.
E. Each operator will inspect each vehicle prior to use in accordance with the vehicle
inspection policy. (CALEA 41.1.3c)
COVERT VEHICLES
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VI.

UTILITY TERRAIN VEHICLE

A. The Utility Terrain Vehicle (UTV) will be used for patrolling and responding to off road incidents
in areas where a traditional patrol vehicle would have trouble accessing.
B. The primary use of the UTV will be to patrol and respond to incidents along the Cumberland
area recreational trail system.
C. The UTV is shared with the Cumberland Fire Department who will be responsible for its storage
and maintenance. (CALEA 41.1.3c)
D. Any CPD Supervisor can give permission for a trained operator to use the UTV:
1. Upon placing the UTV in service the operator must:
a. Inspect the vehicle for damage reporting such to the on duty CPD Supervisor.
b. Notify dispatch that you will be on the UTV and your intention (i.e. …patrolling
the trail,…responding to a lost hiker…)
c. Notify the CFD Supervisor that you will have the UTV in service
d. If a conflict arises where both agencies need the vehicle, patient rescues will
take precedence.
E. The UTV will be equipped with: (CALEA 41.1.3d)
1. A searchlight
2. A two-way radio
3. Emergency medical equipment as approved by CFD

G. Operation
1. The UTV will never be operated on any city, county, or state roadway unless:
a. Responding to an emergency
b. Accessing an off-road trail for patrol
c. During festivals or similar events when streets are closed to normal vehicle
traffic
2. The UTV will always be operated in a safe manner avoiding excessive speeds, and unsafe
operation.
3. The UTV will never be used to conduct vehicle traffic stops unless it is off-road (i.e. an
unauthorized motor vehicle on the trail)
4. The UTV will never be allowed to participate in any type of pursuits including vehicles,
bicycles, horses, etc.
5. The UTV will only travel on preexisting pathways unless an emergency exists
6. All people operating or otherwise riding in the UTV must wear the equipped safety
restraints (seat belts)
H. UTV Crashes
1. UTV crashes shall be handled in the same manner as any other CPD departmental
vehicle crash
Cumberland Police Departments
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F. In order to operate the UTV the operator must: (CALEA 41.1.3b)
1. Complete entry level police emergency vehicle operation course
2. Complete a specialized UTV operations course
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a. In addition, the CFD Supervisor on duty must be made aware of the
incident and any damage sustained to the vehicle.
2. The CPD Shift Supervisor is responsible ensuring this notification is done.
3. Any repair or maintenance issues are to be recorded on a CPD form AD-9 Request for
Vehicle Repair and forwarded to the Maintenance Technician.
41.3.3 USE OF OCCUPANT SAFETY RESTRAINTS
CALEA 41.3.3
A.

Occupant restraining devices shall be used by operators and all passengers in all agency
vehicles.

B.

All prisoners will be securely restrained in the transporting vehicle with occupant safety
restraining devices (seat belts).

C.

This department will maintain and have available car seats for infants and children
transported by this department, in order to comply with Maryland Vehicle Law Annotated
Section 22-412.2 governing the use of restraints.

41.3.4 RECEIVING TRAFFIC CITATIONS
A. TRAFFIC CAMERA CITATIONS

B. RECEIVING WRITTEN CITATIONS
1. Any employee encountering another police officer during a suspected traffic offense is to be
professional and courteous.
2. Any employee receiving a traffic citation in a city-owned vehicle must report the incident to
their Supervisor.
C. DOCUMENTING FINAL DISPOSITION
1. Upon payment of a traffic citation involving a city-owned vehicle, a copy of the receipt and
citation must be forwarded to the Office of the Chief of Police.
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1. City Hall receives notifications of city-owned vehicles receiving traffic camera citations who
forward the citation to the Chief of Police.
2. The Chief of Police, or his designee, will conduct an investigation as to who the responsible
driver is.
3. The Chief of Police will then contact the driver via the chain of command and make them
aware of the citation.
4. Upon receiving the citation, the involved employee may:
a. Write a justification for the offense to the Chief of Police, through the chain of
command, citing that the citation was justified because they were in an emergency
situation, citing incident report numbers.
1. If this is the case, the officer is to appear in court when subpoenaed to present
their justification.
b. Pay the citation
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2. Upon a court case regarding a citation received in a city-owned vehicle being closed, the
involved employee is to send a copy of the documentation to the Office of the Chief of Police.
D. DISCIPLINARY ACTION
1. Failure to report a traffic incident resulting in the suspension of city-owned vehicle
registrations or employee driver’s license will not be tolerated.
2. Any CPD Supervisor may pursue disciplinary action due to traffic violations as per policy.
41.3.7 MOBILE DATA TERMINALS
CALEA 41.3.7
I.

PURPOSE
A. The purpose of the Mobile Data Communications System (MDCS) is to improve the
department’s responsiveness by utilizing data communications in field units. The
MDCS was designed to allow access to federal, state, and local databases. The system
also provides a secure method of communication between field units.
This policy provides standards and guidelines for the proper and authorized use of the
Mobile Data Terminal (MDT). The MDT is to be used as an informal means of
communicating (direct non-verbal communication between units, etc.) with EOC and
other members, maintaining the status of field units, and conducting field reporting.
The MDT also provides direct user access to national, state and local computer
databases and other users on the MDCS. This policy applies equally to all department
members unless the context or specific language indicates limited applicability.

A.

All users with a MDT will immediately activate and log onto appropriate public safety
databases when beginning their tour of duty.

B.

Supervisors will periodically check to ensure employees remain signed on as
required by this directive.

C.

Safe Use
1.
The driver of any vehicle equipped with an MDT shall always use the MDT
in a safe manner. Safety of the officer, other vehicles, and tactical
operations takes a priority over any mobile data operation.
2.
The removable keyboard will be properly stored in its rack while the
vehicle is in motion.

D. Hit Procedures
1.
Officers receiving a hit on their MDT will verify the hit by viewing the
NCIC or local wanted person’s database to ensure the hit is for the person
or type of property and identical prior to initiating a stop or contact.
2.
Officers must confirm the hit through communications prior to making an
arrest or recovery.
Cumberland Police Departments
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F. Providing On Scene / Clear Scene
1. Officers assigned as the primary officer on a call will be responsible for
providing the on scene and clear scene times.
G. Voice Communications
1. While officers are expected to use the MDT as much as possible to reduce
airtime, voice communications will be used whenever it is deemed necessary
for officer safety reasons.
2. Voice communication will be used to dispatch all calls for service.
3. The MDT should generally be used by both officers and communications
personnel to communicate non-urgent / non-officer safety information which
would otherwise draw on radio time.
a.
If an officer chooses to use the radio instead of the MDT,
communications personnel will respond to the officer on the
radio.
III.

MDT ELECTRONIC MESSAGING PROCEDURES
A. All electronic messages should be considered in the public domain. Employees should
have no expectation of privacy regarding electronic messages. All transactions on the
MDT are electronically logged. Short personal messages are allowed as long as they
are not offensive, degrading or embarrassing in any way to the Department or any
individual. Under no circumstances will an employee using the MDT system broadcast
jokes, sexual comments or innuendos of a provocative or suggestive nature, or
language that creates an intimidating, hostile or offensive working environment of any
kind. To assure proper procedures are being followed, supervisors will periodically
review message logs.
B. Any electronic message that is sent through the MDT system may later be retrieved by
authorized personnel, even though it may have been deleted from the assigned
employee’s MDT. Electronic messages are not a protected form of communication
and could be subject to a discovery motion in a criminal case, civil case, or internal
investigation.
C. Broadcast messages to all system users must have the prior approval of a supervisor or
concern an operational law enforcement matter that precludes prior approval.

IV.
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D. Personnel status notifications, e.g., in service and/or out of service, will not be
communicated by electronic messaging on Mobile Data Terminals since
acknowledgement of such transactions may not occur in a timely fashion.
MDT SECURITY
A. Physical Security

Cumberland Police Departments
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1. Officers will be responsible for the MDT’s physical security and for obtaining any
required maintenance through MIS.
2. Vehicles must be locked when not in operation or when not occupied by an
authorized user.
B. Authorized Users
1. Use of a department MDT by anyone other than an authorized user is prohibited.
Only the following are authorized to use the MDT’s:
a) Employees that have attended mobile data training and have a valid user
name.
b) Field training participants.
c) MIS personnel
C. Passwords and Changes
1. Access to the MDTS will be controlled through assigned logons. Officers will be
provided passwords by MIS. Officers will make every effort to keep their password
private. Officers will not give their passwords to any other person nor will they
leave the passwords in any discernible written form in or near their MDT.
D. Notification
1. Departmental personnel must immediately notify their supervisor if an MDT or
peripheral equipment is damaged, stolen, or it is believed unauthorized access was
attempted or gained. Department procedures for reporting damaged/stolen
equipment will be followed.
E. The temporary or permanent installation or usage of software, hardware, peripheral
devices, screen savers or the attachment of any object in or on an MDT or one of its
component parts is prohibited, without the prior approval of MIS.
MDT SYSTEM MODIFICATIONS
CALEA 41.3.7ab
A.

VI.

Hardware and software modifications or changes to the mounting system are
prohibited except when authorized by MIS. Only software tested and approved for
the MDTS can be installed on MDTs. Officers who wish to use other software must
submit the software to MIS for configuration testing and approval prior to
installation.

MDT MAINTENANCE
A. MIS is responsible for maintenance, support, and repair of the MDT software.
Requests for service should be routed through the Help Desk by sending an email to
“HELP”. MIS personnel will usually be available for most calls about serious mobile
data problems. If required, they will respond to the user and arrange for a service
time or replace the computer. Officers experiencing problems with hardware or
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software should first contact either that Fleet Manager or the Administrative Services
Lieutenant.
B. The Help Desk is an automated service that will let the officer advise MIS of problems
with any software or hardware issues. An email addressed to “HELP” will generate a
work order, which will be assigned to a member of MIS.
1. If the problem appears to be minor in nature, the problem may be addressed
with a phone call to a member of MIS during normal business hours.
2. Minor problems after normal business hours will be addressed as soon as a
member of MIS can be reached.
C.

VII.

Passwords
1. If a user has problems with or has forgotten their MILES password, contact the
department’s CJIS Coordinator.

MDT TRAINING
A. All training will be performed by Cumberland Police Department approved instructors.
DISPATCHING
A. The MDTs will be used in conjunction with radio communications and is not intended
to be a replacement for voice dispatching.
B. The MDTs may be used to reduce radio communications, enhance officer safety and
provide a means of transmitting information and messages.
1. Communications personnel will continue to dispatch calls for service over the
radio.
2. Off-duty officers may, but are not required to log onto the MDT with a status
of “off duty”.
3. Officers will log off the system prior to leaving their vehicles for extended
periods of time.

41.3: police vehicles
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TAKE HOME VEHICLE (THV) POLICY
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I.

THV POLICY
A. It shall be the policy of the Cumberland Police Department to assign a Take Home
Vehicle (THV) to eligible sworn officers for on-duty and off-duty use. Officers will
recognize the additional responsibility that accompanies the off-duty operation of a
police vehicle, including an expectation by citizens of assistance from the operator of
the vehicle.

II.

THV PROGRAM GOALS
A. The Take Home Vehicle program is intended to:
1. Raise community safety through increased police presence and visibility in the
City of Cumberland, to be accomplished by providing greater incentive for
police officers to live in the City as members of the community.
2. Improve officer retention and enhance the department’s recruiting posture by
offering this incentive, which has substantial value to participants.
3. Provide incentive to serve in Administrative and on call positions (i.e.
investigations and K-9) and to provide adequate equipment, transportation
and communications capability on a 24-hour basis.
4. Reduce maintenance costs for the department’s fleet and extend the life of
each vehicle.
5. Administration, Supervisors and officers will be more informed concerning
police activity as a result of monitoring radios and scanners when in their THV.
THV ELIGIBILITY REQUIREMENTS AND ALLOCATION
A. To become eligible for a Take Home Vehicle, an officer must meet the following
requirements:
1. The officer has successfully completed the required employment probationary
period.
2. The officer must be a resident of the City of Cumberland with the below
exception.
a. The officer is assigned full-time to a special unit that involves callouts
and/or county-wide jurisdiction and the officer resides outside the city,
but within Allegany County. An officer who lives outside the County and
is assigned to a special unit or is subject to callout may only take the
vehicle home when he/she is actually listed on call.
b. CPD Canine Officers transporting city-owned canines are permitted to
take their assigned police vehicle home if they reside within 25 miles of
the Cumberland Police station.
3. Vehicles will be allocated to the THV Program based on availability of vehicles
and the operational needs of the department. Departmental operational needs
take precedence over the THV Program. Eligibility lists will be established and
maintained to govern the order of assignment to eligible officers. The eligibility
list will be maintained by the Captain/Fleet Manager. Assignment of vehicles
will be made by seniority as follows except as assigned to fill the needs of
officers in special units:
Cumberland Police Departments
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a.
b.
c.
d.

Rank
Date of rank
Date of hire
Program Regulations:

B. The following regulations apply to all participating officers as well as those officers who
may be assigned vehicles temporarily under special circumstances by appropriate
command authority.
1. If an officer, who is a Cumberland resident, and not assigned to a special unit,
is assigned a Take Home Vehicle, that vehicle shall not be taken outside the
confines of Allegany County without the permission of the Chief of Police
C. While off-duty, officers are allowed to transport civilian passengers. The operating
officer will use a seat belt and ensure any passengers will use restraint devices. The
officer is responsible for the conduct of passengers.
D. Any vehicular accident involving a THV will be reported to the Department as well as to
the jurisdictional agency in which the accident occurred.
E. Any personal injury incurred by a department member or passenger while in a THV will
be reported to the Department using the appropriate reporting criteria.
F. City vehicles will not be operated after the ingestion of any amount of alcohol, nor by
any officer who has ingested any drug that impairs the ability to operate the vehicle.
G. No alcoholic beverages will be transported in a city vehicle except those beverages
seized as evidence or contraband.

I.

Officers who have current, approved secondary employment requests on file with the
department are not authorized to use the THV as part of that employment.

J.

While operating a THV, officers will have on their person, police credentials and badge.
In addition, an approved firearm, handcuffs, and portable radio will be available in the
vehicle.

K. Clothing and attire must be such that it projects a favorable image of the department
and does not create a safety hazard for the officer. No shorts, tank tops, sandals or
clothing with sexually suggestive wording or depictions or alcohol advertisements, etc.
will be worn.
L. An unattended THV will be kept locked at all times. The portable radio and all weapons
will be removed from the THV when it is unattended.
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H. The THV will not be used to frequent an alcoholic beverages store, bar, or similar
establishments. Officers will always be cognizant of the image displayed to members of
the public.
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M. A THV will be turned into the Fleet Manager when one of the following circumstances
applies to an officer participating in the program. The officer is on light duty, extended
sick leave, disability, administrative leave, suspension or is the subject of a criminal
investigation. If an officer is going on extended leave or vacation in which the vehicle
would be parked at the officer’s residence for longer than seven (7) days they must
report this to the Fleet Manager prior to the start of such leave. The Fleet Manager will
make a determination at that time on where the vehicle will be housed while that
officer is on leave.
N. No unauthorized person is permitted to operate a city vehicle except in a lifethreatening emergency.
O. Officers are prohibited from using their THV while engaged in political activities.
P. If an off-duty officer, while operating a THV and not involved in an enforcement activity,
is involved in a motor vehicle accident which results in property damage or personal
injury, and that officer is found to be negligent in his actions, the officer may be
responsible for paying the City’s fleet insurance deductible. The officer also may be
suspended or terminated from the THV program.
Q. When an officer’s THV is down for repairs or maintenance, the officer will use one of the
pool patrol vehicles during their shift. However, the pool vehicle will remain at
headquarters at the end of the officer’s shift.
THV OPERATING PROCEDURE
A. While using the THV off-duty, each officer will adhere to the Department’s policy
governing off-duty arrests.
B. While operating a THV within the city limits, officers will monitor the police radio and
advise dispatch when responding to a call.
C. While in the City, off-duty officers operating a THV will take appropriate action on
incidents or calls for service which come to their attention either on-view, through a
citizen, or radio monitored activity of a serious nature occurring within reasonable
proximity to their location. They are expected to assist as necessary at the direction of
the on-duty supervisor.
D. Minor incidents encountered in the City while operating a THV off-duty may be handled
and cleared by the off-duty officer. Dispatch must be notified. (Examples include alarms,
disabled vehicles, traffic complaints)
E. Officers with civilian passengers will not become involved in high-risk activities until the
passenger(s) have been discharged at a safe location. Dispatch will be advised of the
location where passengers are discharged so they may arrange transportation.
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F. Officers, off-duty, operating a THV in non-uniform clothing will only make traffic stops in
the city when inaction would result in substantial public danger and/or reflect
unfavorably upon the department. (Ex. Suspected DWI, Hit & Run and acts of negligent
or reckless driving in full view of the officer and the public).
G. A THV will not be used to carry excessively large or heavy loads or objects which
protrude from the trunk or windows, except in performance of official duties.
H. Officers will adhere to all Maryland motor vehicle traffic laws and parking regulations.
I.

V.

For deterrent reasons, when reasonable and safe, the THV shall be parked in plain view
of the public.

THV COMPENSATION
A. The off-duty use of a THV has sufficient value to preclude off-duty officers from being
compensated further for providing assistance in routine situations for short periods of
time (less than one hour).
B. When the on-duty supervisor requests the off-duty officer’s presence for longer than
one hour, the officer will qualify for compensation at the rate of time and one- half for
the actual time worked.

VI.

THV OFF-DUTY INVOLVEMENT (OUTSIDE THE CITY)
A. Officers shall know and understand the limits and scope of their authority and only take
enforcement action in those situations enumerated in the Annotated Code of Maryland.
B. Except in incidents immediately affecting public safety, officers will not make traffic
stops outside the City while off-duty.
THV MAINTENANCE AND AUTHORIZED EQUIPMENT
A. Officers are responsible for the maintenance of their assigned vehicle and will keep all
scheduled appointments for service, factory recalls, and repairs.
B. Officers must submit the vehicles mileage on a weekly basis to the CPD Fleet Manager.
C. City vehicles will be kept clean. Trash will be properly disposed of and not subject to
public view.
D. The use of all tobacco products in a city vehicle is prohibited.
E. Any addition or modification to vehicle equipment will require the advance approval of
the Fleet Maintenance supervisor.
Cumberland Police Departments
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F. No bumper sticker, decal, banner or placard of any type may be attached to a THV
without permission of the Fleet Manager.
SUSPENSION OR TERMINATION FROM THV PROGRAM
A. Any violation of the above policy will be considered by the Chief of Police as cause to
suspend or terminate the officer’s THV privilege.

41.3: police vehicles
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Cumberland Police Department
General Order: 41.4
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 41.4
41.4

PERSONAL EQUIPMENT AND APPAREL

PERSONAL EQUIPMENT
41.4.1 PERSONAL EQUIPMENT AND APPAREL
41.4.2 BODY ARMOR

POLICY
The Cumberland Police Department shall provide all employees with equipment to facilitate the
performance of their duties and to ensure operational readiness. Cumberland Police employees are to
share in the responsibility of maintaining professional looking and well-maintained apparel and equipment.
41.4.1 PERSONAL EQUIPMENT AND APPAREL
CALEA 41.3.4
I.

UNIFORM COMMITTEE
A. The Cumberland Police Department will maintain a uniform committee made up of:
1. One Lieutenant
2. One Sergeant
3. One Corporal
4. Two Patrolman First Class’

C. The Chief of Police will have final authority over any changes in all uniform and equipment.
D. The Chief of Police will have exclusive authority over deciding when to implement warm
weather and cold weather uniforms.
II.

GENERAL REGULATIONS
A. All officers will be dressed and equipped consistently to their assignment and this policy.
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B. The Uniform committee will be responsible for discussing and implementing any changes in
uniform throughout the Department.
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B. All officers’ attire, regardless of assignment, will always exhibit utmost professionalism
being clean, neat, ironed, and well maintained.
1. Officers assigned to covert operations may dress appropriate to their
assignment.
C. No officer will be allowed to wear any unapproved item of equipment, or uniform apparel
including pins and brass without approval of the Chief of Police.
D. Uniforms will always be worn complete.
E. No item of uniform will be allowed to be worn in part with any civilian or unauthorized
clothing.
F. All officers in uniform will display their badge on their outermost article of clothing.
CPD QUARTERMASTER DUTIES
A. The CPD Quartermaster will be responsible for the issuance of all uniform apparel and duty
gear.
1. Replacing worn or used attire and equipment:
a. Any requests for replacement CPD uniform attire due to wear can be done
via CPD form AD-38 Request for Equipment and forwarded to the CPD
Quartermaster.
b. Any requests for replacement CPD duty gear and personal equipment due
to normal wear can be done via CPD Form AD-38 Request for Equipment
and forwarded to the CPD Quartermaster.
c. In the event of an emergency need the requesting officer is to confer with
the Shift Supervisor (OC spray used during work, taser (CEW) cartridges,
weapons, badge, key card)
2. Replacing lost or damaged attire and equipment
a. If an item of any CPD issued personal equipment such as attire, brass, duty
gear is lost, stolen, or damaged beyond use the issued officer must:
1) Complete a CPD form 36 Damaged or Lost CPD Equipment and
forward it to the Chief of Police through their chain of command
2) Complete a CPD form AD-38 Request for Equipment and forward it
to the department Quartermaster.
b. In the event of an emergency need the requesting officer is to confer with
the Shift Supervisor (OC spray used during work, taser (CEW) cartridges,
weapons, badge, key card)
IV.

APPROVED UNIFORMS
A. DAYLIGHT PATROL UNIFORM
1. Standard uniform to be worn during patrol duties 0700 – 1900 daily.
a. Blue uniform shirt
1) Warm weather -short sleeve with open collar
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B. NIGHTTIME PATROL UNIFORM
1. Standard uniform to be worn during patrol duties 1900 - 0700 daily.
a. Black BDU uniform shirt with open collar
1) Warm weather -short sleeve BDU or long sleeves with military roll
2) Cold weather -long sleeve
b. Approved brass
1) Rank insignia on collar
c. Black BDU uniform pants
d. Black CPD baseball cap (optional)
e. Black boots
f. Black socks
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2) Cold weather- long sleeve with navy blue tie
b. Approved brass
1) Breast badge
2) Shooting badge
3) Name tag with rocker
4) Rank insignia on collar
5) Optional approved brass
a) CERT rocker
b)Hero award
c) DUI award
6) The Chief of Police may approve other uniform accessories at his
discretion
c. Dark blue uniform pants
d. Black footwear
e. Black socks
f. White tee shirt
g. Black gloves
h. Full duty belt with:
1) Duty handgun
2) Two spare magazines
3) Handcuffs (may wear one or two sets)
4) ASP baton
5) flashlight
6) Glove pouch
7) OC spray
8) Portable radio
9) Optional approved duty gear:
a) Taser (CEW)
b) Flashlight ring
c) Key holder
d) Cell phone holder
2. Inclement weather daylight patrol uniform
a. Department issued winter coat
b. Department issued raincoat
c. Department approved black boots
d. Department issued toboggan
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C. ADMINISTRATION UNIFORM
1. Standard administrators uniform to be worn by all officers holding the rank of
Lieutenant and above.
a. Administrative officers have the option of altering their attire consistent
with any assignment.
2. White uniform shirt
a. Warm weather - short sleeve with open collar
b. Cold weather - long sleeve with navy blue tie
c. Dark Blue uniform pants
d. Black uniform shoes
e. Black socks
f. White tee shirt
g. Standard belt with
1) Duty handgun (may use off duty holster)
3. Inclement weather dress uniform
a. Department issued winter coat
b. Black gloves
c. Department issued full length raincoat
d. Black boots
C. FORMAL DRESS UNIFORM
1. Formal uniform attire is to be worn at all special events as deemed by the Chief
of Police and include funerals, ceremonies, academy graduations, Mayor and
City Council meetings, and the like.
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g. Black gloves
h. Black tee shirt
i. Full duty belt with:
1) Duty handgun
2) Two spare magazines
3) Handcuffs (may wear one or two sets)
4) ASP baton
5) Flashlight
6) Glove pouch
7) OC spray
8) Portable radio
9) Optional approved duty gear
a) Drop-leg style tactical holster
b) Taser (CEW)
c) Flashlight ring
d) Key holder
e) Cell phone holder
2. Inclement weather nighttime patrol uniform
a. Department issued winter coat
b. Department issued raincoat
c. Department issued toboggan
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D. HONOR GUARD
1. It is imperative that the department’s honor guard be the utmost representation
of professionalism and respect for the Department; therefore, their uniform will
be held to a higher standard.
2. All honor guard attire and equipment is to be kept in pristine condition with all
attire being immaculate with military presses, cleaned and shined.
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2. Formal dress uniforms can also be worn to individual events at the discretion of
the officer such as promotional interviews, public meetings, and high profile
court hearings.
3. Formal dress uniform for the rank of Sergeant and below.
a. Long sleeve blue uniform shirt and tie
b. Waist length dress blouse
c. Approved brass to be worn on dress blouse
1) Breast badge
2) Shooting badge
3) Name tag with rocker
4) Rank insignia on epaulet
d. Dark blue uniform pants
e. Black uniform shoes
f. Black socks
g. White tee shirt
h. Standard belt with
1) Duty handgun (may use off duty holster)
i. Dress uniform hat
4. Inclement weather dress uniform
a. Department issued winter coat
b. Black gloves
c. Department issued raincoat
5. Formal dress uniform for the rank of Lieutenant and above
a. Long sleeve white uniform shirt and tie
b. Thigh length dress blouse
c. Approved brass to be worn on dress blouse
1) Breast badge
2) Shooting badge
3) Name tag with rocker
4) Rank insignia on epaulet
d. Dark blue uniform pants
e. Black uniform shoes
f. Black socks
g. White tee shirt
h. Standard belt with
1) Duty handgun (may use off duty holster)
i. Dress uniform hat
6. Inclement weather dress uniform
a. Department issued winter coat
b. Black gloves
c. Department issued full length raincoat
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3. The Honor guard uniform includes:
a. Long sleeve white uniform shirt and tie
b. Waist length dress blouse
c. Approved brass to be worn on dress blouse:
1) Breast badge
2) Shooting badge
3) Name tag with rocker
4) Rank insignia on epaulet
5) Dark blue uniform pants
d. Black uniform shoes
e. Black socks
f. White tee shirt
g. Honor guard belt with shoulder strap
h. Dress uniform hat
4. Members of the CPD Honor Guard, Bagpipe Corp, may wear the traditional bag
piping apparel consisting of kilt, sporran, and knee high socks.

F. BIKE PATROL
1. Bicycle officers are to be dressed and equipped consistent with the daylight patrol
uniform policy (daylight or night)
a. The exceptions are that bicycle officers may wear:
1) Blue department issued bicycle shirt
2) Navy Blue department issued shorts/pants
2. Special bicycle attire is to be worn only by officers assigned to bicycle patrol and
only while fulfilling such assignment.
3. Bicycle officers will always wear department issued bicycle helmet when operating
a bicycle.
4. Bicycle officers will always wear eye protection when operating a bicycle.
5. Bicycle officers will always wear the CPD daylight uniform of the day to all court
appearances regardless of assignment.
G. CANINE OFFICERS
1. The canine uniform is to be worn by all canine officers at any time when on duty
with their canine partner.
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E. MOTORCYCLE OFFICERS
1. Motorcycle officers are to be dressed and equipped consistent with the daylight
patrol uniform policy (daylight or night)
a. The exceptions are that motorcycle officers may wear:
1) Blue motorcycle uniform pants
2) Knee high black leather motorcycle boots.
2. Special motorcycle attire is to be worn only by officers assigned to motorcycle
patrol and only while fulfilling such assignment.
3. Motorcycle officers will always wear department issued Federal Department of
Transportation approved motorcycle helmet when operating a motorcycle.
4. Motorcycle officers will always wear eye protection when operating a motorcycle.
5. Motorcycle officers will always wear the CPD daylight uniform of the day to all
court appearances regardless of assignment.
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H. DETECTIVES
1. Personnel holding the rank of Detective or assigned to the to the Allegany County
Combined Criminal Investigation Unit will wear business attire consisting of:
a. Collared dress shirt
b. Full-length tie
c. Dress pants
d. Standard belt
e. Sports coat
f. Dress footwear
2. All criminal Investigators will be equipped at a minimal with:
a. Displayed badge
b. Duty handgun
c. Handcuffs
3. Alternative attire needed for special assignments such as covert operations may
be worn with permission of the C3I Supervisor or the CPD Criminal Investigation
Supervisor.
4. Detectives are to have their other issued equipment in an operational readiness
condition.
Cumberland Police Department

41.4: patrol – equipment and apparel

a. Canine officers reporting to duty without their canine partner will wear the
uniform consistent with their assignment.
2. Standard Canine Officer uniform consist of:
a. Green BDU uniform shirt with open collar
1) Warm weather – short sleeve BDU or long sleeves with military
roll
2) Cold weather –long sleeve with buttoned cuffs
b. Approved brass
1) Rank insignia on collar
c. Green BDU uniform pants
d. Black boots
e. Black socks
f. Full duty belt with:
1) Duty handgun
2) two spare magazines
3) Handcuffs (may wear one or two sets)
4) ASP baton
5) Flashlight
6) Glove pouch
7) OC spray
8) Portable radio
9) Optional approved duty gear:
a) Drop-leg style tactical holster
b) CEW (taser)
c) Flashlight ring
d) Key holder
e) Cell phone holder
3. Canine officers will always wear the CPD daylight uniform of the day to all court
appearances regardless of assignment.
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5. Detectives may wear a “throw over” type ballistic vest when participating in
hazardous assignments.
6. Detectives are to maintain patrol and formal uniforms in a ready condition.

TRAINING
1. CPD employees (sworn and civilian) attending training are still considered on-duty
and will present themselves in accordance with CPD policy concerning grooming
and apppearance.
a. Classroom training
1) Appropriate business attire will be worn to all training in a
classroom environment; unless it also accompanies practical
exercises.
2) Acceptable attire includes:
a) CPD issued polo shirt, dress pants, dress shoes
b) Shirt, tie, dress pants, dress shoes
b. Practical training
1) Appropriate attire during practical training such as firearms range,
defensive tactics, active assailant, etc. will be determined by the
lead instructor.

K. CIVILIAN and SWORN ALTERNATIVE DUTY EMPLOYEES ATTIRE
1. All civilian or sworn employees assigned to alternative duties such as light duty,
in-house suspension, etc. will be dressed in appropriate business attire.
a. Men’s shirts must have a collar, appropriate dress pants, dress shoes with
no inappropriate logos displayed.
b. Women will dress appropriate to a professional business environment.
41.4.2 BODY ARMOR
CALEA 41.3.5
I.

THE CUMBERLAND POLICE DEPARTMENT WILL PROVIDE BODY ARMOR TO ALL SWORN
EMPLOYEES.
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B. All Body armor will be custom fitted to individual officers by a person qualified to do so by
the manufacturer or sales company.
C. All body armor will be worn in adherence to the manufacturer’s guidelines.
D. All body armor will be cleaned in accordance to the manufacturer’s guidelines.
E. All body armor will be stored in accordance to the manufacturer’s guidelines.
F. No body armor, ballistic protection, bulletproof vests, will be altered in any manner.
G. The CPD Quartermaster will be responsible for maintaining records on body armor issued
to officers including dates of issue and warranty expiration.
H. No officer will be allowed to wear body armor that is out of date in accordance to the
manufacturer’s recommendations.
WEARING BODY ARMOR (CALEA 41.3.5, 41.3.6)
A. All officers working in any official capacity on any assignment with any degree of risk of
gunfire in which body armor would offer protection will wear their department issued body
armor.
B. All officers working uniform patrol duties will wear their department issued body armor
while on duty.
C. All officers working in any other assignment with any degree of risk of gunfire will wear
their department issued body armor.
D. All Cumberland Police Officers participating in any high risk operations having the risk of
gunfire in this or any other jurisdiction such as: raids, high risk search warrants, warrant
service, and the like, will wear their department issued body armor. (CALEA 41.3.6)
1. Any officer not having proper body armor protection will not be allowed to
participate in the operation. (CALEA 41.3.6)
E. All Cumberland Police officers will have their body armor in operational readiness condition
and available for wear if needed. (CALEA 17.5.3)
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Cumberland Police Department
General Order: 41.6
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 41.6

BIKE PATROL

41.6 BIKE PATROL
POLICY
The Cumberland Police Department is aware that bicycle patrols are an efficient tool that can be used to
support law enforcement operations. The department will use bicycle patrols to support patrol
activities and increase visibility and interaction among the community. The Cumberland Police Bike
Patrol will also be used to support bicycle tourism and to add police patrols our area recreational trails
such as the Cumberland and Ohio Canal Towpath and the Allegany Highlands Trail.
41.6 BIKE PATROL
I.

BIKE PATROL SUPERVISOR
A. The CPD Bike Patrol Supervisor will coordinate the operations of the CPD Bike Officers.
B. The CPD Bike Patrol Supervisor will be responsible for the equipment and maintenance
of all department bicycles and carriers.
C. The CPD Bike Patrol Supervisor will be responsible for coordinating training and retraining of bike officers.
D. The CPD Bike Patrol Supervisor will be responsible for coordinating all bike patrol
special events such as bicycle safety programs.
BIKE PATROL DEPLOYMENT
A. Bike patrols will be used to supplement normal patrol operations.
B. The Shift Supervisor has discretion on the use of bike patrols.
C. The Shift Supervisor may:
1. Deploy an officer to exclusive bike patrol
2. Deploy an officer to a combination bike and patrol vehicle patrol
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a. Bike Officers may deploy their bicycle at any time during their work shift
in the furtherance of police related tasks.
D. Bike patrols are to be used for:
1. Residential and business patrol
2. Recreational trail patrol
3. Park and playground patrol
4. Athletic event patrol
5. Special event patrol
6. Patrol of area with large accumulations of pedestrians
7. Parking garage patrol
8. Operation on terrain not suited for conventional patrol vehicles
9. To decrease response times to remote area
10. Special patrols
III.

BIKE PATROL OPERATION
A. Police bike patrol officers shall obey all appropriate state and local laws governing
bicycle operation.
B. Police bicycles are not to be operated in inclement weather at the discretion of the
operator.
C. Police bicycles are not to be operated during unfavorable road conditions (accumulation
of winter abrasive, construction sites) at the discretion of the operator.
D. Police bicycles are not to be operated on roadways at night without high visibility
clothing.
E. Any officer deploying a bicycle for patrol activities will request an accompanying “Bike
Patrol” incident report be opened.
F. Any officer operating a bicycle for patrol activities will make dispatch aware that they
are on bike patrol and the area.
G. Bicycles are never to be used to pursue vehicles.

I.

IV.

Firearms and less-than lethal weapons may not be fired from a bicycle while in motion.
Any officer drawing a firearm, electronic control device, or similar weapon must have
the bicycle stopped and both feet on the ground prior to drawing their weapon.
1. Being in the stopped position with both feet on the ground straddling the
bicycle frame is acceptable.

BIKE PATROL TRAINING
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H. Bicycles are never to be used to conduct traffic stops.
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A. Sworn personnel authorized to operate a police bicycle shall successfully complete a
department approved police cyclist training course.
V.

BIKE PATROL EQUIPMENT
A. Cumberland Police bicycles are to be equipped with:
1. Metal rear bag mount and bag
2. Audible bell
3. Headlight system
4. Rear Strobe light
B. No other equipping or modification of any CPD Police bicycle is allowed without
permission from the CPD Bike Patrol supervisor.

VI.

BIKE PATROL UNIFORM
A. Bicycle officers are to be dressed and equipped consistent with the daylight patrol
uniform policy (daylight or night)
B. The exceptions are that bicycle officers may wear:
1. Blue department issued bicycle shirt
2. Navy Blue department issued shorts/pants
C. Officers are to wear high visibility attire when operating on or along any roadways at
night.
D. Special bicycle attire is to be worn only by officers assigned to bicycle patrol and only
while fulfilling such assignment.
E. Bicycle officers will always wear department issued bicycle helmet when operating a
bicycle.
F. Bicycle officers will always wear eye protection when operating a bicycle.
G. Bicycle officers will always wear the CPD daylight uniform of the day to all court
appearances regardless of assignment.
BIKE MAINTENANCE
A. Bike officers will be responsible for ensuring that all bicycles and related equipment are
well maintained in a clean, professional manner.
B. Prior to each use bicycle officers must inspect their bicycle to ensure it is in safe and
operational condition inspecting:
1. Tire pressure
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2.
3.
4.
5.
6.
7.
8.

Drive chains
Cassettes
Derailers
Brakes
Frame
Lights
Bell

C. Properly trained CPD Bike Officers may conduct routine maintenance and minor repairs
on their bicycles.
D. If any significant defects are discovered the bike is to be taken out of service and a CPD
form AD-9 Request for Vehicle Repair be completed and forwarded to the CPD Bike
Patrol Supervisor.
E. The CPD Bike Patrol Supervisor will coordinate all repairs.
BIKE CRASHES
A. Police bicycle crashes shall be handled in the same manner as any other CPD
departmental vehicle crash.
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Cumberland Police Department
General Order: 41.9.3
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 41.9.3

FIRE EMERGENCIES

41.9.3 FIRE EMERGENCIES
POLICY
Fire emergencies are a great concern to public safety. Fire is one of the most hazardous threats to life
and property. Fire and arson is also used to murder, destroy, or hide evidence of crimes. It is the policy
of the Cumberland Police Department to work in conjunction with all fire and emergency medical
personnel in the best interest of public safety.
PATROL OFFICERS RESPONSE
A. Patrol officers are to monitor Cumberland Fire Department (CFD) emergency frequencies for
alerts.
1. When a patrol officer is near an address of any reported emergency and feels they
may be of assistance they are to respond and take appropriate action.
2. A police officer will not take any action outside the limits of their training.
B. Patrol officers are to make themselves familiar with fire hydrants and stand pipes in their
patrol areas.
1. Patrol officers responding to any emergency are to keep in mind the anticipated
response of fire department apparatus and their need to position fire trucks,
connect to hydrants, and lay hose. Police vehicles should be parked accordingly.
2. No vehicles, including police vehicles, are allowed to drive over a charged hose line.
3. If patrol officers observe other vehicles parked in a manner, which will deter
emergency fire and rescue efforts, they are to get the vehicle moved.
C. When a police officer arrives at a scene prior to the fire department they are to contact
dispatch and give a brief assessment of the emergency including:
1. Residential or commercial fire
2. Fire or smoke showing
3. People trapped / injured
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4.
5.
6.

Last known location of any people in the building
Hazardous materials on scene
Any other pertinent information

D. Patrol officers will assist with evacuations
1. Recognizing that police officers are not trained nor equipped to enter burning
buildings, if access can safely be obtained to alert the human occupants (not pets) of
any burning structure, it may be done.
2. Officers should be aware that air venting through open doors and windows can
enhance the spread of fire; if any such doors or windows are found they should be
closed if can be done safely.
3. Officers should then evacuate any adjacent structures, which may be in danger.
E. Officers will provide scene control.
1. Patrol officers are to eliminate the entrance of all unauthorized people into the burn
area.
2. Patrol officers are to prevent any unauthorized personnel from entering the burn
area to avoid becoming injured or trapped, thus escalating the situation.
3. Patrol officers are to prevent any person from interfering with fire personnel.
4. Patrol officers are to establish a fire scene perimeter as soon as practical,
eliminating unauthorized personnel from entering so they will not interfere with
firefighting efforts, risk being hurt by fire debris, or contaminate a possible crime
scene.

G. Officers will assist in the investigation.
1. Regardless whether the fire is a crime or not, as early in the incident as possible the
officer responsible for the call will:
a. Identify owner / occupants of the structure or vehicle.
b. Account for all occupants to assure no one is inside the burn area.
c. Photograph the fire scene early (to assist in origin and cause investigation)
d. Interview occupants / witnesses about the origin and cause of the fire.
2. All information obtained will be relayed to the Fire Supervisor and/or Fire Marshall.

II.

SUPERVISOR RESPONSE
A. If a fire or emergency is serious in nature, a police supervisor will respond to the scene.
Examples include:
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F. Patrol officers will provide traffic control.
1. Personnel are to anticipate the placement of fire apparatus and hoses and re-direct
traffic accordingly.

2

1.
2.
3.
4.

Working fire
Bombing
Fire at a government building, including school
Building collapse

B. Upon arrival, the Police Supervisor will meet with the Fire Supervisor at the established
command post and coordinate efforts in the interest of a unified command.
C. If the fire suppression operation appears to be long term, the Police Supervisor will:
1. Consider police relief units
2. Consider fire police response
3. Consider street department response
4. Consider other resources
D. Provide assistance to fire occupants.
1. Although it is usually the responsibility of the fire department, the police supervisor
should insure that the displaced occupants are supported and the Red Cross or
other assistance contacted.
2. Obtain contact information from the displaced occupants so they can be recontacted, if necessary.
E. Make appropriate notifications.
1. The origin and cause investigation is the responsibility of the Fire Marshal.
a. The Police Supervisor should confer with the Fire Supervisor to insure that a
City Fire Marshal has been requested to respond to the scene.
b. If no City Fire Marshal is available, the Police Supervisor should confer with
the Fire Supervisor to insure that a State Fire Marshal has been requested to
respond to the scene.
c. If the fire is a fatal or potentially fatal fire, the Police Supervisor is to contact
C3I per protocol.
FIRE INVESTIGATION
A. If a fire investigator determines that the fire is suspicious or potentially incendiary,
the matter is to be treated as a criminal investigation.
B. The Cumberland City Fire Marshal does not have powers of arrest, but may file
applications for statement of charges. It is CPD‘ s policy that if requested, the
appropriate CPD officer will be assigned to assist with any criminal fire investigation,
as requested by the City Fire Marshal or a Fire Department supervisor.
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1. The State Fire Marshal will have the discretion to assist the Cumberland Fire
Marshal and take over an investigation, which will likely occur on most
major cases.
2. If the State Fire Marshal does not take over investigation, it will be the
Cumberland Police Department’s obligation to assist the Cumberland Fire
Marshal, which may be the case in minor incidents.
3. The CPD Shift Supervisor will be responsible for assuring a criminal
investigation is being conducted when appropriate.
C. At the request of the Fire Marshal (city or state) all evidence collected at a fire scene
may be turned over to a CPD officer for placement into CPD evidence control.
a. It will be the responsibility of the receiving police officer to assure all
evidence control forms are completed.
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D. All members of the Cumberland Police Department are allowed to share police reports
and controlled police information with the Fire Marshal in conjunction with any criminal
fire investigation.
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General Order: 41.0

Review Date: RESCINDED
Approved: Charles H. Hinnant, Chief of Police
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41.10 ARRESTEE DNA COLLECTION
POLICY
The Cumberland Police Department, in keeping with the laws of Maryland, will collect DNA samples
from individuals who are charged with a “Crime of Violence.” Certain procedures need to be established
to maintain compliance with the laws and collection procedures. Each officer, or other individual
retrieving samples, will review a training video issued by the Department of State Police to become
certified in the collection of samples.

I.

QUALIFYING ARRESTEE OFFENSES
A. DNA samples must be collected from individuals charged with:
1. Any “Crime of Violence” listed below, or an attempt to commit any of the below
listed crimes.
a. Abduction
b. Arson in the 1st degree
c. Kidnapping
d. Manslaughter (except voluntary manslaughter)
e. Maiming
f. 1st degree assault
g. Murder
h. Rape
i. Robbery
j. Carjacking
k. Armed carjacking
l. 1st degree sexual offense
m. 2nd degree sexual offense
n. Use of handgun in commission of a felony or other crime of violence
o. 1st degree child abuse
p. 2nd degree child abuse
q. Sexual abuse of a child under 13 pursuant to CL 3-602
r. Continuing course of conduct w/child pursuant to CL 3-315
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s. Any of the Burglary Offenses listed below, or attempts to commit any of
the crimes listed below.
1) 1st degree burglary
2) 2nd degree burglary
3) 3rd degree burglary
II.

ARREST PROCEDURES
A. Officers making arrest of individuals shall not collect DNA samples as required until the
person has been officially charged, meaning the charging document has been completed
and signed by the arresting officer.
B. Upon arrest and detention, in the following order, the officer will:
1. Complete and sign the charging document.
2. Provide the arrestee with the charges.
3. Complete the booking process, i.e., fingerprints, photographs, etc.
4. Collect DNA samples.
5. Transport arrestee to Commissioner.
SAMPLE COLLECTIONS
A. Samples collected and submitted are not evidentiary in nature; therefore, no chain of
custody is required.
B. The Department of Public Safety and Correctional Services Information Technology and
Communications Division have created an automatic notification process to advise
booking officers using Livescan whether DNA collection is required.
C. Once the qualifying charge is entered into Livescan officers should then check for an
email response on one of the computers in the Supervisor’s Office.
1. Each computer in the Supervisor’s Office will have a shortcut on the desktop
that will take the officer to https://webmail.dpscs.state.md.us/exchange
D. The official response will come back in an email format from the Department of Public
Safety and Correctional Services (https://webmail.dpscs.state.md.us/exchange)
indicating:
1. DNA sample Collection required.
2. Convicted Offender DNA sample on file, do not Recollect.
3. Not a qualifying crime, do not collect DNA sample.
4. DNA Database not accessible: DNA sample collection required.
E. Sample collections will be made utilizing the approved Collection Kit supplied by the
Maryland State Police.
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F. If the officer is using Livescan to book the arrestee, the officer will not use the DNA
Database card found in the kit, but will use the DNA Database card provided and
retrieved from the email account.
G. Samples will be collected following the instructions provided in the Collection Kit, using
either the Livescan Option or Manual Option.
H. Should Livescan be inoperable for any reason, samples will be collected if the arrestee is
charged with a qualifying crime.

IV.

I.

This also applies to the collection of DNA if the charging document is a Summons.
1. If Summons is served at the Cumberland Police Department, all guidelines
pertaining to the regular collection of the DNA are in effect.
2. If the Summons is served at the charged person’s residence or on the street, for
officer safety, do not collect the DNA sample. Instead, officer(s) will apply for a
Court Order to have the arrestee comply, if it is determined that a pre-existing
sample does not exist in the State DNA Database.

J.

Once the collection kit is sealed, immediately place the sealed shipping envelope in the
US mail. No postage is necessary.

USE OF FORCE IN COLLECTING
A. Under Maryland Law, COMAR 29.05.01.04 officers are authorized to use reasonable
force in obtaining samples as required.
B. Arrestee’s who are combative will forgo the collection process.
C. Officers who are unable to retrieve a DNA sample as required will apply for a court
order to have the arrestee comply, if it is determined that a pre-existing sample does
not exist in the State DNA Database.
HIT RESPONSES
A. Officers who receive notification indicating that the sample submitted matches a sample
from a suspected crime should contact the Criminal Investigation Division as soon as
possible.
1. Receiving the notification is not sufficient to arrest. Further investigation should
be conducted as search and seizure laws then become applicable.
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Cumberland Police Department
General Order: 41.11
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

RIDE-A-LONGS

CPD POLICY 41.11
41.11 RIDE A-LONGS

POLICY
The Cumberland Police Department will work to educate and mentor potential criminal justice
professionals by offering real life experiences by accompanying a police officer at work. This will allow
the civilian to see firsthand the environment law enforcement officers work in and learn about some of
the policies and procedures that officers must adhere. All persons wishing to gain such an experience
must by genuinely be interested in a career in a criminal justice related field. All civilian ride-a-longs will
be allowed to observe police actions and never participate in police activities. All those making
application must be of outstanding moral and ethical character and not disruptive to the routine
operation of the police department.
I.

CONSIDERATION FOR THE CPD RIDE-ALONG PROGRAM WILL BE GIVEN TO:

A. All applicants must be over the age of 18 (may be waived by the Chief of Police)
B. Criminal Justice students enrolled in studies
C. Police applicants
D. Community leaders
E. Law Enforcement personnel and family members

APPLICATION PROCESS

A. Those wishing to conduct a civilian ride-a-long with any component of the department must
solicit the Captain in person or via e-mail with a request to ride-a-long submitting your full
name, date of birth, and address.
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1. If any CPD employees receive a request for ride-a-long they are to obtain the
appropriate information and forwarded the request to the Captain via e-mail for
disposition.
B. The Captain will:
1. Conduct a background check
2. Confirm current employment, interests, or enrollment in a school justice relate program
3. The Captain or his designee may interview the applicant at his discretion
4. If approved, the Captain or his designee will have the ride-a-long sign a CPD form S-4
Ride-a-long Waiver of Liability.
III. PROCEDURE
A. If approved, the Captain will contact the Shift Supervisors and make notification that the person
has been approved for ride-a-longs.
B. Unless the ride-along is for a school or college internship program, there will be the following
time constraints.
1. The ride-along will be for no more than two (2) eight (8) hour periods each week.
2. The ride-along will be for no more than one (1) month per fiscal quarter.
C. If, at any time during the ride-along, any officer finding justifiable cause to end the ride, the duty
supervisor will be notified and the ride-along will be terminated. Just cause will be forwarded to
the Captain by e-mail.

41.11: ride-a-longs

D. The following provisions will also be followed:
1. Typically, Juveniles will not be permitted to ride
a. Only the Chief of Police has the authority to grant permission for responsible
juveniles to participate in the program with parental permission.
2. No more than one rider per shift will be approved
3. Riders will be instructed prior to riding that their activities will be strictly limited to
observation
4. The Chief of Police shall maintain a file of ride along requests and waivers
5. In the event a pursuit ensues while a civilian is riding, the officer shall take the following
actions.
a. If at all possible, the pursuit will be turned over to another unit.
b. If the pursuit cannot be turned over to another unit, the civilian rider will be left at
the most readily available safe location and the officer will ensure that a noninvolved unit is notified of the location for pickup of the rider as soon as practical.

Cumberland Police Department
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Cumberland Police Department
General Order: 41.12 (GO 15.02)
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY # 41.12

NALOXONE ADMINISTRATION

41.12 NALOXONE ADMINISTRATION
POLICY
In the interests of public safety and saving lives, Cumberland Police Officers, who have received the
appropriate training, will have access to the drug Naloxone (Narcan) and will be authorized to
administer it in accordance with the State of Maryland’s Overdose Response Program. (MD HealthGeneral 13-3101 - 13-3109)
I.

SUPERVISION

A. The Chief of Police will assign an Overdose Response Program Supervisor
B. The Overdose Response Program Supervisor will:
1. Maintain a log of Naloxone distributed to officers
2. Maintain adequate drug supplies
3. Ensure drug supplies are within expiration dates
4. Ensure proper documentation is completed
5. Maintain statistical information concerning Naloxone use

A. The training entity for Naloxone Administration for the Cumberland Police Department will be
the Allegany County Health Department.
B. Only Officers who have received training and hold a valid Naloxone Training Certificate will be
authorized to carry or administer Naloxone.
1. Each Naloxone Training Certificate will be valid for 2 years after date of training.
2. Each Naloxone Training Certificate can be renewed for an additional two years upon the
completion of a Naloxone refresher training course.
C. The CPD Training Coordinator will be responsible for coordinating all Naloxone training.
Cumberland Police Department
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III.

DRUG

A. The CPD Overdose Response Program Supervisor will be responsible for maintaining a supply of
Naloxone, including replacements.
B. Only the Overdose Response Program Supervisor will be allowed to obtain the drug or refill
prescriptions for CPD personnel.
C. Officers will only be allowed to possess one Naloxone kit.
D. Upon an officer’s Naloxone Training Certificate expiring they are to turn in all Naloxone to the
Overdose Response Program Supervisor.
E. Carrying the drug
1. Each Naloxone kit will be carried by the officer either on his/her person or in a duty bag.
2. Naloxone can be damaged by temperature extremes (heat or cold).
3. Naloxone kits shall not be stored in a vehicle for extended periods – particularly during
periods of extreme heat or cold.
4. Each officer will be responsible for inspecting their issued Naloxone kit to ensure it is
within any expiration dates.
5. Each officer will be responsible for inspecting their issued Naloxone kit to ensure it is in
operational readiness condition (i.e. checking it for leaks, or breaks after a street
altercation)
F. Replacements
1. When a dosage of Naloxone is found to be damaged, Officers are to turn in the remains
of their damaged container to the Overdose Response Program Supervisor and request
a replacement.
2. When a dosage of Naloxone is used on a patient, Officers are to turn in the remains of
their container to the Overdose Response Program Supervisor and request a
replacement.
IV.

ADMINISTRATION

C. The CPD Officer is to then conduct a medical assessment of the patient in accordance with their
training.
D. Indicators of opiate overdose include, but are not limited to:
1. Interviews with witnesses
Cumberland Police Department
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B. The CPD Officer is to then don any available personal protective equipment such as latex gloves,
mask, and eye protection they deem appropriate.

naloxone administration

A. When a CPD Officer encounters a person who they suspect to be a victim of an opioid overdose,
they are to ensure that CFD has been requested to respond.
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2.
3.
4.
5.
6.
7.
8.
9.
10.

Physical evidence of drug use at the scene (paraphernalia)
Body is limp
Fingernails or lips have a blue or purple appearance (cyanosis)
Patient is vomiting or making gurgling noises
Breathing is shallow, slow, or has stopped
Heart rate is very slow or has stopped (cardiac arrest)
Unusual sleepiness or drowsiness
Mental Confusion, slurred speech, intoxicated behavior
Pinpoint pupils

E. After assessment, if appropriate, the officer is to administer Naloxone in accordance with their
training.
1. Dosage - Administer 2mg intranasal, one 1mg spray per nostril
2. CPD officers are to only administer one 2mg dose of intranasal Naloxone per patient.
F. After any administration of Naloxone, officers are to continue to monitor the patient for
additional medical problems.
G. Upon arrival of CFD, Officers are to advise them that they have administered intranasal
Naloxone.
H. Upon arrival of CFD, Officers are to relinquish patient care to them.
I.

V.

Officers are to be aware that after the administration of Naloxone patients may have a dramatic
change in consciousness and may be disoriented or become aggressive.
REPORTING

A. Any officer administering Naloxone will make notification to the Shift Supervisor as soon as
practical.
B. Within two hours of the administration of intranasal Naloxone, the administering officer will
contact Maryland Poison Control by calling 800-222-1222 and provide them with the required
information.

41.12

D. The administering officer will document the incident including:
1. Patient signs and symptoms, or other information, which led them to suspect an opioid
overdose
2. The number of dosages administered
3. The effect it had on the patient
4. That patient care was transferred
5. The CFD EMAIS number
6. That notification was done to Poison Control

naloxone administration

C. Any Naloxone administration will be documented in the appropriate incident report by the
administering officer.
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E. Upon completion of the incident report (no less than 24 hours) it will be reviewed by the Shift
Supervisor who will make notification to the Overdose Response Program Supervisor via e-mail
providing them with the involved incident report numbers.
F. The Overdose Response Program Supervisor will then be responsible for making notification to
the Allegany County Health Department.

VI.

OFF DUTY USE

A. Officers are authorized to administer Naloxone in accordance to this policy whether on or off
duty.

A. Refer to CPD Policy 41.2.7 VI. Emergency Evaluations for procedure
B. Each overdose case must be investigated and information gathered for the purpose of
filing an emergency evaluation.
C. Drug abuse, drug dependence or addiction is a mental health disorder:
1. Investigating officers are to consider factors outside the immediate scene.
2. Consider whether the investigating officer has knowledge that the person has a
history of drug use or near death drug overdoses in the past.
3. Consider statements of bystandards and family members related to the
subject’s disorders.
4. Consider that other mental health disorders may co-occur with drug abuse and
drug dependency/addiction.
D. When encountering an overdose patient, the investigating officer is to complete an
emergency evaluation in accordance to Health-General 10-622 based on the officer’s
investigation articulating that the person who has overdosed:
1. has a mental disorder (i.e. drug abuse); and
2. presents a danger to the life or safety of the individual (himself/herself) or
others (i.e. near death, behavior)
E. If the overdose appears to be intentional and related to a suicide attempt, an
emergency petition is to be completed.
F. If Naloxone was administered, consider that the effects of Naloxone may wear off in 3090 minutes causing the person to relapse, possibly causing incapacitation or death,
depending on the amount of substances in the patient’s body.
VIII. EMERGENCY EVALUATION LIABILITY CONSIDERATIONS

41.12

A. Courts and Judicial 5-624(b) states “any petitioner who, in good faith and with
reasonable grounds, submits or completes a petition under Title 10-Subtitle 6 Part IV of
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VII. PETITION FOR EMERGENCY EVALUATION
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naloxone administration

the Health-General Article is not civilly or criminally liable for submitting or completing a
petition.”
B. Courts and Judicial 5-624(c) states “Any peace officer who, in good faith and with
reasonable grounds, acts as a custodian of an emergency evaluee is not civilly or
criminally liable for acting as a custodian.”

Cumberland Police Department
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General Order: 41.13
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY

CLANDESTINE LABS

41.13 CLANDESTINE LABS
POLICY
Clandestine labs used to manufacture illicit substances can be challenging for law enforcement.
Clandestine labs may by stationary or mobile and may exist anywhere. Officers are to always be vigilant
when entering structures, camps, vehicles, looking for signs that a lab may exist. Clandestine labs are
operated by novices without the proper knowledge of chemistry and safety, which significantly places
the community and first responders at risk. Officers must balance public and personal safety while
gathering appropriate evidence for arrest and prosecution.
RECOGNITION OF LABS
A. Labs can be a variety of sizes from vary small as in the size of a soft drink container to a
large complex lab inside of a building.

clandestine labs

B. Labs can be mobile such as in a backpack, vehicle, or stationary such as a building or
tent.
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II.

CLANDESTINE LAB SAFETY
A. Clandestine labs are volatile and may pose short and long-term risks such as:
1. Fire/explosion
2. Chemical burns
3. Chemical exposure
4. Toxic fumes
5. Environmental hazards
B. In order to reduce exposure at the scene of a clandestine lab officers are to:
1. Leave the area unless duties require their presence
2. Do not eat or drink
3. Do not touch face, eyes, mouth or any other orifice
4. Do not smell items or containers
5. Do not touch instruments, containers, or substances
6. Do not turn appliances or electricity on or off
7. Treat people found in the scene as contaminated
a. If the person is found in the scene and becomes a prisoner or otherwise
transported, refer to the CFD Supervisor for decontamination
instructions.

A. Initial Officer Responsibilities when encountering a clandestine lab:
1. Notify the Shift Supervisor
2. Request CFD respond to the scene
3. Request appropriate assistance for scene containment
4. Take steps to limit exposure
5. Take steps to preserve evidence
6. Take steps to apprehend suspects
7. Set up a perimeter, stop foot and vehicle traffic and evacuate 100 feet
away from the suspected lab
Cumberland Police Department

clandestine labs

CLANDESTINE LAB RESPONSE
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a. The size of the evacuation area may be increased or decreased
after consultation the responding specialists
8. People found inside the scene may be contaminated may have to be
quarantined at the scene pending consultation with the responding
specialists
a. Do not let those believed to be contaminated leave the scene
until after consultation with the responding specialists.
9. Complete all appropriate incident reports
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C. Clandestine Lab Certified officer and/or Team responsibilities
1. Clandestine Lab Certified officer and/or Members of the clandestine lab
team offer expert advice on how to manage the scene of a clandestine
lab
2. Clandestine Lab Certified officer and/or Members of the clandestine lab
team will be responsible for:

clandestine labs

B. Shift Supervisor responsibilities
1. A CPD Supervisor must respond to the scene of all suspected
clandestine labs.
2. The CPD Supervisor will meet with the supervisors of the other
responding agencies and establish an organized incident command.
3. The CPD Supervisor will re-evaluate the scene and Initiate a log of all
suspects, victims and personnel entering and leaving the scene and
consult with a Clandestine Lab Certified officer who will determine
resources needed and if necessary:
a. Ensure that CFD is responding
b. Assign more personnel for scene containment as necessary
c. Request C3IN respond to the scene
d. Request the Allegany County Hazardous Materials Team
respond to the scene
e. Although clandestine labs are primarily used for illegal drug
manufacturing, it is possible that a clandestine lab may be used
to manufacture other illegal substances such as: fireworks,
bombs, alcohol, radiation, etc. consult with the appropriate
investigating body in these cases
4. The CPD Supervisor will meet with the other responding specialist and
re-evaluate the evacuation area.
a. Consider Nixel alerts
b. Consider press releases
5. The CPD Supervisor will ensure that proper investigation is being
conducted, taking into consideration search and seizure issues.
6. The CPD Supervisor will contact each CPD personnel leaving the scene
and evaluate them for contamination or medical issues.
7. The CPD Supervisor will be responsible for ensuring all those involved
under their command complete the proper incident reports.
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a. Initial scene analysis and Management of the lab, all chemicals,
equipment, etc.
b. Processing of the crime scene and the collection of all evidence.
c. Photographing the scene
d. disposal of all waste including hazardous waste not needed for
evidence
e. packaging of all evidence
f. documentation of evidence including crime lab examination
requests
D. C3I Narcotics responsibilities (or other investigating agency)
1. C3IN will be responsible for all criminal investigation involving
clandestine labs used to manufacture illegal drugs
2. A C3IN Supervisor will assign a C3IN Detective to be the primary
investigator
3. The assigned C3IN Detective is to be included in every aspect of the case
4. Prior to the Clandestine Lab team and leaving the scene, they are to
consult with the C3IN Detective to ensure they are satisfied with
evidence collection
5. The C3IN Detective assigned will be responsible for filing charges in any
clandestine lab investigation.
a. Other investigation and charging arrangements are acceptable
per agreement of the C3IN and CPD Supervisors.
E. Cumberland Fire Department responsibilities
1. Consultation
2. Fire suppression
3. Fire standby
4. Medical support
F. Allegany County Haz-Mat Team responsibilities
1. Consultation
2. Hazardous waste removal
3. Decontamination
CLANDESTINE LAB EVIDENCE

B. Under normal conditions, clandestine team members will document evidence and take
small samplings, which are safe and not volatile; these samplings can be treated as nonhazardous evidence.
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A. The Clandestine Lab Certified officer and/or Clandestine lab team will be responsible for
evidence collection.
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D. Any items seized because of their hazard but are not needed for evidence will be
documented and turned over to the Allegany County Haz-Mat team for disposal.
E. Under no circumstances are hazardous materials in a quantity that would place the
health and welfare of any employees in danger allowed in the public safety building.
F. If whether a substance is to be brought into CPD and logged into evidence is questioned
consult with the CPD Property Officer.
G. Any hazardous material collected at any scene must be disposed of in a manner, which
is safe to the environment, and in accordance to all applicable laws
CLEARING A CLANDESTINE LAB SCENE

clandestine labs

A. A Clandestine lab scene can only be released after no hazards exists in consensus of all
specialist involved.
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Cumberland Police Department
General Order: 42.1
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 42.1

CRIMINAL INVESTIGATION ADMINISTRATION

42.1 CRIMINAL INVESTIGATION ADMINISTRATION
42.1.1 ON-CALL DETECTIVE SCHEDULE
42.1.2 CASE SCREENING SYSTEM
42.1.3 CASE FILE MANAGEMENT
42.1.4 ACCOUNTABILITY & FOLLOW-UP INVESTIGATIONS
42.1.5 HABITUAL SERIOUS OFFENDERS
POLICY
It will be the Policy of the Cumberland Police Department to adequately investigate crimes and pursue
perpetrators 24 hours a day. Officers of the Cumberland Police Department will utilize all available
resources to manage and conduct investigations. The Cumberland Police Department will also
cooperate with the Allegany County Combined Criminal and Narcotics Units who are recognized as the
primary investigation division for Allegany County including the City of Cumberland.
42.1 CRIMINAL INVESTIGATION ADMINISTRATION
42.1.1 ON-CALL DETECTIVE SCHEDULE
CALEA 42.1.1
NOTIFICATION OF ALLEGANY COUNTY COMBINED CRIMINAL INVESTIGATION UNIT (C3I)
A. The Allegany County Combined Criminal Investigation Unit (C3I) maintains a 24-hour oncall C3I Supervisor schedule.
B. The Allegany County Combined Criminal Investigation Unit maintains a 24-hour on-call
Investigator schedule.
C. If an incident occurs, which will require immediate action by a Criminal Investigator such
as a major crime, death, or child abuse with the child in danger, the CPD Shift
Supervisor shall contact the on-call C3I supervisor via dispatch.
D. If an incident occurs that does not require immediate action by a Criminal Investigator;
however, the Shift Supervisor would like the case referred to C3I for investigative
follow-up. The Shift Supervisor will generate an email to the C3I SUPERVISOR group
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and the CPD CRIMINAL SUPERVISOR including the case number and the nature of their
request.
E. In the event the on-call C3I Supervisor cannot be contacted, the CPD Shift Supervisor
may call out CPD Criminal Investigators directly.
F. The Shift Supervisor must document all requests for C3I assistance on the appropriate
incident report
II.

NOTIFICATION OF ALLEGANY COUNTY COMBINED NARCOTICS INVESTIGATION UNIT (C3I)
A. The Allegany County Combined Narcotics Investigation Unit (C3I) maintains a 24 hours
on-call C3I Supervisor schedule.
B. If an incident occurs, which will require immediate action by a Narcotics investigator
such as a major drug case that needs further investigation, or imperative drug
information, the CPD Shift Supervisor will contact the on call C3I Narcotics Detective via
contact information in the CPD RMS system.
C. If an incident occurs that does not require immediate action by a Narcotics Investigator;
however, the initial officer would like the case referred to C3I Narcotics for investigative
follow-up. The Shift Supervisor will generate an email to the “C3I NARCOTICS” group
and the CPD Criminal Supervisor including the case number and the nature of their
request.
D. In the event the on-call C3I Narcotics Supervisor cannot be contacted, the CPD Shift
Supervisor may call out CPD Narcotics Investigators directly.
E. The Shift Supervisor must document all requests for C3I assistance on the appropriate
incident report.

I.

RECEIVING COMPLAINTS
A. All incidents reported to the Cumberland Police Department will receive a complete and
thorough preliminary investigation by a CPD patrol officer. (CALEA 43.1.1a, 43.1.1b))
B. The patrol officer responding or otherwise assigned to the preliminary investigation if
applicable will: (CALEA 42.1.4, 42.2.1)
1. Ensure the safety of all parties involved
2. Interview all parties involved
3. Preserve the crime scene
4. Obtain suspect information
Cumberland Police Department
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42.1.2 CASE SCREENING SYSTEM
CALEA 42.1.2
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5.
6.
7.
8.
9.
10.

Broadcast suspect description
Make arrests based on probable cause
Record all pertinent information
Request appropriate assistance
Confer with a CPD Supervisor
Compile all information concerning the incident from other sources (i.e.
dispatch, other officers, fire department personnel.)
11. Complete appropriate reports
C. All preliminary investigations regardless of nature will be entered into the CPD RMS
system with appropriate information and narratives.
II.

ASSESSING CASES
CALEA 42.1.2
A. After obtaining preliminary investigative information, the investigating officer is to
confer as soon as practical with the Shift Supervisor relaying him the details of the case.
1. Conference may be done immediately or via written report depending on the
seriousness of the case.

C. After Assessment the Shift Supervisor will have discretion to:
1. Close the case
2. Suspend the case
3. Keep the case open and assign it for investigation
D. If the Shift Supervisor determines the case will remain open, they will be responsible for
ensuring the appropriate follow-ups are completed.

III.

CASE STATUS DESIGNATIONS
CALEA 42.1.3 a, b
Cumberland Police Department
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B. The Shift Supervisor is to assess the case taking into consideration:
1. Seriousness
2. Solvability
3. Victim competence
4. Suspect identified or otherwise described
5. Witnesses
6. Amount of loss
7. Amount of injury
8. Availability of physical evidence
9. Pattern crimes
10. Public impact and perceptions
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A. OPEN
1. If after assessment the CPD Supervisor determines that further investigation
is to be done the case is to be designated as OPEN.
2. If a charging document has been issued but not served, the case is to remain
OPEN until served.
B. CLOSED
1. If after assessment the CPD Supervisor determines that the reported
incident was satisfactorily resolved and no further action is needed the case
is to be designated as CLOSED.
C. SUSPENDED
1. If after assessment, the CPD Supervisor determines that a crime occurred
and all leads have been exhausted and there is no further action or
investigation that can be done the case is to be designated as SUSPENDED.
2. A SUSPENDED designation has the understanding that the case will be reopened in the event more information becomes available.

42.1: criminal investigation administration

D. ARREST
1. If an arrest was made in the case, the case is to be closed with an ARREST
designation.
2. If an arrest is made by another jurisdiction closing a CPD case the case is to
be designated ARREST.
3. If more than one defendant exists and at least one has been arrested the
case should be closed by arrest even though further arrests are pending.
4. Case status flowchart:
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IV.

INVESTIGATION REFERRALS
A. After assessing the case, the Shift Supervisor has the option of assigning the case for
further investigation.
1. Discretion on case referrals is that of the Shift Supervisor only, not the
investigating officer.
2. Referrals for follow-up investigation must be done Shift Supervisor to unit
Supervisor either in person, via phone, or e-mail.
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B. INVESTIGATION REFERRAL OPTIONS
1. PATROL
a. The Shift Supervisor may assign investigations to any patrol officer.
2. C3I CRIMINAL UNIT (CALEA 42.1.4)
a. The C3I Unit will serve as the department’s primary criminal
investigative unit.
b. Cases can be referred to C3I for follow-up investigation; however, it is
the discretion of the C3I Supervisors on whether to accept responsibility
for the case.
c. Shift Supervisor must contact the on-call C3I Criminal Supervisor and
consult with them in the event of:
1) All Death investigations
2) All serious assaults with the potential of death
3) All serious physical child abuse cases
4) Sexual child abuse cases
5) Kidnapping
6) Non-custodial child abductions
7) Commercial robberies
8) Street robberies involving substantial injuries or serious injury
9) First degree rape & sex offense investigations
10) Thefts involving a loss of $10,000 or more with the exception of
vehicle thefts
11) Industrial accidents
12) All police officer use of deadly force
13) Threats against a public official
14) Hostage/barricade situations
15) Missing persons with foul play suspected
16) Significant pattern crimes
17) Any complex crime requiring substantial follow-up investigation
at the discretion of the Shift Supervisor.
3. C3I NARCOTICS UNIT (CALEA 42.1.4)
a. The C3I Narcotics Unit will serve as the department’s primary narcotic
investigation unit.
b. Cases can be referred to C3IN for follow-up investigation; however, it is
the discretion of the C3IN Supervisors on whether to accept
responsibility for the case.
c. Shift Supervisor must contact the on-call C3I Narcotics Supervisor and
consult with them in the event of:
1) Major drug seizure cases
2) Anytime information is received about imperative or significant
drug activity.
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a) Information that is not emergent or ongoing may be
sent via e-mail to the C3I Narcotics mail group.
4. SCHOOL RESOURCE OFFICER (CALEA 42.1.4)
a. Any incidents occurring on any school property, significantly affecting
school activities, during school transportation (including walking), may
be referred to the School Resource Officers for follow-up.
b. Investigation of any such incidents of an emergent nature should not be
delayed in the event a school resource officer is not on duty. In such an
instance the Shift Supervisor is to ensure the investigation be assigned
to the appropriate on-duty patrol officer.
c. The Shift Supervisor may request assistance from an SRO over the
regular CPD radio system during school hours or E-Mail after hours.
5. FIRE MARSHAL (CALEA 42.1.4)
a. The Shift Supervisor is to insure the City Fire Marshal is notified in the
case of:
1) Major structure fires
2) Any suspicious fires
3) Any explosion scenes
4) Any suspected explosive devices
5) Any business overcrowding
6) Any known bomb cases
a) Such notifications are normally done via Fire
Department command.
b. The Cumberland City Fire Marshal does not have powers of arrest, but
may file applications for statement of charges. It is CPD‘ s policy that if
requested, the appropriate CPD officer will be assigned to assist with
any criminal fire investigation, as requested by the City Fire Marshal or
a Fire Department supervisor.
1) The State Fire Marshal will have the discretion to assist the
Cumberland Fire Marshal and take over an investigation, which
will likely occur on most major cases.
2) If the State Fire Marshal resumes responsibility for the
investigation, no assistance will be required of CPD unless
requested.
3) If the State Fire Marshal does not take over investigation, it will
be the Cumberland Police Department’s obligation to assist the
Cumberland Fire Marshal, which may be the case in minor
incidents.
4) The Shift Supervisor will be responsible for assuring a criminal
investigation is being conducted.
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42.1.3 CASE FILE MANAGEMENT
CALEA 42.1.3
I.

REPORT MANAGEMENT SYSTEM
A. The Cumberland Police Department’s primary case file management system will be the
computerized countywide Police Report Management System (RMS).
B. All employees, sworn and civilian, are required to keep all computerized case files up to
date with:
1. Preliminary investigation narratives
2. Follow-up investigation narratives
3. Name file entries
4. Property entries
5. Photographs
6. And any other documentation pertinent to the case
C. All case files are to be kept as complete and current as possible so that a check of any
computerized file at any time will reveal all information necessary to take action in the
event the primary investigating officer is off duty.

II.

CENTRAL RECORDS DIVISION
A. The Cumberland Police Department will maintain a Central Records Division responsible
for case file storage and maintenance.
B. The CPD Records Clerk will be the primary custodian of all Cumberland Police Records
and will be assigned to the Central Records Division.
C. The Central Records Division will be responsible for maintaining paper back-up files of
pertinent Cumberland Police activity in addition to the computerized RMS.
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D. Security (CALEA 42.1.3d)
1. The Countywide Police Report Management System is to be used for official
police use only.
2. No employee will be allowed to use information obtained from the Report
Management System for anything other than official use.
3. The Countywide Police Report Management System is a secure intranet, only
accessible by approved designated computer terminals with a secure
password.
4. No employee having access to the Countywide Police Report Management
System will give his or her secure password to any other person.
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D. Security (CALEA 42.1.3d)
1. The CPD Central records Division is to remain secure at all times
2. Only the CPD Records Clerk and the Captain will have access to the CPD
records room
3. The CPD Records Clerk will be responsible for the flow of all records in and out
of the Central Records Division.
E. Officer record request
1. Any officer needing files from Central Records for investigation or court
purposes may check out documents by contacting the Central Records Clerk.
2. The Central Records Clerk will maintain a log of files going in and out of the
Central Records Division.
F. Public file request
1. Upon receiving CPD form AD – 15 Request for Incident Report the CPD Records
clerk will gather the requested information and forward it to the Office of the
Captain who may approve or deny the request.
2. If the request is denied the CPD form AD – 15 Request for Incident Report will
be forwarded to the Chief of Police for review.
3. If the Chief of Police upholds the ruling, the Office of the Chief of Police will
send a letter to the applicant advising them that the request for information
was denied.

CASE FILES
CALEA 42.1.3c
A. Patrol
1. All documents concerning all CPD investigations will be forwarded to the Central
Records Division via in-house mail who will be responsible for maintaining the
primary case file.
2. Once received by Central Records the CPD Records Clerk will electronically attach
images of the documents to the CPD RMS for easy access by investigating officers.
3. Each individual officer will be allowed to maintain a personal case file during active
investigations; however, at the conclusion of the investigation all documents,
including personal notes and work products must be forwarded to Central Records.
B. C3I Criminal and Narcotics Units
1. The C3I Criminal and Narcotic Units maintain its own central records department.
2. Upon the satisfactory closure of a C3I case having the original jurisdiction of the
Cumberland Police Department a duplicate copy of the case file will be made and
forwarded to the CPD Central Records Division.
Cumberland Police Department
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III.
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IV.
PURGING CASE FILES
CALEA 42.1.3e
A. All electronic and paper case files will be purged in accordance to the CPD records
retention schedule as defined in section 82.1.2 of this manual.
B. Expungements
1. The Cumberland Police Department will comply with Maryland law concerning
the expungement of records.
2. The CPD Central records Clerk will be responsible for ensuring compliance
with expungement orders.
3. Rule 4-510. Compliance with court order for expungement

C. Expungement Process
1. Upon receiving a Court order for expungement, the CPD Records Clerk is to:
a. Search all CPD computerized case file narratives and remove only
the expunged person’s name from any text replacing it with the text
“EXPUNGED” and the CPD file number.
b. Search all CPD computerized name files and remove the expunged
persons computerized association with any incident reports.
c. Remove all paper records concerning the expunged person to a
secure expungement file.
d. Contact both the C3I Narcotics and C3I Criminal units and advise
them of the expungement order.
e. No information collected as a result of an expungement order is to
destroyed; however, secured in a secure expungement file.
D. Use Of Expunged Information
1. No employee will open or review an expunged record or disclose to another
person any information from that record. (MD Annotated Code CP 10-108)
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“Upon receipt of an order for expungement that is not stayed or notice that a
stay has been lifted, each custodian of records subject to the order shall
forthwith remove the records from public inspection. As soon as practicable
but in no event later than 60 days after the entry of a court order for
expungement, or if the order for expungement is stayed, 30 days after the stay
is lifted, every custodian of police records and court records subject to the
order shall comply with the order, file an executed Certificate of Compliance,
and serve a copy of the certificate on the applicant or petitioner. (MD Rule
Title 4-510)”
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2. Any sworn officer having knowledge of an expunged case that may be of use
in a criminal investigation and desires access may request that the State’s
Attorney file a petition with the court showing:
a. The expunged record is needed by a law enforcement unit for a
pending investigation. and
b. The investigation will be jeopardized or life or property will be
endangered without immediate access to the expunged record.
(MD Annotated Code CP 10-108)

42.1.4 CRIMINAL INVESTIGATIONS
CALEA 42.1.4
ACCOUNTABILITY
A. Supervisor Accountability
1. All CPD Supervisors will share the responsibility of ensuring that appropriate quality
follow-up investigations are being done.
2. The CPD Shift Supervisor on-duty at the time the complaint is received will be listed
as the responsible supervisor on the RMS.
a. This CPD supervisor will have primary responsibility for supervision of the
case.
3. Supervision of the case may be transferred:
a. Upon agreement between two supervisors
b. Upon referral to the C3I Unit
c. By order of a superior officer
B. Officer Accountability
1. Each incident will be assigned to a responsible officer at the time of dispatch.
a. Allegany County Joint Communications Center will assign officers in
accordance to pre-determined schedules provided by the Shift Supervisor.
b. Allegany County Joint Communication Center may assign cases to other
officers upon special request
2. The assigned officer as it appears on the face sheet of the RMS will be responsible
for the investigation of the case.
3. Any CPD Supervisor has discretion to transfer the responsibility of conducting
follow-up investigations to another officer including School Resource Officers.
a. The reassignment of a case must be indicated on the face sheet officer
entry.
4. Upon the case being re-assigned to the C3I Unit, the C3I Supervisor will be
responsible for assigning a detective and updating the assigned officer entry
appropriately.
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II.

INVESTIGATIONS
A. Patrol Officer Responsibilities
1. Every Cumberland Police Officer will share the responsibility for the
investigation of cases.
2. All cases designated as OPEN will be actively investigated by at least the
assigned officer.
3. If the assigned officer is off-duty or not available and imperative information
is developed concerning a case, police action should not be delayed.
4. The assigned officer will be responsible for conducting appropriate follow-up
investigation with a goal of closing the case.
5. If assistance is needed by another police component, squad, or the like, the
officer will make the request for assistance through the Shift Supervisor.
6. All of the officers contributing to the case investigation will be responsible for
timely documentation of all police actions in the RMS.
7. The assigned officer will periodically confer with the assigned supervisor
about the status of the case.
8. The assigned officer will be responsible for submitting timely supplement
investigations at the request of any CPD Supervisor.

C. C3I Unit Referrals
1. All follow-up investigation will be done in accordance to the C3I Units rules of
investigation and accountability.

42.1.5 TOP PRIORITY OFFENDERS
CALEA 42.1.5
I.

PURPOSE
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B. Patrol Supervisor Responsibilities
1. Patrol supervisors will be responsible for ensuring that all cases under their
supervision are being appropriately investigated.
2. Patrol Supervisors will be responsible for coordinating any resources needed
to investigate a case.
3. Patrol Supervisors will periodically review all open cases under their
supervision and re-assess them with consideration to change the status to
suspended or closed.
4. Patrol Supervisors may order subordinates to complete supplemental reports
as appropriate and assign deadlines.
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A. The Cumberland Police Department’s Top Priority Offender program will work in
conjunction with the Governor’s Office of Crime Control and Prevention’s Safe Streets
program (CSSC). The Cumberland Police Department is aware that a small population of
the community is responsible for the most crime. The purpose of the top priority
offender list is to identify who those people are and to make them easily identifiable so
that patrol officer, detectives, prosecutors, and other criminal justice professionals are
aware of their pattern of bad behavior and will be vigilant when dealing with them.

II.

LIST DEVELOPMENT (CALEA 42.1.5b)
A. The Cumberland Safe Streets Coordinator will be responsible for maintaining a Top
Priority offender list.
B. The Top Priority Offender List will be developed by nominations being submitted from:
1. CPD Squad 1A
2. CPD Squad 1B
3. CPD Squad 2A
4. CPD Squad 2B
5. Allegany County Sheriff’s Office
6. MD Parole and Probation and Community Supervision

D. The Cumberland Safe Streets Coalition Operations Board will meet monthly, review the
list and accompanying scores, and develop a final list of top priority offenders.
E. After identification, these offenders will be flagged in the countywide RMS database to
make them easily recognizable by everyone using the system, which includes all law
enforcement officers, civilian law enforcement employees and State’s Attorneys. (CALEA
42.1.5c)

III.
STATE’S ATTORNEY TRACKING
CALEA 42.1.5c
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C. The CSSC Coordinator will then give the nominated individuals numerical scores based
on:
1. Crime convictions
2. Crimes of violence
3. Drug arrests
4. Active arrest warrants
5. Pre-trail release
6. Probation status
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F. As part of the Cumberland Safe Streets program, the Deputy Allegany County State’s
Attorney Investigator is responsible for tracking these individuals through the entire
criminal justice system to ensure proper attention is placed on their prosecution.

Cumberland Police Department
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CPD POLICY 42.1.6

CRIMINAL INTELLIGENCE

42.1.6 CRIMINAL INTELLIGENCE
POLICY
It is the policy of the Cumberland Police Department to gather information where there is reasonable
suspicion that individuals or organizations may be involved in criminal activity. All information gathered
as a function of criminal intelligence will be done with due respect of the rights of those involved and
will be disseminated only to authorized individuals.
I.

FUNCTION

B. Some activities, which may generate criminal intelligence, which is a threat to the
community, include but are not limited to:
1. Organized crime
2. Terrorism (CALEA 46.3.2)
3. Gangs
4. Railroad gangs
5. Theft/burglary rings
6. Extremist Groups
7. Narcotics Trafficking
8. Major crimes
9. Extortion
10. Smuggling
11. Gypsies
12. Human trafficking

II.

INTELLIGENCE FUNCTION ADMINISTRATION
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A. Every Cumberland Police Department employee is to share in the responsibility of
gathering criminal intelligence. Every employee is to remain vigilant to any information
regarding dangers to the community on a local, state, federal, and worldwide level.
(CALEA 46.3.1)
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A. The intelligence and crime analysis functions of the Cumberland Police Department will
be the responsibility of the CPD Criminal Supervisor.
B. The CPD Criminal Supervisor will be responsible for:
1. Directing the flow of information and intelligence through the agency
2. Overseeing the collection of information
3. Ensuring appropriate investigations are done
4. Dissemination of information throughout the department (CALEA 46.3.3)
5. Liaisoning with other agencies, intelligence units and fusion centers (CALEA
46.3.1)
6. Quality control of information
7. Maintenance of intelligence files
C. The primary repository for all criminal intelligence will be the countywide computerized
RMS system.
1. The countywide RMS is a secure intranet accessible by secure password only.
D. The CPD Criminal Supervisor may designate other repositories for criminal intelligence
as needed.
E. No employee is allowed to create or retain a personal intelligence file without
authorization of the CPD Criminal Supervisor.

INTELLIGENCE FUNCTION OPERATIONS
A. The entire CPD RMS system is to be considered an intelligence tool. When entering
information on cases officers are to be as complete and thorough as possible. Any
information collected may be important to future investigations and the safety of the
community.
B. Officers are to constantly strive to update information so it can be used in to support
police functions.
C. In addition to the required RMS fields such as the name files and narratives, officers are
to update the other available fields as appropriate including:
1. Gang affiliation
2. Aliases
3. Scars marks
4. Associates
5. Vehicles
6. Comments
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D. In addition to these fields, the CPD RMS has a specific “Intell Tips” field which is
associated with the name file.

INTELL TIPS ENTRY
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IV.
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INTELLIGENCE RECORD MAINTENANCE
A. Any CPD employee becoming aware of any information recorded in any RMS entry,
intelligence files, or similar that they have proved to be false or have question as to its
reliability will be required to update the file noting the discrepancy.
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B. The CPD Criminal Supervisor will be responsible for at least annually to review all files
both computerized and otherwise.
C. The CPD Criminal Supervisor will be responsible for purging any entries or files that are
deemed inappropriate, out of date, or not within policy.

VI.

INTELLIGENCE TRAINING
A. The CPD Training Lieutenant will ensure periodic training on the collection and use of
intelligence is done.

ANNUAL REVIEW OF INTELLIGENCE PROCEDURES
A. The Chief of Police will conduct an annual review of the intelligence process including
collection, dissemination, and training to ensure compliance with all applicable laws.

42.1.6: criminal intelligence

VII.
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CPD POLICY 42.2

CRIMINAL INVESTIGATION OPERATIONS

42.2 CRIMINAL INVESTIGATION OPERATIONS
42.2.1 PRELIMINARY INVESTIGATIONS
42.2.2 FOLLOW-UP INVESTIGATIONS
42.2.3 INVESTIGATIVE CHECKLISTS
42.2.4 PATROL SHIFT BRIEFING
42.2.5 INVESTIGATIVE TASK FORCE
42.2.6 POLYGRAPH EXAMINATIONS
42.2.7 INFORMANTS
POLICY
It will be the policy of the Cumberland Police Department to conduct an investigation into all crimes or
conditions which may impact negatively on our citizen’s quality of life. Each situation brought to the
attention of every officer will be investigated using all available resources until the perpetrators are
arrested or the condition corrected.
42.2.1 PRELIMINARY INVESTIGATIONS
CALEA 42.2.1
RECEIVING COMPLAINTS
A. All incidents reported to the Cumberland Police Department will receive a complete and
thorough preliminary investigation by a CPD patrol officer.
B. The patrol officer responding or otherwise assigned to the preliminary investigation if
applicable will: (CALEA 42.1.4, 42.2.1)
1. Ensure the safety of all parties involved
2.
Interview all parties involved
3. Preserve the crime scene
4. Obtain suspect information
5. Broadcast suspect description
6. Make arrests based on probable cause
7. Record all pertinent information
8. Request appropriate assistance
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9. Confer with a CPD Supervisor
10. Compile all information concerning the incident from other sources (i.e.
dispatch, other officers, fire department personnel.)
11. Complete appropriate reports
C. After obtaining preliminary investigative information, the investigating officer is to
confer as soon as practical with the Shift Supervisor relaying him the details of the case.
1. Conference may be done immediately or via written report depending on the
seriousness of the case.

42.2.2 FOLLOW-UP INVESTIGATIONS
CALEA 42.2.2
CONDUCTING INVESTIGATIONS
A. If the Shift Supervisor determines the case will remain open, they will be responsible for
assigning the investigation to a CPD Patrol Officer or referring it to the appropriate
component to ensure the appropriate follow-ups are completed.
B. Regardless of who is assigned the investigation the assigned officer will consider using
the following methods of follow-up investigation as appropriate:
1. Reassess all reports and information obtained during the preliminary
investigation. (CALEA 42.2.2a)
2. Check on the status of any collected evidence to ensure any scientific analysis
is being done. (CALEA 42.2.2a)
3. Conduct research into the names and addresses associated with the case
using the RMS and any additional public safety records. (CALEA 42.2.2a)
4. Contact the victim. (CALEA 42.2.2b)
5. Conduct or re-conduct any interviews with any of the parties associated with
the matter. (CALEA 42.2.2b)
6. Conduct interviews with anyone believed may have information on the matter
under investigation. (CALEA 42.2.2b)
7. Attempt to develop further information on the case using any legal means.
(CALEA 42.2.2c)
8. Consider doing a press release soliciting information. (CALEA 42.2.2c)
9. Consider disseminating requests for assistance to other police agencies and
police intelligence groups. (CALEA 42.2.2c)
10. Consider conducting searches for physical evidence. (CALEA 42.2.2d)
11. Consider electronic hardware searches (i.e. computers, cell phones)
12. Consider technical evidence (i.e. body wire, controlled phone call)
13. Identify suspects. (CALEA 42.2.2e)
14. Determine suspect’s involvement in other crimes. (CALEA 42.2.2f)
Cumberland Police Department
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15. Checking criminal histories of the parties involves as appropriate. (CALEA
42.2.2g)
16. Interview all suspects.
17. Preparing charging documents
18. Arrest as appropriate
19. Subpoenaing all witnesses for court(CALEA 42.2.2h)
20. Preparing the case for court(CALEA 42.2.2h)
21. Updating the victim as to the status of the case

FOLLOW-UP INVESTIGATION ACCOUNTABILITY
A. Patrol Officer Responsibilities
1. The CPD patrol officer assigned to any open case will be responsible for the
timely investigation and thoroughness of that investigation.
2. The CPD patrol officer assigned to any case will be responsible for keeping all
reports including the CPD RMS documentation up to date.
B. Patrol Shift Supervisor Responsibilities
1. The CPD Shift Supervisor is responsible for ensuring that all investigations
assigned to personnel under his command are done thoroughly and timely.
2. The CPD Shift Supervisor is to regularly consult with personnel under his
command and discuss the status of all open cases
3. The CPD Shift Supervisor may assign deadlines for work to be accomplished on
any open cases under his command.
4. The CPD Shift Supervisor is to constantly review all open cases under their
command for investigative quality
5. The CPD Shift Supervisor has the discretion of changing the case status from
open to arrest, closed, or suspended if all investigative leads are exhausted.
C. Detective Responsibilities
1. The C3I Detective assigned to any open case will be responsible for the timely
investigation and thoroughness of that investigation.
2. Upon completion of any assigned investigation, the C3I Unit Detective will
complete a report in the RMS as well as compile a case file with any
supplement information and forward it to the C3I Unit Supervisor for review
with a recommendation that the investigation be: closed, closed by arrest, or
suspended.
D. C3I Supervisor Responsibilities
1. Upon receiving the case file from a detective the C3I Unit Supervisor will
review the file and will have the option of:
a. Agreeing with the Detective’s recommendation
Cumberland Police Department

42.2: criminal investigation operations

II.

3

b. Referring the case back to the Detective for further investigation.
2. The C3I Unit Supervisor is responsible for ensuring that all investigations
assigned to personnel under his command are done thoroughly and timely.
3. The C3I Unit Supervisor is to regularly consult with personnel under his
command and discuss the status of all open cases.
4. The C3I Unit Supervisor may assign deadlines for work to be accomplished on
any open cases under their command.
B. CPD Criminal Supervisor Responsibility
1. The CPD Criminal Supervisor has ultimate responsibility for the quality of all
investigations being conducted by the Cumberland Police Department
regardless of assignment.

42.2.3 INVESTIGATIVE CHECKLISTS
CALEA 42.2.3
I.

INVESTIGATIVE AIDS
A. Within the Cumberland Police Department Report Management System is an
investigative aids section adjacent to the narrative entries in each report. This
investigative aids window lists reminders or criteria of what is to be considered on
particular types of investigations. These prompts or aids window is to serve as an
investigative checklist for investigations.

42.2.4 INVESTIGATORS AT ROLL CALLS
CALEA 42.2.3
DETECTIVES ASSIGNED TO C3I CRIMINAL AND C3I NARCOTICS INVESTIGATION UNITS
WILL ATTEND DAILY PATROL SHIFT ROLL CALLS WHENEVER POSSIBLE.

42.2.5 INVESTIGATIVE TASK FORCES
CALEA 42.2.5
I.

POLICY
A. An investigative task force may be organize or may involved Cumberland Police
Department sworn and civilian employees at the discretion of the Chief of Police to
target a particular criminal activity, suspect, or group of suspects.

II.

EMERGENCY OR SHORT TERM TASK FORCES
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A. The Chief of Police has the authority to create special investigation groups or task forces
to investigate any law enforcement issue in his jurisdiction that comes to his attention.
1. The Chief of Police, by written order, will specify the purpose of the task force
and the command structure. (CALEA 42.2.5a,b)
2. The Chief of Police will have discretion as to which agencies to involve in the
task force.
3. The Chief of Police will have discretion as to which personnel to assign to any
such task force.
4. The Chief of Police will continually evaluate the task force for need,
effectiveness, and re-classification as a long-term task force. (CALEA 42.2.5c)
III.

LONG-TERM TASK FORCES
A. The Chief of Police has the authority to create or participate in any multi-agency
investigation group or task force involving his or any other jurisdiction.
B. The Chief of Police will be responsible for ensuring that written agreements or
memorandums of understandings exist concerning any long-term commitments to a
task force. (CALEA 42.2.5b)

D. The Chief of Police will continually evaluate the task force for need, and effectiveness.
(CALEA 42.2.5c)

42.2.6 POLYGRAPH EXAMINATIONS DURING CRIMINAL INVESTIGATIONS
CALEA 42.2.6
I.

GENERAL
A. Polygraph examinations may be used as a tool in conjunction with other investigative
techniques to develop information, which may be used in criminal investigations.
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C. The Chief of Police will be responsible for ensuring that any agreements clearly define:
1. The purpose of the task force(CALEA 42.2.5a)
2. Responsibilities of participants(CALEA 42.2.5b)
3. Law enforcement authority of participants
4. Jurisdiction limitations
5. Contributions of equipment and resources
6. Command structure
7. Accountability
8. Financial obligations
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B. The Cumberland Police Department will utilize only Maryland State Police approved
polygraph examiners and equipment.

II.

POLYGRAPH USE
A. Cumberland Police officers will not ask any victim of a sexual assault to submit to a
polygraph examination. (42 U.S.C. 3796gg-8(a))
B. The refusal of a victim to submit to a polygraph examination will not prevent the
investigation, charging, or prosecution of an alleged sexual offense. (42 U.S.C. 3796gg8(a))
C. No one under the age of 12 will be asked to submit to a polygraph examination
D. People between the age of 12 and 18 will require written consent from a parent or
guardian prior to taking a polygraph examination
E. Females more than 3 months pregnant will not be submitted to a polygraph
examination
F. People who are mentally ill, physically injured, under the influence of drugs, or suffering
withdraw will be submitted to a polygraph examination at the discretion of the
polygraph examiner.
G. Victims (regardless of crime) will not be submitted to a polygraph examination without
consultation with the State’s Attorney and authorization from the Maryland State Police
Polygraph Division commander.

III.

I.

No Cumberland Police Officer will ask a sworn police officer from this or any other
jurisdiction to submit to a polygraph examination without authorization from the Chief
of Police.

J.

The MSP Polygraph examiner will have ultimate discretion on whether a person may be
submitted to a polygraph examination and the contents of any questioning.

REQUESTING A POLYGRAPH EXAMINATION
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H. Defendants who have already been charged with a crime will not be submitted to a
polygraph examination about that crime without permission from the State’s Attorney
and authorization from the Maryland State Police Polygraph Division commander.
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A. Any Cumberland Police Officer wishing to utilize a polygraph examination during a
criminal investigation may do so by conferring with their Shift Supervisor.
B. Prior to requesting an polygraph examination the investigating officer is to:
1. Thoroughly complete all accompanying police reports concerning the matter under
investigation.
2. Request a Criminal history completed on the subject of the examination and
forwarded to the polygraph examiner.
3. Conduct wanted checks on subjects of the examination.
C. After evaluation, if the Shift Supervisor agrees with using a polygraph examination. The
Shift Supervisor shall make a request via e-mail to the C3I Unit’s MSP Polygraph
Examiner including the incident report number, identity of the suspect and suspect
contact information.
D. The investigating officer’s presence at a polygraph examination is not required;
however, preferred, if arrangements can be made through coordination with the
investigating officer’s supervisor.

IV.

POLYGRAPH APPOINTMENTS
A. It is the investigating officer’s responsibility to coordinate the appointment with the
person taking the polygraph examination.
B. The investigating officer is to confirm attendance with the suspect and the polygraph
examiner.
C. If at any time the person indicates they will not be able to make a scheduled
appointment the polygraph examiner is to be notified immediately.
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42.2.7 INFORMANTS
CALEA 42.2.7
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42.2.8 IDENTITY THEFT
POLICY
Identity theft is a fast growing economic crime in the United States, which is damaging to not only
victim, but also the economy of the country. Identity theft presents several challenges such as
jurisdiction issues and obtaining document evidence; however, law enforcement agencies have an

ethical and professional obligation to assist identity crime victims and bring criminals to justice.

It is the Policy of the Cumberland Police Department to adhere to the Identity Theft and Assumption
Deterrence Act of 1998 and the Fair and Accurate Credit Transactions Act of 2003 by properly
documenting and investigating such cases.
42.2.8 IDENTITY THEFT
CALEA 42.2.8
IDENTITY THEFT REPORT (CALEA 42.2.8a)
A. The jurisdiction where the victim resides will be primarily responsible for taking an
initial identity theft report from the victim regardless where the transactions occurred.
B. The Cumberland Police Department will take a report of an identity theft from all
persons who reside within City of Cumberland regardless of where the theft transaction
occurred.
C. If the victim lives outside the City of Cumberland but the unlawful transaction is
confirmed to have taken place in the City of Cumberland the Cumberland Police
Department will take an identity theft report.
1. In such cases, the victim will also be advised to file an identity theft report in
the jurisdiction in which they reside as well.
D. Officers taking a preliminary identity theft report will obtain all information necessary to
continue an investigation such as:
1. Victims identifiers
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2.
3.
4.
5.

6.
7.
8.
9.

Which of the victims identifiers were compromised
How crime was discovered
Nature of crime
Detailed information on the accounts involved
a. Financial institution
b. Account numbers
c. Contact information
d. Transaction locations
Whether anyone had permission to use their information
Inquire whether the victim has a suspect
Inquire whether they have been a victim previously
Collect and document any evidence

E. All officers involved in such an investigation will complete the appropriate reports in the
CPD RMS.
INSTRUCTIONS TO VICTIM
A. Attempt to confirm that there is an identity theft with a documented loss. (experience
shows that someone just calling about an account may be a zealous credit company
trying to make a collection on a relatives or similar account)
B. Refer the victim to the Federal Trade Commission website for victim assistance.
http://www.ftc.gov (CALEA 42.2.8c)
C.

If a known bank or similar institution is involved, advise the victim to contact that
financial institution, report the fraud, and close the accounts.

D.

Advise the victim to contact the three major credit bureaus and place a fraud alert on
their accounts.

E.

Advise the victim to obtain a credit report and conduct a review of the report, making
note of any fraudulent accounts. (Federal law requires the credit companies to provide
a free credit report if a fraud is suspected.)

F.

Advise the victim to contact each of the fraudulent account holders, report the fraud,
and request to close the accounts. (The victim should keep a log of the names and
identity of the contacts.)

G.

The victim must report the fraud to the individual companies and request the account
be closed; a police officer will not be allowed to do it on their behalf.
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III.

H.

The victim must also give permission for the companies holding the fraudulent account
to release all information and documents needed for investigation to the police.

I.

The victim should also tell the account holders that even though the account is closed
that they should continue to record any attempts to use or access that account.

J.

Instruct the victim to retain all mailings and e-mails received concerning the accounts.

K.

It the victim collects any documents on their own advise them to turn them over to the
police.

OBTAINING AN IDENTITY THEFT REPORT
A. All victims will be provided with the CPD incident report number upon making the
report. (CALEA 42.2.8c)
1. All victims will be provided with the investigating officers contact information.
B. In accordance with federal law, all victims’ will be provided with a copy of the police
report. (CALEA 42.2.8c)
1. Victims are to request a copy of the report by completing a CPD form AD-15
Request for Incident report.
2. The report request will be processed through normal means. (no open
investigations will be released)
3. Officers are to remain vigilant for possible false reports. An indicator may be
a victim asking for a report number but failing to provide further information,
which may indicate a scam.

IDENTITY THEFT FOLLOW-UP INVESTIGATION
A. Upon any officer taking an identity theft report they are to confer with the Shift
Supervisor.
B. The Shift supervisor will evaluate the report for referral to the C3I Unit.
C. The officer assigned to the subsequent investigation will:
1. Contact the victim
2. Examine any credit reports
3. Contact the financial institutions involved and obtain any documents and
information concerning the initial account application, and purchases made,
and shipping addresses.
4. If accounts were opened via computer attempt to obtain IP addresses or
phone numbers.
Cumberland Police Department
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5. Review all names, phone numbers, and addresses related to the account with
the victim.
6. Attempt to obtain any video surveillance at points of sale
7. Consider assistance from the Federal trade commission Clearinghouse
8. Use any lawful means to identify suspects
9. Conduct and searches as appropriate
10. Obtain arrest warrants based on probable cause as appropriate
11. Complete all associated police reports
12. Contact all involved or potentially involved local, state, and federal law
enforcement agencies across jurisdictions that may be involved in the
investigation and discuss the case, share information, and avoid duplication.
(CALEA 42.2.8d)
IDENTITY THEFT EDUCATION (CALEA 42.2.8e)
A. The Cumberland Police Department will maintain public information on identity theft
consumer protection and or refer people to the Federal Trade Commission web site upon
request.
B. Taking Charge: What to Do if Your Identity is Stolen

42.2.8: identity theft

V.
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General Order: 42.2.11

Review Date:

January 20, 2016

Approved: Charles H. Hinnant, Chief of Police

EYEWITNESS IDENTIFICATION

CPD POLICY 42.2.11

42.2 CRIMINAL INVESTIGATION OPERATIONS
42.2.11 LINE-UPS
42.2.12 ONE-ON-ONE IDENTIFICATIONS (SHOW-UPS)
POLICY
It is the policy of the Cumberland Police Department to facilitate fair and impartial eyewitness
identifications of persons involved in crime. The following procedures are to be followed in
order to maximize reliability of identifications and eliminate accusations of innocent persons.

42..2.11: eyewitness identification

42.2.11 EYEWITNESS IDENTIFICATIONS
CALEA 42.2.11
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LIVE LINE-UPS
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II.
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VOICE LINE-UPS
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III.
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General Order: 42.2.13
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 42.2.13

DOMESTIC VIOLENCE INVESTIGATION

42.2.13 DOMESTIC VIOLENCE INVESTIGATION
POLICY
The nature and seriousness of crimes committed between family or household members are not mitigated
because of the relationships or living arrangements of those involved. It is the intent of this policy to
prescribe courses of action which police officers should take in response to domestic violence that will
enforce the law while also serving to intervene and prevent future incidents of violence.
o

DEFINITIONS
A. Abuse
1. An act that causes serious bodily harm;
2. An act that places a person eligible for relief in fear of imminent bodily harm;
battery or assault and battery;
4. Rape or sexual offense as defined by Maryland Criminal Laws Annotated, Title 3, Subtitle
3, §3-301 or attempted rape or sexual offense;
5. False imprisonment;
6. Child abuse as defined in Maryland Criminal Laws Annotated, Title 3, Subtitle 6, §3-601; or
7. Abuse of a vulnerable adult; vulnerable adult is defined as, “an adult who lacks physical or
mental capacity to provide for the adult’s daily needs” (MD Annotated Code CR 3-604)
B. Victim
1. A current or former spouse;
2. An individual who has a child in common with the abuser (even if not married and living
separately);
3. A cohabitant -- someone who has lived with the abuser as a sexual partner in the same
home for at least ninety (90) days during the past year;
4. A person who is related to the abuser by blood, marriage, or adoption;
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I.

It is the policy of the Cumberland Police Department to:
 Reduce the incidence and severity of domestic violence;
 Protect victims of domestic violence and provide them with support through a
combination of law enforcement and community services;
 Promote officer safety by ensuring that officers are fully prepared to respond to
and effectively deal with domestic violence calls for service.
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5. A parent, step-parent, child, or step-child who has lived with the victim or abuser for at
least ninety (90) days in the past year; and
6. A vulnerable adult.
II.

DISPATCHER’S PROCEDURES
A.

The dispatcher who receives a domestic violence call can provide the responding officers with
vital information that could save the victim’s and the officer’s life. The dispatcher will give a
domestic violence call the same priority as any other life-threatening call and will, whenever
possible, dispatch at least two (2) officers to every incident.

B. In addition to information normally gathered, an effort should be made to determine and relay the
following to the responding officers:
1. Whether the suspect is present and, if not, the suspect’s description and possible
whereabouts;
2. Whether weapons are involved;
3. Whether the offender is under the influence of drugs and/or alcohol;
4. Whether there are children present;
5. Whether the victim has a current protective or restraining order; or
6. Complaint history at that location.
C. Dispatchers shall not cancel police response to a domestic violence complaint based solely on a
follow-up call from the residence requesting such cancellation. However, the dispatcher shall
advise the officers of the complaint’s request.

A. When responding to a family violence call, the officer shall:
1. Restore order by gaining control of the situation.
2. Assess the need for medical attention and call for medical assistance if indicated;
3. Interview all parties obtaining written or recorded statements if possible;
a. Consider interviewing neighbors.
4. Collect and record evidence including but not limited to:
a. Photographs of injuries.
b. Photographs of scene including property damage.
c. Seizure of weapons.
d. Seizure of clothing.
5. After each party has been interviewed, responding officers should confer to determine if an
arrest should be made or whether other action(s) should be taken;
6. Complete appropriate crime or incident reports necessary to fully document the officer’s
response, whether or not a crime was committed or an arrest was made;
a. Whether or not the parties are married, live together, or have been married or lived
together in the past.
b. Document children and other family members living in the home.
c. The underlying cause of the violence. For example, finances, alcohol, sex, infidelity,
children, etc.
Cumberland Police Department

42.2.13: domestic violence investigation

III. RESPONDING OFFICER PROCEDURES
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B. Initiating a lethality assessment
1. In addition to the investigative procedures outlined, the investigating officer will complete
the CPD form PT-2 Domestic Violence Lethality Screen for First Responders form when
he/she responds to a domestic complaint involving intimate partners or incident and one or
more of the following conditions exist:
a. There is reason to believe an assault or an act that constitutes domestic violence has
occurred, whether or not there is an arrest.
b. There is a belief or sense on the part of the investigating officer that once the victim
is no longer in the care or presence of the responding officer the potential for
assault or danger is high.
c. Repeated calls for domestic complaints at the same location or involving the same
parties.
d. The investigating officer believes one should be conducted based on his experience,
training, and instinct.
2. Lethality Screening Questions
a. The investigating officer should:
1) Advise the victim they will be asked a series of questions to help the officer
determine the immediate potential for danger to the victim.
2) Ask the questions in the order they are listed on the form.
3) Ask all the questions in assessing the victim. The more questions the victim
responds to positively, the clearer and immediate the potential for danger is to
the victim.
3. Assessing the Responses to the Lethality Questions
a. After the responding officer asks the questions on the Lethality Screening, they will
handle the information as follows:
1) A single “yes” or positive response by the victim to questions #1, 2 or 3 reflects
a high danger situation and automatically triggers the protocol referral.
2) If the victim gives negative responses to questions #1-3, but positive responses
to four or more of questions #4 thru 11, reflects a high danger situation and
triggers the protocol referral.
3) “No” or negative responses to all of the assessment questions, or positive
responses to less than four of questions #4 thru 11, may still trigger the referral
if the investigating officer believes it is appropriate. The officer should ask the
victim the following question; “Is there anything else that worries you about
your safety? If yes, what worries you”? The response to the question may aid in
your decision.
4) Trust your instincts. Use of the domestic violence lethality screen takes into
account the “gut factor.” It is flexible and it relies on the investigating officer
acting on their instincts. If the victim’s responses does not trigger the referral,
Cumberland Police Department
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d. Extent and nature of injuries.
7. If the offender has left the scene and a crime has been committed, the officers will:
a. Conduct a search of the immediate area; and
b. Obtain information from victims and witnesses as to where the offender might
be.
c. If the offender is not located, investigating officer shall file an application for
Statement of Charges before the officer ends his/her tour of duty.
8. Interview victim and complete CPD form PT-2 Lethality Assessment Form.
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5.
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4.

but the officer’s “read” of the situation indicates high danger, the officer
should trigger the referral.
Referral - not triggered
a. If the referral is not triggered or victim does not answer the screening questions, the
officer will:
1) Advise the victim that domestic violence is dangerous and sometimes fatal.
2) Inform the victim to watch for the signs listed in the assessment because they
may convey to the victim that they are at an increased level of danger.
3) Refer the victim to the Family Crisis Resource Center.
4) Provide the victim with the Crime Victims and Witnesses Pamphlet to include
the Department’s telephone number, case number, and the officer’s contact
information, in case the victim wants to talk further or needs help.
Referral – Triggered
a. If a high danger assessment is made or the officer believes it is appropriate, the
referral will be implemented as follows:
1) Advise the victim that their situation has shown that the victim is at an
increased level of danger, and that people in the victim’s situation have been
killed or seriously injured.
2) Advise the victim that you would like to call the Family Crisis Resource Center
and have the victim speak with a counselor.
a) If the victim initially declines to speak with the counselor, the first
responder will:
i. Tell the victim that the officer will contact the domestic violence
hotline to receive guidance on how to proceed with the
situation;
ii. Tell the victim that they would like the victim to reconsider
speaking with the hotline counselor; and
iii. After the officer concludes the conversation with the counselor,
ask the victim if they have reconsidered and would now like to
speak with the counselor.
b) If the victim continues to decline to speak with the counselor, the
officer should do the same thing they would do for a victim who did not
trigger the referral, including conveying information that the counselor
has suggested and going over some safety tips when the victim does not
want to leave.
c) If the victim agrees to speak with a counselor, the officer will advise the
counselor that he has made a high danger assessment, or believes that
the victim is in danger, and would like the counselor to speak with the
victim.
i. Officers will not provide the name of the victim to the counselor
without the consent of the victim.
ii. At the appropriate time during the conversation between the
victim and the counselor, the counselor will ask the victim to
speak with the officer about the situation.
iii. The officer will then be guided by the discussion with the
counselor for further assistance. Officers will provide
reasonable assistance to the victim if the victim wants to leave
the residence.
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3) The completed CPD form PT-2 Lethality Assessment will be forwarded to
Central Records upon completion.
Arrest
1. Officers will make an arrest when probable cause and legal authority exist to make an arrest under
the Domestic Abuse Law. Field release and issuance of a citation are not permitted in domestic
violence cases when grounds for an arrest are present.
2. Probable cause to make the arrest exists when:
a. The person battered a cohabitant or other individual with whom the person `resides; (MD
Annotated Code CP2-204)
b. The report to which the officer is responding was made within 48 hours of the alleged
incident;
c. There is evidence of physical injury. Examples of physical injury would be cuts; bleeding
from the lips, nose, or facial area; obvious red area, reflecting striking or kicking; marks
suggesting violent contact (imprints of fingers on legs or arms); pulled hair.
d. The final requirement for an arrest is that, if the subject is not apprehended, he/she may
cause injury to another person or damage property of another and/or may tamper with or
destroy evidence. If the first three (3) elements exist, this requirement is typically
satisfied.
3. In addition, officers will make an arrest with or without a warrant and take into custody a
person whom the officer has probable cause to believe is in violation of an ex-parte order or
protective order at the time of the violation.
4. The officers should emphasize to the victim and the offender that the criminal action is being
initiated by the State and not the victim.
5. When an arrest warrant is issued by District Court in a domestic violence case, the service of
the warrant should be a priority, and every effort should be made to make an arrest as quickly
as possible.
6. Conducting a domestic assault investigation when both parties involved claim to be the victim
the investigating officer is to:
a. Consider if one party acted in self-defense;
b. Attempt to identify the primary aggressor;
c. Consider history of assaults involving the same parties;
d. Officers should avoid dual arrests if possible;
IV. FIREARMS OBSERVED DURING DOMESTIC VIOLENCE INVESTIGATIONS
A. Pursuant to Family Law Article §4-511, law enforcement officers may remove firearms from
the scene if there is probable cause to believe that an act of domestic violence has occurred
and they have observed the firearm during the response.
B. The Annotated Code of Maryland, Family Law Article §4-511 does not authorize a search of
the dwelling for firearms beyond that described, only if they are observed. A resident of the
dwelling, however, may consent to a search for firearms.
C. The statute does not require that the owner of the firearm be a party to an act of domestic
violence in order to authorize the seizure of the weapon. Likewise, the statute does not
require that either party indicate a desire to initiate charges.
Cumberland Police Department
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D. If officers remove a firearm from the scene, they shall advise the owner that the firearm will
be held at the Cumberland Police Department pending the outcome of the investigation.
V. VICTIM ASSISTANCE / CRIME PREVENTION
A. Many victims of domestic violence feel trapped in violent relationships because they are
unaware of the resources available to help them or that domestic violence is a crime. Also,
the offenders may have threatened further violence if the victim attempts to leave or seek
assistance. Officers are therefore required to provide the following assistance to victims,
batterers, and, where appropriate, the children:
1. Advise all parties about the criminal nature of family violence, its potential for
escalation, and what help is available;
2. Secure medical treatment for victims;
3. Insure the safety of the children;
4. Remain on the scene until satisfied that there is no threat to the victim;
5. Remain on the scene to preserve the peace as one person removes personal
property;
6. Provide the victim(s) with referral information for legal or social assistance and
support.
7. Complete the CPD form PT- 2 Lethality Assessment.
42.2.14 PROTECTIVE and PEACE ORDERS
SERVICE OF PROTECTIVE and PEACE ORDERS
A. GENERAL
1. The Allegany County Sheriff’s Office will be primarily responsible for the service and
tracking of protective and peace orders throughout Allegany County including the
City of Cumberland.
2. The Allegany County Dispatch will be the central repository for all Allegany County
and City of Cumberland protective and peace orders.
3. The Allegany County Dispatch will be responsible for the entry, maintenance, and
removal of peace and protective order information into the required databases, i.e.
METERS, Maryland Department of Public Safety and Correctional Services, Police
RMS system.
4. Although the Allegany County Sheriff’s Office is responsible for the service of
protective and peace orders, all sworn officers, including Cumberland Police
Officers, are authorized to serve civil peace and protective orders.
5. Cumberland Police Officers will only serve protective and peace orders in exigent
circumstances when no Sheriff’s Deputy is available and the service of such an order
is imperative.
B. PROTECTIVE AND PEACE ORDER SERVICE PROCEDURE
1. The District Court Clerk, Circuit Court Clerk, or the District Court Commissioner’s
Office may generate new unserved peace or protective orders.
Cumberland Police Department
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C. PROTECTIVE ORDERS and CHILD CUSTODY
1. Cumberland Police Officers will award the custody of children to the party of a
protective or peace order only as it stipulates in any such order.
2. It is the responsibility of the respondent to surrender any children as stipulated in a
peace or protective order.
a. The mere existence of a protective order which stipulates that a child is to
be awarded to another party does not allow the officer to conduct a
warrantless search for any such child unless the officer believes the child
may be in danger.
b. Searches for children may be done with consent or by obtaining a search
warrant.
3. Law enforcement officers may use “reasonable and necessary force” to obtain a
child from a respondent and award them to another party pursuant to a protective
order only. (FL 4-504.1(d), FL 4-505(a)(3))
4. If the order does not award custody to any particular person officers will not decide
the custody of a child.
5. The safety of children is of utmost importance and officers should take steps to
ensure any child involved is safe.
6. If the respondent refuses surrender children pursuant to an order, and probable
cause exists that they are in violation of the order, they should be charged with
violation of that order.
Cumberland Police Department
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2. Upon receiving a protective or peace order for service the officer is to:
a. Generate request an accompanying CPD incident report.
b. Attempt to locate the person to be served.
1. All attempts for service and location information must be documented
in the appropriate incident report.
c. Upon serving the officer is to:
1. Confirm the identity of the respondent.
2. Record the identity of the respondent including location.
3. Conduct a wanted check on the respondent.
4. Review the order with the respondent paying particular attention to the
stipulations of the order.
5. A copy of the order is to be given to the respondent advising them to
carefully review it and obey all of the provisions of the order.
6. The serving officer will sign the return of service and upon approval of
the Shift Supervisor forward a copy to the issuing court via transmittal.
7. The serving officer will take original served order immediately to
Allegany County Dispatch for entry into METERS, Department of Public
Safety and Correctional Service, and the Police RMS.
8. A copy of the served protective order will be forwarded to CPD Central
Records.
9. The serving officer will complete the appropriate incident report and
add the respondent’s name into the RMS name file as
“Exparte/Protective.”
10. If the officer is unable to serve the protective or peace order, the
original is to be taken to Allegany County Dispatch who will maintain the
original and refer future service to the Allegany County Sheriff’s Office.
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E. DOMESTIC VIOLENCE VICTIM ASSISTANCE AND STAND-BYS
1. The Cumberland Police Department will comply with the Annotated Code of MD
FL 4-502 by helping all domestic violence victims who request assistance.
a. Any Cumberland Police officer receiving such a request will:
1) Protect the person making the request from harm.
2) Determine if the incident occurred within the City of
Cumberland.
a) If the incident did not occur in Cumberland City’s
jurisdiction the officer will assist the victim with finding
proper assistance.
3) Initiate a domestic assault investigation, if appropriate.
4) If charges will not be filed by the investigating officer, the
person requesting assistance will be instructed how to file
charges on their own.
5) Provide the victim with the investigating officer’s name and
incident report number.
6) Explain the protective or peace order process to the person
requesting assistance.
7) Refer the person requesting assistance to the Family Crisis
Resource Center.
8) Upon request, accompany the person to the family home so
that the person may remove the following items regardless of
who paid for the items:
a) The personal clothing of the person and of any child
in the care of the person.
b) The personal effects, including medicine or medical
devices of the person and of any child in the care of
the person that the person or child needs
immediately.
2. Stand-bys Pursuant To Protective Orders
a. Upon service of a protective order the person, being served is allowed to
obtain small personal items for themselves or their children or vulnerable
Cumberland Police Department
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D. PROTECTIVE ORDERS and PET CUSTODY
1. Cumberland Police Officer will award the custody of a pet to the party of a
protective or peace order only as it stipulates in any such order.
2. It is the responsibility of the respondent to surrender any pets as stipulated in a
peace or protective order.
a. The mere existence of a protective order, which stipulates that a pet be
awarded to another party, does not allow the officer to conduct a
warrantless search for any such pet.
b. Searches for pets may be done with consent or by obtaining a search
warrant.
3. Cumberland Police Officers will not be allowed to take a pet into protective custody.
4. If the respondent refuses to produce a pet pursuant to an order, and probable cause
exists that they are in violation of the order, it is appropriate to refer the victim to
the District Court Commissioner to file charges on their own.
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F. PROTECTIVE ORDERS and REMOVAL OF FIREARMS
1. The responsibility of seizing firearms pursuant of a protective or peace order is
primarily that of the Allegany County Sheriff’s Office.
2. If the Sheriff’s Office is not available and the seizing of firearms is imperative, the
Cumberland Police Officer may seize them on their behalf.
3. Officers will remove firearms from a person or residence pursuant to a peace or
protective order only if stipulated in the order.
a. MD Annotated Code FL 4-506 requires that a Judge Orders firearms to be
removed from a respondent pursuant to all final protective orders.
b. The removal of firearms on interim or temporary orders is at the Judge’s or
Commissioner’s discretion.
4. If a firearm removal is required, it is the respondent’s responsibility to surrender
their firearms and turn them over to law enforcement.
a. Officers wishing to seize firearms must take steps to ensure their safety and
should accompany people who are gathering firearms.
b. The mere existence of a protective order, which stipulates that firearms be
to be surrendered, does not allow the officer to conduct a warrantless
search for firearms.
c. Searches for firearms may be done with consent or by obtaining a search
warrant.
5. If the respondent claims to not have any firearms the serving officer will instruct
them that if they violate the order and are found to be in possession of any firearms
they will be arrested.
6. Respondents are not allowed to transfer firearms to another person with the
protective order in effect.
7. Upon seizing any firearms, the seizing officer will inventory them on the appropriate
incident report giving the respondent a receipt including the incident report
number.
a. A copy of any firearm inventories will be attached to the Court return of
Service for the Protective Order.
8. The respondent will be advised that the firearms will be in safekeeping at the
Allegany County Sheriff’s Office and that they may retake them after expiration of
any protective or peace order.
9. The respondent should also be advised that they must be otherwise legally allowed
to possess firearms in order for them to retake possession.
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adult under their care from the residence to include personal hygiene items,
medications, medical devices and immediate need clothing, only if it can be
done immediately while the officer is on scene.
b. The respondent is not allowed to take any other property unless it states
such in the protective order.
c. Cumberland Police Officers are not to decide ownership of mutual property
in domestic cases.
d. A Cumberland Police Officer may stand by for the removal of property at a
later date, only if it is such stipulated in the order.
1) Officers will not stand-by for the removal of large items, electronics,
furniture, or the like unless it is stipulated in a court order.
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10. Any firearms seized pursuant to a protective or peace order will be turned over to
the Sheriff of Allegany County.
11. If the respondent refuses to produce firearms pursuant to a protective or peace
order that they are known to possess and probable cause exists that they are in
violation of the order, they shall be charged with violation of that order.

II.

ENFORCEMENT OF PROTECTIVE and PEACE ORDERS
A. Arrest for violation of peace and protective orders required.
1. A law enforcement “officer shall arrest with or without a warrant any person
who the officer has probable cause to believe is in violation of an interim,
temporary, or final protective order.” MD Annotated code FL 4-509 (b).
2. “A law enforcement officer shall arrest with or without a warrant and take into
custody an individual who the officer has probable cause to believe is in violation
of an interim peace order, temporary peace order, or final peace order.” MD
Annotated Code CJ 3-1508(b).
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F. VICTIM NOTIFICATIONS
1. The Maryland Department of Public Safety and Correctional Services are responsible
for making notifications to persons applying for protective orders that they have
been served.
a. This service does not apply to peace orders
2. All persons making application for a protective order will be advised of the
notification process by the Court Clerk or District Court Commissioner upon making
application.
3. If a person making application for protection inquires of a Cumberland Police Officer
the status of a protective order that our department has served, the officer will
release that information, if known.
4. Procedure after service:
a. After service of any protective or peace order, CPD or ACSO will
immediately notify Allegany County Dispatch of the service and provide
them with a copy of the served order.
b. Within one hour of receiving notification of service of a protective order,
Allegany County Dispatch will be responsible for updating all appropriate
databases including notification to the Maryland Department of Public
Safety.
5. General instruction that may be given to a person inquiring about the status of a
protective order:
a. Victims may sign up for the notification service at:
1)Website - www.vinelink.com; or
2)Telephone - 877-846-3420
b. Victims may set up accounts by phone or internet to receive notifications by
phone or e-mail as to the status of protective orders, and incarceration.
6. The serving officer will attempt to contact all persons making application for a Peace
Order and advise them when the order has been served.
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B. If probable cause exists to believe a respondent was in violation of a criminally
enforceable provision of a protective or peace order within the City of Cumberland the
responding officer will:
1. Arrest the suspect.
2. If the suspect is no longer on the scene, a reasonable effort will be made to
locate and arrest the suspect.
3. If the suspect cannot be located, the responding officer will file an application
for Statement of Charges as soon as practical.

Cumberland Police Department
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Cumberland Police Department
General Order: 42.2.14
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 42.2.14

OFFICER INVOLVED DOMESTIC VIOLENCE
INVESTIGATION

42.2.15 OFFICER INVOLVED DOMESTIC VIOLENCE

This policy offers a comprehensive, pro-active approach to domestic violence by police department
employees with an emphasis on victim safety. It delineates a position of zero tolerance by the
department. It is imperative to the integrity of the profession of policing and the sense of trust
communities have in their local law enforcement agencies that leaders, through the adoption of clear
policies, make a definitive statement that domestic violence will not be tolerated. In the process of
implementing this policy, the department should review the records of all employees to determine
whether convictions for qualifying misdemeanor crimes of domestic violence (MCDV) or valid protection
orders exist. If an employee is found to have a MCDV or is the subject of a qualifying protection order,
the city attorney shall be consulted immediately regarding continued employment or duty assignment.
Federal law prohibits police officers convicted of qualifying misdemeanor domestic violence crimes from
possessing firearms.
Officers found guilty of a qualifying domestic violence crime through criminal proceedings shall be
terminated.
This policy concerning officer-related domestic violence incidents is in addition to 42.2.13 domestic
violence investigation which also applies in each officer involved domestic violence incident.
I.

DEFINITIONS
A. “Domestic violence” refers to an act or pattern of violence perpetrated by a police officer
upon his or her intimate partner not done in defense of self or others, including but not
limited to the following:
1. Bodily injury or threat of imminent bodily injury
2. Sexual battery
Cumberland Police Department
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POLICY
This policy recognizes that the profession of law enforcement is not immune from members committing
domestic violence against their intimate partners. The purpose of this policy is to establish procedures
for handling acts of domestic violence committed by police officers and for implementing prevention
strategies. This policy will provide police executives, officers, and all department employees guidance in
addressing incidents where one (or more) party to a reported domestic violence incident is an
employee, whether sworn or civilian, of any rank in the department.
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3.
4.
5.
6.
7.

Physical restraint
Property crime directed at the victim
Stalking
Violation of a court order of protection or similar injunction
Death threats or death

B. An “intimate partner” of a police officer is any person who meets one or more of the
following criteria:
1. Is or was legally married to the police officer
2. Has a child in common with the police officer
3. Has or had a dating relationship with the police officer
4. Is specified as an intimate partner by state law
5. Is cohabitating or has cohabitated romantically with the police officer
C. “Protection order” refers to any injunction or other order issued by a court, including
criminal or civil orders of protection, regardless of form, content, length, layout, or name
(such as stay away, restraining, criminal, and emergency or temporary protection orders or
injunctions), issued for the purpose of preventing the following:
1. Violent or threatening acts against another person
2. Stalking or harassment of another person
3. Contact or communication with another person
4. Physical proximity to another person
COMPONENTS OF SYSTEM
While prioritizing the safety of victims, this policy is designed to address prevention through
hiring and training practices, provide direction to supervisors for intervention when warning
signs of domestic violence are evident, institutionalize a structured response to reported
incidents of domestic violence involving officers, and offer direction for conducting the
subsequent administrative and criminal investigations. Components of the policy include:
A. PREVENTION AND TRAINING
1. The department will adhere to a zero-tolerance policy towards police officer
domestic violence and will not tolerate violations of the policy. The department will
provide ongoing training to every officer on domestic violence and the zerotolerance policy throughout all phases of the police officer’s career.
a. Prevention through collaboration
1) Through ongoing partnerships with local victim advocacy organizations
the department shall develop domestic violence curricula and train
officers in order to enhance the officers’/agency’s response to victims.
2) The department shall provide local domestic violence victim advocacy
organizations copies of all domestic violence training curricula, protocols
and policies for review and possible revision.
b. Training
1) Upon implementation of this policy, all officers shall receive
comprehensive mandatory instruction covering the following topics:
a) Understanding Domestic Violence
b) Departmental Domestic Violence
c) Response Protocol
d) Warning Signs of Domestic Violence by Officers
e) Victim Safety

Cumberland Police Department
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II.

2

B. EARLY WARNING AND INTERVENTION
1. Pre-Hire Screening and Investigation
a. The department shall conduct thorough background investigations of all
potential new employees using address history, driver’s record, protection
order database and a search on IADLEST.
b. All candidates shall be asked if they have engaged in or been investigated for
domestic violence and asked about any past arrests, suspended sentences,
diversion programs, convictions, and protection orders related to elder
abuse, child abuse, sexual assault, stalking, or domestic violence.
c. Those candidates with a history of perpetrating violence (to include: elder
abuse, child abuse, sexual assault, stalking, or domestic violence) should be
screened out at this point in the hiring process.
d. Candidates shall be clearly informed of the department’s position of zero
tolerance concerning domestic violence by officers.
2. Post Conditional Offer of Employment
a. The psychological screening of all viable candidates will focus on indicators of
abusive tendencies in their background.
b. The department should strongly consider a no-hire decision in the case of a
candidate with tendencies indicative of abusive behavior.
3. Post-Hire Intervention
a. When new officers are hired, the department shall reach out to their
intimate partners/family members to introduce this policy and other relevant
department policies.
b. Departments should engage in periodic outreach to officers and their
intimate partners/family members with information on this policy, the point
of contact within the department and referrals for local support services.
4. Department Responsibilities
a. The department shall develop cross-jurisdictional MOUs to ensure timely
notification of an incident involving an officer.
b. The department shall, either in response to observed warning signs or at the
request of an officer, intimate partner, or other family member, provide nonpunitive avenues of assistance before an act of domestic violence occurs.
c. The department shall inform officers of the procedure for seeking
confidential referrals, either internally or externally, to confidential
counseling services.
d. A disclosure on the part of any officer, intimate partner or family member to
any member of the department that an officer has personally engaged in
domestic violence will be treated as an admission or report of a crime and
shall be investigated both administratively and criminally.
5. Supervisor Responsibilities
a. Supervisors shall be cognizant of and document any pattern of abusive
behavior potentially indicative of domestic violence including but not limited
to the following:
Cumberland Police Department
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f) In-service Training
c. Program Evaluation
1) To enhance the effectiveness of the training, departments should work
with internal or external research resources to evaluate the training and
its impact.
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1) Aggressiveness
a) Excessive and/or increased use of force on the job
b) Stalking and inappropriate surveillance activities
c) Unusually high incidences of physical altercations and verbal
disputes
d) Citizen and fellow officer complaints of unwarranted aggression
and verbal abuse
e) Inappropriate treatment of animals
f) on- or off-duty officer injuries
2) Domestic violence-related issues
a) Monitoring and controlling any family member or intimate
partner through such means as excessive phone calling
b) Stalking any intimate partner or family member
c) Discrediting and/or disparaging an intimate partner
3) Deteriorating work performance
a) Tardiness
b) Excessive absences
c) Alcohol and drug abuse
b. When the supervisor notes a pattern of problematic behavior (as detailed
above), the supervisor shall:
1) Address the behaviors through a review or other contact with the
officer and document all contacts
2) Forward written reports capturing the behaviors to the Chief through
the chain of command in a timely manner to determine discipline as
warranted
3) Prepare and submit to the Chief a written request for a psychological
exam/ counseling by a psychologist/psychiatrist who is
knowledgeable about domestic violence.
4) When warranted, request the Chief order an officer to seek
assistance from a certified program for batterers, and if such a
program is not available, a counselor knowledgeable about domestic
violence.
6. Police Officer Responsibilities
a. Officers are encouraged to take personal responsibility in seeking
confidential referrals and assistance from the department to prevent a
problem from escalating to the level of criminal conduct against an intimate
partner.
b. Officers who engage in the following actions will be subject to severe
discipline up to and including dismissal:
1) Failure to report knowledge of abuse or violence involving a fellow
officer
2) Failure to cooperate with the investigation of a police officer
domestic violence case (except in the case where that officer is the
victim)
3) Interference with cases involving themselves or fellow officers
4) Intimidation/coercion of witnesses or victims (i.e., surveillance,
harassment, stalking, threatening, or falsely reporting)
c. Officers who learn they are the subject of a criminal investigation,
regardless of jurisdiction, are required to immediately make a report to
their supervisors and provide notice of the court dates, times, appearances,
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C. INCIDENT RESPONSE PROTOCOLS
1. Department-wide Response
a. The department shall accept, document, and preserve all calls or reports,
including those made anonymously, regarding domestic violence as on-therecord information.
b. All reports of possible criminal activity implicating police officers in domestic
violence shall be documented in accordance with the policies governing the
handling of reports of domestic violence involving civilians.
c. The on-scene supervisor shall forward a copy of the report alleging domestic
violence by the officer to the Chief through the chain of command.
d. All such incident reports shall be made available by the department to the
victim without cost.
2. Communications Response
a. Communications officers/dispatchers shall be instructed to assign a high
priority to all domestic violence calls, including those that involve or appear
to involve a police officer of any department.
b. Communications officers/dispatchers shall immediately notify the
supervisor on duty and the dispatch supervisor of any domestic violence call
received that involves, or appears to involve, a police officer, regardless of
the involved officer’s jurisdiction.
c. Communications officers/dispatchers shall prepare and preserve
documentation of the facts and circumstances of the call, including the 911
tape, for use in potential administrative or criminal investigations.
d. Communications officers/dispatchers shall have available current contact
information of local domestic violence victim advocacy organizations for onscene supervisors to provide to victims.
3. Patrol Response
a. Upon arrival on the scene of a domestic violence call or incident involving a
police officer, the primary patrol unit shall immediately notify dispatch and
request a supervisor of higher rank than the involved officer report to the
scene, regardless of the involved officer’s jurisdiction.
b. The responding officers shall perform the following actions:
1) Obtain needed medical assistance
2) Address the immediate safety of all parties involved
3) Secure the scene and preserve evidence
4) Note all excited utterances, admissions and/or incriminating
statements
5) Make an arrest if probable cause exists
4. On-Scene Supervisor Response
Cumberland Police Department
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and proceedings. Failure to do so may result in severe discipline up to and
including dismissal.
d. Officers who learn they are the subject of any protective order proceeding,
whether or not the order is issued and regardless of jurisdiction, shall
immediately notify their supervisor and provide a copy of the order, if
issued. If subject to a qualifying protection order, the officer shall surrender
all firearms unless department policy allows for possession of the primary
service weapon. Failure to do so may result in severe discipline up to and
including dismissal.
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a. A supervisor of higher rank shall report to the scene of all police officer
domestic violence incidents including a police officer, regardless of the
involved officer’s jurisdiction.
b. The on-scene supervisor shall assume command and ensure that the crime
scene is secured and that all evidence is collected. Photographic and/or
video documentation of the parties involved and scene shall be recorded
where such resources are available.
c. The supervisor shall inquire as to the safety of all children present at the
time of the incident and all children in the household. As appropriate and
necessary, the children should be interviewed separately from other parties.
d. In cases where probable cause exists, the on-scene supervisor shall ensure
an arrest is made.
e. If the alleged offender has left the scene and probable cause exists, the
supervisor shall perform the following actions:
1) Exhaust all reasonable means to locate the alleged offender
2) Ensure that an arrest warrant is sought, if unable to locate the
alleged offender
3) Document all subsequent actions in a timely manner
g. In the event that the victim has left the scene, the supervisor shall make
every effort to follow through on the investigation and attempt to locate
the victim.
h. Arrest of both parties involved in a domestic violence incident should be
avoided. The supervisor shall ensure that a thorough investigation is
conducted and an arrest of the dominant aggressor is made in accordance
with state law.
i. Whenever an officer is arrested, the supervisor shall relieve the accused
officer of all service weapons regardless of whether the officer is a member
of the responding department.
j. Where allowable under federal, state, or local ordinances, all other firearms
owned or at the disposal of the accused officer shall be seized for safety
reasons.
k. The Shift Supervisor shall remove any firearms from the home for
safekeeping.
l. The on-scene supervisor shall ensure the victim is informed of the following:
1) The judicial process and victim rights
2) The department’s policy on police officer domestic violence,
procedures and cross-jurisdictional responsibilities as they apply
3) The standard of probable cause for arrest
4) Procedures for obtaining protective orders
5) Victim compensation
6) The availability of an on-scene advocate from Family Crisis
Resource Center
7) The availability of confidential transportation to a location that
can provide improved victim safety
8) Community resources and local domestic violence victim service
9) The option to remove firearms for safekeeping
m. Whenever a police officer involved domestic violence call does not result in
an arrest or a warrant is not sought, the on-scene supervisor shall explain in
a written report.
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n. The on-scene supervisor shall notify the Chief and the accused officer’s
immediate supervisor as soon as possible. In the event that the officer is
from another jurisdiction, the supervisor shall ensure that the accused
officer’s agency head is notified. All notifications, and attempts to notify,
shall be fully documented.
5. Additional Critical Considerations
a. When responding to a domestic violence complaint involving a police officer
from another jurisdiction, all responding officers, investigators, and
supervisors shall follow the same procedures that are to be followed in
responding to a domestic violence complaint involving an officer from their
own department.
b. In the event that the reported incident involves the Chief of Police or
commissioner, the supervisor shall immediately notify the state’s attorney
and the individual in government who has direct oversight for the Chief, for
example, the City Administrator.
c. In responding to domestic violence incidents where the victim is a police
officer, standard domestic violence response and investigation procedures
should be followed.
d. In responding to domestic violence incidents where the parties involved are
both police officers, standard domestic violence response and investigation
procedures should be followed. After probable cause and dominant
aggressor are determined, an arrest should be made and all service
weapons of the accused officer confiscated.
e. If a protective order is issued against an officer, additional firearm seizure
may be required under state law.
6. Department Follow-Up
a. In a timely manner, the Chief shall ensure that all officers who responded to
a police officer domestic violence call are debriefed. The debriefing shall
include the following:
1) A review of department confidentiality guidelines
2) Direct order prohibiting discussion of the incident outside of the
official inquiry
3) A clear delineation of assignments
a) Follow-up investigators shall proactively seek out information on
existing protective orders and, if found, shall enforce them and
any applicable state and federal firearms laws and determine
whether the officer violated department policy by failing to
report the protective order.
b) Arrest warrants charging police officers with domestic violence
and protective orders issued at a later time shall be served by no
fewer than two officers with at least one being of senior rank to
the officer being served. In cases where firearms have not
previously been seized, firearms shall be seized if allowed by the
department and decisions about service weapons will be made.
c) In the event the protection order expires or the victim asks that
it be discontinued, the department shall still conduct a thorough
administrative investigation.
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D. VICTIM SAFETY AND PROTECTION
1. The department shall work with community resources and advocacy agencies to
connect victims and their children with appropriate services.
2. The command staff designated as principal contact for the victim, shall inform the
victim of confidentiality policies and theft limitations, and ensure that
confidentiality is maintained throughout the case.
3. All officers shall be aware of possible victim/witness intimidation or coercion and
the increased danger when the victim leaves an abusive partner. The designated
principal contact shall assist the victim and children in safety planning and caution
the victim to be alert to stalking activities.
4. If an officer suspect’s intimidation or coercion of the victim/witness is occurring,
the officer shall prepare a written report to be delivered immediately to the
investigator in charge of the case through the chain of command.
a. In order to determine whether the victim/witness is being intimidated or
coerced, the investigator in charge shall seek out secondary sources of
information.
b. Given the possibility that a victim will recant or choose not to participate in
court proceedings, supplemental evidence shall be sought out and
preserved.
E. POST INCIDENT ADMINISTRATIVE AND CRIMINAL DECISIONS
1. The department shall conduct separate parallel administrative and criminal
investigations of alleged incidents of police officer domestic violence in a manner that
maintains the integrity of both investigations and promotes zero tolerance. Regardless
of the outcome of the criminal case, the department shall uphold all administrative
decisions. If the facts of the case indicate that domestic violence has occurred or any
department policies have been violated, administrative action shall be taken
independent of any criminal proceedings as soon as practicable.
2. The department will adhere to and observe all necessary protocols to ensure an accused
officer’s departmental, union, and legal rights are upheld during the administrative and
criminal investigations.
a. Administrative Investigations and Decisions
1) The responsibility to complete the administrative investigation of a
police officer domestic violence incident shall rest with the Internal
Affairs Division of the department, or in the event that no such unit
Cumberland Police Department
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d) Following the reported incident, the department shall designate
a member of the command staff to perform the following duties:
i. Conduct a Lethality Assessment of the accused officer
to determine the potential for further violence and
inform the victim of the possibility of danger regardless
of the outcome of the assessment
ii. Act as a principal point of contact to keep the victim
apprised of all developments
iii. Ensure that safety planning and Lethality Assessment is
made available to the victim
iv. Report the findings of the Lethality Assessment to the
Chief who will make decisions concerning appropriate
sanctions, administrative actions, and referrals for the
accused officer

8

Cumberland Police Department

42.2.14: officer involved domestic violence investigation

exists, the Chief shall appoint an experienced investigator. The Chief
may ask an outside law enforcement agency to conduct the
administrative investigation.
2) Regardless of whether an arrest was made on scene, the investigating
official shall conduct an independent, comprehensive administrative
investigation using standard elements of criminal investigations.
Victims and witnesses shall be re-interviewed and their statements
recorded; crime scene evidence, photographs, and medical records
accessed; and 911 tapes requested.
3) Where sufficient information/evidence exists, the department shall
take immediate administrative action against the accused officer that
may include removal of badge and service weapons, reassignment,
sanctions, suspension, or termination.
4) When an investigation of an incident uncovers officers who had
knowledge of violence on the part of another officer but failed to
notify the department or engaged in actions intended to interfere
with the investigation, the department shall investigate those officers
and take disciplinary action and criminally charge as warranted.
5) If administrative policies and/or administrative orders of protection
are violated or sufficient concern exists regarding a violation, the
department shall initiate an independent administrative investigation,
seize firearms as allowed under department policy as soon as
practicable, and take disciplinary action up to and including dismissal.
6) In determining the proper course of administrative action, a
department shall consider factors including the level of danger an
officer poses as indicated by the outcome of the Lethality Assessment
of the officer, the officer’s history of compliance with departmental
rules, prior written or verbal threats, history of aggressive behaviors,
and existence of an alcohol or substance abuse problem.
7) If the accused officer is assigned enforcement duties while the
administrative and/or criminal investigations are under way, those
duties should not include response to domestic violence calls.
8) If the department determines through an administrative investigation
that the officer violated department policy, regardless of whether the
officer pled nolo contendere in response to criminal charges, the
department may employ the full range of administrative sanctions.
Any officer determined through an administrative investigation to
have committed domestic violence shall be terminated from the
department.
3. Criminal Investigations and Decisions
a. The responsibility to complete a criminal investigation of an incident of
police officer domestic violence shall rest with the domestic violence unit of
the department, or in the event that no such unit exists, the criminal
investigations unit or detective division. The Chief may ask an outside law
enforcement agency to conduct the criminal investigation.
b. The investigating official shall conduct criminal investigations as would be
the case for any other criminal violation.
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c. In accordance with the officer’s and victim’s privacy rights, the investigating
official or agency shall conduct sufficient interviews (recorded) of family
members, friends, neighbors, colleagues, and others who may have
information regarding criminal charges.
d. Even though an initial report may already exist concerning a police officer,
reports of any subsequent or additional criminal or non-criminal incidents,
which may include fellow officers engaging in surveillance or intimidation of
the victim, shall be documented in separate incident reports, assigned a
case number, cross-referenced with the original case number and
investigated thoroughly.
e. The department shall completely investigate the charges and where
warranted seek prosecution even in cases where the victim recants.
f. The department shall establish a liaison to work with the prosecuting
attorney for each case. This officer shall present all the information to the
prosecuting attorney for action and ask that decisions about the
adjudication of the case be made in a timely manner.
g. As with any other case for criminal prosecution, the investigating officer
shall request filing of court papers/complaints.
h. Any officer convicted through criminal proceedings of a domestic violence
crime shall be terminated from the department.
4. Termination Procedures
a. Upon the decision to terminate an officer, the Chief shall do the following in
accordance with department policy and state law:
1) Notify the officer, in writing, of the effective date of termination
2) Inform the officer of available support services, to include counseling
3) Ensure that the victim is notified in a timely manner and offered
available assistance, to include safety planning
4) Notify the Maryland Police and Corrections Training Commissions
within 30 days and inform them of the reason for termination
b. Federal law prohibits anyone convicted of a misdemeanor domestic violence
crime from possessing firearms. The department shall ensure compliance with
federal law.
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JUVENILE OPERATIONS

44.1 ADMINISTRATION OF JUVENILE OPERATIONS
44.1.1 JUVENILE OPERATIONS POLICY
44.1.2 POLICY INPUT OTHERS
44.1.3 ANNUAL PROGRAM REVIEW
44.2 JUVENILE OPERATIONS
44.2.1 HANDLING OFFENDERS
44.2.2 PROCEDURES FOR CUSTODY
44.2.3 CUSTODIAL INTERROGATION
44.2.4 SCHOOL LIAISON PROGRAM
44.2.5 COMMUNITY RECREATION PROGRAM
44.1

ADMINISTRATION OF JUVENILE OPERATIONS

I.

The Cumberland Police Department is dedicated to preventing and controlling juvenile
delinquency throughout the community. The Cumberland Police recognizes that youth need to
be treated differently than adult offenders and will adjust all police actions making them age
appropriate. Further, while handling issues involving juveniles, officers will cooperate with
parents and guardians taking into consideration all alternatives available using the least coercive
method appropriate to address the situation.

II.

The Cumberland Police Department will also respect the higher-level confidentiality involving
juveniles, juvenile related case files and documents. No Cumberland Police officers will discuss
juvenile related cases or release juvenile related case files to anyone other than those in the
juvenile justice system or those with a legal right to know.

44.1.2 POLICY INPUT
CALEA 44.1.2
Cumberland Police Department
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44.1.1 JUVENILE POLICY
CALEA 44.1.1
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I.

The Cumberland Police Department encourages review and comment by other elements of the
State of Maryland’s juvenile justice and social services systems in the development of policies
and procedures relating to juveniles.

44.1.3 ANNUAL JUVENILE OPERATIONS PROGRAM REVIEW
CALEA 44.1.3
I.

The Chief of Police, or his designee, will prepare a written evaluation of all enforcement and
prevention programs related to juveniles annually.

44.2

JUVENILE OPERATIONS

44.2.1 HANDLING JUVENILE OFFENDERS
CALEA 44.2.1
I.

JUVENILE ARREST POLICY

A. HANDLE WITHIN THE DEPARTMENT AND RELEASED WITHOUT FORMAL CHARGES
(CALEA 44.2.1a)
A. An officer may handle an issue involving a juvenile without a formal referral
to the Department of Juvenile Services when:
a. Probable cause exists to believe the child has committed a crime
b. The crime is minor in nature
c. The parents and/or guardians of the juvenile are aware of the
situation
d. The facts of the case are not in dispute
e. The victim, parents, and suspect are all in agreement with the
disposition.
f. Arrangements for restitution were made between the victim,
parents, and suspect, for restitution if applicable.
1) Officers may suggest that restitution be done between the
parties involved
2) Officers are forbidden to take or transfer any money
between the parties involved.
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POLICY
Officers dealing with juvenile offenders shall use the least coercive reasonable alternative,
consistent with preserving public safety, order, and individual liberty, keeping in mind the following
options:
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g. If any of the above elements are in dispute, the officer is to refer the
case to DJJ for disposition.
B. Handle within the department and released procedure
a. Complete the appropriate incident report including the narrative
and name files.
b. Enter the juvenile into the name file as an arrest
c. Choose “Handled Within the Department and Released” in the
Juvenile Court drop-down menu in the RMS.
d. Upon approval, the Shift Supervisor may close the case by arrest.
e. No further juvenile arrest forms or referrals are needed.

C. JUVENILE ARRESTS (CALEA 44.2.1c)
1. An officer may conduct an on-view warrantless arrest of a juvenile for felonies
and misdemeanor exceptions as defined in Annotated Code of Maryland CP 2201 thru 2-206. (applies to both adults and juveniles) when:
a. Probable cause exists to believe a juvenile has committed a crime
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B. REFERRAL TO THE DEPARTMENT OF JUVENILE JUSTICE (DJJ) FOR CRIMINAL CHARGES
(CALEA 44.2.1c)
1. An officer may formally charge a juvenile with a crime without taking them
into custody when:
a. Probable cause exists to believe a juvenile has committed a crime
b. The parents and/or guardians are aware of the situation.
2. Referral to DJJ Procedure
a. Complete the appropriate incident report including the narrative and
name files.
b. Enter the juvenile into the name file as an arrest
c. Choose “Referred to Juvenile Court” in the Juvenile Court drop-down
menu in the RMS.
d. Complete a CPD Form PT-3 Juvenile Arrest form from the CPD RMS
system
e. Enter “NOT IN CUSTODY” in the comment area of the arrest form.
f. Upon Supervisor approval, forward the arrest form to Central Records
who will compile a case file and forward to the Department of
Juvenile Justice.
3. Department of Juvenile Justice Responsibilities
a. It will be the Department of Juvenile Justices’ responsibility to assess
each case received for formal or informal disposition and forwarding
cases to the Office of the State’s Attorney and Juvenile Court if as
appropriate.
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b. An officer may conduct an arrest of a juvenile pursuant to a court
issued arrest warrant or Department of Juvenile Justice pick-up
order.
1) Allegany County Joint Communications Center will act as
the central repository for all such documents.
2) CAUTION the Circuit Court sitting as a juvenile court and
DJJ has jurisdiction over persons under their supervision
until age 21 and may issue an arrest warrant or pick-up
order for a person over the age of 18. Officers must be
cognizant of the arrest warrant documentation and process
the person accordingly.
3) CAUTION: the Court may issue arrest warrants or
indictments for juveniles to be charged as an adult.
Officers must be cognizant of the arrest warrant
documentation and process the person accordingly.
2. Juvenile arrest procedure
a. Arrest the juvenile taking him/her into custody.
b. Transport juvenile prisoner to CPD.
c. Juvenile may be secured/handcuffed/placed into cell.
d. Notify the child’s parents/guardians.
e. Process the juvenile taking appropriate fingerprints and mug shot.
f. Notify the Department of Juvenile Justice.
1) Business Hours
a) Contact the local DJJ office intake officer (301-7221660)
b) Discuss the case with the intake officer
i. DJJ will advise disposition of the juvenile arrest.
c) Complete the appropriate incident report.
d) Enter the juvenile into the name file as an arrest.
e) Print the CPD Form PT-3 Juvenile Arrest form from the
RMS system and after supervisor approval, forward to
Central Records.
i. Central Records will compile a case file and
forward to DJJ.
2) After Hours
a) Complete the appropriate incident report including
name files and fax it to the Department of Juvenile
Justice night intake (443-263-8730)
b) Contact DJJ night intake by phone and confirm they
have received (877-404-3724)
c) DJJ night intake will re-contact CPD and advise
disposition of the juvenile arrest.
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d) Print the CPD Juvenile CPD Form PT-3 Juvenile Arrest
form the RMS system and after supervisor approval
forward to Central records.
i. Central records will compile a case file and
forward to DJJ.
D. JUVENILE ARRESTED/CHARGED AS AN ADULT
1. As defined in the MD Annotated Code CJ 3-8A-01, if probable cause exists to
charge a juvenile with the following crimes they must be charged as an adult:
Age 14 or older and 1st degree murder or
attempted 1st degree murder (CR 2-201, CR 2205)
Age 14 or older and first degree sexual
offense or attempted 1st degree sexual
offense (CR 3-305)
Age 16 or older and abduction or kidnapping
(CR 3-502, CR 3-503(a), CR 3-503(a)(i)(ii)

Age 14 or older and 1st degree rape or
attempted 1st degree rape (CR 3-303)

Age 16 or older and 2nd degree murder or
attempted 2nd degree murder (CR 2-204, CR
2-206)

Age 16 or older and manslaughter (CR 2- Age 16 or older and 2nd degree rape or
207(a))
attempted 2nd degree rape (CR 3-304, CR 3310)
Age 16 or older and armed robbery or Age 16 or older and 2nd degree sex offense or
attempted armed robbery (CR 3-403)
attempted 2nd degree sex offense (CR 3-306,
CR 3-312)
Age 16 or older and 3rd degree sex offense (CR Age 16 or older and all firearm laws as
3-307(a)(1))
defined in PS 5-133, 5-134, 5-138, 5-203
Age 16 or older and using a firearm during Age 16 and possession of firearm after CDS
drug trafficking (CR 5-621(b)(1))
conviction (CR 5-622))
Age 16 or older and carjacking (CR 3- Age 16 or older and armed carjacking (CR 3405(b)(1))
405©(1))

Age 16 or older and firearm use in crime of Age 16 or older and use of machine gun
violence (CR 4-204)
during crime (CR 4-404)
Age 16 or older and use of machine gun for
aggressive purpose (CR 4-405(a))
2. The juvenile may be charged with any crimes accompanying the crimes listed
above stemming from the same event.
Cumberland Police Department
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Age 16 or older and 1st degree assault (CR 3- Age 16 or older and handgun on person or in
202)
vehicle (CR 4-203)
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3. Juvenile charged as an adult procedure
a) On-view / warrantless arrest
1) Take the juvenile into custody
2) Juvenile may be secured, handcuffed, placed into cell
i.
Juvenile custody rules still apply
3) Notify the juvenile’s parents/guardians of the situation
4) Complete the appropriate incident report
5) Complete appropriate adult District Court charging documents
6) Process the juvenile as an adult taking appropriate fingerprints
and mug shot.
7) Transport to the District Court Commissioner’s office for a bond
hearing.
8) Forward the charging documents to Central Records.
b) Application for Statement of Charges
1) If after investigation, an officer has probable cause to believe a
juvenile has committed one of the above crimes and the juvenile
cannot be found or immediate arrest is not imperative they may
complete the appropriate District Court Application for
Statement of Charges and submit it to the District Court
Commissioner.
2) The District Court Commissioner will then issue the appropriate
charging documents.

JUVENILE RELATED CITATIONS (CALEA 44.2.1b)
A. CIVIL CITATIONS
1. Uniform Juvenile Civil Citation for Alcohol and Tobacco Offenses will only be
used for:
a. A civil alcohol violation found in the Annotated Code of
Maryland (underage possession, false I.D., alcohol at school,
etc.)
b. A civil tobacco violation found in Article 10-108 of the
Annotated Code of Maryland (possession and/or use of fake I.D.
to obtain tobacco);
2. Juvenile Civil Citation Procedure
a. Complete a Form DC 31 Juvenile Citation
b. Take the Child to their parents or guardian
c. Have the parents/Guardians sign the form DC 31 Juvenile Citation
d. Release the juvenile to the custody of their parent or guardian.
e. Complete the appropriate incident report

Cumberland Police Department
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Attach the juveniles name as both Civil Citation and Arrest in the
RMS
g. Upon approval of the Shift Supervisor, forward the citation to
Central Records. (do not print juvenile arrest form)
h. Central Records will be responsible for compiling a case file and
forwarding it to the Department of Juvenile Justice.
B. TRAFFIC OFFENSES
1. Warnings
a. Traffic warnings may be issued to any juvenile on a CPD traffic
warning form PT-17
b. Officers will complete accompanying incident report must be
completed and the juvenile’s name attached as traffic.
c. Upon approval of the Shift Supervisor, the completed traffic
warning will be forwarded to the traffic clerk.
2. Payable Traffic Offenses
a. Juveniles over the age of 16 in which there is probable cause to
believe committed a traffic offense which has a payable fine falls
under the jurisdiction of District Court and may be issued a
Maryland traffic citation DR-49.
1) Officers will complete the accompanying incident
report and attach the juvenile’s name as traffic.
2) Upon approval of the Shift Supervisor, the completed
traffic citation will be forwarded to the traffic clerk.
b. Juveniles under the age of 16 in which there is probable cause to
believe committed a traffic offense which has a payable fine falls
under the jurisdiction of the Department of Juvenile Justice.
1) Officers will complete the accompanying incident
report and attach the juvenile’s name as traffic.
2) Officers will complete a CPD Form PT-3 Juvenile Arrest
Form.
3) Upon approval of the Shift Supervisor the completed
Juvenile Arrest Form will be forwarded to Central
Records who will forward the case to the Department
of Juvenile Justice.
3. Must Appear Traffic Offenses
a. All juveniles which there is probable cause to believe committed
a traffic offense which has an “must appear” penalty or any
possibility of jail time as indicated in the Maryland traffic law falls
under the jurisdiction of the Department of Juvenile Justice.
b. Officers investigating such a complaint may charge in 2 ways:

Cumberland Police Department
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1) Complete a Maryland DR-49 Traffic Citation and write
across the bottom “JUVENILE”; or
2) Complete a CPD Form PT-3 Juvenile Arrest Form.
c. Cumberland Police Officers will notify the Juvenile’s parents or
guardian of all must appear traffic offenses.
d. All officers will complete the accompanying incident report.
e. All officers will enter the juveniles name into the name file as
traffic.
f. Upon approval of the Shift Supervisor, either the traffic citations
or the juvenile arrest sheet will be forwarded to Central Records.
g. Central Records will be responsible for compiling a case file and
forward it to the Department of juvenile Services.
4. Municipal Violations
a. All juveniles, which there are probable cause to believe
committed a municipal code violation, may be issued a Municipal
Citation DC 28 for any municipal violation not having a penalty of
jail time.
1) All municipal violations with a possibility of jail time
must be treated as a misdemeanor offense.
b. Officers are to complete and issue the DC 28 Municipal Citation
having the juvenile sign the citation.
c. Officers are to complete the accompanying incident report
entering the juveniles name into the name file as civil citation
coding it “Municipal.”
d. Upon approval of the Shift Supervisor, the completed municipal
citation will be forwarded to Central Records.

FOUND MISSING JUVENILES
A. Cumberland Police officers shall take any juvenile into custody they have “reasonable
grounds to believe has run away from the child’s parents, guardians, or legal custodian.”
(MD Annotated code CJ 3-8A-14)
1. Officers should avoid using restrains, handcuffs, or the like, on juvenile runaways.
a. The safety of the public, officer, and the child should take
precedence when deciding whether to use restraints.
b. If restraints are used the purpose for their use must justified and
be well documented in the incident report.
2. While in custody, juvenile runaways will not be held in a cell or locked
room and treated as a status offender.
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3. If a runaway commits an accompanying crime they should be processed
as having criminal charges.
B. Juvenile Runaway Procedure
1. Found juvenile runaways may be transported directly to their home or to
CPD at the officers discretion.
2. Upon being transported to CPD, officers are to not place the juvenile in a
locked room or cell. Juveniles are to be placed unrestrained comfortably
in a room with constant video or in-person supervision.
3. Juveniles who are in custody will be given appropriate comfort breaks.
4. If the runaway was entered into CJIS as a missing person, officers shall
notify dispatch of the recovery.
5. Upon taking a juvenile runaway into custody, officers shall immediately,
notify the child’s parents or guardians.
a. If the Child was reported missing in another jurisdiction this may
be done via that jurisdiction.
6. Complete the appropriate incident report.
7. Enter the child’s name into the name file as a missing person.
8. If the missing person was also entered into the CPD wanted file, ensure it
is cleared.
9. If timely pick-up of the runaway child from CPD cannot be accomplished
due to the parents and guardians not being located or a long travel time
contact the Department of Juvenile Services for assistance with shelter
care.

CHILD IN NEED OF ASSISTANCE (CALEA 44.2.2b)
A. It is permissible for Cumberland Police officers to take a child into protective custody if they
have “reasonable grounds to believe the child is in immediate danger from the child’s
surroundings and that the child’s removal is necessary for the child’s protection. “ (MD
Annotated code CJ 3-8A-14)
1. A child may only be taken into custody in exigent circumstances when the child’s
immediate danger can be articulated.
2. If a child is taken into protective custody, the officer is to immediately contact the
Department of Social Services for assistance.
B. If a child is in unfavorable conditions but not in immediate danger (i.e. unfit house) the
officer shall conduct a preliminary investigation taking photographs and:
1. If during business hours consult with the Shift Supervisor who, may contact the
Department of Social Services and request that they respond.

Cumberland Police Department
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2. Prepare an incident report and forward it to the Department of Social Services (DSS)
for follow-up.
a. To forward a report to DSS the Shift Supervisor may fax it directly and/or
request if sent to DSS via an e-mail to Central Records.
C. If such a case may be considered a criminal child abuse, it will be investigated as such.

44.2.2 PROVISIONS FOR JUVENILE CUSTODY
CALEA 44.2.2
I.

GENERAL
A. To comply with law, recording the time a juvenile is placed into custody, released, and each
notification throughout the process must be explicitly documented in the incident report,
the CPD form PT-3 Juvenile Arrest Form and all accompanying documents.
B. Caution: It is permissible and customary to transport a child home or to their parents or
guardians after investigating a minor incident to make notification to the parents and to
ensure the child has adequate supervision. Officers need to differentiate between
arrest/custody and transporting a child to their parents. Arrest and custody is not allowed in
all situations; however, transporting is permissible.

JUVENILE HOLDING
A. Juveniles shall not be placed in secure custody unless necessary. This should only be for
delinquent offenses.
1. An accused delinquent offender cannot be held securely for more than 6 hours in
custody.
2. An offender may be removed from secure custody and placed back in secure
custody provided that the six (6) hour time exception have not been exceeded. The
time does not stop until a juvenile offender is permanently removed from secure
custody.
3. An adjudicated juvenile delinquent offender may be held up to six hours prior to a
court appearance and up to six hours after a court appearance, provided that sight
and sound separation is maintained from adult offenders. Officers may not securely
hold an adjudicated juvenile delinquent offender for any other purpose.
4. Accused and adjudicated juveniles with status offenses only should not be held
securely for any reason.

Cumberland Police Department
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5. Juvenile offenders (accused and adjudicated delinquent offenders, status offenders
and non-offenders) must remain sight and sound separated from adult offenders in
all areas of the facility.
6. It is imperative that sight and sound separation be maintained at all times when a
juvenile offender is placed into a holding cell or taken to the holding cell area. This
is to include movements in the hallway outside the cells, which can be viewed
through the cell door windows. Magnetic window covers on the cell doors must be
used to cover the windows of the doors to ensure this separation at all times when
a juvenile is present. The window of a cell, which is occupied by an adult during the
time that the juvenile is placed into or removed from a holding cell, must be
covered to ensure the separation. If the adult prisoner is to be placed or removed
from the holding cells than the juveniles window should be covered until this
movement is completed.
B. Juveniles alleged to have engaged in non-criminal misbehavior (child in need of supervision),
shall be released to a parent, guardian, or other responsible adult if at all practical, rather than
placing the juvenile in shelter care, as provided in Maryland Courts and Judicial Proceedings
Section 3-814(b).
C. A juvenile alleged to have been harmed or to be in danger of harm (child in need of
assistance) shall be taken into custody, as provided by Maryland Courts and Judicial
Proceedings Section 3-814(a).
D. The constitutional rights of juveniles shall be protected. (CALEA 44.2.2c)
E. Juveniles who have been taken into custody shall be released to a parent or guardian at the
scene or taken to the Cumberland Police Department for processing without delay, (CALEA
44.2.2d) with the exception of a juvenile who requires emergency medical treatment.
F. The juvenile's parent(s) or guardian(s) shall be notified of the fact that they have been taken
into custody. (CALEA 44.2.2e)

POLICY
Juveniles have the same Constitutional rights as adults as they relate to police interviews. (CALEA 44.2.2c)
Officers will take steps to ensure that juveniles Constitutional rights are protected while a juvenile in
custody and during any police interview.

44: juvenile operations

44.2.3 JUVENILE CUSTODIAL INTERVIEWS
CALEA 44.2.3
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JUVENILE INTERVIEW PROCEDURE
A.

Custody occurs when the juvenile you are interviewing:
1. is under arrest
2. has an active arrest warrant
3. is not free to leave
4. perceives they are not free to leave
5. is being held in a police facility or vehicle
6. is in the company of multiple armed officers

B.

A juvenile’s parent or guardian does not have to be present for officers to interview a
juvenile in custody; however, depending upon the severity of the crime committed,
interviewing officers should consider the parents or guardians presence.

C.

If a juvenile’s parents or guardians are not present during the interview they will be
conferred with immediately following the interview.

D.

If a juvenile requests his parents or guardians, during an interview, it will be treated as
an attorney request and they will be given the opportunity to confer with them for
guidance.

E.

Miranda warnings will be read before any interview of a juvenile in a custodial setting.
(CALEA 1.2.3b)
1. The preferred method is to read the Miranda warnings from CPD form PT-6
Advice of Rights which should be signed by the interviewee and witnessed.
2. If the Miranda warnings are read from CPD form PT-6 Advice of Rights and the
interviewee refuses to sign but still wants to make a statement, make a note on
the form and continue the interview.
3. It is permissible to read Miranda rights from a Miranda card and obtain a verbal
waiver; however, it is preferable to have a witness to the waiver.
4. Any request by the interviewee for an interview to stop must be honored.
5. Any request by the interviewee for legal counsel must be honored.
6. After the interviewee requests to stop the interview the officer is to cease;
however, the interviewee may initiate discussion later, on his own without
provocation from the officer and request to waive his Miranda rights. (Any such
instances must be explicitly documented.)
7. Miranda warnings do not have to be given to any person who volunteers
information.

F.

Providing access to legal counsel (CALEA 1.2.3c)
1. Once a person invokes his right to counsel, (including juveniles) if practical, they
should be allowed to contact an attorney.
Cumberland Police Department
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2.
3.
4.

5.

Waiver of Prompt Presentment
1. The arrestee is to be taken to the District Court Commissioner for a bond
hearing, “without unnecessary delay and in no event later than 24 hours after
arrest” (MD Rules, Title I, General Provision 1-361) unless otherwise specified on
the warrant.
2. If there will be a substantial delay with getting the arrestee to a bond hearing
due to interview or investigation they are to be read CPD form PT-5 Waiver of
Prompt Presentment which they must voluntarily waive.
3. If an arrestee does not agree to waive a timely appearance before a District
Court Commissioner or Judge, they are to be taken immediately.
D. If an arrestee agrees to delay his /her bond hearing, they will be taken before a
District Court Commissioner or Judge as soon as practical after the interview or
investigation is completed

H. Duration of juvenile interview
1. The duration of and juvenile interview shall be limited to one hour and shall be
conducted by no more than two people.
2. All juveniles interviewed will be allowed appropriate comfort breaks.
3. After a suitable break, a second one-hour session may be attempted depending
on the severity of the offense and the significance of the investigation.
4. The aforementioned time period may be extended if the juvenile is not in any
distress and wishes to continue to talk to the interviewers.

Cumberland Police Department
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G.

If inside the police station, they will be allowed to use an agency phone to
contact legal counsel.
Attorney phone calls are privileged and are not to be monitored or listened to
by officers.
Officers are to consider safety and maintain control of the suspect making the
phone call.
a. Attorneys are allowed to make in- person visits at CPD
b. Attorneys visiting prisoners are subject to search
c. Attorney discussions are privileged and are not to be monitored or
listened to by officers.
d. The preferred method of contact is through the cell bars with the
attorney in the exterior cell room
e. If not available private discussion in an interview room will be allowed
after search and only with the prisoner restrained with handcuffs,
restraint belt, and shackles.
If the arrestee is combative and the attorney contact is not imperative; safety
and escape risks should outweigh the attorney contact and the request will be
denied.
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44.2.4 SCHOOL RESOURCE OFFICER PROGRAM
CALEA 44.2.4
POLICY
The SROs will be assigned to increase police visibility and to initiate proactive intervention
strategies in a collaborative effort with students, staff, parents and the community within the
applicable Allegany County Schools and private schools located in the City of Cumberland.
It is the policy of the Cumberland Police Department to deploy resources to provide a safe
environment for students and employees at selected schools within the City of Cumberland.
ROLE AND RESPONSIBILITIES: SROs are first and foremost a law enforcement officer. This
responsibility shall take precedence over any other duties. The SROs, however, shall make every
effort to ensure that his/her time is balanced to include law enforcement, teaching and
counseling.
I.

SCHOOL RESOURCE OFFICER LIAISON (CALEA 44.2.4)
A. CPD has a School Resource Officer component who will act as the agencies liaison with
both public and private school systems in our jurisdiction.
B. CPD SROs are responsible for the investigation of any incident involving a school
function, school facility, or school student.
1. This does not prevent any CPD officer from appropriately handling any matter
when SROs are not on-duty.
EMERGENCY SCHOOL NOTIFICATIONS
A. When any incident occurs involving a school function, school facility, or school student both
public and private the CPD Shift Supervisor is to directly contact the SRO responsible for
that school.
B. If such an incident occurs outside the duty hours of the SROs, they are to assign the matter
to an on-duty officer.
C. If the matter is considered major or something that the expertise of a SRO is needed the
CPD Shift Supervisor may contact the SRO directly and call them out.
D. If an Allegany County Board of Education event, facility, or student is involved, the Shift
Supervisor or School Resource Officer may request assistance from the Allegany County
Board of Education Security Officer on a 24-hour basis via Allegany County Joint
Communications Center.

Cumberland Police Department
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III.

NON EMERGENCY SCHOOL NOTIFICATIONS
A. All notifications or requests for assistance with any public and private school system that in
non-emergency should be done via email to all CPD SROs including the incident report
number and the nature of the request.

IV.

MANDATORY NOTIFICATIONS TO SCHOOLS
A. The Cumberland Police Department will comply with Maryland State Law ED 7-303
which requires the school system to be made aware of the arrest of a student for
certain offenses.
B. Mandatory notifications to the school system must be made if:
1. The arrestee is between the age of 5 and 22; and
2. The arrestee is enrolled in any public or private school ; and
3. The arrestee is charged with any of the below:

CR 2-201

First Degree Murder

CR 2-204

Second Degree Murder

CR 2-207(a)

Manslaughter

CR 3-202

1st degree Assault

CR 3-203

2nd degree Assault

CR 3-303

1st degree Rape

CR 3-304

2nd degree Rape

CR 3-306

1st degree Sexual Offense

CR 3-306

2nd degree Sexual Offense

CR 3-307

3rd degree Sex Offense

CR 3-402

Robbery

CR 3-403

Robbery w/ weapon

CR3-05(b)(1) Carjacking

CR3-405©(1)

Armed carjacking

CR 3-502

Kidnapping

CR 3-503

Abduction

CR 4-101

Carrying a Concealed weapon

CR 4-102

Carrying weapon on School Property

CR 4-203

Carrying weapon in Commission of CR 4-204
Crime

CR 4-303

Assault Weapons

Carrying Antique firearm

CR4-06(b)(1) Restricted transfer of handgun

CR 4-404

Use of machine gun for crime

CR 4-405(a)

Use of Machine Gun for aggressive PS 5-106
purpose

Sale of Firearm

PZ 5-133

Possession of regulated firearm

Transfer of Regulated firearm

PS 5-134

Cumberland Police Department
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PS 5-138

Disposal
firearm

stolen

regulated CR 4-503

PS 5-203(a)

Short barreled shotgun

CR 5-604

Manufacturing, Distribution Fake CR 5-605
CDS

Maintain Common Nuisance

CR 5-606

False Prescription w/intent to CR 6-301
Distribute

Destruction of Property

CR 5-617

Intent to Distribute non-controlled CR 5-618
represented as CDS

Possess or Purchase non-controlled
they believe to be CDS

5-621(b)(1)

Using firearms
trafficking

Manufacturing or Distributing CDS
around School

CR 5-628

Engaging minor to Distribute CDS

CR 6-102

1st degree Arson

CR 7-105

MV Theft

CR 9-302

Influencing Witness

CR 9-303

Retaliating against witness

CR 9-305

Influencing juror or Officer of the
Court

CR 9-504

False Bomb Threat

CR 9-505

False label on container w/ intent to
terrorize

CR 9-802

Threatening
a
person
participation in gang activity

for CR 9-802

Threatening
a
person
for
participation in gang activity around
a school

CR 5-602

while

Any
gang
related
regardless of nature

drug CR 5-627

Explosive device
Manufacturing, Distribution CDS

offense

C. Upon the arrest of a person meeting the above criteria the arresting officer will
notify:
1. The Allegany County Superintendent of Schools.
a. This task is done automatically via the CPD RMS system.
2. The Principal of the student’s school they attend.
a. The Allegany County School Security Officer will complete this
task only if it concerns an Allegany County Board of Education
student.
b. The arresting officer is responsible for making this notification
the arrestee attends an Allegany County private school.
c. The arresting officer is responsible for making notification if the
arrestee attends a public or private school outside Allegany
County.
Cumberland Police Department
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3. The School Security officer.
a. This task is done automatically via the CPD RMS system only if it
concerns an Allegany County Board of Education School.
b. The arresting officer is responsible for making this notification if
the arrestee attends an Allegany County private school.
c. The arresting officer is responsible for making notification if the
arrestee attends a public or private school outside Allegany
County.

E. Student arrest procedure
1. Upon the arrest of any person, adult or juvenile, who is a public or private
school student, in this or any other jurisdiction they are to be entered into
the CPD name file as an arrest with appropriate charges.
a. This applies to any student, enrolled at any school facility, or in
any program teaching at the level of high school and below.
b. This applies to after hour and special adult and youth GED or
special education courses.
c. This does not apply to any institution of higher learning.
2. Upon entering the student into the arrest file, enter the name of the school,
which they are attending regardless of crime.
a. If the arrestee will not cooperate, the arresting officer is to
contact the student’s parents or guardians and inquire about the
identity of the school.
b. If unable to determine the identity of the arrestee’s school refer
to the School Resource Officer for follow-up.
c. It is possible that an arrestee is a student of several schools, (i.e. a
Fort Hill student who goes to the Career Center, who is now in
Alternative School). When faced with this situation enter the
name of the arrestee’s current school they are attending.
Cumberland Police Department
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D. Sharing information with school officials
1. Officers are allowed to share information with the School Superintendent,
Principal, or School Security Officer, regarding the matter which the student
was arrested for including:
a. Charges
b. Names of victims and witnesses (including juveniles)
c. Locations
d. Officers are allowed to relay case information to the school
system that is needed to ensure the safety of school students and
facilities; however, officers are cautioned about disseminating
sensitive information, which may inhibit investigation or
prosecution.
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d. If the arrestee appears to be still enrolled in a school system but is
on a long-term expulsion, treat them as a current student.
e. If school is in recess or summer break enter the name of the
school, which the student will be returning to following the school
recess.
3. Only if the above criteria for making mandatory notifications to school are
met as described above check the “Send to School” box in the computerized
arrest entry.
a. If the arrestee is a permanent drop out or is not enrolled in any
school system, no notifications are to be done to the school
system.
4. If the arrestee is a student in a public or private school outside Allegany
County, it will be the arresting officer’s responsibility to make notification to
the Principal and Security Officer in the school, where the arrestee is a
student.
a. If after business hours, the arresting officer’s supervisor will be
responsible for making arrangements to ensure this notification is
done within 24 hours.
b. The School Resource Officers will generally be responsible for
making such notification upon the request of the Shift Supervisor.

44.2.5 RELATIONS WITH JUVENILE COMMUNITY RECREATION PROGRAMS
CALEA 44.2.5
The agency may participate in community recreational youth programs by providing support
services voluntarily and/or as requested by the City Parks and Recreation Department.

44: juvenile operations
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Cumberland Police Department
General Order: 45
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Approved: Charles H. Hinnant, Chief of Police

COMMUNITY RELATIONS

CPD POLICY 45
45.1 CRIME PREVENTION
45.1.1 CRIME PREVENTION FUNCTION
45.1.2 CRIME PREVENTION GROUPS
45.1.3 CRIME PREVENTION PLANNING
45.2 COMMUNITY RELATIONS
45.2.1 COMMUNITY RELATIONS
45.2.2 CITIZENS SURVEY

POLICY
The Cumberland Police Department is aware that protection of the community is a group effort requiring
cooperation from every resident and business. The Cumberland Police Department and all of its employees’
will strive to maintain good relations with citizens, businesses, and community groups and work together to
keep the communities safe and crime-free.
45.1.1 CRIME PREVENTION FUNCTION
CALEA 45.1.1
CRIME PREVENTION PROGRAMS
A. The agency will be committed to the development and perpetuation of community crime
prevention programs.
1. The philosophy of the Cumberland Police Department is to take a proactive approach to the
prevention of crime.
2. The agency will familiarize its members with the specific approach and techniques it has
chosen to adopt.
B. The crime prevention function will include:
1. Prioritizing and targeting specific types of crime and specific geographic areas, based on
analysis of local crime data. (CALEA 45.1.1a)
2. Targeting programs to address community perceptions or misperceptions of crime,
particularly through the neighborhood groups. (CALEA 45.1.1b)
C. The Cumberland Police Department’s Community Relations Liaison will be responsible for:
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1.
2.
3.
4.

Ensuring the department is actively participating in community events and meetings.
Ensuring department personnel are attending appropriate community meetings.
Ensuring that appropriate information is being shared with community groups.
Ensuring that information or concerns from the community groups are being shared with the
appropriate City of Cumberland personnel. (CALEA 45.2.1d, CALEA 45.2.3)
5. Preparing appropriate reports concerning community relations

D. Community program evaluation (CALEA 45.1.1c)
1. The CPD Community Relations Liaison will be responsible for giving quarterly reports on
community relations at each command staff meeting, which will include. (CALEA 45.2.2)
a. A description of current concerns voiced by the community (CALEA 45.2.2a)
b. A description of potential problems that have a bearing on law enforcement
activities within the community (CALEA 45.2.2b)
c. A statement recommended actions that address previously identified concerns and
problems (CALEA 45.2.2c)
d. A statement of progress made toward addressing previously identified concerns and
problems (CALEA 45.2.2d)
45.1.2 CRIME PREVENTION GROUPS
CALEA 45.1.2
CITIZEN ORGANIZATIONS
A. The Cumberland Police Department will promote crime prevention programs and community
involvement groups throughout the city including but not limited to: (CALEA 45.2.1a)
1. Neighborhood associations
2. Crime watch groups
3. Business organizations
4. Civic organizations
5. Fraternal organizations
B. The Cumberland Police Department and its members will not involve the department or its
members in any group or organization that may be offensive to any race, religion, ethnic group, or
sexual orientation.
C. The agency will assist in organizing crime prevention groups in residential areas targeted for such
activity, as well as on request.
1. Neighborhood crime prevention groups should form the nucleus of any comprehensive crime
prevention effort.
D. All Cumberland Police personnel, sworn and civilian, shall be responsible for maintaining liaison
with interested community groups.
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1. Cumberland Police personnel should maintain contact with citizen groups, are encouraged to
attend community meetings, and determine the interests and concerns of their particular
area.
2. All Cumberland Police personnel are to be attentive to the needs of the community and while
interacting with community groups act as police professionals, taking an active role in problem
solving. (CALEA 45.2.1f)
3. Personnel attending the meeting shall be responsible for filing a report, via e-mail, after the
meeting, which provides an overview of the meeting to the Chief of Police and Command
Staff personnel. (CALEA 45.2.1d, CALEA 45.2.3)

45.1.3 PREVENTION THROUGH PLANNING & ENGINEERING
CALEA 45.1.3
I.

PLANNING
A. The agency shall provide crime prevention input into the development and/or revision of zoning
policies, building codes, fire codes, and residential and commercial building permits.
1. The Chief of Police or his designee through participation in Staff meetings and Council
meetings will provide Planning and Zoning with input which will enhance crime prevention
efforts.

45.2

COMMUNITY RELATIONS

45.2.1 COMMUNITY RELATIONS FUNCTION
CALEA 45.2.1
COMMUNITY RELATIONS
A. The Cumberland Police Department is committed to establishing close ties with and responding to
the needs of the community, subsequently, the agency's community relations function shall
attempt to establish liaison with formal community organizations and other community groups by
encouraging members of the department to become involved in these groups, by encouraging
these groups to invite members to functions and make presentations, and by inviting these groups
to become involved with this department. (CALEA 45.2.1a)
1. The department will stay active in the community by maintaining liaison with formal
community groups and organizations, including neighborhood civic associations, watch
groups, and service clubs. (CALEA 45.2.1a)
2. Involvement with the various civic groups will be governed by the following guidelines:
(CALEA 45.2.1b)

a. As soon as any member of the department is asked to participate in a meeting, or
event they should request approval from their immediate Shift Supervisor via e-mail.
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b. The Shift Supervisor will evaluate the request taking manpower issues into
consideration and if approved forward the request to the Platoon Lieutenant via email for approval.
c. Personnel needing specific or specialized information or materials should request the
materials well in advance of the meeting.
d. Upon attending the meeting personnel are to request an accompanying incident
report be opened regardless of whether the event was inside or out of the City.
e. Upon completion of the meeting, officers are to complete the appropriate incident
report.
f. Officers are to further send an e-mail to their supervisor as well as the CPD Command
Staff depicting the results of the meeting and any pertinent information. (CALEA

B. The responsibility for achieving the department’s community relations objectives is shared by all
agency personnel. (CALEA 45.2.1d)
1. Because the conduct of each employee reflects on the department as a whole, the burden of
achieving the department’s community relations objectives is shared by all personnel, with
their full participation, enthusiasm, and skills.
2. Personnel who wish to schedule themselves to participate in talks or activities within the city
must first obtain approval from their immediate supervisor who will approve or disapprove
the request and forward the request to the Platoon Lieutenant for final approval. This
includes activities that may be conducted off duty.
a. Any personnel who are requested to or desire to represent the Cumberland Police
Department at a function or meeting outside the city limits shall receive approval from
their immediate supervisor who will approve or disapprove the request and forward the
request to the Platoon Lieutenant for final approval before committing to the
engagement.
b. If the event is occurring in another jurisdiction, the officer shall have approval granted by
the agency having jurisdiction.
3. Upon receipt for a request for an appearance by a Cumberland Police Department
representative, which cannot first be filled by the Patrol Commanders, the following process
will occur:
a. The appropriate shift supervisor will be notified either in writing or in the department email for the use of their personnel.
b. The supervisor will review the request and determine if staffing levels allow them to
commit personnel.
c. The supervisor will acknowledge receipt of the notice, and indicate if officers can be
committed.
d. If on-duty personnel cannot be used, the Platoon Lieutenant will be consulted to
determine if city overtime should be used to handle the event.
e. The Community Relations Liaison will be responsible for identifying and providing the
necessary resources for the activity.
f. A minimum of fifteen days’ notice will normally be required for talks or other scheduled
activities, which require the use of personnel other than the Patrol Lieutenants.
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4. The Patrol Lieutenants will brief the Captain and Chief of Police about upcoming community
relation activities or events. Patrol Commanders will be responsible for forwarding copies of
news releases to the appropriate function for inclusion in their reporting process.
C. The policy of this department shall be to encourage members to become involved in community
organizations, to work with community organizations in a cooperative manner in the interest of
community relations and in the interest of creating a safer community, to encourage community
groups and organizations to call upon this department and its members to make presentations,
and to invite community groups and organizations and all members of the community to become
involved with this department.
1. The department adopts community oriented policing as an organizational philosophy and will
develop procedures to implement community oriented policing. (CALEA 45.2.1e)
2. Implementation includes but is not limited to developing operational procedures, developing
and/or revising policy statements, which accurately reflect the philosophy and operational
procedures, develop and/or enhance community relations and communication essential to
the philosophy, and enhance communications and responsibilities within the Cumberland
Police Department.
D. The agency will publicize objectives, problems, and successes and will utilize the media to keep the
community informed about highlights during the course of the year.
E. Agency members and particularly the Patrol Lieutenants will be encouraged to convey information
transmitted from citizens' organizations to the department.
1. Community input to assist in the development of law enforcement department policies may
be obtained through the department community relations contacts with various community
groups and by publishing requests for information or public opinion surveys in the local media.
2. The use of the Citizen’s Advisory Committee may also be utilized in the development of
policies relating to how the department relates to the public.
F. The department will identify training needs through interviews with citizen representatives,
especially by analyzing citizen complaints; through consultations with those involved in internal
investigations, where complaints against an officer may indicate a failure in departmental policy;
and conferences with supervisors, who may note deficiencies in an individual's training or may
note a pattern among a number of members.

H. The Cumberland Police Department will be sensitive to improving department practices bearing
on police-community relations.
1. Modifications in policy, procedure, and/or activity may need to be made in conjunction with
input from the community, particularly in regard to correcting actions, practices, and attitudes
that may contribute to community tensions and grievances.
2. The citizen’s ride along program is established to familiarize members of the community as
well as other persons interested in the Cumberland Police Department, refer to CPD Policy
41.11 Ride-a-longs for further information.
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45.2.2 CITIZENS SURVEY
CALEA 45.2.4
I.

GENERAL
A. The Cumberland Police department shall continually conduct a survey of citizen
attitudes and opinions through the Cumberland Police Department website, with
respect to the items listed below.
1. Overall agency performance. (CALEA 45.2.4 a)
2. Overall competence of officers as perceived by the community). (CALEA
45.2.4 b)
3. Citizens’ perception of officer’s attitudes and behavior. (CALEA 45.2.4 c)
4. Community concern over safety and security within the City of
Cumberland. (CALEA 45.2.4 d)
5. Recommendations and suggestions for improvements of the
Department. (CALEA 45.2.4 e)
SURVEY SUMMARY
A. Information obtained from the survey will be compiled once every three years and a
written summary by the Accreditation Manager and will be forwarded to the Chief
of Police. (CALEA 45.2.5)

45: community relations
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Cumberland Police Department
General Order: 46.1
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 46.1
46.1

CRITICAL INCIDENTS

CRITICAL INCIDENTS
46.1.1 CRITICAL INCIDENT PLANNING
46.1.2 ALL HAZARD PLAN
46.1.3 FORMAL INCIDENT COMMAND IMPLEMENTATION

POLICY
The Cumberland Police Department will be prepared to serve the City of Cumberland and ensure its
safety in every event including major incidents, high-risk situations, or catastrophic events. When such
events occur the Cumberland Police Department will be prepared by having a plan to address allhazards, which will quickly establish command and control of any situation and direct resources
efficiently.
46.1.1 CRITICAL INCIDENT RESPONSIBILITY
CALEA 46.1.1
I.

RESPONSIBILITY
A. The Cumberland Police Department Captain will be responsible for critical incident planning
and management.

46.1.2 ALL HAZARD PLAN
CALEA 46.1.2
NATIONAL INCIDENT MANAGEMENT SYSTEM (NIMS)
A. The Cumberland Policy Department will adopt the National Incident Management System
(NIMS) incident command protocol during all critical incidents and major events.
1. Every Cumberland Police sworn officer will receiving training in:
a. NIMS IS-700 National Incident Command System an Introduction
b. NIMS IS-800 An introduction to the National Response Framework
2. In addition, every Cumberland Police sworn officer holding the rank of Corporal and
above will receiving training in:
a. NIMS ICS-100 Introduction to the Incident Command System
b. NIMS ICS-200 Basic Incident Command Systems for First Responders
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3. In addition, every Cumberland Police sworn officer holding the rank of Lieutenant
and above will receive training in:
a. NIMS ICS-300 Intermediate Incident Command Systems
b. NIMS ICS-400 Advanced Incident Command Systems
4. Department personnel may be required to complete additional NIMS related
training based on their specialty in times of crisis.
B. All CPD sworn personnel will receive annual training in the department’s critical incident
management policy and all hazard plans at least annually.
(CALEA 46.1.9)
C. All officers are to keep basic incident command and NIMS protocols in mind during daily
operations and are to implement NIMS concepts, to some degree, in every event.
D. All department personnel must be cognizant of dynamic situations and always be prepared
to expand or condense command structure in response to a changing event.
E. When it is recognized that any event, whether planned or emergent, is overwhelming for
the resources present, a formalized incident command structure should be implemented.
(CALEA 46.1.3a) Examples include:
1. Major weather events
2. Major criminal incidents
3. Riots/Civil disturbances
4. Major fires
5. Terrorist attacks
6. Bombings
7. Manhunts
8. Searches for missing people
9. Major crashes
10. Hostage/Barricade situations
11. Joint operations with other agencies
12. Planned major events
13. Long term operations
F. Any Cumberland Police Supervisor at any time may implement the incident command
system to handle any situation. This policy will address large-scale events or crisis where it
has been determined by the on-scene supervisor that a formal incident command team is
needed. (CALEA 46.1.3a)

46.1.3 FORMAL INCIDENT COMMAND IMPLEMENTATION
CALEA 46.1.3
I.

PLANNED EVENT
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G. To implementing formal Incident command, the Shift Supervisor currently in charge of the
event must contact the Chief, Captain, or Officer of the Day and request assistance. (CALEA
46.1.3a)
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A. The Chief of Police or Captain may implement formal incident command protocol
for any planned event. (CALEA 46.1.3a)
B. The Chief of Police or Captain will appoint an incident commander who will be
responsible for implementing the command structure and any necessary
components.
II.

EMERGENCY EVENT
A. On-duty supervisor responsibilities:
1. Resume role of incident commander
2. Initial situation assessment
3. Implement emergency life-saving procedures
4. Strive to keep situation from deteriorating
5. Establish a command post in conjunction with other agencies on the scene
(CALEA 46.1.3b)
6. Conduct emergency callouts of personnel and components (CALEA 46.1.3c)
7. Contact the Chief, Captain, or Officer of the Day and request formal incident
command be implemented if appropriate.

C. Upon the arrival/assignment and establishing of the formal incident command team
the Chief, Captain, or Officer of the Day will make assignments and relinquish
responsibilities accordingly.
III.

INCIDENT MANAGEMENT TEAM
A. The Cumberland Police Department will utilize its personnel to establish a team to
manage major events.
Cumberland Police Department
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B. Chief, Captain, Officer of the Day responsibilities:
1. Confer with on-duty supervisor
2. Assume the role or appoint an incident commander
3. Evaluate situation
4. Confirm establishment of command post (CALEA 46.1.3b)
5. Call out and/or assign an incident command team
6. Account for all CPD personnel on scene( CALEA 46.1.3g)
7. Conduct further emergency callouts of personnel and components (CALEA
46.1.3a)
8. Obtain support from other agencies (CALEA 46.1.3d)
9. Establish a staging area (CALEA 46.1.3e)
10. Establish a public information officer (CALEA 46.1.3f)
11. Organize and evaluate existing resources
12. Develop action plan
13. Organize incident command components
14. Assign initial tasks
15. Plan for the long term
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1. Incident command team members will be chosen by command personnel.
2. Incident command team members may be any rank and chosen based on the
person’s knowledge and the needs of the incident
3. Incident command team members are not required to have NIMS training beyond
minimal requirements stated above; however, it is preferred.
4. The Cumberland Police Department may utilize professionals from other agencies as
members of any incident command team.
5. The Cumberland Police will always cooperate with allied agencies such as the
Cumberland Fire Department by participating in incident management teams
appropriately.

C. Incident Management Team Components
1. Upon the initial implementation of any incident management team the arriving
personnel will work with the existing command structure to establish an incident
commander and components focusing on emergent needs, with the foresight to
expand or contract as needed.
2. Although each situation is different command personnel should consider the
following components, expanding, condensing, or customizing as appropriate.
a. Operations component (CALEA 46.1.4)
1)
Carrying out tasks
2)
Establishing perimeters(CALEA 46.1.4a)
3)
Conducting evacuations(CALEA 46.1.4b)
4)
Transporting prisoners(CALEA 46.1.4d)
5)
Processing prisoners(CALEA 46.1.4d)
b. Criminal Investigation component (CALEA 46.1.4f)
1)
Ensuring proper investigation is being completed (CALEA
46.1.4f)
2)
Ensuring proper evidence collection is being done
3)
Organizing interviews or victims, witnesses, suspects
4)
Conducting searches for evidence
5)
Filing of criminal charges
c. Traffic management component
1)
Directing traffic (CALEA 46.1.4e)
2)
Controlling traffic (CALEA 46.1.4e)
3)
Closing streets
d. Crowd control component
1)
Command post security(CALEA 46.1.4c)
Cumberland Police Department
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B. Incident Commander
1. The incident commander is not necessarily the highest-ranking officer on the scene.
2. The highest-ranking officer on the scene appoints the incident commander.
3. The incident commander is responsible for the management of the incident
management team.
4. The incident commander will be responsible for task management.
5. The incident commander will liaison with the incident command team and all ranks
above him/her.
6. The incident commander will ensure that all personnel working an incident are
aware of the command structure.
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2)
Scene security(CALEA 46.1.4c)
e. Staging component (CALEA 46.1.3e)
1)
Organizing responding personnel (CALEA 46.1.3e)
2)
Organizing responding vehicles(CALEA 46.1.3e)
3)
Organizing responding specialized units (CALEA 46.1.3e)
f. Logistics component(CALEA 46.1.6)
1)
Transportation needs (CALEA 46.1.6b)
2)
Medical support (CALEA 46.1.6c)
3)
Supplies (CALEA 46.1.6d)
4)
Specialized teams equipment needs (CALEA 46.1.6e)
g. Communications component (CALEA 46.1.6a)
1)
Ensure adequate communications
2)
Selection of operation/component channels
h. Public information component (CALEA 46.1.3f)
1)
Establishing press area
2)
Conducting press releases
3)
Coordinating with victim’s families
i. Evacuation component
1)
Conducting evacuations(CALEA 46.1.4b)
j. Personnel/accountability component
1)
Accounting for all personnel
2)
Tracking personnel time (CALEA 46.1.7)
3)
Documenting personnel injuries (CALEA 46.1.7d)
k. Fiscal Component
1)
Tracking expenditures (CALEA 46.1.7c)
2)
Procuring additional financial resources (CALEA 46.1.7b)
l. Planning component (CALEA 46.1.4)
1)
Preparing action plans (CALEA 46.1.5a)
2)
Gathering and disseminating information (CALEA 46.1.5b)
3)
Post incident demobilization (CALEA 46.1.5.c)
AFTER ACTION REPORT
A. The Chief of Police will assign a CPD Supervisor to compile an after action report
summarizing the event of every major incident at his discretion. (CALEA 46.1.3h)
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Cumberland Police Department
General Order: 46.2
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 46.2

CERT

46.2 CUMBERLAND EMERGENCY RESPONSE TEAM
46.2.1 CERT OPERATIONS
46.2.2 CERT SELECTION
46.2.3 CERT EQUIPMENT
46.2.4 CNT
46.2.5 TEMS
POLICY
Occasionally, officers of the Cumberland Police Department encounter a situation, where a person
causes an inherent danger to the public as well as the rescuers. The Cumberland Police Department will
make every effort to peacefully resolve every situation by surrender in lieu of tactical alternatives. Every
situation will be handled with the goal of preserving life and protecting the public. The Cumberland
Police Department will maintain a Cumberland Emergency Response Team also known as CERT to assist
with this goal. The CERT consists of personnel who have received specialized training in weapons,
tactics and crisis negotiation, which are designed to effectively deal with high-risk situations.
46.2.1 CERT OPERATIONS
CALEA 46.2.1
PLANNED CERT OPERATIONS
A. Upon recognizing any police operation, which has a high probability of being high
risk to the public, officers are to consider implementing CERT into their plans.
B. Examples include:
1. High risk arrests
2. High risk search warrant executions
3. Manhunts for violent offenders
C. Upon any officer wishing to use CERT for an operation, they are to make the request
via the Shift Supervisor who will contact the Chief, Captain or Officer of the Day, and
make the request.
1. The Chief, Captain, Officer of the Day will then contact the CERT Supervisor
who will coordinate the CERT response.
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II.

EMERGENCY CERT OPERATIONS

PATROL RESPONSIBILITIES (CALEA 46.2.1a)
A. The on-scene CPD Supervisor will be responsible for the incident until relieved
by a higher-ranking officer.
B. The on-scene CPD Supervisor will be responsible for:
1. Immediate preservation of life
2. Coordinating rescues
3. Containment of any suspects
4. Coordinating with the CERT Supervisor
5. Coordinating with the Cumberland Fire Department
6. Establishing a perimeter as appropriate
7. Calling out further patrol personnel
8. Requesting assistance from allied agencies
9. Establishing a command post
10. Establishing a staging area
11. Implementing formal incident command
Cumberland Police Department

46.2: CERT

II.

2

12. Requesting crisis negotiators, if applicable
13. Requesting investigators, if applicable
C. The on-scene CPD Supervisor will make assignments and relinquish
responsibilities accordingly.
III.

CERT RESPONSIBILITIES

46.2.2 CUMBERLAND EMERGENCY RESPONSE TEAM SELECTION
CALEA 46.2.2
I.

SELECTION PROCEDURE

A. It is the policy of the Cumberland Police Department to obtain the most suitable
personnel for CERT. Opportunity to join CERT will be provided to all Cumberland
Police personnel without regard to race, creed, gender, age, color, national origin,
marital status, sexual orientation, or physical or mental disability.

C. Initial CERT candidate meeting
1. Once a list of interested candidates has been generated an informational
meeting will be held for these officers by the CERT Supervisor to discuss:
a. The purpose and function of the team
b. Training requirements
Cumberland Police Department
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B. Position announcement
1. The CERT Supervisor will submit a request to the Chief of Police requesting
authorization to fill the vacancies that exist or to request additional
manpower to be assigned to the team in order to fulfill and complete the
team’s mission.
2. Upon receiving approval, the CERT Supervisor will post and announce the
vacancy via email allowing personnel sufficient time to respond, no less
than two weeks, in order to generate a list of candidates.
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c. Specialized components
d. Callouts
e. The physical and mental demands that are placed on team
members.
2. The CPD CERT Supervisor will distribute documentation to the CERT
candidates providing information for fitness, medical, and other
requirements that must be met appropriate for consideration for the team
as well as the tactical school the candidates will be attending.
D. PHYSICAL AGILITY TEST
1. The Candidates will be required to successfully complete a CPD CERT
physical agility test to the satisfaction of the Chief of Police prior to
attending any tactical officer’s school.
2. Once a candidate has been given ample opportunity to prepare for the
physical agility test, otherwise known as a functional fitness and job
simulation test, the test will be scheduled.
3. The requirements of the test and minimal qualifications will be developed
by the CERT Supervisor, the CPD Training Lieutenant, and approved by the
Chief of Police.
E. PERSONNEL FILE
1. The CERT Supervisor and the Chief of Police will then review the CERT
candidate’s personnel file taking all strengths and weaknesses into
consideration.
F. INTERVIEW
1. All CERT candidates will then participate in an oral interview to be
administered by the CERT Supervisor(s) and the Captain.

H. ENTRY LEVEL TRAINING
1. Upon being selected as a probationary team member this individual must
then complete the basic tactical officers’ school, which will be chosen by the
Chief of Police.
2. During the tactical officers training program CERT Supervisors will regularly
meet with the school instructors to discuss the candidate’s physical and
mental ability, determination, and competence.
Cumberland Police Department

46.2: CERT

G. SELECTION
1. After considering all of the above factors the CERT Supervisor will then
prepare a report to the Chief of Police listing the candidates, whether they
satisfactory met the requirements to become a CERT Officer, along with
his/her personal recommendation whether they think they should be
considered for a position with CERT.
2. The Chief of Police, Captain, and CERT Supervisor will then schedule a
meeting to discuss the candidates and make a decision whether to allow
them to attend a tactical officer’s basic training school.
3. The CERT Supervisor will then personally notify all officers, whether or not
they have been selected to serve as a probationary CERT member.
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I.

CERT MEMBERSHIP
1. Upon satisfactory completion of the school, the candidate becomes a full
team member and is then placed on the team to receive further instruction
and on the job training to enhance his ability as a team member.

J.

CERT MEMBER DEACTIVATION
1. Any CERT member can request to leave the team by filing a written request
to the CERT Supervisor.
2. Any CERT member can request a temporary leave of absence from the team
by filing a written request to the CERT Commander.
3. The Chief of Police has the discretion to remove an employee from the team
at any time.

46.2.3 CERT EQUIPMENT
CALEA 46.2.3
CERT EQUIPMENT

46.2: CERT
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F.

III. CERT REPORTING
A. The CERT Supervisor in charge of the incident will ensure that the appropriate CPD
incident report be opened for every mission.
B. In addition to normal police incident reporting, every CERT officer is required to
complete a CPD form C-3 CERT After Action Report within two calendar days of the
mission.
C. Any CERT officer involved in a use-of-force incident during an operation must
complete all appropriate reports prior to the end of their shift.
D. At least one annual joint training exercise must address the department’s
operational readiness and must contain scenario type exercises integrating both
tactical and crisis negotiation components.
TACTICAL EMERGENCY MEDICAL SERVICES (TEMS)

I.

TEMS OPERATIONS

II.

TEMS PROVIDER SELECTION
A. If the CERT Supervisor wishes to fill a TEMS position, they will solicit the Chief of Police
who will contact the Cumberland Fire Chief.
B. The Cumberland Fire Chief will nominate candidates for the position in accordance to
the Cumberland Fire Department rules and regulations.
C. To be considered as a TEMS candidate must:
1. Be an employee of the Cumberland Fire Department
2. Be able to pass a background investigation
Cumberland Police Department
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3.
4.
5.
6.
7.
8.

Be a National Registry Certified Emergency Medical Technician – Paramedic
Be a State of Maryland Certified Emergency Medical Technician – Paramedic
Be certified in Advanced Cardiac Life Support
Have exemplary performance and skills in EMS
Be in excellent physical condition
Be available for 24 – hour callouts

D. The nominated candidates will then be selected based on their performance in:
1. Physical Agility Test
a. The candidates will be required to successfully complete a CPD CERT
physical agility test to the satisfaction of the Chief of Police prior to
attending any tactical medical school.
b. Once a candidate has been given ample opportunity to prepare for
the physical agility test, otherwise known as a functional fitness and
job simulation test, the test will be scheduled.
c. The requirements of the test and minimal qualifications will be
developed by the CERT Supervisor, the CPD Training Lieutenant, and
approved by the Chief of Police.
2. Personnel File
a. The CERT Supervisor, the Chief of Police, and Cumberland Fire Chief, will
review the CERT TEMS candidates personnel file taking all strengths and
weaknesses into consideration.
3. Interview
a. All CERT TEMS candidates will then participate in an oral interview to
be administered by the CERT Supervisor, a Cumberland Fire
Department Supervisor, and the CPD Captain.
E. SELECTION
1. After considering all of the above factors the CERT Supervisor will then prepare
a report to the Chief of Police and the Cumberland Fire Chief listing the
candidates, whether they satisfactory met the requirements to become a CERT
TEMS provider along with his/her personal recommendation whether they think
they should be considered for a position with CERT.
2. The Chief of Police and Cumberland Fire Chief will then discuss the candidates
and will make the final determination as to whether a candidate will be
appointed as a TEMS provider.
TEMS TRAINING
A. All TEMS candidates will then attend a basic tactical medical school which has been
approved by the Chief of Police
B. All TEMS providers must attend CERT specialized in-service training no less than
once per month.
1. TEMS provider’s attendance to tactical team training is mandatory.
2. During scheduled CERT training TEMS providers will work on skills specific to
their emergency medical role.
Cumberland Police Department
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C. All TEMS providers must attend all medical related in-service training as required to
maintain National Registry Emergency Medical Technician – Paramedic, Maryland
Emergency Medical Technician – Paramedic, and Advanced Cardiac Life Support.
IV.

TEMS EQUIPMENT

B. TEMS Providers will be responsible for maintaining their equipment in operational
readiness at all times.
C. TEMS Providers will be responsible for having all equipment available for immediate
use at all times.
D. All equipment will be inspected and accounted for by the CERT Supervisor on a
quarterly basis. (CALEA 46.1.8)
1. If any equipment is found to be broken or defective at any time during the
year the team member is to notify the CERT Supervisor immediately so that
the equipment can be repaired or replaced as soon as possible.
V.

TEMS REPORTING
A. Prior to each mission the TEMS providers will complete a CFD Tactical Medical
Operational Plan, which outlines an emergency plan and resources in the event of an
emergency.
1. Each plan will be reviewed with all persons participating in the mission prior to
execution.
2. After the mission the CFD Tactical Medical Operational Plan will be maintained
in the TEMS officer at the Cumberland Fire Department.

VI.

46.2: CERT

B. After each mission, each TEMS provider involved will complete a CPD form C-3 CERT
After Action Report and forward it to a CERT Supervisor.

MEDICAL RECORDS
Cumberland Police Department
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A. TEMS Providers will routinely maintain medical records on CERT members and other
persons participating in tactical operations.
B. All medical records are to be kept confidential and in a secure location when not in use.
C. All TEMS providers will comply with all Health Insurance Portability and Accountability
Act (HIPAA) regulations and maintain patient confidentiality.

VII.

TEMS PROVIDER DEACTIVATION
A. Any TEMS provider can request to leave the team by filing a written request to the
Cumberland Fire Chief.
B. The Cumberland Fire Chief or Cumberland Chief of Police has the discretion to remove
an employee from the team at any time.

46.2.4 CRISIS NEGOTIATION TEAM
CALEA 46.2.4
CRISIS NEGOTIATION TEAM OPERATIONS
A. Upon the Shift Supervisor, recognizing any situation that a person is in personal
crisis and refuses to respond to the demands of police and a Crisis Negotiator may
be of benefit, they may request the Crisis Negotiation Team via dispatch.
1. The Shift Supervisor will also make notification to Command Staff / Officer
of the Day as soon as practical.
B. Examples of situations, which will require CNT activation, include:
1. Suicidal subject
2. Barricaded subject
3. Hostage situation
4. Kidnapping
C. The responding CNT Supervisor will then contact the Shift Supervisor, obtain
information on the situation, and coordinate a response.
D. In incidents of an evolving nature where the need for CNT is not emergent but the
possibility exists that they may be needed in the near future the Shift Supervisor
may contact Allegany County Joint Communications Center, and request CNT be
placed on stand-by.
E. Upon the CNT Supervisor conferring with the Shift Supervisor they will make
assignments and request equipment as appropriate.
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F. The CNT Supervisor will cooperate with all other police components operating
during the same incident.
II.

CRISIS NEGOTIATION TEAM SELECTION (CALEA 46.2.4)
A.

CNT Supervisor will submit a written request to the Chief of Police requesting
authorization to fill any vacancies for the position of Crisis Negotiator.

B.

Upon receiving approval, the CNT Supervisor will post and/or announce the
opening allowing interested officer’s sufficient time, no less than two weeks, to
respond.
C. Once a list of all interested officers has been generated an informational
meeting will be held for these officers by the CERT Supervisor and the CNT
Supervisor.
1. The candidates will be provided with information about the position as
well as the demands placed on an officer who holds this position.
D. The CERT Supervisor and CNT Supervisor will then conduct interviews shortly
after the informational meeting.
1. The interviews will determine experience levels as well as place the
candidate in various scenarios to determine ability.
2. The CERT Supervisor and CNT Supervisor will then review the
candidate’s personnel file and interview the respective supervisors of
the candidates for further insight.
E. The Chief of Police will make the final determination for CNT appointment.

CRISIS NEGOTIATOR TRAINING
A. Each officer assigned to CNT will receive entry-level training appropriate for a
specialized crisis negotiator assignment.
1.
The entry-level crisis negotiators school chosen will be at the
discretion of the Chief of Police
B. The Crisis Negotiator must conduct specialized in-service training no less than once
per month.
1.
Crisis Negotiator attendance to training is mandatory.
C. The CNT will train with the CERT in a scenario-based evolution at least annually.
D. The Crisis Negotiator Supervisor must document all Crisis Negotiator training
conducted on any level.
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IV.

CRISIS NEGOTIATION TEAM EQUIPMENT

V.

CRISIS NEGOTIATION TEAM REPORTING
A. The CNT Supervisor is responsible for ensuring the appropriate incident report is
opened for each mission.
B. The CNT Supervisor will be responsible for ensuring narrative is entered in the
appropriate incident report depicting CNT’s actions.

46.2: CERT

C. The CNT Supervisor will be responsible for ensuring a report is submitted to the
Federal Bureau of Investigations, Incident Response Group’s, Hostage Barricade
Database System (HOBAS.)
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Cumberland Police Department
General Order: 46.2.6
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 46.2.6

EXECUTIVE PROTECTION

46.2.6 EXECUTIVE PROTECTION
POLICY
The Cumberland Police Department is responsible for the protection of persons within the City of
Cumberland. Any political figure, dignitary, famous person or other person may request special security
while in our jurisdiction. The Cumberland Police will also be cognizant of the appearance of such a
person in our jurisdiction, regardless of a request for assistance, and strive to diminish disruptions to the
community.
46.2.6 EXECUTIVE PROTECTION
CALEA 42.2.6
EXECUTIVE PROTECTION
A. Upon any Officer receiving any request for special security for an individual or group, that
request is to be forwarded to the Captain who will be responsible for coordination of that
event.
B. The Captain will evaluate each event and make customized assignments based on the
situation.
C. The Captain will be responsible for:
a. Liaisoning with allied agencies
b. Liaisoning with existing government security details
c. Liaisoning with private security details
d. Assigning an event supervisor
e. Assigning personnel
f. Traffic management
g. Coordinating escorts
h. Pre-arrival security procedures
i. Pre-arrival intelligence gathering
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j.
k.
l.
m.

Pre-arrival threat assessments
Event security
Secure lodging
Tracking financial costs

D. Upon any officer learning of the appearance of any dignitary, political figure, famous person,
or person who is known to be the target of a threat, or high-profile public controversy,
whose mere presence in the community may cause a disruption or danger, they are to make
notification to the Captain via the Chain of Command.

46.2.6: executive protection

E. Upon receiving such information the Captain is to:
a. Evaluate the situation
b. Conduct threat assessments
c. Plan for disruptions
d. If appropriate, make assignments to quell problems.

Cumberland Police Department
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Cumberland Police Department
General Order: 46.2.7
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 46.2.7

SPECIAL EVENTS

46.2.7 SPECIAL EVENTS
POLICY
The Cumberland Police Department will take every step to ensure the public enjoys special events such
as festivals, parades, races, firework displays, and sporting events throughout the City of Cumberland.
The Cumberland Police will work with groups and organizations when planning such events to help
everyone enjoy the activities with minimal disruptions to the community.
46.2.7 SPECIAL EVENTS
CALEA 46.2.7
I.

NOTIFICATION OF SPECIAL EVENT

II.

RESPONSIBILITY FOR SPECIAL EVENT PLANNING
A. The Captain will be responsible for all special event management within the City
of Cumberland.
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A. Upon any Officer receiving any request for police assistance for any special event
should have the person making the request complete a CPD form AD-37 Municipal
Permit Application.
1. The CPD form AD-37 Municipal Permit Application is to be forwarded to the
Captain as directed in CPD Policy 85.2.
2. Traditional re-occurring events within the City of Cumberland or City
sponsored events do not require special permits such as annual parades,
annual races, Heritage Days Festival, and the Fourth of July celebration.
3. Allegany County Board of Education events requiring additional police
resources do not require a permit and will be coordinated through the CPD
School Resource Officers.
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B. The Captain will evaluate each event and assign an Event Supervisor taking the
size and scale of the event into consideration.
C. The Captain or his designee will give consideration to any additional permits or
permissions needed to hold such an event.
1. The Cumberland Police Department will not support any illegal public
event.
2. The Cumberland Police Department will halt any illegal public event.
D. The Captain or designee will meet with the event organizers and will help to give
input on the elements of the event so that there are minimal disruptions to the
community.
E. For every event the Event Supervisor will consider:
1. Crowd control
2. Traffic control including ingress and egress
3. Parking
4. Communications
5. Event security
6. Emergency vehicle access
7. Escorts
8. VIP appearances
9. Crime issues
10. Threat assessments
11. Public demonstrations
12. Public Information/Media requirements
13. Special Operation units
14. Special equipment
15. Allied agency assistance
16. Coordination with the Cumberland Fire Department

STAFFING AND RESOURCES
A. The Captain, in conjunction with the Event Supervisor, will be responsible for
ensuring adequate staffing and the allocation of any resources needed to
effectively handle any special event.
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1. The Captain may issue a written Special Order regarding the event it is
deemed necessary.
B. The Captain in conjunction with the Event Supervisor will consider the activation
of the formal incident command protocol if deemed necessary to handle any
large-scale events.
C. In addition to normal event planning, event supervision will also consider
contingency plans for various elements of the event.
REPORTING
A. The assigned Event Supervisor will be responsible for opening a Special Event
incident report and completing it appropriately.
B. The Chief of Police or Captain may require any additional after action reports

they deem necessary.

46.2.7: special events
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Cumberland Police Department
General Order: 46.4
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 46. 4

ACTIVE ASSAILANT

46.4 ACTIVE ASSAILANT
POLICY
The Cumberland Police Department will adapt the Advanced Law Enforcement Rapid Response Training
(ALERRT) philosophy in response to active assailant incidents; whereas, officers are to isolate, distract,
and neutralize an active assailant in an effort to save as many lives as possible. Officers responding to
an active shooter scene may be required to place themselves in harm’s way, accept the role of protector
and be prepared to meet violence with controlled aggression, placing the lives of the innocent above
their own safety.
I.

DEFINITIONS
A. Active assailant - One or more subjects who participate in a random or systematic spree, by
shooting or otherwise killing or injuring people with a weapon. Active assailants demonstrate
their intent to continuously harm others using a variety of weapons, bombs, or the like. Their
overriding object appears to be that of mass murder, rather than other criminal conduct such
as robbery, hostage taking, etc.

B. Hostage barricade – one or more subjects holding people against their will and try to hold off
the authorities by force, threatening to kill the hostages if provoked or attacked.
C. Barricade – a lone trapped or otherwise secluded person who threatens to hold off the
authorities by force, threatening to kill the first responders or him/herself if attacked.

RESPONDING TO CRISIS SITE
46.4: active assailant

II.
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VI.

HOSTAGE BARRICADE and BARRICADE PROTOCOL

ACTIVE ASSAILANT PROTOCOL
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VII.
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TEAM MOVEMENT
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VIII.
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SUPERVISORS RESPONSIBILITIES POST THREAT
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X.
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COUNSELING

A. All enforcement personnel involved in a deadly force encounter must attend at least
one counseling session with a qualified counseling professional of the Department’s
choosing. Personnel may also be directed to counseling if mass carnage in encountered,
even if deadly force is not used. No report on the session will be made back to the
department, except to verify attendance.

46.4: active assailant

VIII.
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Cumberland Police Department
General Order: 46.5
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 46. 5
46.5

BALLISTIC BREECHING

BALLISTIC BREECHING

POLICY
The Cumberland Police Department (CPD) CERT (Cumberland Emergency Response Team) shall utilize a
ballistic breach as one form of forcible entry, when appropriate.
I.

BREECHING WEAPONS AND AMMUNITION
A. The delivery system for ballistic breaching will be the standard 12-gauge shotgun equipped
with a barrel standoff attachment.
B. The CERT Commander shall do inspections and inventory.
PROCEDURES

46.5: ballistic breeching

II.
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1

C.

BALLISTIC BREECHING DOCUMENTATION
A. Officers who are designated and assigned to utilize ballistic breaching on an operation will
document the following in an incident report anytime ballistic breaching is utilized.
1. Number and type of ballistic breaching ammunition discharged.
2. Number of rounds fired and into what target areas.
3. Any damage or injuries observed after the operation.
B. The CERT Supervisor will document the use of a ballistic breach and ensure that any damage
or injuries caused by the breach be photographed, and
C. CERT Supervisor will have the damage photographed and will maintain a log of all frangible
breaches conducted by the Department.
Cumberland Police Department
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BALLISTIC BREECHING TRAINING
A. Only members of the CERT Team will be equipped to conduct ballistic breaching.
B. Only members specifically trained and certified in ballistic breaching will be assigned this
task.
C. Certified instructions will provide the initial training and yearly re-certification for these
members. During initial certification, officers shall be issued a copy of the Use of Force
policy.
D. All training and proficiency must be documented.
E. If the member fails to qualify, he shall not be authorized to conduct a ballistic breach until
he has completed remedial training and becomes certified.
F. These assignments will be at the discretion of the supervisor of CERT.

46.5: ballistic breeching

IV.
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Cumberland Police Department
General Order: 46.6
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 46.6

ALARMS

46.6 ALARMS
POLICY
The Cumberland Police Department will cooperate with all those wishing to protect their homes and
businesses with alarm systems. Officers with the Cumberland Police Department will coordinate
responses to all alarms to provide for the greatest opportunity of apprehension of any offenders.
46.6 ALARMS
CALEA 81.2.13
RESIDENTIAL ALARMS
A. The Allegany County Joint Communications Center is responsible for dispatching all alarm
calls.

46.6: alarms
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BIO-HAZARD ALARM US POST OFFICE, PARK STREET

IV.

VEHICLE ALARMS

46.6: alarms

III.
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Cumberland Police Department
General Order: 53.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 53

INSPECTIONS

53.1 INSPECTIONS
53.1.1 LINE INSPECTIONS
53.1.2 INTERNAL INSPECTION PROGRAM
POLICY
It is the Policy of the Cumberland Police Department that all employees will maintain a professional
appearance and will have all issued equipment maintained in a clean and ready condition.
Members of this department will further share in the responsibility of ensuring that every unit and
component of the department including its equipment and personnel is safe and at operational
readiness. (CALEA 17.5.3)
53.1

INSPECTIONS

53.1.1 LINE INSPECTIONS
CALEA 53.1.1
I.

INSPECTION RESPONSIBILITY (CALEA 53.1.1c)
A. The Chief of Police or his representative may conduct inspections of components,
facilities, property, equipment, activities, or personnel as he deems necessary.
A. Patrol officers shall be inspected by the Shift Supervisor or Platoon Lieutenant.
B. School Resource Officers will be inspected by their immediate supervisor.
C. Officers assigned to modified duty will be inspected their immediate supervisor.

E. Personnel assigned to Administration Division shall be inspected by the Captain.
II.

DAILY LINE INSPECTIONS (CALEA 53.1.1a,b)

Cumberland Police Department
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D. Officers of the Cumberland Police Department assigned to the Combined County
Criminal & Narcotics Investigation Unit shall be inspected by the Criminal
Investigation Supervisor.
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A. All members of this department are subject to inspections at any time by their
supervisors. Supervisors are ultimately accountable for proper inspections of
personnel. All personal are subject to daily visual inspections to ensure their
physical appearance and conditions of equipment are compliant with all CPD
policies.
B. Corrective actions: (CALEA 53.1.1c,d,e)
1. Any supervisor who detects a deficiency during an inspection will at a
minimum, notify the affected personnel upon observing the problem.
2. If the deficiency concerns a minor issue such as an equipment or
grooming standard the supervisor is to informally follow-up in
subsequent days to ensure compliance.
3. If the deficiency becomes a continuous problem, the Supervisor is
encouraged to document the deficiency and consider disciplinary action.
4. Any repair or issuance of equipment is to be done via CPD form AD 36
Damaged Equipment Report or AD 38 Equipment Request and forwarded
to the CPD Quartermaster.
BI-ANNUAL LINE INSPECTIONS (CALEA 53.1.1a,b,d,e)
A. A full formal inspection shall be conducted on an announced basis at least every
six months, within two weeks of the change of uniforms.
B. The purpose of a bi-annual inspection is to ensure that all officers are equipped
with proper clothing and equipment needed to perform their duties.
C. This inspection is designed to be more thorough and a supervisor may require
that an officer present their issued equipment for inspection and accountability.
D. Clothing and duty gear which is worn, dirty or unprofessional is to be turned into
the CPD Quartermaster and replacement clothing requested.
E. All equipment is to be checked for functionality and operational readiness and
repairs or replacements requested appropriately.
F. All weapons and ammunition are to be accounted for and inspected for
cleanliness and functionality.
G. Supervisors conducting such an inspection will complete a CPD form AD 42 BiAnnual Inspection Report.
1. The report is to be maintained by the Shift Supervisor.
H. Corrective actions. (CALEA 53.1.1c,d,e)
1. Any supervisor who detects a deficiency during an inspection will at a
minimum, notify the affected personnel upon observing the problem.
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2. If the deficiency concerns a minor issue such as an equipment or
grooming standard the supervisor is to informally follow-up in
subsequent days to ensure compliance.
3. If the deficiency becomes a continuous problem, the Supervisor is
encouraged to document the deficiency and consider disciplinary
action.
4. Any repair or issuance of equipment is to be done via CPD form AD 36
Damaged Equipment Report or AD-38 Equipment Request and
forwarded to the CPD Quartermaster.
IV.

VEHICLE INSPECTIONS (Both pool and take home vehicles)
A. The operator will inspect their assigned patrol vehicles at the beginning of each
operator’s shift.
B. The inspection will include:
1. Visual inspection of exterior for damage.
2. Visual inspection of all lighting, regular vehicle lighting and emergency
equipment.
3. Check of the siren and public address.
4. Inspection of the vehicles two-way radio and scanner.
5. Function check of all mobile data terminal hardware and software.
6. Inspection of the vehicles equipment including fire extinguisher and
flares.
C. All Shift Supervisors will conduct a thorough inspection of each vehicle both pool
and take home vehicles at least monthly.
D. If any deficiency, repair, damage, or maintenance is observed it should be
documented on a CPD form AD 9 Vehicle Repair Request and forwarded to the
CPD Maintenance Assistant and/or the Fleet Manager.
E. If anything is found that would be a safety hazard to the operator or public in any
city owned vehicle the officer is to report it immediately to their supervisor and
request the vehicle be taken out of service.
1. The Officer is not to operate that vehicle
2. The vehicle is to be physically marked out of service
3. The Officer is to complete a CPD form AD 9 Vehicle Repair Request
SPECIALTY VEHICLES INSPECTIONS
A. All police specialty vehicles (command post, covert vehicles, CERT van, tactical
vehicle, motorcycles, etc.) are to be inspected:
1. At the onset each vehicle is placed in service.
2. No less than once per month.
B. The inspection of specialty vehicles will be the responsibility of the police
supervisor or officer in charge of the component having supervision of the vehicle.
Cumberland Police Department
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C. Inspection will include:
1. Visual inspection of exterior for damage
2. Visual inspection of all lighting, regular vehicle lighting and emergency
equipment
3. Check of the siren and public address
4. Inspection of the vehicles two-way radio and scanner
5. Function check of all mobile data terminal hardware and software
6. Inspection of the vehicles equipment including fire extinguisher and
flares
7. Inspection of any specialty equipment unique to that vehicle
53.1.2 INTERNAL INSPECTION PROGRAM
CALEA 53.2.1
I.

INSPECTIONS / AUDITS GENERALLY
A. Staff Inspections and audits shall be conducted by Supervisors under the
direction of the Captain and/or Chief of Police. (CALEA 53.2.1a)
B. The Supervisors shall conduct inspections and audits of the various areas of
operation within the department for the following purposes:
C. To ensure policies, procedures and directives of the department are understood
and adhered to and are effective in achieving organizational objectives.
D. To provide information concerning the quality and effectiveness of the services
delivered.
E. To provide detailed information about whether resources are adequate for
achieving the goals and objectives of the department.
F. To provide information on whether resources are being used properly and in the
most effective and efficient manner possible.
G. To reveal the existence of a specific need or requirement for change.
H. To review delegated responsibilities through observation determining if orders
and instructions have been carried out in an effective, satisfactory manner.

II.

To ensure all necessary reports, reviews, and activities mandated by applicable
accreditation standards are accomplished.

INTERNAL INSPECTION PROGRAM

Cumberland Police Department
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A. The Cumberland Police Department will maintain an Internal Inspection
Program (IIP) which is managed by the CPD Accreditation Manager. (CALEA
53.2.1a)

B. The CPD IIP is a computerized database, which requires the inspection of every
component of the department on a pre-determined schedule at no less than
once a year. (CALEA 53.2.1e)
C. The CPD Internal inspection Program assigns CPD personnel to be responsible
for the inspection of each component.
D. Procedure: (CALEA 53.2.1a,b)
1. Each officer is responsible for completing their assigned inspections
and submitting them to the CPD Accreditation Manager by the
deadline as depicted in the program.
2. The assigned personnel will inspect their assigned component
appropriately ensuring that it meets the pre-determined standards as
depicted in the database.
3. If a deficiency is found that personnel will be responsible for reporting
the deficiency in the IIP database and correcting it. (CALEA 53.2.1c)
4. If a deficiency is something significant which would require time and
resources beyond what is available at the time the personnel is to
record the deficiency in the appropriate area of the database and
submit it to the CPD Accreditation Manager. (CALEA 53.2.1c,d)
5. The employee conducting the inspection will be responsible for
working with department personnel to correct any deficiency by the
next scheduled inspection. (CALEA 53.2.1d)
E. IIP Review: (CALEA 53.2.1c,da)
1. The Accreditation Manager will compile all inspections, conduct a
review of the files, and create a CPD Internal Inspection Program
Annual report at least annually.
F. IIP Records: (CALEA 53.2.1c)
1. The CPD IIP is a computer program that can be viewed in real time in
the CPD RMS.

53: : inspections

G. The Accreditation Manager will create a hard copy of the Internal Inspection
Program Annual Report and Inspections once a year and maintain a file in his
office.
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Cumberland Police Department
General Order: 54.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 54

PUBLIC INFORMATION

54.1 PUBLIC INFORMATION
54.1.1 PUBLIC INFORMATION FUNCTION
54.1.2 MEDIA INVOLVEMENT IN POLICY
54.1.3 NEWS MEDIA ACCESS AT INCIDENTS
54.2 CITIZENS RECORDING POLICE ACTIVITY
54.3 PUBLIC INFORMATION REQUESTS
POLICY
The Cumberland Police Department will make every effort to disseminate information important to the
public in a timely manner as long as these activities do not interfere with department operation, the
investigation of any matter in this or any other jurisdiction, or infringe upon any individual rights. The
Cumberland Police Department will cooperate with all public media in an effort to disseminate information
of interest to the public as well as gather information, which may aid in the investigation of crimes and the
operation of the department.
54.1.1 PUBLIC INFORMATION FUNCTION
CALEA 54.1.1
PUBLIC INFORMATION RESPONSIBILITY
A. The Captain will serve as the Department’s Public information Officer.
B. Any Cumberland Police Department Supervisor may communicate with the media and prepare
press releases or release information as appropriate.
C. All other Cumberland Police Department employees are prohibited from preparing press
releases, participating in interviews, or releasing information to any media source without
permission from a CPD Supervisor.
D. No employee will release any information or comment about a matter occurring or being
investigated in another jurisdiction by an allied agency.
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E. If CPD participates in any type of joint operation or investigation consultation will be done with
the supervising authority of the joint operation who will appoint a person responsible for public
information. (CALEA 54.1.1f)
INFORMATION RELEASE (CALEA 54.1.1b)
A. GENERAL
1. Cumberland Police employees releasing any information will act in a professional
manner and only release facts as they are known to them without any personal bias.
2. Cumberland Police Officers will always keep in mind that a person is innocent until
proven guilty by a court and will never make an inference of guilt when releasing
information.
3. Cumberland Police Officers will never release any information they know to have been
expunged via court order.
4. If any officer has question or doubt as to whether or not to release particular
information, they are to confer with the Captain or Officer of the day.
B. GUIDELINES FOR THE TYPE OF INFORMATION NOT TO BE RELEASED
1. Information on any covert operations or covert officers (CALEA 54.1.1e)
2. Personal information of any Cumberland Police Department employee
3. Any information on citizens providing information to the police unless they consent to
being identified (complainants, informants, concerned citizens)
4. Any juvenile information
a. Information may be released on an incident a juvenile is involved in; however, care
must be taken so that no particular person can be linked to the crime.
b. Information may be released on a missing juvenile upon receiving consent from
the parent or guardian.
c. Information may be released on a juvenile who has been officially charged as an
adult with a crime.
5. The identity of a victim of a child abuse or sex crime. (CALEA 54.1.1d)
6. The identity of any person seriously injured or killed in any incident will be withheld until
positive identification is made and the next of kin notified. (CALEA 54.1.1d)
7. No information concerning the cause and manner of death will be released without an
official ruling by the State Medical Examiner.
8. Suicide cases.
9. Care must be taken when releasing information on stolen property; for example, it is better
to use general identifiers such as: cash, jewelry, or drugs without specifics in order to
withhold information from the public indicating a building may contain a large amount of
goods, which would make it more enticing to criminals.
10. Any information which may interfere with pending or future investigations.
11. Any information on investigative techniques such as the use of surveillance, body wires,
computer forensics, GPS tracking, etc.
12. The results of forensic analysis.
13. Information will not be released concerning statements made by any arrestee including
confessions.
14. Any polygraph information including whether a person participated in one.
15. Any information concerning a person’s credibility or character.
16. Any information concerning the lack of police action.
Cumberland Police Department
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17. Any information that would endanger the life or physical safety of any individual. (CALEA
54.1.1d)

C. GUIDELINES FOR TYPE OF INFORMATION TO BE RELEASED
1. The type or nature of any incident
2. The location, date and time of any incident
3. A brief synopsis of how an incident occurred
4. Description of any stolen items
5. Description of any suspects (CALEA 54.1.1d)
6. Description of any suspect vehicle
7. The name, age, city of residence, of any adult charged with a criminal, municipal, or civil
charge.
8. The nature of any such charges.
9. The disposition of the person after arrest.
10. The amount of any bail or bond.
11. The age of any victim
12. The quantity of drug seizures
13. Stolen property recoveries
14. Whether the crime scene was processed for evidence.
D. The Chief of Police and Captain may authorized the release of information normally not
disseminated if they feel that it is in the best interest of the community and will not compromise
any investigation present or future.
PRESS RELEASES (CALEA 54.1.1b)

A. DAILY PRESS RELEASES (CALEA 54.1.1b)
1. The night patrol Shift Supervisor will be responsible for preparing a daily written press
release, which will be a written summation of Cumberland Police activity of the last 24
hours.
2. The Supervisor preparing the press release will consider:
a. Any arrests made including a brief synopsis of the case, name, age, and address
of the person charged and charges.
b. Any major traffic crashes including a brief synopsis of the incident, names of
drivers and occupants, ages, addresses, description of vehicles, whether any
charges were filed.
c. Any open investigations where soliciting assistance from the public may be of
assistance including a brief synopsis of the incident and a description of any
suspects involved or property missing.
1. If assistance is requested, include agency contact information as
well as Crimesolvers information.
d. Supervisors will make every effort to credit assisting public safety agencies if
applicable. (CALEA 54.1.1f)
e. Any other events, which may have or will significantly impact the public.
B. OTHER PRESS RELEASES
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1. In the interest of keeping the public informed in a timely manner all CPD
Supervisors are encouraged to issue written press releases anytime concerning any
event that the Cumberland Police Department is involved in.
2. Any phone call, e-mail, or similar inquiry from any media received by the
Department will be forwarded to the Shift Supervisor. The Supervisor receiving the
inquiry will consider the information requested and attempt to accommodate the
media if possible.
3. At their discretion, any CPD Supervisor may communicate with the media and
release information if approached on the scene of any incident.
4. CPD Supervisors are encouraged to do press releases on public safety and crime
prevention such as advising a community to ensure their vehicles are locked due to
a large number of thefts from vehicles in a particular area or reminding people
about the laws concerning clearing sidewalks of snow during a snowstorm.
C. DISSEMINATION OF PRESS RELEASES
1. All Cumberland Police Officers are to ensure that all news media is treated
impartiality and have equal access to all disseminated information.
2. No CPD employee is to participate in an exclusive interview or issue information to
an exclusive media agency.
3. All written press releases will be disseminated via E-Mail to the
CPDPRESS@ALLCONET.ORG newsgroup.
a. The Captain will be responsible for the maintenance of the
CPDPRESS@CUMBERLANDMD.GOV newsgroup.
b. All press releases will additionally be forwarded to the Chief of Police and
the Command Staff. (This is done automatically via the
CPDPRESS@CUMBERLANDMD.GOV news group.)
MAJOR MEDIA EVENTS
A. During any large-scale media event occurring in the City of Cumberland, the Captain will
appoint a Public Information Officer (PIO).
1. Upon appointing an event specific Public Information Officer, the Captain will
issue a special order indicating who that person is, contact information, and that
all communications and inquiries about the event will be referred to him/her.
2. The Captain will also order that no other CPD employee, regardless of rank, may
release any information concerning that particular event.
B. In the event of any significant accumulation of media personnel, vehicles, equipment, at
a scene or elsewhere in the City, the Public Information Officer will designate a staging
area for the media.
C. In the event of an accumulation of media at any City of Cumberland, building or facility,
including the police station, employees will extend courtesy to the media personnel
keeping facility security in mind.

Cumberland Police Department

54: public information

III.

4

D. During major events, the appointed Public Information Officer will be responsible for
coordinating press conferences and press releases ensuring impartial treatment of the
media. (CALEA 54.1.1c)
IV.

NIXLE
A. The City of Cumberland in conjunction with Allegany County participates in the NIXLE
Community Alert system. The NIXLE system is a quick efficient and secure way to get
neighborhood level information out to community members who subscribe to the system.
B. The Cumberland Police Department will participate in the NIXLE system and will be
responsible for disseminating emergency public safety information on that system as close
to real time as possible.
C. A NIXLE alert may be initiated by any CPD Supervisor by contacting the Allegany County
Joint Communications Center and making the request.
D. Examples of information to be released via NIXLE include:
1. Active shooters
2. Dangerous persons at large
3. Endangered missing persons
4. Road closures due to emergencies
E. The Cumberland Police Department will be responsible for disseminating emergency
police-related events. Other City of Cumberland Departments will be responsible for
disseminating information such as planned road closures.
F. Procedure
1. A CPD Supervisor must make a request for a NIXLE broadcast to the Allegany
County Joint Communications Center.
2. The CPD Supervisor making the request will decide on the information to be
broadcasted or released.
a. Record the NIXLE use in the appropriate Incident report.
3. In the event the emergency is over or case is closed, a CPD Supervisor will request
that a follow-up NIXLE page will be sent.
a. Record the cancelation in the appropriate incident report.

I.

When a change in Cumberland Police Department policy is contemplated that would impact
media relations the department will seek input from local media representatives.

54.1.3 NEWS MEDIA ACCESS AT INCIDENTS
CALEA 54.1.3
Cumberland Police Department
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I.

MEDIA FILMING, RECORDING, TAKING PHOTOS
A. Media personnel will be allowed to photograph, film, and videotape members, suspects,
witnesses or victims under any circumstances where a member of the public would be
permitted to view the same. (CALEA 54.1.1a, 54.1.3)
B. Private property, not normally accessible by the public, may not be videotaped or
photographed without consent.
C. Cumberland Police officers are prohibited from threatening, intimidating, or otherwise
discouraging any legal recording activity. (CALEA 54.1.1a)
D. Cumberland Police officers will not seize any recordings, photographs, or equipment, from a
legitimate media employee.
1. Officers wishing to view video or photographs may ask the media representative to
view the media and do so based on consent.
2. Officers may also obtain the media company representative’s information for
further action at a later date.
3. Officers will not threatened or coerce a media employee to allow an officer to view
or seize and media.
E. No CPD employee will delete, damage, or destroy any media employee’s photographs,
audio and video recordings, or equipment.
F. Members of the Cumberland Police Department will neither encourage nor prevent the
photographing of defendants in public places; however, in no case will posing of defendants
for photographers will be allowed.
MEDIA AT CRIME SCENES
A. Routine scenes (CALEA 54.1.1a, 54.1.3)
1. Media personnel may be granted closer access other than that which is granted the
general public for the purpose of viewing the scene and taking photographs as long
as their movements will not interfere with control and containment of the scene
and as long as their personal safety is not in jeopardy. (CALEA 54.1.1a, 54.1.3)
2. Once that purpose is accomplished, they are to immediately retreat to the normal
scene barriers.
3. If access to denied to a media representative requesting access, the reasoning will
be explained.
B. Media at major event scenes (CALEA 54.1.1a, 54.1.3)
1. During major incidents where the accumulation of media personnel, vehicles, and
equipment, is apparent or inevitable, the CPD Supervisor in charge will designate a
media staging area.

Cumberland Police Department

54: public information

II.

6

2. During major events when the incident command system is initiated a Public
Information Officer will be assigned as soon as practical and will be responsible for
establishing a media staging area.
3. Cumberland Police employees will extend courtesy to media personnel at any police
incident keeping safety and crime scene security in mind.
III. MEDIA RIDE A LONGS
A. No media ride-alongs including reporters, film crews, or photographers, will be
allowed to accompany police activities without permission from the Chief of Police.
B. Under no circumstances are media crews, reporters, film crews, photographers, or
any third party not involved in assisting with the search, be allowed to accompany
police on a search of property pursuant to a search warrant, consent, or any other
type of search.
54.2 CITIZENS RECORDING POLICE ACTIVITY
I.

VIDEO RECORDING
A. Citizens have a right to photograph, video record, and audio record the activity of public
officials including police officers from a location which they are legally present.
1. Examples include:
a. Public Street
b. In a business
c. Residence which they are a tenant or welcomed guest
d. Passenger compartment of vehicle
B. Cumberland Police officers are prohibited from threatening, intimidating, or otherwise
discouraging any such activity.
C. Although recording of police activity by citizens is allowed, officers are to be cognizant
that a citizens recording of police activity is not allowed to obstruct or hinder any police
investigation and may take appropriate action if it does.

II.

AUDIO RECORDING
A. Citizens have a right to photograph, video record, and audio record the activity of public
officials including police officers from a location, which they are legally present.
Cumberland Police Department
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1. Examples include:
a. Public Street
b. In a business
c. Residence which they are a tenant or welcomed guest
d. Passenger compartment of vehicle
B. Citizens may not audio record (but may still video record) any conversation a police
officer has an expectation of privacy.
1. Examples include:
a. Street interviews when an officer takes a person to the side for a private
conservation.
b. Phone conversations.
c. Conversations between the officer and others in a private room.
d. Traffic stops when an officer asks a passenger to step to the rear for a
private conversation.
2. The recording of any conversation with the consent of all party’s present is
allowed at any time.
C. Citizen’s audio recording of any conversation an officer or any other person has an
expectation of privacy to, may be a violation of Maryland wiretapping law and may be
treated appropriately.
SEIZING RECORDS AND EQUIPMENT DEVICES
A. No CPD employee will delete, damage, or destroy any citizen’s recordings of a police
activity.
B. If an officer believes a citizen has recorded police activity which may aid in a police
investigation they are to:
1. Contact the person in possession of the recording and request consent to
view and or/seize the video recording or device.
2. An officer may not threaten or coerce a person to view or seize a recording.
a. An officer may not state that if they are not allowed to view the
recording they will seize it and obtain a search warrant.
C. If a person does not consent to the viewing or seizure of the recording or the chain of
custody of valuable evidence may be in jeopardy an officer should:
1. Consider if they have sufficient probable cause to believe that the recording
device contains evidence of a crime.
2. If an officer feels that probable cause exists, they may seize the recording
device without consent and secure it until a search warrant is obtained for
that device.
a. The device may not be viewed until a proper search warrant is obtained.
b. All such search warrants must request permission to:
Cumberland Police Department
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1) View the recording pertinent to the investigation
2) Seize or copy the recording pertinent to the investigation.

54.3 PUBLIC INFORMATION REQUESTS
I.

COMPLIANCE WITH PUBLIC INFORMATION LAW
A. The Cumberland Police Department will comply with the Federal Freedom of information
Act.
B. The Cumberland Police Department will comply with the Maryland Public Information Act.
(MD Annotated Code SG Title 10)
C. The Cumberland Police Department will comply with other information releases as specified
in law (i.e. Domestic Violence reports)

II. RELEASE OF INFORMATION FOR PARTIES OF A CRIME
A. All Cumberland Police employees may release information to the parties involved in criminal
investigations as appropriate to take action and as allowed by law. Examples include:
1. Exchange of information pursuant to a motor vehicle crash investigation.
2. Exchange of personal information of a suspect for charging purposes.
3. Exchange of information for the purpose of sending no trespassing correspondences.
4. Advising a person that threats have been made against their life or business.

III. RELEASE OF INCIDENT REPORTS
A. No official Cumberland Police Department incident reports or any other Cumberland
Police documents will be released to anyone without permission from the Chief of
Police.

C. Requesting information
1. Any person requesting information from the Cumberland Police Department
may do so in writing by:
a. Completing a CPD Form AD-15 Request for Police Incident Report
b. Via any correspondence requesting such
2. All requests for information will be forwarded to the CPD Records Clerk.
Cumberland Police Department
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3. The CPD Records Clerk will evaluate each request and consult with the Captain.
a. The Captain may:
1) Approve the request:
a) If the document exists and there is no legal basis for the denial
the document will be provided to the requestor within 30 days
of receiving the request. (MD Annotated code SG 10614(a)(4)(b)(1).)
2) Deny the request:
a) If the Cumberland Police Department is not the custodian of the
document requested or the document does not exist the CPD
Records Clerk will send a correspondence to the requestor
stating such within 10 days of receiving the request. (MD
Annotated code SG 10-614(a)(3).)
b) If the document exists; however, the Department has legal
reason not to release the requested information the Chief of
Police will send a correspondence to the requestor stating such
and outlining the justification for the denial within 10 days of
receiving the request. (MD Annotated code SG 10614(a)(4)(b)(3).)

Cumberland Police Department
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Cumberland Police Department
General Order: 55.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 55

VICTIM ASSISTANCE

55.1 VICTIM AND WITNESS SERVICES – ADMINISTRATION
55.1.1 VICTIM AND WITNESS RIGHTS
55.1.2 INSPECTION OF SERVICES
55.1.3 VICTIM & WITNESS PROCEDURE
55.2 VICTIM AND WITNESS SERVICES - OPERATIONS
55.2.1 PROVIDING VICTIM ASSISTANCE
55.2.2 VICTIM and WITNESS THREATS AND INTIMIDATION
55.2.3 PRELIMINARY INVESTIGATION VICTIM ASSISTANCE
55.2.4 FOLLOW-UP INVESTIGATION VICTIM ASSISTANCE
55.2.5 POST ARREST VICTIM ASSISTANCE
55.2.6 NEXT OF KIN NOTIFICATIONS
POLICY
The Cumberland Police Department will ensure that the rights of all victims, witnesses, and their families
regardless of race, sex, religion, ethnicity, or economic status are protected. All victims and witnesses
will be treated with fairness, compassion and dignity. Employees of the Cumberland Police Department
will further strive to ensure that those involved in investigations are kept appropriately informed of
information regarding their case. The Department will also support and cooperate with all victim and
witness assistance agencies and advocacy organizations.
55.1

VICTIM AND WITNESS SERVICES ADMINISTRATION

55.1.1 VICTIM & WITNESS RIGHTS
CALEA 55.1.1
State law dictates that all crime victims will be treated with dignity, respect, and sensitivity
during all phases of the Criminal justice process.

55.1.2 INSPECTION OF VICTIM SERVICES
CALEA 55.1.2
I.

Cumberland Police Department Victim and witness services will be inspected no less than
annually to:
Cumberland Police Department
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A. Ensure that every officer is trained to provide a Maryland State publication, Crime Victims
and Witnesses: Your Rights and Service to every crime victim regardless of crime
B. Ensure that an adequate supply of the Maryland State publication, Crime Victims and
Witnesses: Your Rights and Service exists.
C. Review and update the CPD website victim and witness services
D. Review and update all Cumberland Police Department victim and witness resource lists.
E. Review and update any other victim or witness resources the department maintains.

55.1.3 VICTIM & WITNESS PROCEDURE
CALEA 55.1.3
I.

VICTIM & WITNESS SERVICES (CALEA 55.1.3a)
A. All Cumberland Police Employees will make every effort to maintain a good relationship
with crime victims and witnesses by keeping them apprised of the status of investigations.
(CALEA 55.1.3a)
B. Every Cumberland Police employee will be sensitive to victims and witnesses needs and if
any victim or witness appears to need assistance with coping with their case CPD employees
will be accommodating, making appropriate referrals. (CALEA 55.1.3a)
C. The publication, Crime Victims and Witnesses: Your Rights and Services, provided to crime
victims and witnesses will contain the official list of referral services for the Cumberland
Police Department. (CALEA 55.1.3a)
1. Any officer may refer someone to a public or non-profit public assistance agency
known to him or her; however, care must be taken to remain impartial.
CONFIDENTIALITY of VICTIMS and WITNESSES (CALEA 55.1.3b)
A. Officers may not tell victims and witnesses whom they know to have testimony
important to the case that they can guarantee their anomity or that they will not have
to appear in court.
B. Officers will ensure that every effort will be made to ensure a victims and witness’s
information remains confidential if appropriate.
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C. When preparing subpoena’s for court if the officer has reason to keep the victims or
witnesses address and phone number confidential they are to complete a District Court
form CC-DC/CR 1s Confidential Supplement and submit it to the District Court.
III.

INFORMING PUBLIC OF VICTIM AND WITNESS SERVICES (CALEA 55.1.3c)
A. Officers will distribute to every victim, regardless of crime, the official Maryland State
publication, Crime Victims and Witnesses: Your Rights and Services pamphlet. (MD
Annotated Code CP 11-104(b))
B. The Cumberland Police Department will also maintain a list of victim and witness
referral services on their web site.

IV.

OTHER VICTIM ASSISTANCE ORGANIZATION (CALEA 55.1.3d)
A. The Cumberland Police Department maintains a partnership with the Allegany County
Family Crisis Resource Center who is the referral agency for all domestic violence and
sex offense victims.
B. All CPD employees’ will cooperate with other victim and witness assistance and
advocacy organizations.
C. All CPD employees will respect that these organizations may not be allowed to divulge
confidential information without consent of the party providing the information.

55.2

VICTIM AND WITNESS SERVICES OPERATIONS

55.2.1 PROVIDING VICTIM ASSISTANCE
CALEA 55.2.1, 81.2.7
COMMUNICATING WITH VICTIMS AND WITNESSES
A. If any victim has a question concerning the investigation or the criminal justice system,
all CPD employees will be accommodating. (CALEA 55.2.1a, 81.2.7)
B. The Cumberland Police Department will be available 24 hours a day to speak to victims,
witnesses, and other parties of crime about their case and assist them. (CALEA 55.2.1a,
81.2.7)

C. Upon receiving such a request the Shift Supervisor, or their representative, will ensure
that all victims requesting assistance are provided with the appropriate information or
referred to the appropriate organization for assistance. (CALEA 55.2.1a, 81.2.7)
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D. In the event that Allegany County Joint Communication Center receives such a request
and no CPD representative is available to speak to the person, the dispatcher will
attempt to accommodate him or her, and if necessary, obtain contact information for an
appropriate CPD follow-up. (CALEA 55.2.1a, 81.2.7)
E. For victims of domestic violence and/or sexual assault, Officers will refer victims to the
24-hour Family Crisis Resource Center 24 hour hotline at 301-759-9244. (CALEA 55.2.1b)
F. Officers will also consider the 24-hour availability of Maryland VINELink victim’s services
network at 866-634-8463 or www.vinelink.com.

55.2.2 VICTIM and WITNESS THREATS AND INTIMIDATION
CALEA 55.2.2, 55.2.3b
RESPONSE TO VICTIM AND WITNESS INTIMIDATION COMPLAINTS
A. Every victim and witness will be encouraged to report to the police any threats or
intimidation received in relation to the case under investigation.
B. Every victim and witness will further be advised to contact the Office of the State’s
Attorney -Victim and Witness Coordination if an arrest has previously been made.
C. Officers will provide information on Protective Orders in all cases of domestic violence
D. Officers will provide information on Peace Orders for those individuals who are not
eligible for Protective Orders
E. If any victim or witness is concerned about their safety the investigating officer should
encourage the party to develop a safety plan which may include:
1. Asking neighbors and friends to call the police if they hear or see anything
suspicious
2. Making sure all family members know how and when to call for help
3. Consider a home escape plan
4. Consider a safe house
5. Consider an emergency go bag with clothes, money and medication
F. In cases of Domestic Violence and Sexual Assault, officers may consider making a
referral to the Family Crisis Resource Center for shelter assistance.
G. If a suspect lives in the home of any child victim, consultation should be done with the
Allegany County Department of Social Services – Child Protective Services, prior to
allowing the child to be returned home.
Cumberland Police Department
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55.2.3 PRELIMINARY INVESTIGATION VICTIM ASSISTANCE
CALEA 55.2.3
I.

INFORMING VICTIMS
A. At the time of any preliminary investigation, officers will distribute to every victim,
regardless of crime, the official Maryland State publication, Crime Victims and Witnesses:
Your Rights and Services pamphlet. (MD Annotated Code CP 11-104(b) (CALEA 55.2.3a)
1. The pamphlet will be provided to the parent or guardian of all juvenile victims.
(CALEA 55.2.3a)

B. Every victim will be provided with the incident report number and department contact
information. (CALEA 55.2.3c)
C. The investigating officer will explain to the victim that their case will be appropriately
investigated and the steps that may be taken to process their case. (CALEA 55.2.3c)
D. Every victim will be instructed on how to contact the Department to check on the status of
their case. (CALEA 55.2.3c)
E. Every victim will be encouraged to contact the Department with any additional information
regarding their case.

55.2.4 FOLLOW-UP INVESTIGATION VICTIM ASSISTANCE
CALEA 55.2.4
POST INVESTIGATION VICTIM CONTACTS
A. Every victim contacting the Cumberland Police Department and inquiring about the status of
their investigation will be accommodated as appropriate and met with courtesy.
B. The investigating officer will keep every victim apprised of the status of his or her case as
appropriate. (CALEA 55.2.4a)
C. If any victim has a question concerning the investigation or the criminal justice system all
CPD employees will be accommodating. (CALEA 55.2.4b)
D. Officers will consider scheduling line-ups, interviews, and other required appearances at the
convenience of the victim/witnesses, and at the option of the agency, providing
transportation if feasible. (CALEA 55.2.4c)
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E. If any of the victim’s personal property is recovered, seized or held for processing they will
be advised how to retrieve the item. (CALEA 55.2.4d)
F. Upon request, any officer having contact with a crime victim will give appropriate advice on
crime prevention, home security, and the like.

55.2.5 POST ARREST VICTIM ASSISTANCE
CALEA 55.2.5
I.

If an arrest is made officers will refer victim’s to the Maryland VINELink victim’s services network
at 866-634-8463 or http://www.vinelink.com.
A. Maryland VINELink is an innovative service providing crime victims, victim advocates, and
other concerned citizens free offender information and confidential notification on:
1. District and Circuit Court Criminal case hearings
2. An inmate’s release, transfer or escape from all city, county and state jails and
facilities
3. Individuals under the supervision of Maryland parole and probation
4. A sex offenders compliance status
5. Petitioners of a protective order can be notified by telephone or email when a
protective order has been served
6. Petitioners of a protective order will also be given a 30 day advance notice when the
protective order is about to expire.

II.

If the victim requests such they will be advised when an arrest is made in their case. (MD
Annotated code CP 11-1002(b)(8))

III.

Every victim and witness may be instructed that if an attorney or investigator representing the
defendant contacts him or her victim has no obligation to speak to him or her.

55.2.6 NEXT OF KIN NOTIFICATIONS
CALEA 55.2.6
NOTIFICATION PROCEDURE
A. Notification of next of kin of deceased, seriously injured, or seriously ill persons shall be
accomplished in a prompt and considerate manner.
B. A CPD Supervisor shall make notification of next of kin.
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C. Whenever possible, assistance should be obtained from the clergy or a relative or close
friend.
1. The Cumberland Police Department maintains a Department Chaplin whose contact
information is listed in the incident reporting system.
D. Notifications should be made in concise terms so that the person is fully aware of the
relative’s condition.
E. If the facts surrounding the death or serious injury are known, and divulging them will not
compromise any ongoing investigation, the CPD Supervisor making the notification is to
explain to person what happened being as concise as possible.
F. Upon making notification every effort should be made to not leave the person alone, the
notifying supervisor should assist the person with contacting someone nearby to accompany
him or her.
1. The department Chaplin may be used for this purpose.
FUNERAL ARRANGEMENTS
A. In most cases, it will be necessary for the CPD Supervisor making the notification to obtain
funeral home arrangement information.
B. In cases where an autopsy will be preformed explain to the family that there will be a delay
in the person reaching the funeral home; however, the funeral home can make
arrangements.

III.

AUTOPSY INFORMATION

A. If a family member, wishes to obtain a Maryland autopsy report advise them that it can be
done by writing to the Office of the Chief Medical Examiner, Baltimore, MD.
1. Some restrictions do apply
2. There may be a fee
IV.

REQUESTS FOR NOTIFICATIONS FROM OTHER JURISDICTIONS

A. Requests for death notifications made by other agencies shall be confirmed, preferably by
teletype.

55: victim assistance

II.

Cumberland Police Department

7

Cumberland Police Department
General Order: 56.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

SAFE HAVEN

CPD POLICY 56
56.0

SAFE HAVEN BABY DROP

POLICY
The Cumberland Police Department will support Maryland project Safe Haven and serve as a facility
where newborn babies may be anonymously abandoned without any negative repercussions to the
parents.
56.0
I.

SAFE HAVEN BABY DROP
PROJECT SAFE HAVEN
A. Any person, not necessarily the mother, can bring a newborn infant into the police station
and turn them over to the police.
B. The person dropping off the infant may say “This is a safe haven baby” or something similar
claiming safe haven status.
C. The infant is to be no more than 10 days old.
D. The infant is to be unharmed (no signs of abuse or neglect).
SAFE HAVEN COMMUNICATION
A. When a safe haven baby is dropped off at the police station the person, dropping off the
child does not have to communicate anything or answer any questions.
B. The officer receiving the child may ask general health and welfare questions about the child;
however, the person dropping off the child is under no obligation to answer.
C. The officer will not ask identity of the person dropping off the child or ask any questions as
to the parent’s identity.
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D. If, upon inspection of the child, an officer observes something that is immediately
recognizable as a sign of physical child abuse, the officer may treat the incident as a criminal
investigation and initiate appropriate questioning.
1. Caution is to be used when initiating such questioning, the welfare of the baby and
the integrity of the Safe Baby program will outweigh any criminal questioning.
E. If the person dropping off the child claims they found the child, they may be questioned as
to their identity and the location of the find so it may be properly investigated and the child
returned if appropriate.
1. At any point the person wants to claim a baby safe haven no further questioning
is to be done.
III.

SAFE HAVEN PROCEDURE
A. The health and welfare of a newborn child is of the utmost importance.
B. Upon receiving the child if there is any concern for the child’s health, request the
Cumberland Fire Department respond for a medical examination.
1. CFD may transport the child to the hospital if they deem appropriate.
C. Upon receiving the child, contact the Department of Social Services – Child Protective
Services.
1. The Department of Social Services will respond and take custody of the child.
D. Cumberland Police Department personnel will retain custody of the child until relieved in
person by a Department of Social Services representative.
E. Open an appropriate incident report documenting the incident.
SAFE HAVEN CONFIDENTIALITY
A. Project Safe Haven is a program where parents can abandoned a newborn in lieu of
disposing or destroying the child.
B. Anonymity and confidentiality is an important aspect of the program.
C. No information on a safe haven baby is to be released to the public.
D. If the officer accepting the child knows the identity of the person dropping off the child;
however, they want to remain anonymous, the identity is to be kept confidential.
E. The parent or person dropping off the child may volunteer to give their name and it be
recorded at any time.
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Cumberland Police Department
General Order: 57
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 57
57.0

JANE DOE SEXUAL ASSAULT

JANE DOE SEXUAL ASSAULT

POLICY
To establish policies and procedures for receiving and handling alleged sexual assault cases, whereby the
victim is identified as “Jane Doe”, for confidentiality purposes by hospital personnel. Under this program
it affords the alleged victims of sexual assaults the opportunity to have evidence collected, via a sexual
assault forensic examination, and have it submitted to the appropriate law enforcement agency, even
though they do not wish to report the alleged sexual assault to the police at the time of the collection.
57.0

A “JANE DOE” VICTIM:
A. Is defined as a victim of a sexual assault who wants to remain anonymous and does not
wish to disclose to police any information concerning the offense.
B. Will still be afforded the opportunity to respond to the emergency room at the Western
Maryland Health System for the purpose of receiving a “Sexual Assault Forensic
Examination,” (SAFE) treatment and counseling for the sexual assault.
C. Will disclose to the “SAFE” Nurse, in confidence, information concerning the particulars
of the offense to include date, time, location and the name and/or description of the
alleged suspect.
II.

HOSPITAL RESPONSIBILITIES
A. A confidential report, containing the information obtained from the victim, will be
completed by the SAFE Nurse and maintained in a sealed confidential file at Western
Maryland Health System.
B. A sexual assault examination or forensic nurse examination will be conducted on the
victim to document any trauma and verify a sexual assault has occurred.
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C. The “SAFE” Nurse conducting an examination will utilize a MSP “Victim Sexual Assault
Evidence Collection Kit” to collect any and all forensic, DNA samples from the victim.
D. The hospital staff will assign a hospital case/file number to the evidence that will be
marked “Jane Doe” case.
E. A report of the incident will be maintained in a confidential file by the hospital. The
victim has three (3) months to decide whether to proceed with having the offense
investigated by the appropriate law enforcement agency.
F. If the victim elects to pursue the case, the victim will notify the Western Maryland
Health System, which will, in turn, make the necessary arrangements for the victim to
meet with the appropriate law enforcement agency.
G. Information obtained by the hospital, which was disclosed by the victim, will be
provided to the law enforcement agency.
H. In the event the victim does not pursue the matter within the three (3) month period,
Western Maryland Health System will send a letter to the Chief of Police, Cumberland
Police Department, 20 Bedford Street, Cumberland, Maryland, 21502.
I.

CPD RESPONSIBILITIES:
A. Upon receiving a call from a hospital emergency room regarding a “Jane Doe” evidence kit,
the CPD Shift Supervisor will open an INCIDENT REPORT listing the hospital employee as the
caller.
B. The INCIDENT REPORT will be coded “Sex Offense – Misc.”, with a notation in the narrative
section: “Jane Doe” case.
C. The CPD Shift Supervisor will obtain the hospital case/file number from the hospital
employee/caller and this number will be listed in the narrative section of the INCIDENT
REPORT.
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This letter will serve:
1. As an official notice that the victim in the referenced “Jane Doe” case has elected
not to pursue the matter within the allotted time frame.
2. As written authorization for the Cumberland Police Department to destroy the rape
collection kit associated with this particular case. NOTE: The three (3) month period
begins when the victim reports to the emergency room for examination, treatment
and counseling.

2

D. An officer will be dispatched to the hospital to obtain the sexual assault evidence collection
kit with the attached hospital form listing the hospital case/file number.
E. The officer will also be provided with the incident report number to give to the hospital
staff.
F. The officer dispatched to the hospital will:
1. Upon receiving the evidence from the “SAFE” Nurse, transport the evidence to the
Cumberland Police Department.
2. Will obtain the name, title and telephone number of the person whom the evidence is
obtained from.
3. Will note the date, time and sign the hospital chain of custody logbook in order to
maintain the chain of custody.
4. Will provide the hospital representative with the incident report number for the
hospital case/file.
2. Upon arriving at headquarters, the officer will place the evidence kit into the proper
property location. The property log will contain the incident report number and the
hospital case/file number. The victim will be listed as “Jane Doe” and the offense will
be listed as “Sex Offense – Misc.”

IV.

I.

No report will be investigated further until the victim elects to have the incident
investigated by the Cumberland Police Department and it is within the three (3) month
period.

J.

If notified within this time period, a criminal investigation will be initiated by the original
case being forwarded to C3I for follow-up.

JUVENILE “JANE DOE” CASES

A. This policy does not apply to cases where the victim is under the age of eighteen (18) and the
alleged sexual assault involves a parent, family member, household member or other person
who has permanent or temporary care and or custody or has the responsibility for the
supervision of a minor child. For such cases, these incidents will be reported to the Department
of Social Services/Child Protective Services and the appropriate law enforcement agency for
investigation.
Cumberland Police Department
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H. The evidence:
1. Will be stored properly in the property room; and
2. Will be retained until such time the victim elects to pursue the matter with the
Cumberland Police Department within the three (3) month period.
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TRAFFIC ENFORCEMENT

61.1 TRAFFIC ENFORCEMENT
61.1.1 SELECTIVE ENFORCEMENT
61.1.2 UNIFORM TRAFFIC ENFORCEMENT
61.1.3 TRAFFIC VIOLATOR PROCEDURES
61.1.4 INFORMING THE VIOLATOR
61.1.5 TRAFFIC ENFORCEMENT POLICIES
61.1.6 TRAFFIC ENFORCEMENT PRACTICES
61.1.7 STOPPING AND APPROACHING STOPPED VEHICLES
61.1.8 CONTACTS WITH VIOLATORS
POLICY
The Cumberland Police Department is dedicated to the safety of motorists and pedestrians on the City’s
roadways. The Cumberland Police Department will strive to reduce vehicle crashes, injuries, and
fatalities, through traffic enforcement and various traffic safety programs.
61.1.1 SELECTIVE ENFORCEMENT
CALEA 61.1.1
TRAFFIC ENFORCEMENT RESPONSIBILITY
A. All employees of the Cumberland Police Department share responsibility for roadway
safety.
B. The CPD Traffic Coordinator will be responsible for the coordination of traffic
enforcement throughout the City.
C. The CPD Traffic Coordinator will be responsible for the collection of traffic statistics and
similar information throughout the City.
D. The CPD Traffic Coordinator will submit a Command Staff traffic report at the quarterly
staff meeting, which will include: (CALEA 61.1.1a,b,c)
1. Number of traffic crashes
2. Number of traffic crashes by roadway
3. Number of traffic crashes by time of day
4. Number of traffic crashes with injuries
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5.
6.
7.
8.
9.

Number of traffic crashes with fatality
Number of alcohol-related traffic crashes
Number of hit and runs
Number of citations written
Number of warnings written

E. The Command Staff traffic report will be disseminated and discussed quarterly at
command staff meetings and the data will be used to direct traffic enforcement
initiatives. (CALEA 61.1.1a,b,c,d,e)
F. The Command Staff will also review the previous quarter’s initiatives for effectiveness.
(CALEA 61.1.1f)
G. In addition, CPD Patrol Supervisors are encouraged to use the variety of data and
reports available in real time in the computerized Report Management System when
considering traffic enforcement assignments.
H. The Cumberland Police Department will participate in the City-wide Traffic Safety Board.
SELECTIVE TRAFFIC ENFORCEMENT
A. All Cumberland Police officers have a responsibility to take the appropriate action when
traffic-related violations are observed. All officers shall be vigilant to violations of traffic
laws and shall take appropriate action when violations are observed or reported.
B. All CPD Supervisors will consider the following when assigning traffic enforcement
details:
1. Crash data
2. Data available in the RMS
3. Citizen complaints
4. Experience
5. Dangerous intersections
6. High pedestrian areas
7. Construction zones
C. The Cumberland Police is aware that certain conditions exist that cause a higher risk of
safety to motorists as supported by nation-wide traffic safety data. While every
violation creates some degree of risk, CPD will give special attention to the enforcement
of: (CALEA 61.1.5d)
1. Driving under the influence of alcohol or drugs (CALEA 61.1.10)
2. Speeding
3. Aggressive driving
4. Seat belt and child safety seat enforcement
5. Pedestrian violations
6. School safety zone violations
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D. Although most traffic violations pose some degree of danger to the public, officers may
exercise discretion in the enforcement of less-hazardous violations. (CALEA 61.1.5h)
61.1.2 UNIFORM TRAFFIC ENFORCEMENT
CALEA 61.1.2
I.

TRAFFIC ENFORCEMENT
A. All Cumberland Police employees will conduct traffic enforcement and participate in
traffic safety programs without any bias towards a person’s race, color, ethnicity,
national origin, gender, age, sexual orientation, disability, social status, or genetic
information.
B. It is the policy of the Cumberland Police Department that an arrest, issuance of a
citation, or any other police action, will be based on probable cause that a violation has
occurred and in accordance with existing law.
C. Cumberland Police Department employees shall not participate in the use of any
unlawful discriminatory characteristic as a cause for taking any law enforcement action
against any individual or group.

21-902
20-102

The person does not have adequate identification OR the officer has reasonable grounds
to believe the person will disregard the citation
Driving under the influence violations
Failure to stop at an injury accident or render aid

20-103 – 20-105

Hit and run and failing to aid injured

16-303

Driving suspended or revoked

26-202
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D. All enforcement actions will be accomplished in a fair, impartial, and courteous manner
using:
1. Written Warnings (CALEA 61.1.2c) may be issued to a violator whenever there
is a minor traffic infraction. An effective warning, properly given by an officer,
may be effective, while building positive rapport with drivers.
2. Maryland Uniform Complaint and Citation (CALEA 61.2.2b) should be issued
to a violator who jeopardizes the safe and efficient flow of vehicular and
pedestrian traffic, including hazardous moving violations, multiple violations,
or operating unsafe and improperly equipped vehicles.
3. Safety Equipment Repair Orders is issued when a Maryland registered vehicle
is operated with equipment that does not meet the standards established
under 23-105 and 24-106.1 (e) of the Traffic Article. Safety Equipment Repair
Orders (MSP 157) may be used to document and correct defective vehicle
equipment.
4. Physical Arrests (CALEA 61.1.2a) may affect a physical arrest for those
violations listed in 26-202 of the Maryland Transportation Article when the
violation was committed in the presence of the officer and/or:
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20-103 – 20-105

Failure to stop after a vehicle accident laws

21-904

Fleeing eluding police

21-1116

Driving in race resulting in injury or death

16-101

Driving without a license

14-110

Falsifying or manufacturing false registration
5. If any questions arise concerning a particular situation, the officer involved
should confer with a CPD Supervisor.
TRAFFIC ENFORCEMENT REPORTING
A. Incident report
1. Each officer will request to dispatch that an incident report be opened for every
traffic enforcement action including:
a. Traffic stops
1) Open for officer initiated traffic stops
b. Traffic complaint
1) Open for citizen reports for problems, i.e. speeding on a
particular street
c. Traffic assignment
1) Open when an officer is assigned to a particular traffic detail
d. Traffic maintenance
1) Open when a traffic control device (sign, light) needs repaired.
2) Open for roadway repairs (potholes)
e. MV crash
1) Opened when a vehicle causes damage to any property
f. Hit and run
1) Opened when an unknown vehicle causes damage to persons or
property
2) When a hit and run is solved, it still maintains the nature of hit
and run; do not change to M/V crash.
2. Every traffic- related incident report will be completed including:
a. Name file (if applicable)
b. Narrative
B. Race-based reporting
1. Every traffic stop meeting the Maryland State definition of a reportable traffic
stop will have its data entered into the Maryland State Police DeltaPlus
database.
a. Not necessary if the officer uses E-Tix to conduct stop.
b. Every sworn officer will be responsible for maintaining a current logon
and password for the Maryland State Police DeltaPlus computer system.
C. Documents
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1. The Department copy of all traffic citations, warnings, and safety equipment
repair orders will be placed in the traffic clerk mail in the Supervisor’s Office.
D. E-Citations
1. Only officers trained and approved by the Maryland State Police will be allowed
to issue traffic citations using the State of Maryland E-Tix system.
2. Each officer given access to the E-Tix system will be responsible for maintaining
access with current logon and password.
3. If, while issuing an E-Citation, it fails to print due to an equipment problem the
officer may:
a. Correct the equipment malfunction and select reprint stop
b. Ask another E-Tix-equipped vehicle to respond, login and reprint stop.
c. Request an officer at CPD reprint the stop from a desktop computer and
bring it to you.
d. Ask the violator to voluntarily follow you to CPD and reprint stop from a
DeltaPlus equipped desktop.
e. Note- if another officer or other terminal reprints the stop, the digital
signature may not appear and must be signed by hand.
4. At no time is an officer allowed to issue a handwritten citation for the same
offense as entered into the E-Tix system, as this will create two charges for the
same offense.
E. Must appear traffic citations
1. Must appear paper citation
a. When a paper citation is issued to a person for a must appear violation
and they are not taken before the District Court Commissioner. The
Officer is to ensure that the “RETURN TO COURT” and “LAW
ENFORCEMENT AGENCY” copies of the citation are placed in the traffic
mailbox for forwarding to District Court.
2. Must appear E-Citation
a. When an E-Citation is issued to a person for a must appear violation and
they are not taken before the District Court Commissioner, the officer is
to ensure that they make a copy of the E-Citations from the DeltaPlus
system and place them in the traffic mailbox for forwarding to the
District Court.
DUI Documentation
1. When charging any person with DUI, the charging officer is to make copies of all
DUI citations, (paper or E-Citations) the CPD incident report, and any related
documents, and place the completed packet in the DUI mailbox.

G. Voiding/canceling/dismissing traffic citations
1. Failure to properly expunge a citation may lead to a person’s driving status
being suspended and possibly resulting in their unlawful arrest due to a
situation that an officer created by not following procedure; therefore, it is
important to properly nolle prosequi all mistaken citations.
2. Citations (paper)
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61.1.3 TRAFFIC VIOLATOR PROCEDURES
CALEA 61.1.3
I.

MARYLAND RESIDENTS
A. Non-arrestable traffic offenses
Cumberland Police Department
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a. Only requests from the issuing officer with proper justification will be
considered.
b. The officer will make a written request to his/her Platoon Lieutenant via
the Shift Supervisor explaining the mistake and requesting permission to
void the paper citation.
c. Once approved, that officer is to:
1) Write “VOID” on the citation involved
2) Sign the citation in the appropriate place
3) Insure that all copies of the citation are included
4) Forward the original citation with all copies, the incident report,
and the request for voiding along with the endorsement by the
Lieutenant to the Office of the Chief of Police.
3. E-Citations voiding
a. E-Citations are entered into the District Court of Maryland system upon
issuance; therefore, they cannot be voided, but must be nolle prosequi
in a Courtroom.
b. E-Citation canceling procedure
1) Only requests from the issuing officer with proper justification
will be considered.
2) The issuing Officer is to make a written request to his/her
Platoon Lieutenant via the Shift Supervisor explaining the
mistake and requesting permission to nolle prosequi an ECitation.
3) Upon receiving written permission for the nolle prosequi from
their Platoon Lieutenant the issuing officer is responsible for
contacting the District Court Office of the State’s Attorney and
request the nolle prosequi providing them with the citation
number and justification for the nolle prosequi.
4) It is important to request that the State’s Attorney forward the
officer a copy of the court documents confirming the nolle
prosequi, once completed.
5) Upon receiving confirmation that the mistaken E-Citation has
been dismissed, forward a copy of the E-Citation as well as the
nolle prosequi documentation from the court to Office of the
Chief of Police.
6) The Chief will then ensure that the CPD E-Tix administrator
forwards a copy of the citation and the nolle prosequi
documentation to the Maryland State Police with a request that
the traffic stop and all related information be expunged from
the E-Tix system.
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1. Offenders may be issued a traffic citation and acknowledge receipt with their
signature.
2. Offenders may be issued an E-Tix generated citation without a obtaining a
signature from the accused.
B. Arrestable traffic offenses
1. Offenders may be taken into custody, processed, and taken before the District
Court Commissioner.
2. An officer may write and release a person on the street or from CPD without
processing only with a CPD Supervisor’s approval.
3. When deciding on whether to release the person on the street, the CPD
Supervisor will consider:
a) The suspect’s criminal history
b) The potential for the suspect to cause further problems, if released at
his/her current location
c) Whether the suspect has prior failure to appear violations
d) The value of obtaining the suspect’s photograph and fingerprints
e) The value of conducting a more thorough search during intake at CPD
f) The value of conducting further interviews with the suspect once at CPD
g) Severity of the crime
h) Manpower constraints at the time

NON-RESIDENTS
CALEA 61.1.3a
A. Non-arrestable traffic offenses
1. Offenders may be issued a traffic citation and acknowledge receipt with their
signature.
2. Offenders may be issued an E-Tix generated citation without a obtaining a
signature from the accused.
B. Arrestable traffic offenses
1. Offenders may be taken into custody, processed, and taken before the District
Court Commissioner.
2. An officer may write and release a person on the street or from CPD without
processing only with a CPD Supervisor’s approval.
3. When deciding on whether to release the person on the street, the CPD
Supervisor will consider:
a) The suspect’s criminal history
b) The potential for the suspect to cause further problems, if released at
his/her current location
c) Whether the suspect has prior failure to appear violations
d) The value of obtaining the suspect’s photograph and fingerprints

Cumberland Police Department
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e) The value of conducting a more thorough search during intake at CPD
f) The value of conducting further interviews with the suspect once at CPD
g) Severity of the crime
h) Manpower constraints at the time
C. Any non-resident traffic offender charged with an offense that contributed to a vehicle
accident may be arrested and taken before a District Court Commissioner (TA 26202(a)(4)).

III.

JUVENILES
CALEA 61.1.3b
A. Non-arrestable traffic offenses
1. Juvenile offenders between ages 16 - 17 may be issued a District Court Traffic
Citation or E-Tix citation and released at the scene.
2. If a juvenile offender is less than 16 years old and possesses a Maryland Driver
Learner’s Permit they fall under the jurisdiction of Juvenile Court, not the
District Court.
3. Juvenile traffic offenders less than age 16 should be charged via Juvenile Court
by completing the appropriate incident report and juvenile arrest sheet.
B. Arrestable traffic offenses
1. All juvenile arrestable traffic offenders less than age 18 falls under the
jurisdiction of Juvenile Court and will be arrested and processed according to
juvenile arrest policy.
2. Juvenile arrestable traffic offenders less than age 18 will be released to a parent
or guardian at CPD.
3. The appropriate incident report and juvenile arrest sheet will be completed and
forwarded to the Department of Juvenile Justice.
a) Juvenile arrestable traffic offenders ages 16-17 will not be issued
District Court Traffic Citations or E-Citations.
LEGISLATORS
CALEA 61.1.3c
A. Members of the United States Congress are immune from arrest during their
attendance at the session of their respective houses, and in going to and returning from
the same. (United States Constitution Article I §6)
1. This section grants immunity from detention or arrest, but would not preclude
the issuance of a citation.
B. There are no guaranteed immunities for Maryland State and Maryland local government
officials.

V.

FOREIGN DIPLOMATS
CALEA 61.1.3d, 1.1.4
Cumberland Police Department
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A. When a driver, believed to have diplomatic immunity, is stopped for a moving traffic
violation and has proper and valid identification indicating immunity, the officer may
issue an appropriate traffic citation or warning. Issuance of a traffic citation does not
constitute an arrest or detention. The officer should consider the issuance of a warning
rather than a citation when encountering a driver with diplomatic immunity.
B. DUI - Of primary consideration in a DUI incident is assurance that the driver does not
endanger himself or herself or the public. Preventive steps may include taking the
subject to another location to permit sufficient recovery to drive safely, providing
transportation, or taking other appropriate corrective action while respecting any
immunity that may apply. Access to a telephone is to be provided.
C. The official, if entitled to criminal immunity, is not subject to any sobriety or other
mandatory test, and, except in extreme cases, will not be restrained. The driver is to be
told that the officer’s primary responsibility is to care for the safety of the official and
the safety of others. Force will not be used, except when necessary, to prevent injury to
the official or others.
D. Papers, documents or archives of a person entitled to immunity or in a vehicle bearing
valid federal diplomatic plates remain inviolable, even if the driver is restrained or the
vehicle removed or immobilized.
E. For more information or to confirm Diplomatic status contact the U.S. Department of
State, OPS Center at 202-647-4415 and after hours at 202-647-1512.
V.

MILITARY PERSONNEL
CALEA 61.1.3e
A. Military personnel are required to obey the rules of the road. Federal military personnel
are exempt from certain licensing requirements and vehicle registration requirements.
Refer to the current State of Maryland Transportation Article for further information.

C. A member of the Maryland State organized militia (Maryland National Guard, Maryland
inactive National Guard, Maryland Defense Force) (PS 13-203) may not be arrested on
any process not issued by a military authority while going to, remaining at, or returning
from a place that the member is required to attend for military duty. (MD Annotated
Code PS 13-905)
VI.

STATE WITNESSES
A. Any person obeying a summons to testify in Maryland or passing through Maryland to
obey a summons to testify in another state, shall not be subject to arrest or the service
Cumberland Police Department
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B. Enforceable traffic law violations committed by Federal military personnel shall be
processed, as would violations by any other citizen.
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of process, civil or criminal, while in the State of Maryland. (Maryland Criminal Laws
Annotated, Courts and Judicial Proceedings, Section 9-304)
61.1.4 INFORMING THE VIOLATOR
CALEA 61.1.4
CONTACT WITH VIOLATOR
A. CPD officers will be professional and courteous and will not scold, belittle, berate or
otherwise verbally abuse violators.
B. CPD officers will only present traffic offenders with complete and legible traffic citations and
warnings.
C. CPD officers are to advise operators of their name and the reason for the traffic stop.
D. The officer issuing a citation is to explain: (MD Annotated Code TA 26-201, 26-204)
1. Instructions on how to process the citation are written on their copy of the citation.
2. The offender may pay the full amount of the pre-set fine.
3. The offender may plead guilty and request a hearing in lieu of trial to be heard regarding
sentencing. (CALEA 61.1.4a,b,c)
4. The offender may request a trial date, which will be provided by the District Court.
(CALEA 61.1.4a,b,c)
5. That if the offender does nothing, the Motor Vehicle Administration will suspend their
driver’s license. (CALEA 61.1.4d)
6. That driving on a suspended driver’s license is a criminal offense, which they may be
incarcerated. (CALEA 61.1.4d)
7. If the offense is an arrestable or must appear offense, the officer will tell the offender
that they will be notified of a court date via mail at the address provided. (CALEA
61.1.4a,b,c)
E. Offender signature on a citation (MD Annotated Code TA 26-201)
1. The officer is to ask the person to sign the bottom of the citation in the space provided.
2. The officer will read the statement on the citation stating that their signature is a receipt
of a copy of the citation and is not an admission of guilt.
3. Offender signatures are not a requirement when issuing E-Citations.
F. Refusal to sign a traffic citation
1. An officer must inform a person who is refusing to sign a citation that their refusal to do
so may subject the person to arrest.
2. If the person still refuses to sign, the officer is to issue a second citation charging 26-203
refusing to sign a traffic citation after arrest.
3. The charge of refusing to sign a traffic citation after request is not an arrestable traffic
offense.
4. The officer will write, “Refused to sign” on the citations and give the violator their
appropriate copies.
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61.1.5 TRAFFIC ENFORCEMENT POLICIES
CALEA 61.1.5
DRIVING UNDER THE INFLUENCE
CALEA 61.1.5a, 61.1.10, 61.1.11
A. DUI Enforcement program
1. This agency will fully support a comprehensive DUI/DWI countermeasures program and
will establish DUI/DWI enforcement as one of its highest priorities.
2. The agency will take measures to train officers in the use of breath testing equipment as
soon as practical.
3. The agency will take measures to train officers in the detection, apprehension, and
prosecution of the drug/alcohol impaired driver.
4. Enforcement should be concentrated on areas and during days, dates, and time periods
which have statistically indicated a high rate of alcohol-related crashes and should be
concentrated on routes which would usually be traveled by the impaired driver.
B. DUI Enforcement
1. The agency will encourage officers to file charges on drug/alcohol impaired drivers.
2. An officer will file a charge, which establishes probable cause, for the initial contact with
the violator.
3. An officer will file a charge of DUI/DWI when the officer believes he/she has reasonable
cause for the charge.
4. The drug/alcohol impaired driver will not be released nor offered alternate
transportation offered in lieu of arrest.
C. DUI Procedure
1. An officer's observations are crucial in detecting the drug/alcohol impaired driver and in
establishing the probable cause upon which an arrest decision is made.
2. Officers should recognize and identify specific driving behaviors that often indicate a
driver is impaired.
3. Officers should recognize and identify other behavior occurring during vehicle stops that
provide further indications that the driver is impaired.
4. The officer should make notes of the behavior(s) that led him/her to believe a driver
was impaired and should include these notes as a part of his/her arrest report, in
addition to listing the probable cause offense(s) on MVA DR-15A.
5. Officers should exercise due care in stopping or pursuing the impaired driver, since their
actions or reactions may be very unpredictable.
6. The officer shall notify communications of the location, vehicle description, and the
reason for the stop, indicating that the driver possibly is impaired.
a. Communications shall summons assistance for the initiating officer, unless
otherwise advised.
7. Once the vehicle is stopped, the officer will not allow the driver to move the vehicle
until the officer determines whether or not the driver is fit to drive.
8. Approach the vehicle with caution; obtain operator's license, registration, and other
appropriate documents; interview the driver and occupants.
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E. DUI ARRESTS
1. Proper arrest and processing procedures, including any test(s) allowed by law, are
necessary to ensure the successful prosecution of a DUI/DWI case.
2. If all elements of the DUI/DWI or physical control violation have clearly been
established, the officer shall arrest the driver.
a. The subject shall be handcuffed and searched.
b. The officer will make arrangements to secure the vehicle and property and
arrange for the transportation or safety of any passengers.
c. The subject will be transported to the police station for testing and processing.
d. During transport, the officer shall contact the communications center to allow
them time to conduct a driving record and a wanted check on the subject and
should obtain a copy of the driving record.
3. Procedures for arrest, based on the age of the defendant, test results, or on the basis of
a refusal include:
a. DUI/DWI - BAC test from .02% BAC to .079% BAC.
1) Arrest
2) Miranda rights (when appropriate)
3) MVA Form DR-15, Advice of Rights to Chemical Tests
4) Breath test
5) Alcohol influence narrative report
6) Juvenile arrest sheet (if juvenile arrested)
7) Citation for DUI/DWI
8) Statement of facts completed in Incident Report narrative
9) Statement of Probable Cause for District Court if not released from the
department
10) Release
a) To custody of parents or to custody of Department of Juvenile
Justice, if juvenile
b) To another adult, if local resident and under State’s Attorney’s
guidelines, which include;
i.
Defendant is cooperative
ii.
Has no previous suspensions/revocations
Cumberland Police Department
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9. Officers should recognize and identify behaviors and attitudes during face to face
contact with the driver that provides indications that the driver is impaired.
10. Officers should note all observations leading to the suspicion that the drive is impaired
and if the officer believes probable cause to support his/her suspicion, the driver should
be requested to exit the vehicle for further investigation.
a. If the vehicle was not observed in motion, the officer should determine if
probable cause exists to charge the driver with DUI/DWI or physical control.
b. The driver should be directed to a safe location if the driver agrees to submit to
the field sobriety tests, preferably in front of both the vehicles or to the side,
utilizing the available light from both, but field sobriety tests shall not be
conducted in the space between the vehicles.
11. Select and administer appropriate field sobriety tests which the officer has been trained
in to assess impairment.
12. The officer will formulate an appropriate arrest decision based on the evidence
accumulated from all the previous steps.

12

Has no previous failure to appears for any kind of Court
or MVA hearing
iv.
The arresting officer can locate a licensed adult that has
not been drinking
b. DWI - Test over .08% BAC.
1) Arrest
2) Miranda Rights (when appropriate)
3) MVA Form DR-15, Advice of Rights to Chemical Test
4) Breath test
5) MVA Form DR-15A if, including probable cause violation or action;
indication(s) of failing sobriety tests, e.g. failed five of six field sobriety
tests or (more specifically) failed finger to nose, gaze nystagmus, etc.; and
other indications of alcohol consumption (e.g. odor of an alcoholic
beverage on or about the defendant's person, fumbling for license, etc.)
a) The law clearly requires that an officer must clearly establish
probable cause for the stop and then must establish a
reasonable suspicion that there was actually use or abuse of
alcohol and/or drugs.
7) Alcohol influence narrative report
8) Juvenile arrest sheet (if juvenile arrest)
9) Citation for DWI per se
10) Statement of facts completed in incident report narrative
11) Statement of Probable Cause for District Court, if not released from the
department
12) Release
a) To custody of parents or to custody of Department of Juvenile
Justice, if juvenile.
b) To another adult, if local resident and under State’s Attorney’s
guidelines, which include;
i.
Defendant is cooperative
ii.
Has no previous Suspensions/Revocations
iii.
Has no previous failure to appears for any kind of Court
or MVA hearing
iv.
The arresting officer can locate a licensed adult that has
not been drinking
c) Taken for bond hearing, if a District Court Commissioner is
available, if defendant is a non-resident, or falls into any of the
categories above.
c. DUI/DWI - With test refusal
1) Arrest
2) Miranda rights (when appropriate)
3) MVA Form DR-15, Advice of Rights to Chemical Test
4) MVA Form DR-15A, including probable cause violation or action;
indication(s) of failing sobriety tests, e.g. failed five of six field sobriety
tests or (more specifically) failed finger to nose, gaze nystagmus, etc.; and
other indications of alcohol consumption (e.g. odor of an alcoholic
beverage on or about the defendant's person, fumbling for license, etc.)
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F. CONDUCTING BREATH TESTS
1. The officer will read the Advice of Rights to Chemical Test, MVA form DR-15 and
will have the subject read a copy of the form along with the officer.
2. The officer will advise the subject of his/her "Miranda" rights if the subject is to
be asked any questions.
3. An officer qualified to perform a test will conduct the chemical test specified in
accordance with Maryland Motor Vehicle Law and Maryland Courts and Judicial
Proceedings, including completion of all test report forms required by the
Maryland State Police Chemical Test for Alcohol Unit.
4. If the subject's BAC does not substantiate impairment, the officer should check
for drugs or a medical condition that could cause the impairment.
a. For any driver whose test is at or above .08% BAC, MVA Form DR-15A
shall be completed and forwarded to the Motor Vehicle Administration,
a copy of which shall be presented to the operator of the vehicle.
b. The operator’s license shall be seized and forwarded to the Maryland
Motor Vehicle Administration, if the license was issued in Maryland.
c. The officer may conduct supplementary tests in accordance with state
requirements.
4. If the subject refuses to submit to the evidential chemical test(s), the MVA Form
DR-15A shall be completed and forwarded to the Motor Vehicle Administration,
a copy of which shall be presented to the operator of the vehicle.
5. The operator’s license shall be seized and forwarded to the Maryland Motor
Vehicle Administration if he is licensed in Maryland.
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a) The law clearly requires that an officer must clearly establish probable
cause for the stop and then must establish a reasonable suspicion that
there was actually use or abuse of alcohol and/or drugs.
5) Alcohol influence narrative report
6) Juvenile arrest sheet (if juvenile arrest)
7) Citation for DUI/DWI
8) Statement of facts completed in Incident Report narrative
9) Statement of Probable Cause for District Court if not released from the
department
10) Release
a) To custody of parents or to custody of Department of Juvenile
Justice, if juvenile
b) To another adult, if local resident and under State’s Attorney’s
guidelines, which include;
i.
Defendant is cooperative
ii.
Has no previous suspensions/revocations
iii.
Has no previous failure to appears for any kind of Court
or MVA hearing
iv.
The arresting officer can locate a licensed adult that has
not been drinking
c) Taken for bond hearing if a District Court Commissioner is
available, if defendant is a non-resident, or falls into any of the
categories above.
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G. DUI ARREST REPORTING
1. The officer will complete the required forms and arrest reports.
2. Agency forms will be completed as required, thoroughly documenting all
evidence gathered during the investigation and indicating the results of all field
sobriety and/or chemical tests administered, which will include completing the
rights waiver, consent to chemical test form, alcohol influence report form,
breath test report and a narrative statement of the arrest.
3. Any necessary affidavits, information or arrest sheets shall be completed by the
officer.
4. Any information required in the "DUI/DWI Folder" shall be prepared and/or
forwarded to the DWI officer to complete.
H. DUI ARREST RELEASE
1. The decision whether to incarcerate or release will be based on specific
statutory requirements, the ability of the subject to post bond, if required, and
the ability to release the subject to a responsible third party, which is preferred
to incarceration. This decision rests solely on the Shift Supervisor, not the
arresting officer.
2. Only local residents are eligible for release from the station after all necessary
work is completed.
3. All guidelines set by the Allegany County State’s Attorney will be adhered to in
determining whether or not a person should be released from the station.
4. All reports, affidavits, and other documents will be submitted with other shift
paperwork to be checked at the end of the officer's shift.
5. Taken for bond hearing if a District Court Commissioner is available, if defendant
is not a local resident, or falls into any of the categories above.
DRIVING SUSPENDED and/or REVOKED
CALEA 61.1.5b
A. Stopping officers must consider the original charge for the suspension and charge
appropriately.
B. Offenders who are driving suspended and/or revoked are to be arrested,
transported to CPD, and issued the appropriate citations.
C. An officer may write and release a person on the street or from CPD without
processing only with a CPD Supervisor’s approval.
D. When deciding on whether to release the person on the street the CPD Supervisor
will consider:
1. The suspect’s criminal history
2. The potential for the suspect to cause further problems, if released at
his/her current location
3. Whether the suspect has prior failure to appear violations
4. The value of obtaining the suspect’s photograph and fingerprints
5. The value of conducting a more thorough search during intake at CPD
Cumberland Police Department
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II.

15

6. The value of conducting further interviews with the suspect once at CPD
7. Severity of the crime
8. Manpower constraints at the time
E. All drivers’ licenses showing canceled, suspended, or revoked shall be confiscated,
entered into property, and returned to the respective Department of Motor
Vehicles. When appropriate, a citation may be issued for a violation of TA 16-301,
possession of a revoked, suspended, driver’s license.
SPEED ENFORCEMENT
CALEA 61.1.5c, 61.1.9
A. Speed violations are a contributing factor in many vehicle crashes and are responsible
for many injuries; therefore, CPD officers will hold the enforcement of speeding
violations at a high priority.
B. Officers are encouraged to enforce speeding violations during routine patrol.
C. CPD Supervisors are encouraged to direct speed enforcement initiatives based on traffic
statistics as well as experience and citizen complaints.
D. CPD officers may use only speed detection techniques and equipment that they have
been properly trained in their use. (CALEA 61.1.9 a, b, c, d, e)
1. VEHICLE SPEEDOMETER
a. A police package vehicle speedometer may be used to judge the speed
of vehicles and to pace vehicles.
b. Police package vehicle speedometers are calibrated and certified at the
time of manufacture.
2. RADAR
a. CPD officers are to only use CPD-issued RADARS for traffic enforcement.
b. Portable RADAR units must be signed out by each officer prior to use
and approved by the Shift Supervisor.
c. CPD RADARS are to be calibrated in accordance to the officer’s training.
d. CPD RADARS are to be returned to the squad room at the end of each
shift and signed in with the Shift Supervisor’s approval
e. If a RADAR unit is found to be broken or in need of repair, it is to be
taken out of service and an E-Mail sent to the CPD Speed Equipment
Supervisor requesting repair.
f. It will be the responsibility of the CPD Speed Equipment Supervisor to
ensure that all CPD RADAR units are certified as calibrated by the
Maryland State Police once per year.
3. LASER
a. CPD officers are to only use CPD-issued lasers for traffic enforcement.
b. Portable laser units must be signed out by each officer prior to use and
approved by the Shift Supervisor.
c. CPD lasers are to be calibrated in accordance to the officers’ training.
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d. CPD lasers are to be returned to the squad room at the end of each shift
and signed in with the Shift Supervisor’s approval
e. If a laser unit is found to be broken or in need of repair, it is to be taken
out of service and an E-Mail sent to the CPD Speed Equipment
Supervisor requesting repair.
4. SPEED TRAILER
a. The speed trailer is a speed deterrent that can be deployed on any City
street.
b. The speed trailer is designed to make motorists aware of their own
speed and judge whether it violated the current speed limit.
c. The speed trailer is not to be used as a speed enforcement tool.
d. The speed trailer may be deployed at the discretion of the Shift
Supervisor taking into consideration traffic statistics as well as
experience and citizen complaints.
e. Any CPD employee, civilian or sworn, may deploy the speed trailer.
f. The speed trailer is only to be positioned at a safe location off the
roadway surrounded by orange traffic cones.
g. The speed trailer will not be positioned on any Maryland State route
without permission from the State Highway Administration.
h. The speed trailer is to be calibrated via tuning fork each time it is
deployed.
i. The speed trailer is to bear the speed limit sign appropriate for the
street it is positioned.
j. Although allowed to be deployed after dark, officers are encouraged to
remove the speed trailer from the roadway if the dangers of its
placement along the road and attraction for vandalism outweigh the
value of speed deterrence.
IV.

OFF ROAD VEHICLE VIOLATIONS
CALEA 61.1.5e
A. Officers wishing to enforce off-road vehicle operation on public property such as streets
will consider CL 6-404 use of an off-road vehicle on public property.
B. Officers wishing to enforce off road vehicle operation on private property will consider
CL 6-404 use of an off-road vehicle on private property.

V.

EQUIPMENT VIOLATIONS
CALEA 61.1.5f
A. If a police officer observes that a vehicle is being operated with any equipment that
apparently does not meet the standards established under the Maryland Transportation
Article, the officer may stop the driver of the vehicle and issue the operator a Safety
Equipment Repair Order (SERO.)
Cumberland Police Department
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C. Officers may consider additional traffic violations, if applicable.
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B. CPD officers may take enforcement for readily observable violations. Officers may not
dissemble a vehicle or tamper with its mechanics in order to discover or correct a
violation.
C. If a vehicle is in such a poor condition that it is in too hazardous of a condition to be
driven on the highway, the officer is to consider additional violations relating to an
unsafe vehicle (TA 22-101) and advise the driver they are not allowed to drive it on the
roadway and consider having it towed.
D. Upon issuing a SERO, CPD officers are to advise the offender that the deficiency must be
corrected within 10 days and certified by a Maryland Certified Inspection Station.
E. Any Maryland Police Officer including Cumberland Officers may certify repairs were
made for the indicated (asterisked) violations only.
F.

Certifying repairs:
1. Upon personally observing a repair has been made an officer may endorse the
issued SERO in the appropriate place at the bottom of the SERO (MSP 157).
2. The officer is to give the SERO back to the person and instruct them to mail it to:
Maryland State Police
Automotive Safety Enforcement Division
6601 Ritchie Highway
Glen Burnie, MD 21062
3. Officers also have the option of using the E-tix system, which has a built in SERO
sign-off function to certify repairs were made. When using this system it is not
necessary for the person to mail the certified SERO to the MSP Automotive Safety
Division, the record will be automatically updated via E-tix.

COMMERCIAL VEHICLE VIOLATIONS
CALEA 61.1.5g
A. Officers with the Cumberland Police Department will enforce routine traffic violations
concerning commercial vehicles.
B. When encountering a violation concerning a commercial vehicle that requires the
expertise of a trained commercial vehicle enforcement officer, CPD officers are to
request a Maryland State Police Commercial Vehicle Enforcement Division (MSP CVED)
unit respond.
C. Commercial vehicles and their drivers are not to be detained for an unreasonable period
of time awaiting the response of a CVED unit, unless the officer can articulate that the
commercial vehicle is in too dangerous a condition to be driven on the highway.
D. CPD officers are to request assistance from MSP CVED in all serious vehicle crashes
involving commercial vehicles.
Cumberland Police Department
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VII.

MULTIPLE VIOLATIONS
CALEA 61.1.5i
A. Officers are not limited as to the number of citations that may be issued to a single
violator. Officer’s should use sound judgment in deciding how many charges to place
and should avoid citing numerous separate charges that the courts may tend to
consolidate.

VIII.

NEWLY ENACTED LAWS
CALEA 61.1.5j
A. It will be the responsibility of the CPD Training Coordinator to ensure all personnel
receive proper training when a new law is enacted or existing law changed.
B. Officers enforcing new laws will exercise discretion giving consideration to the violator
until the new law becomes well publicized and well established.

IX.

VIOLATIONS RESULTING FROM TRAFFIC COLLISIONS
CALEA 61.1.5k

X.

PEDESTRIAN VIOLATIONS
CALEA 61.1.5l
A. Cumberland Police officers will monitor known high pedestrian areas in order to
facilitate pedestrian safety.
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A. Officers may take enforcement action when their traffic crash provides probable cause to
believe that a law or ordinance has been violated.
1. More than one person involved in the crash may have contributed to the collision
and therefore, more than one person may be cited/arrested/warned as a result of
the crash reporting/investigation process.
2. Officer's specific enforcement actions arising from traffic crash investigation or
reporting, e.g. physical arrest, citation, written warning, etc., will be consistent
with the nature of the alleged violation and with this agency's policies concerning
traffic law enforcement.
3. Before taking any enforcement action, the officer must establish all elements of
the violation.
a. Elements that the officer has not personally witnessed must be established
through investigation.
b. The investigation may include statements or admissions made by the alleged
violator, statements of other witnesses, crash scene measurements, and
other physical evidence.
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B. Officers may be assigned to special pedestrian crossing details during special events.
C. Officers are to be cognizant of pedestrian actions that impede traffic and may cause
injury.
XI.

BICYCLE VIOLATIONS
CALEA 61.1.5m
A. The City of Cumberland is a popular bicycle tourist area with several bicycle trails in our
jurisdiction.
B. Cumberland Police officers are to be cognizant of hazards involving bicycle traffic on our
roadways and are to take appropriate action when violations occur.
C. When enforcing bicycle laws in the downtown tourist area, officers are to use discretion
and are to take on more of a role of ambassador, assisting bicycle riders and offering
instruction on safe operation.
D. When officers encounter a juvenile under the age of 16 operating a bicycle without a
helmet they are to not issue a citation, but are to issue a verbal warning and educate
them as to the importance of helmet use, providing literature if possible. (MD
Annotated Code TA 21-1207.2)

XII.

REGISTRATION VIOLATIONS
A. Officers may take enforcement action when they have probable cause to believe that a
vehicle or trailer registration law has been violated.

C. Upon removing the registration plates from any vehicle or trailer, the officer will consider
towing it from the roadway in accordance to policy.
XIII.

LICENSE RE-EXAMINATION
CALEA 61.1.12
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B. Officers will seize the registration plates of any vehicle which Maryland MVA records
indicate there is a pick-up order for or are otherwise suspended or revoked.
1. Officers will refrain from seizing out-of-state registration plates except in
exigent circumstances.
2. Officers will not seize the license plates of any vehicle parked on private
property or otherwise not in motion.
3. All seized registration plates will be placed into CPD property in accordance
with policy.
4. Upon receiving the registration plates it will be the responsibility of the CPD
Evidence Control Lieutenant to return them to the MVA in a timely manner.
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A. Officers who detect a person who appears to be incompetent, physically or mentally
disabled, or suffers from disease or other conditions that prevent him/her from exercising
reasonable and ordinary control over a motor vehicle, will complete appropriate forms to
request a reexamination by the Maryland Motor Vehicle Administration.
1. A request for reexamination will be submitted on Maryland Motor Vehicle
Administration Form AJ-39.
2. Any physical defects must be described in detail on the form and the summary
portion must be written in such detail that reasonable grounds for the
reexamination are conclusively established.
3. The form must be signed by the initiating officer. The form must be reviewed
and signed by the Platoon Lieutenant or an officer of higher rank.
4. The officer shall inform the driver that a request for license reexamination is
being submitted and that the driver will receive notification from the Maryland
Motor Vehicle Administration.
5. All information including justification for the re-examination must be
documented with the referral number in the appropriate incident report.
B. Beginning October 1, 2013, driver re-examinations may be submitted via the DeltaPlus (ETix) system.
1. When an officer has reason to submit a driver to a re-examination they may
make the appropriate selections in the DeltaPlus program, choose the
justification, and submit the request.
2. No Supervisor’s signature is required when submitting a referral via the
DeltaPlus system.
3. All information including justification for the re-examination must be
documented in the appropriate incident report.
XIV.
PASSING STOPPED SCHOOL BUS COMPLAINTS
CALEA 61.1.5
A. The Cumberland Police Department will aggressively enforce school bus red light
violations.
B. When receiving a report of a vehicle passing through a school bus stop lights, officers will
cooperate with any witnesses, (bus driver), and attempt to identify the driver of the
offending vehicle.

D. If probable cause does not exist to identify the driver; however, the vehicle can be
identified such as obtaining a license plate, the investigating officer will contact the owner
of the vehicle and issue them a written warning advising them that their vehicle is
suspected of illegally passing through a school bus stop lights. (MD Annotated Code TA
21-706.1(b)(2).)
1. If the issuance of a written warning is not feasible, such in the case of an out
of jurisdiction suspect vehicle, with the permission of the Shift Supervisor, the
owner of the vehicle may be contacted by phone and a verbal warning issued.
Cumberland Police Department
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C. If probable cause exists, the officer will consider filing appropriate charging documents.
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61.1.6 TRAFFIC ENFORCEMENT PRACTICES
CALEA 61.1.6
I.

VISIBLE PATROL (CALEA 61.1.6a)
A. Cumberland Police Department patrol officers are assigned to patrol areas daily.
As part of their routine patrol duties, officers are to travel about that area and
be visible as a deterrent to crime and traffic violations. As always, while on
patrol, officers are to be vigilant to violations of traffic laws and shall take
appropriate action when violations are observed or reported.

II.

STATIONARY OBSERVATION (CALEA 61.1.6b)
A. Shift Supervisors are encouraged to utilize traffic data, citizen complaints and
experience to make assignments in areas with traffic problems. Officers may
utilize stationary traffic enforcement procedures, remaining at a single location
being vigilant for violations in any particular area.
B. When conducting stationary traffic enforcement, officers will park in a manner
not to impede traffic or be a safety hazard.

III.

USE OF MARKED AND UNMARKED VEHICLES (CALEA 61.1.6c)
A. The Cumberland Police Department allows both marked and unmarked police
vehicles to be used for patrol activities and traffic enforcement.

IV.

USE OF ROADSIDE SAFETY CHECKS (CALEA 61.1.6d)
A. Cumberland Police officers will not conduct roadside vehicle inspections, which
entail dismantling a vehicle or its parts. Cumberland Police officers will only
enforce equipment violations, which are readily observable.

61.1.7 STOPPING AND APPROACHING STOPPED VEHICLES
CALEA 61.1.7
I.

LOW RISK TRAFFIC STOP (CALEA61.1.7a,b)
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B. With permission of the Chief of Police, officers may participate in organized
traffic safety checkpoints such as seat belt safety checks, DUI checkpoints, and
aggressive driving awareness projects.
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Keep in mind that due to the dynamics of a routine traffic stop, it may evolve at any time
into a high-risk situation.

B.

During routine traffic stops, officers are to be vigilant for dangers or threats and should
respond to each situation accordingly.

C.

Officers should choose a safe stopping location. If possible, both vehicles should pull off
the roadway or to the side of the roadway in an effort not to impede traffic.

D.

Officers will not conduct traffic stops on the cross-town bridge of Interstate 68 where there
is no shoulder; except in exigent circumstances.

E.

Once the officer has chosen a location for the stop, the officer will advise communications
of:
1. Location
2. License plate number and state
3. Make, model and color of vehicle
4. Number of occupants
5. Activate all of the vehicle’s emergency equipment and initiate stop

F.

Position of the Vehicle
1. Position the police vehicle behind the suspect’s vehicle and stop approximately
20-30 feet behind the suspect’s vehicle, offset approximately 3 feet. Activate
takedown lights, high beam headlights, and position spotlight at outside driver’s
review mirror.

G.

Making Contact with the Driver and Occupants
1. The officer will approach the vehicle and make contact with the operator using
the driver’s side or passenger side approach.

HIGH-RISK TRAFFIC STOPS (CALEA61.1.7c)
A.

When stopping a vehicle that you know or suspect is occupied by armed suspects or
persons you believe could cause harm to you or someone else, you should conduct a high
risk or felony stop

61.1.1: traffic enforcement

II.

A.

Cumberland Police Department
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61.1.8 CONTACTS WITH VIOLATORS
CALEA 61.1.8
I.

It is imperative that officers take proper enforcement action and attempt to alter favorably the
violator's future driving habits.

II.

Once an officer has stopped a violator and is about to communicate with him or her, officerviolator relations begin.

III.

The following procedures will be used to minimize conflict between the officer and the violator
and facilitate a professional process.
A. The officer will present a professional image in dress, grooming, language, bearing, and
emotional stability.
B. The officer will be absolutely certain that the observations of the traffic violation were
accurate, without reservation.
C. If there is any doubt, an officer should not make contact, and will not take enforcement
action.
D. The officer shall have all necessary equipment and forms available and readily at hand,
which may include citations, warnings, etc.
E. The officer shall greet the violator with an appropriate title and in a courteous manner.
F. The officer shall request the violator's operator’s license, vehicle registration, and any other
documents the officer might need, such as the manifest for commercial violations,
identification from accompanying driver if the violator is a probationary driver, and so on,
but shall accept no other forms.
G. The officer shall inform the violator what traffic law he/she has violated and the intended
enforcement action; the violator should not be kept in suspense.

I.

The officer will complete the forms required for the enforcement action.

J.

The officer will check the driver for signs of physical impairment, emotional distress, and
alcohol and/or drug abuse and shall take appropriate measures based on his/her
assessment of the driver.

K. The officer will present the citation to the violator and explain the citation to ensure the
violator understands what he/she must do in response to the citation. The officer will
return the violator's license, registration, and any other documents previously requested.
Cumberland Police Department
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H. The officer should allow the violator to discuss the violation, but the officer will not argue,
berate, or otherwise verbally abuse the violator.
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L. The officer will, if practical, assist the violator to reenter the traffic flow safely.

Cumberland Police Department
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Cumberland Police Department
General Order: 61.1.13

Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 61.1.13

PARKING ENFORCEMENT

61.1.13 PARKING ENFORCEMENT
POLICY
The City of Cumberland through the Cumberland Police department and the Municipal Parking Authority
will enforce parking regulations throughout the City pursuant to the Cumberland City Code as well as
Maryland vehicle law.
61.1.13 PARKING ENFORCEMENT
CALEA 61.1.13
GENERAL PARKING ENFORCEMENT
A. CPD officers will enforce municipal parking regulations throughout the city using
appropriate City of Cumberland Municipal Parking Warnings and Citations.
1. Although Officers have, the authority to issue State of Maryland
Citations for parking violations the primary means of doing so will be via
City of Cumberland citation or warning. State Citations will only be
written for parking violations if the Municipal Code does not address
the appropriate violation.
B. All parking enforcement is to be done without any bias towards a person’s race,
color, ethnicity, national origin, gender, age sexual orientation, disability, social
status, or genetic information.
C. Priority parking enforcement will be given to situations creating hazards such as
parking in a manner not allowing emergency vehicles to pass, fire hydrant
violations, and red line violations near intersections.
D. In addition to parking violations, Cumberland Police Officers will conduct daily
patrols of all municipal parking garages, lots, and the like as a deterrent to crime
and looking out for the safety of pedestrians in these areas.
E. The Primary responsibility for parking enforcement in the Downtown
Cumberland area during business hours will be that of the civilian Municipal
Parking Authority (MPA) officers.
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I.
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F. All Cumberland Police Officers will cooperate with MPA officers and look out for
their well-being while on patrol.
STATIONARY IMPOUNDMENT AND TOWING OF VEHICLES FOR UNPAID CITATIONS.
A. City of Cumberland Ordinance sections 13-47, 13-48, and 13-49 provide
regulations involving the stationary impoundment and towing of vehicles for
unpaid citations. Any vehicle found parked or moving at any time on any street
in the City of Cumberland and in violation of this ordinance can be acted upon
as directed as long as the vehicle meets the following criteria;
1. Vehicle has three (3) or more unsatisfied or unpaid citations for parking
violations;
2. At least thirty (30) days have elapsed since the issuance of the third
unsatisfied citation.
B. Upon meeting the established criteria, authorized personnel can install or cause
to be installed vehicle immobilization equipment (boot) on the vehicle or to
remove or cause to be removed the vehicle by towing.
C. Any vehicle impounded shall be released to the owner upon payment of all fines
imposed to include a charge of twenty dollars ($20.00) for the attachment and
release of the boot if the vehicle is booted and the costs of towing and storage if
the vehicle is towed.
D. Any person tampering with, defacing or attempting to remove a boot shall be
deemed to have committed a misdemeanor, punishable by a fine not to exceed
one thousand dollars ($1,000.00) and imprisonment for a period not to exceed
six (6) months.
E. The Office of Parking will provide traffic enforcement personnel and patrol shifts
with a listing of vehicles, which fit the above listed criteria. This list will be
checked and updated by the Office of Parking as needed to reflect any
additional vehicles that fit these criteria.
F. The Office of Parking will also be responsible to ensure that any vehicle, which
was on the list, is removed immediately upon resolution and a new list issued
reflecting the changes. There shall be no delay in removing a vehicle from the
list once the commitment has been fulfilled. This new list will then be
disseminated to the patrol shifts immediately.
G. All personnel charged with enforcement duties of this ordinance must check this
list on a daily basis to ensure familiarity with the vehicles fitting the criteria and
to note those vehicles, which have been removed from the list.
H. Whenever an officer or enforcement personnel locate a vehicle, which fits the
criteria they will contact the Office of Parking to verify that the vehicle is in
Cumberland Police Department
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violation. If the office is closed, personnel should consult with the on-duty
supervisor before the vehicle is towed.
I.

Upon locating a vehicle in violation of this ordinance, an officer will notify the
dispatcher of the complaint and have an incident report generated. The nature
of this incident report will be "Vehicle Impoundment". The officer will then
request the next available tow company from the current list of providers used
by the department to respond. The officer will stand by until the vehicle is
removed from the area. If available, a boot may be applied to the vehicle at this
time in lieu of towing.

J.

If a vehicle is located by parking enforcement personnel, that person shall
contact the dispatcher to request the assistance of a police officer in regards to
the violation. Parking enforcement personnel will not take any action until a
police officer is on scene. Upon arriving at the scene, the officer will generate
an incident report (Vehicle Impoundment) and make the necessary
arrangements for the booting or towing of the vehicle.

K. If the owner or operator of the vehicle responds to the scene prior to the officer
leaving, that person should be informed of the reason for the action being taken
and directed to the Office of Parking or City Hall to satisfy the unpaid citations
and fees or learn of their options in resolving the matter. This notification will
be documented in the incident report.
L. If the vehicle has been towed from the scene the owner will be notified via
registered or certified mail, return receipt requested, to respond to the Office of
Parking and/or City Hall to pay all fines and fees, which are owed. Upon
satisfying the citations, the owner will receive a tow release in which they must
present to the operator of the tow facility to reclaim their vehicle. It is at this
time that the owner must satisfy the towing and storage fees with the tow
operator in order to receive their vehicle.

III.

TOWING OF VEHICLES FOR PARKING VIOLATIONS
A. Vehicle may be towed for the following reasons however this list does not
include all possibilities;
1. Illegally parked vehicle in any place which creates or constitutes a
traffic hazard, blocks the use of any fire hydrant or obstructs or may
obstruct the movement of any emergency vehicle;
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M. It will also be necessary for shift personnel to check the vehicle impoundment
reports when a vehicle owner reports a vehicle as stolen to ensure that this
vehicle was not impounded due to a violation of this ordinance. If the vehicle is
not located in these incident reports than the stolen vehicle, report should be
taken and investigated.
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2. Illegally parked vehicle where such violation has continued in the case
of a time zone for more than twice the time allowed within that zone,
or in the case of a parking meter violation, where that violation has
continued for another period equal to the maximum time possible on
that meter.
3. Parked in a no parking zone; provided the no parking zone is marked
with signage indicating that parking within such zone shall result in
towing; or
4. Booted vehicle and the owner has not taken the measures required
under Section 13-47 (a) to have the boot removed within forty-eight
(48) hours of the time of the booting.
F. Vehicles impounded or towed under this ordinance shall be restored to the
owner of such vehicle upon the payment of all fines imposed to include
administrative fees for booting, if applicable, and all towing and storage
charges, which may be applicable.
G. There is nothing in the ordinance, which shall preclude or affect the ability of
the police department or any person, official or enforcement officer assigned to
enforce this division to issue parking citations for any of the violations
mentioned in this section.
H. There is nothing in the ordinance, which shall preclude or affect the ability of
the police department or any person, official or enforcement officer assigned to
enforce this division to subject a vehicle to booting or towing and impoundment
for any of the violations mentioned in this section.
I.

NOTICE OF BOOTING OR TOWING.
A. Notice of booting. Notice shall be placed on a vehicle that is booted under
this ordinance using CPD form MV-6, Notice of Booting, advising that:
1. The vehicle has been booted by the City of Cumberland Police
Department for a violation of this ordinance.
2. The owner of the vehicle has the right to contest the validity of the
booting of the vehicle at a hearing by submitting a written request for a
hearing to the City of Cumberland Police Department no later than
seven (7) days from the date of the notice of booting.
3. Any vehicle not claimed within two (2) days of the booting may be
towed and impounded.
4. A copy of this ordinance of the Code shall be attached to the notice.
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IV.

There is nothing in the ordinance, which shall preclude or affect the ability of
the police department or any person, official or enforcement officer assigned to
enforce this ordinance to remove, tow or boot vehicles under any other
provisions of this Code or the laws of the state.
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B. Notice of towing. Whenever a vehicle has been towed pursuant to the
provisions of this ordinance, notice of the removal and storage of said vehicle
shall be mailed within three (3) business days after the date of the towing by
registered or certified mail, return receipt requested, to the last registered
owner of the vehicle. The notice shall contain at least the following
information:
1. A complete description of the vehicle, including the year, make, model,
vehicle identification number and tag number.
2. A statement that the vehicle has been impounded pursuant to the
provisions of this ordinance and the exact location of the facility where
the vehicle is held.
3. The date that the owner has a right to reclaim the vehicle. This date
shall be thirty (30) days within the date of the mailing of the notice. The
right to reclaim the vehicle shall be contingent upon payment of all fines
pursuant to this ordinance, the administrative fee for booting, if
applicable, and all towing and storage charges, which may be
applicable.
4. The failure of the owner to exercise their right to reclaim the vehicle in
the time provided for herein shall be considered a waiver of all rights,
title and interest in the vehicle as well as the owner's consent to the
sale of the vehicle at public auction.
5. The owner has the right to contest the validity of the impoundment of
the vehicle by submitting a written request for a hearing to the City of
Cumberland Police Department no later than seven (7) days from the
date of the notice of towing.
6. A copy of the ordinance of the Code shall be attached to the notice.
HEARING RIGHTS
A. Time. The owner shall have a right to contest the booting and/or impoundment of the
vehicle by submitting a written request for a hearing to the City of Cumberland Police
Department no later than seven (7) days from the date of the notice of the booting or
towing provided for in this section. Except in extraordinary circumstances or upon request
of the owner, the hearing shall be held within three (3) business days of the receipt of the
hearing request.
B. Hearing officer. The hearing shall be held before the Chief of Police or his designee.
C. Procedures:

1. The hearing shall be held in an informal manner.
2. The findings of the hearing officer shall be made in writing. A copy of the
same shall be furnished to the owner no later than seven (7) days from
the date of the hearing, but the decision shall be rendered orally at the
hearing.
3. If the hearing officer determines that the vehicle should not have been
booted and/or impounded, the owner shall not be required to pay the
administrative fee for booting, if applicable or the towing and charges in
Cumberland Police Department
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order to secure the release of said vehicle, and if the charges were paid
prior to the hearing, said charges shall be refunded to the owner.
4. The decision of the hearing officer shall not have any effect on or be
considered to be a determination with respect to the outstanding
unsatisfied summonses, citations or any other legal processes against the
vehicle impounded or its owner.
5. Any person aggrieved by the decision of the hearing officer shall have the
right to appeal the decision, requesting a hearing before the District Court
of Maryland for Allegany County no later than seven (7) days from the
date of the hearing before the hearing officer. If District Court or another
court on appeal from the District Court's decision determines that the
vehicle should not have been booted and/or impounded, the owner shall
not be required to pay the administrative fee for booting, if applicable, or
the towing and charges in order to secure the release of said vehicle, and,
if the charges were paid prior to the hearing, said charges shall be
refunded to the owner.
D. All existing parking regulations will be enforced reasonably and impartially in all areas of the
jurisdiction.

61.1.13: parking enforcement

E. Vehicles parked illegally on private property will be handled through the appropriate legal
requirements governing the reporting, citing, and/or removal of said vehicles.

Cumberland Police Department
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TRAFFIC CRASH INVESTIGATION

CPD POLICY 61.2
61.2 TRAFFIC CRASH INVESTIGATION

POLICY
The Cumberland Police Department will enhance traffic safety by properly investigating traffic crashes,
charging wrongdoers appropriately, and collecting crash data, all in an effort to make the streets safer.
61.2 TRAFFIC CRASH INVESTIGATION

A. Responding to crash scenes
1.
Officers have discretion when responding to vehicle crash scenes based on the
information received from dispatch.
2.
When responding to crash scenes the responding officer should respond appropriately
considering:
a. Are there any reported or suspected injuries in which the officer may be
able to provide aid?
b. Are the vehicles positioned in a high traffic area, which will increase the
possibility of further injury or accident?
c. Are the vehicles off the roadway?
3.
Upon arrival at the scene, officers should position their vehicle to aid in the protection
of the scene and any bystanders that may be on the roadway.
4.
Officers should also consider the need for other emergency vehicles that will be
responding such as fire apparatus and ambulances, which will need to be closer to the
scene than a police vehicle. (CALEA 61.2.3e)
5.
For crash scenes where the vehicles have already been moved from the roadway
officers are to position their vehicle facilitating the flow of traffic along with protecting
pedestrians who may be along the roadway.
6.
Responding officers also need to consider evidence, which may be on the roadway,
such as debris and tire marks and need to position vehicles so as to not destroy such.
(CALEA 61.2.3e)
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CALEA 61.2.4, 61.3.2a

1. GENERAL CRASH INVESTIGATION PROCEDURE
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B. Arrival on scene
1. Upon arrival at the scene officers will conduct an immediate scene assessment taking
into consideration:
a. Hazards, such as fire, fuel spills, and downed lines. (CALEA 61.2.3c)
b. Whether there are any apparent injuries. (CALEA 61.2.3b)
c. The need to move traffic to allow the response of other emergency vehicles.
d. The need for backup units to assist with traffic control.
e. The need for fire and rescue units if they have not been alerted.
2. The first responding officer will contact dispatch and give them a brief assessment
quickly announcing obvious hazards and the number of injured for the information of
other responding emergency responders.
3. Responding fire and rescue apparatus will normally place their vehicles in a position to
use equipment or to block the roadway, further providing pedestrians on the roadway
safety.
4. If a need develops which requires the movement of another agencies emergency
vehicles such as CFD apparatus, the officer should contact the on-scene supervisor for
that agency and make the request.

D. Disruptive parties at crash scenes (CALEA 61.2.2f)
1. Vehicle crashes can be chaotic with disagreements between the parties involved as
well as family and friends who arrive on the scene.
2. Officers on the scene of crashes are to keep the parties involved separated and quell
any disturbances.
3. Officers should also consider establishing a staging area off of the roadway for arriving
friends and family.
E. Traffic control (CALEA 61.2.2g, 61.3.2a)
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C. Safety at crash scenes
1. All emergency vehicles on the scene of a crash or adjacent to any roadway will
activate all emergency lighting in order to warn motorists of the hazard.
2. All CPD personnel (sworn and civilian) will wear high visibility clothing (traffic vests,
reflective rain jacket) when working on or adjacent to any roadway. (CALEA 61.3.2g)
3. Officers on the scene of any incident on a roadway will consider the placement of
flares or traffic cones to protect people working the scene and facilitate the
movement of traffic. (CALEA 61.3.2e)
a. Any officer lighting a flare is required to wear safety glasses.
b. Always asses scenes for flammable liquids or similar hazards prior to
lighting flares
4. Officers at the scenes of crashes will keep all pedestrians who are not first responders
safely off of the roadway.
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2.
3.

4.

5.

6.

First arriving officers need to consider that other emergency vehicles may need to
respond and that they may need to move traffic to facilitate further response of
emergency vehicles.
Arriving officers should request back-up officers to assist with traffic control if
needed so the assigned officer can conduct the crash investigation.
For vehicle accidents along Interstate 68, officers will consider the use of the
variable message boards (VMB) along the interstate to assist with traffic movement.
a. The VMB may be activated via dispatch who will contact SHA
operations.
If after arrival and assessment the officer believes that traffic may be impeded for a
long period of time they are to contact the Shift Supervisor and discuss the situation
with them.
The Shift Supervisor will consider:
a. Requesting assistance from allied agencies
b. Requesting assistance from the City Street Department
c. Requesting assistance from the State Highway Administration
d. Requesting assistance from the Allegany County Fire Police
e. Requesting assistance from utility companies (poles, lines down)
f. Establishing alternate traffic patterns
g. Establishing detour routes
Anytime a State route or Interstate, including on and off ramps, maintained by the
State Highway Administration is closed for any substantial period of time
notification must be made to the State Highway Administration.
a. Notification can be made via dispatch who will contact SHA
Operations.

F. Aid to injured (CALEA 61.2.3b)
1. Upon arrival, officers may conduct a triage of any injured people on the scene,
whether they appear conscious, and whether they are trapped, and immediately
report this to dispatch so responding CFD units can prepare.
2. All CPD officers will then provide emergency medical assistance to all injured
persons within the scope of their training.
3. Upon arrival of CFD, they will take over all patient care.
4. Aid to the injured will take priority over the crash investigation.
5. Officers will consider conducting interviews with the injured after treatment and
transport to the hospital if necessary.
6. Officers will respect the fact that emergency medical personnel may not be
allowed to divulge patient information without consent from that patient.
7. If an officer becomes aware of the organ donor status of a seriously injured or
deceased person during a driver’s license check, they are to notify the CFD
Supervisor on scene.
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H. Crash investigation (CALEA 61.2.1a-f, 61.2.3d, 61.2.4)
1.
All vehicle crashes reported to the Cumberland Police Department will receive a
complete investigation.
2.
In crashes that are reported after the fact and the officer does not witness the
scene, an investigation will be completed to the best of the officer’s ability with the
information available.
3.
The Cumberland Police Department does not provide incident report numbers for
strictly insurance purposes without recording information and conducting some
level of investigation. This is to prevent insurance fraud.
4.
Crash investigation procedures
a. Photograph the scene
b. Interview the drivers
c. Interview any passengers
d. Interview witnesses
e. Vehicle examination
1) Check damage to vehicles
2) Search interior of vehicles if within legal means
3) Check for any obvious vehicle mechanical defects
f. Crash Scene investigation
1) Check position of vehicles on roadway
2) Check debris on roadway
3) Check for marks (tire marks) on roadway
g. Traffic control devices
1) If a traffic light is involved, note its operation
2) If traffic signs are involved, note their presence and condition
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G. Officer in charge of the crash scene (CALEA 61.2.3a)
1.
Unless a CPD Supervisor is present, the first arriving officer will be in charge of
the incident scene.
2.
CPD officers are required to request a CPD Supervisor to the scene of major crash
incidents.
3.
CPD officers are to cooperate with responders from other emergency services
and work together to handle the incident.
4.
The officer assigned to the incident by dispatch will be responsible for the
investigation unless otherwise designated by a Supervisor.
5.
Officers will initiate some level of incident command and consider assigning tasks
such as: investigation, traffic control, scene security, etc.
6.
For major crash incidents, the CPD Supervisor along with other agencies
Supervisors will implement a Command Post and Incident Command System.
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5.

Concluding the investigation (CALEA 61.2.1a-f, 61.2.4)
1.
At the conclusion of the investigation, officers are to consider all information
available to them and make a determination as to what happened and who is at
fault.
2.
Officers are to ensure exchange information between the parties involved in the
vehicle crash in accordance to MD Annotated Code TA 20-104, TA 20-105
including:
A. Name
B. Address
C. Vehicle registration number
D. Driver’s license information
E. Owner of the vehicle involved
F. Insurance carrier
G. Insurance policy number
H. Insurance provider contact information
I. Although law dictates that the exchange of information is the
responsibility of the vehicle operators CPD officers will facilitate this
exchange while collecting information for their report by completing CPD
Form MV exchange Form.
1)
This form is not a requirement if the investigator is satisfied
with the exchange and they have sufficient information for a
report.
3. At the conclusion of the investigation, officers will consider any appropriate
criminal or traffic charges.
J.

Damage to government property (CALEA 61.2.2d)
1. Anytime City of Cumberland property is damaged during a crash officers will:
a. Notify the City Street Department immediately if during business hours.
b. Send an E-Mail to PW Help - Street Department - if after hours.
c. If the damage is to a traffic control device that creates a hazard such as a
stop sign knocked down, officers are to attempt to locate a temporary
replacement; however, if none can be found, they are to contact the City
Street Department on-call supervisor.
d. Officers are to further complete a CPD form PT-8 Damage to City
Property form.
2. Anytime State Highway Administration property is damaged officers will.
a. Notify SHA Operations of the damage via dispatch
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I.

It is possible that a complete investigation cannot be accomplished at the time of
the incident; officers may delay making a conclusion until further follow-up
investigation is done.
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b. Complete a SHA damage notification decal and affix it to the damaged
area where it can be clearly seen.
K. Possessions of people transported to the hospital (CALEA 61.2.3f)
1. If the driver of a vehicle is not on the scene when it is, towed Officers will complete
an inventory of the vehicle and secure any valuables in accordance with CPD policy
61.4 Traffic Services/Towed vehicles.

2. CRASH INVESTIGATION SPECIAL CONSIDERATIONS
A. Crash involving death (CALEA 61.1.1a, 61.2.2a)
1. In addition to normal crash investigation procedures when investigating crashes
involving the death or potential death of any person in a vehicle or pedestrian, the
investigating officer immediately contact the Shift Supervisor.
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L. Crash reports (CALEA 61.2.1)
1. All vehicle crashes reported to the Cumberland Police Department will have an
Incident report completed including:
a. Incident narrative
b. Name files
c. Attach photographs
2. All incident reports will include at least:
a. Description of crash scene including placement of vehicles
b. Make, model, year, and color, of vehicles involved
c. Description of damage to the vehicles
d. Description of damage to any property
e. Driver information
f. Passenger information
g. Descriptions of any injuries
h. Description of scene including debris and tire marks
i. Summary of all interviews conducted
j. Conclusion including at fault vehicle and driver
k. Disposition of any vehicles removed from the scene
l. Any assisting agencies and their role
3. In addition a State of Maryland Automated Accident Reporting System (MAARS) will
be completed for:
a. All fatal accidents
b. All crashes involving injury
c. All crashes involving government owned vehicles
d. All crashes resulting in a vehicle being towed from the scene or otherwise
rendering it inoperable.
e. Any other crashes at the discretion of a CPD Supervisor
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2. The Shift Supervisor will:
a. Prepare for an extended road closure
b. Notify the Officer of the Day
c. Request a crash reconstructionist from an allied agency
d. Request the Medical Examiner to the scene if appropriate
e. Contact the C3I Supervisor and discuss the case with them requesting
assistance as appropriate.
f. Consider Crime lab personnel for processing the scene and vehicles if
appropriate.
g. Consult with the State’s Attorney if the possibility exists for homicide or
manslaughter charges.
h. Conduct death notifications as appropriate.
i. Request a fatal vehicle crash teletype be prepared by the Allegany County
Joint Communications Center.
j. Officers conducting fatal crash investigations are to keep in mind the
importance of these cases and that evidence of driving under the influence
of alcohol or drugs is often imperative to the case. Care should be taken
during the investigation of such cases.

C. Hit and run (CALEA 61.2.1c, 61.2.2c)
1.
If the reported hit and run crash just occurred the responding officers are to
attempt to locate any suspect vehicles in the immediate area.
2.
If any suspect vehicle information is known, officers are to request via dispatch
that the description be broadcasted to all CPD officers as well as allied agencies.
3.
If the case was not immediately reported or the suspect vehicle is unknown,
officers are to conduct a complete investigation giving consideration to a
neighborhood canvass and a crime scene examination.
4.
Hit and Run investigations involving death or potential death refer to section A.
above.
5.
Hit and Run investigations involving death or potential death the Shift
Supervisor will consider:
a. The activation of the State Yellow Alert program, which issues alerts for
suspects who fail to remain at the scene of a vehicle crash that resulted in
serious injury or death.
1) Yellow Alerts self-cancel after 24 hours
2) If the vehicle is recovered before the 24-hour period is up, it will
be the Shift Supervisors responsibility to ensure the alert is
cancelled.
b. NIXLE broadcasts
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B. Crash involving property damage (CALEA 61.2.1b, 61.2.2b)
1.
If a person’s property is damaged as a result of a vehicle crash such as when a
vehicle strikes a building, the owner of that property is to be provided with the
information on the person at fault as in a vehicle crash exchange of information.
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c. Regional teletypes
d. Yellow Alerts, NIXLE, and teletypes may be initiated by contacting the
Allegany County Joint Communications Center.

E. Crash involving hazardous material (CALEA 61.2.1e, 61.2.2e, 46.3.4)
1.
Officers responding to crash scenes are to remain vigilant for hazardous
material hazards particularly when commercial vehicles are involved.
2.
Officers are reminded that other than obvious tank trucks and railroad tank cars
small vehicles may be used to transport hazardous materials as well.
3.
Upon arrival and scene assessment officers are to check the vehicles involved for
Department of Transportation placards or similar markings indicating the
presence of hazardous materials.
4.
If a hazardous material placard is observed on a vehicle involved in a crash, the
placard number and any other pertinent information will be relayed
immediately to dispatch.
5.
If there is an obvious breech of a container, odor, vapors, fire, or smoke, present
at the scene of any hazardous material crashes immediately alert other first
responders to not enter the scene and to maintain a perimeter from a distance.
6.
Officers are to consider that they may now be contaminated and other people
leaving the scene may be contaminated as well and need to take precautions to
keep from contaminating others.
7.
Officers will further check the placard information in their Emergency Response
Guidebook, which is located in each vehicle for information on the placard, the
hazard, medical information, perimeter, and evacuations.
a.
Allegany County Joint Communications Center will also have this
information.
8.
Officers are to further keep in mind that illegal hazardous material transports
(clandestine meth labs) are not placarded and should be vigilant for those
hazards as well.
9.
In all hazardous material or suspected hazardous material incidents request CFD
respond relaying them all pertinent information.
10. The Cumberland Fire Department will be responsible for coordinating hazardous
material responses.
11. CPD officers will assist in perimeter and evacuation at the recommendation of
the CFD Supervisor.
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D. DUI related crash (CALEA 61.2.1d,61.2.2d)
1.
Officers should be alert to the possibility that operators of vehicles involved in
collisions may be impaired by the use of alcohol or drugs (to include prescription
medication). Should an officer encounter an impaired driver the officer shall
follow the procedures outlined in 61.1.5 Traffic Enforcement Policies, Driving
Under the Influence.
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12.

After the hazardous material scene is deemed safe the assigned Cumberland
Police officer will be responsible for conducting the crash investigation.

F. Crash on Private Property (CALEA 61.2.1, 61.2.2f)
1. The reporting and investigation of crashes on private property will follow
normal reporting and investigative procedures.

H. Crashes involving Cumberland Police vehicles
1. Driver’s responsibilities when involved in a departmental vehicle collision.
a. Contact dispatch via radio, report the crash, request appropriate aid.
b. Contact Shift Supervisor and request a Supervisor respond to the scene.
c. The involved officer should render aid to any injured party.
d. The involved officer should secure the scene.
e. The involved officer should refrain from discussing the crash with the
other parties involved.
f. Following the incident, the involved officer is to enter a narrative
detailing the crash into the appropriate incident report.
g. Following the incident, the officer involved is to generate an e-mail
detailing the incident to the CPD Motor Vehicle Crash Review Board as
well as their Supervisor.
h. Following the incident, the involved officer is to complete a CPD form
AD-9 City Vehicle Repair as appropriate.
2. CPD Supervisor’s Responsibilities
a. Upon arrival of the CPD Supervisor they are to:
1) Insure appropriate police, fire, EMS, are responding
2) Render aid

Cumberland Police Department

61.2 : crash investigation

G. School Bus Crash
1.
If the School bus is loaded with any students, notification will be made to the
facility the students are a member of such as the board of education, private
school, or the like.
2.
The first arriving officer should assess the crash involving a bus including the
number of patients possible and immediately report this to dispatch as well as
the Shift Supervisor.
3.
The Shift Supervisor should assess the need for resources considering the
establishment of a staging area for parents and assigning personnel to the
hospital.
4.
If on duty School Resource Officers will respond to assist or take over
investigation at the Supervisor’s discretion.
5.
Officers on the scene need to account for all persons onboard the bus and
should not allow people to remove students from the scene without assurance
they are an authorized parent or guardian and their leaving the scene is
documented.
5.
A MAARS will be required in all school bus crashes.
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3) Ensure scene safety and the safe flow of traffic
b. The Supervisor will then decide on the course of investigation:
1) The investigation of all cases minor in nature may be conducted
by the CPD Supervisor, who may delegate tasks appropriately.
2) At the discretion of the CPD Supervisor, all serious motor vehicle
crash cases (i.e. death, potential death, major destruction, driving
under the influence) may be referred to an allied agency for
investigation.
3) If the crash is fatal, or potentially fatal, the CPD Supervisor will
notify the C3I Supervisor and request their assistance.
4) If crash is fatal, or potentially fatal, the CPD Supervisor will
request a crash reconstructionist.
5) At the discretion of the CPD Supervisor, any other case that they
feel may be better investigated by an outside agency, may be
referred to an allied agency for investigation.
6) Regardless of the investigating agency, it will be the CPD
Supervisor’s responsibility to ensure that a complete investigation
is conducted.
7) Regardless of the investigating agency, the CPD Supervisor is to
ensure that all appropriate in-house documentation is completed,
compiled into a packet, and forwarded to the CPD Motor Vehicle
Crash Review Board within 3 days.
3. Investigation of a departmental vehicle crash
a. Follow general crash investigation policy as stated above
b. Interview the parties involved
c. Photograph the scene, even in the absence of damage
d. Photograph specific city vehicle damage or lack of damage
e. Exchange information between parties involved
f. Investigating Supervisor completes the appropriate incident report
g. Investigating Supervisor ensures a MAARS report is completed
h. Investigating Supervisor ensures a CPD Damage to City Property form is
completed
i. Investigating Supervisor ensures that a CPD form AD-9 City of
Cumberland Vehicle Repair is completed if appropriate
4. Injuries
a. If a CPD employee is injured severely or dies as a result of a crash the
Shift Supervisor will notify the Chief of Police or Officer of the Day.
b. The Chief of Police or Officer of the Day will make notification to the
employee’s family.
c. If a CPD employee is injured and conscious and requests the CPD
Supervisor to contact their family, they are to do so as soon as practical.
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d. If a driver or passenger, in any involved vehicles, or pedestrian, dies or is
seriously injured because of the crash the investigating Supervisor is to
make notification to the family.
e. If an officer is treated and his weapons removed from him/her, they are
to be collected by the CPD Supervisor or designee and secured.
f. If an officer is transported to the hospital, every effort should be made
to provide another officer as an escort.
5. Department vehicles involved in crashes outside of the City of Cumberland
a. The involved officer will stop and render aid and request appropriate
assistance.
b. The involved officer will report the incident to an agency having
jurisdiction and request that an officer responds to investigate.
c. If the law enforcement agency having jurisdiction will not respond, the
involved officer is to contact that agencies ranking patrol supervisor and
request an investigation.
d. The involved officer is to contact the on-duty CPD Patrol Supervisor and
report the incident to them.
e. If the crash occurs within 30 minutes’ travel time of the City of
Cumberland, and if practical, a CPD Supervisor should respond to the
scene.
f. If the crash is serious in nature and beyond 30 minutes’ travel time, the
CPD Shift Supervisor will contact the Officer of the Day who will make
arrangements for a Supervisor to respond.
g. If the crash is minor in nature and no CPD Supervisor responds, it will be
the responsibility of the involved officer to obtain the investigator’s
name and contact information and arrange for all reports, photos,
statements, to be forwarded to the involved officers CPD Supervisor.
6. Motor vehicle crash review board
a. Purpose:
1)To review motor vehicle crashes involving sworn officers and to
determine if the crash was preventable, and if remedial training
for the involved officer(s) is warranted. The MVCRB will forward
its findings to the Chief of Police for his disposition. The MVCRB
will not involve itself in issuing traffic citations or filing
disciplinary actions toward any employee involved in such
motor vehicle crash.
b. Definitions:
1)A MV crash, for the purpose of this section, is defined as any
crash where the operator of one or more of the vehicles
involved is a sworn Cumberland Police Officer, operating a city
owned vehicle, who may or may not be considered on-duty at
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the time of the crash. Severity of the crash will not be used as a
determining factor.
2)The National Safety Council defines a preventable crash as one
in which the driver fails to do everything that they reasonable
could have done to avoid it. In addition, was the vehicle driven
in such a way to make due allowance for the conditions of the
road, weather, and traffic and to also insure that the mistakes
of other drivers did not involve the driver in a collision?
a) Some examples of non-preventable crashes:
i.
Struck in the rear by another vehicle.
ii.
Struck while proceeding in proper lane of traffic
at a safe and legal speed.
iii.
Struck while waiting to make a turn from a
proper lane.
iv.
Struck while stopped in traffic due to existing
conditions or in compliance with a traffic
control device.
v.
Struck while legally and properly parked.
vi.
Involving an animal.
c. Board members:
1)The MVCRB is appointed by the Chief of Police.
2)The MVCRB will be chaired by the Captain.
3)Two additional command staff members, selected by the Chief
of Police, will sit on the Board.
d. Meetings:
1)The MVCRB will convene after every motor vehicle crash
defined above pursuant to 2(c) below.
2)The Board will also meet once each quarter to analyze all crash
data for concerns with training and/or equipment from the
previous quarter and provide this information to the Risk
Management Committee.
e. Reviewable crashes
1)Every M/V crash involving a sworn police officer while operating
a city vehicle either on or off duty.
2)Every M/V crash involving an on-duty officer while operating a
vehicle not owned by the city.
f. Reports
1)The investigating supervisor of each M/V crash will forward a
preliminary report to the MVCRB no later than three (3) days
after the crash.
a) The report will include the motor vehicle accident
report and the Incident Report.
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b) If further investigation is required a full report is due
within two days of the completion of the investigation.
2)The officer(s) involved in the motor vehicle crash will send a
written report to the MVCRB no later than two (2) days after
the crash.
3)The MVCRB will convene to review the crash as soon as possible
after receiving all reports and no later than seven (7) days after
the investigation is completed.
4)The MVCRB will forward its findings to the Chief of Police the
next working day.
5)The MVCRB will create a spreadsheet, available to all sworn
officers, that
6)will outline specific information relating to all M/V crashes the
Board reviews.

J.

Crashes involving law enforcement or corrections vehicles from other agencies.
a. CPD is to take appropriate action to make the scene safe and secure.
b. CPD is to take appropriate action if the driver is disruptive or appears to be
under the influence.
c. If it is apparent that a prisoner is involved, CPD is to maintain custody and
control of the prisoner, including treatment and hospital transport.
d. The investigation of the crash may be done in conjunction with the involved
agency at their request.
e. CPD officers involved in the investigation will respect the involved agencies
policies and procedures involving departmental crashes.
f. CPD will conduct any level of investigation at the request of the driver or
authorized official from the involved agency.
g. If weapons are removed from the occupants or vehicle, they are to be
secured until a representative from the involved agency responds to take
custody.
h. In the event of an incapacitated driver or passenger in a law enforcement
vehicle, the CPD Shift Supervisor is to make notification to the involved
agency as soon as practical.
Boating crashes / incidents
1.
All boating incidents including crashes, missing persons from vessels, or
property damage fall under the jurisdiction of the Natural Resources Police.
2.
CPD officers will respond to any such incidents, address any emergencies,
and initiate an investigation.
3.
Officers will then request that dispatch make notification to the NRP dispatch
and request a NRP officer respond.
4.
Upon arrival of a NRP officer, they will assume the investigation.
Cumberland Police Department
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I.

13

A missing person from the shore of a waterway and not associated with a
boat, falls under the jurisdiction of the Cumberland Police Department. (this
includes if the person was fishing or hunting at the time.)

K. Train crash incidents
1.
Upon investigating any incident where any railroad track is believed to be
blocked or damage request that dispatch contact the CSX and make
immediate notification to stop train traffic.
2.
Officers arriving on the scene of any train incident are to be vigilant for the
possibility of a hazardous material incident and obtain information and
handle appropriately.
3.
For a train incident within the City of Cumberland, officers are to have
dispatch request that a CSX Supervisor respond to the scene. (this includes
Amtrak incidents)
4.
Further, the respective rail line police department will be contacted:
a.
Amtrak Police 24hr 800-331-0008
b.
CSX Police 24hr 800-232-0144
5.
It is the responsibility of the carrier (CSX or Amtrak) to contact the National
Transportation Safety Board in train crash incidents; however, if their
assistance is immediately needed or you would like to confirm they have
been contacted they can be contacted at 202-314-6000.
6.
In most cases, the engine of the train will stop a distance away from the
incident scene. In such cases, an officer will be sent to the engine to check
on the well-being of the crew.
7.
In accordance to Federal Law, a train engineer should not exit the engine and
does not have to give a statement; however, they may do so if they choose.
8.
Upon arrival at the engine, the investigating officer should obtain:
a.
Engineer’s name
b.
Train number
c.
Departure and arrival points
d.
Statement, if the engineer chooses
e.
Whether the engine has video capability
f.
Record and photograph any damage to the train
9.
Investigating officer’s responsibilities at the scene:
a.
Obtain information on the other parties/vehicles involved as in
any other crash investigation
b.
Conduct an investigation interviewing witnesses and reviewing
the crime scene as in any other crash investigation.
c.
If the incident is on or near a railroad crossing, the officer
should look for a decal or placard near or on the crossing safety
apparatus, which lists the railway crossing number and which
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railway is responsible for that crossing (CSX) and record that
number.

61.2 : crash investigation

L. Plane crash incidents
1. All aircraft crashes within the State of Maryland fall under the jurisdiction of
the Maryland State Police.
2. CPD officers will respond to any such incidents, address any emergencies,
and initiate an investigation.
3. Officers will then request that dispatch make notification to the MSP
dispatch and request a MSP Trooper respond.
4. Upon arrival of a MSP Trooper, they will assume the investigation.
5. In accordance to MD Annotated code TA 5-206 no police officer is to allow
any piece of aircraft wreckage to leave the scene without permission from
the Maryland State Police.
6. The CPD Shift Supervisor is to ensure that either CPD or an allied agency is
making notifications to the Federal Aviation Administration and the National
Transportation Safety Board per MD Annotated Code TA 5-601 (c)(1).)

Cumberland Police Department
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TRAFFIC DIRECTION AND CONTROL

61.3 TRAFFIC DIRECTION AND CONTROL
61.3.1 TRAFFIC ENGINEERING ACTIVITIES
61.3.2 PROCEDURES FOR TRAFFIC DIRECTION AND CONTROL
61.3.3 ESCORT SERVICES
61.3.4 ADULT SCHOOL CROSSING GUARDS
61.3.5 STUDENT SAFETY PATROL PROGRAM
61.3.6 TRAFFIC COMMITTEES
POLICY
The Cumberland Police Department is dedicated to promoting the safe and efficient flow of traffic
throughout its jurisdiction. Officers with the Cumberland Police Department will remain ever vigilant
for traffic hazards and will take action to correct any problems. The Cumberland Police Department will
cooperate with the City of Cumberland, Engineering and Public Works departments as well as the State
Highway Administration in its efforts to maintain and improve the City’s roadways.

A.

The agency will work with other authorities, specifically those responsible for traffic
engineering, and use available opportunities to improve traffic engineering in the community.
1. To accomplish the above objective, the agency will assist in collecting and making the
information available to responsible authorities concerning traffic-related data, which is
related to specific engineering problems; traffic surveys and studies; crash and
enforcement data, to study trends and relationships; and special reports regarding use of
traffic control devices, ordinances, or other engineering solutions.
2. The agency will record, investigate and follow-up on all citizens complaints or suggestions,
and will correct the problem if possible or refer the complaint or suggestion to the City
Engineer. (CALEA 61.3.1a)
a. If a CPD officer receives a traffic complaint from a citizen that is not an
enforcement issue and cannot be immediately addressed they are to forward the
complaint to the “Traffic” group via the City E-Mail system.
b. If a CPD officer receives a traffic complaint from a citizen that is a traffic
maintenance issue such as faded red lines, signs needing repair, they are to send
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61.3.1 TRAFFIC ENGINEERING ACTIVITIES
CALEA 61.3.1
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an E-Mail to the “PWHELP” group indicating “STREET DEPARTMENT” in the
subject line.
3. In keeping with directives concerning traffic crash reporting and investigation, crashes
statistics will be collated and maintained to provide a base for traffic engineering decisions
and recommendations. (CALEA 61.3.1b)
4. Analysis of high-incident crash locations in support of selective traffic enforcement shall
also examine the possible contribution of engineering problems to the crash patterns.
B. After the agency transmits data as outlined above to the City Engineer, it shall be the
responsibility of the City Engineer to transmit relevant data to regional planning and
engineering authorities.
1. The agency will participate in local and regional transportation system management
planning through the City Engineer.
61.3.2 PROCEDURES FOR TRAFFIC DIRECTION AND CONTROL
CALEA 61.3.2

B. Officers will at all times give proper consideration to their own safety while carrying out
manual traffic direction and control and will employ uniform procedures (signals, gestures,
etc.) (CALEA 61.3.2b) to assist driver and pedestrian recognition and response to their
direction, making sure that their presence and purpose are well demonstrated to drivers and
pedestrians as follows:
1. Officers will wear appropriate high visibility clothing (traffic vests or reflective
raincoat) while conducting traffic control on or adjacent to any roadway. (CALEA
61.3.2g)
2. If a patrol car is positioned with the officer the vehicles emergency lighting will be
activated as a warning to motorists.
3. Personnel will position themselves so that they can clearly be seen by all, usually in
the center of an intersection or street.
4. Personnel should stand straight with weight equally distributed on both feet.
5. Personnel should allow hands and arms to hang easily at the sides, except when
gesturing.
6. Personnel should stand facing or with back to stopped traffic, and with the side
toward traffic being directed to move.
7. Officers will adhere to standards for traffic direction and control.
Cumberland Police Department
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A. Officers shall refer to procedures outlined below regarding protection of the crash scene and
routing of traffic. (CALEA 61.3.2a,c)
1. Officers should always consider the use of flares (if no fire hazard or other contraindication exists), traffic cones, reflectors, or other temporary aids to assist in temporary
detours of traffic.
a. Officers will wear safety glasses while lighting flares.
2. With approval of the Shift Supervisor, officers should consider detour signs, barricades,
and other more permanent measures if it is apparent the roadway will have to be closed
for some period of time for investigation or due to obstructions.
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C. The agency will continue to maintain a close working relationship with the fire
departments and EMS organizations serving the community and will continue to
Cumberland Police Department
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a. To stop traffic, the officer should extend the arm and index finger and look
directly at the person to be stopped until that person is aware or it can be
reasonably assumed is aware of the officer's gesture, then the pointing hand is
raised at the wrist so that the palm is toward the person to be stopped and
held in this position until the person comes to a stop.
1) If traffic is to be stopped from both directions, the procedure is
repeated for traffic coming from the other direction while maintaining
the raised arm and palm toward traffic already stopped.
b. To start traffic, the officer should stand with shoulder and side toward the
traffic to be started, extend the arm and index finger toward and look directly
at the person to be started until that person is aware or it can be reasonably
assumed is aware of the officer's gesture, then, with the palm up, the pointing
arm is swung from the elbow through a vertical semi-circle and the gesture
repeated until traffic begins to move.
1) If traffic is to be started from both directions, the procedure is repeated
for traffic coming from the other direction.
c. Although right turning drivers will usually effect their turns without the
necessity of manual traffic control, when directing a right turn does become
necessary, the officer should point the index finger at and look at the driver,
then swing the extended and index finger in the direction of the intended turn.
d. Left turning drivers should not be directed to turn while the officer is directing
other traffic to proceed.
1) The officer should either direct opposing vehicles to start while avoiding
left turn gestures directed at turning drivers, direct them to proceed
only when there is a gap in oncoming traffic, or stop and hold oncoming
drivers and then direct the left turning driver to proceed.
2) To motion the left turning driver on, the officer should point at the
turning driver with left index finger and arms extended while looking at
the driver, and then swing the arm and index finger in the direction the
driver intends to go.
e. Officers should use the whistle to get the attention of drivers and pedestrians
only to direct movements, but should not use the whistle continuously, as it
will lose its effect.
1) One long blast on the whistle indicates a stop signal.
2) Two short blasts indicate a signal to start.
3) Several short blasts may be used to get the attention of a driver or
pedestrian who does not respond to a given signal.
f. Directions given using a flashlight or flare need to be exaggerated because of
poor visibility.
1) To halt traffic, the flashlight beam or flare should be swung across the
path of oncoming traffic.
2) For other traffic movements, exaggerate the movements indicated
above, using the flashlight or fuse as an extension of the index finger
and arm.
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cooperate with them in developing and implementing plans and procedures for
providing traffic direction and control support to rescue/EMS/fire operations. (CALEA
61.3.2c)
1. The basic task of this agency's personnel engaged in traffic direction and
control services at these scenes will be to maintain access to and egress from
the scene by fire and other emergency vehicles.
2. The agency will work with the community's fire departments and other
emergency service agencies to develop specific protocols to insure that private
and other non-essential vehicles used by their personnel to reach the scene do
not block access to or egress from the scene by fire and other emergency
vehicles.

E. Officers will familiarize themselves with the manual operation of traffic control
signals.(CALEA 61.3.2e)
1. In the case of a malfunctioning signal, officers should attempt to recycle the
light, and, if this fails, should attempt to put the light on "flash" cycle, rather
than completely turning the light off.
a. If the light will recycle, the officer will monitor the light to make sure
it is operating properly.
b. If the light will operate on "flash", officers may, depending on traffic
volume and circumstances, assist traffic with manual traffic
direction.
c. In the case of complete failure of the device, officers will obviously
need to manually control traffic.
2. Traffic control signals may be manually operated to facilitate traffic movement
in response to traffic crashes or other emergencies, to provide a thoroughfare
for motorcades, and/or to alleviate congestion resulting from automatic
controls, e.g. during rush hours.
3. Manual operation of traffic signals will be preferred to manual traffic direction,
as it exposes the officer to less danger and is more likely to be understood by
the motoring public and more visible than an officer manually directing traffic.
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D. The agency will continue to maintain a close working relationship with those agencies
that share responsibility for coping with adverse road and weather conditions affecting
traffic safety and will continue to cooperate with them in developing and carrying out
mutual assistance policies, procedures and programs to serve the public as effectively as
possible when such adverse conditions exist. (CALEA 61.3.2d)
1. Upon discovering an adverse road or weather condition, agency personnel
shall notify appropriate agencies and persons for the purpose of correcting the
condition.
2. Agency personnel will provide traffic direction and control services and scene
protection services in the vicinity of adverse road and weather conditions, as
needed.
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F. Temporary traffic control devices will only be used in support of traffic direction and
control activities and will only with specific prior approval of a CPD Supervisor. (CALEA
61.3.2f)
1. As soon as practical following the end of the need for the temporary traffic
control device, the supervisor or commander authorizing the use of the device
will see to its removal/deactivation.
2. Portable or part-time stop signs will not be used as temporary traffic control
devices, except in an emergency.
G. The agency will provide high visibility outerwear to personnel assigned to perform
scheduled manual traffic direction and control functions. (CALEA 61.3.2g)
1. Personnel will wear such high visibility outerwear, in addition to the required
uniform of the day, whenever conducting scheduled manual traffic direction
and control.
2. Persons conducting unscheduled manual traffic direction and control due to
unforeseen circumstances, such as traffic crashes or other emergencies, will
wear high visibility outerwear, if it is available to them, and if conditions make
it practical to put on the outerwear before beginning traffic direction and
control.

A.

Escorts to be provided by the agency will normally be processed well in advance to plan for
needed personnel and equipment. (CALEA 61.3.3a)
1. Escorts may often be requested by outside law enforcement agencies, such as the FBI or
Secret Service for public official or dignitaries.
a. The agency will cooperate fully with other law enforcement/government agencies in
providing escort services.
2. Escorts requested for non-government functions will be scheduled through the office of
The Chief of Police for appropriate personnel and equipment.
3. Escorts of oversize loads and/or hazardous cargos are governed by State Highway
Administration regulations and will not normally involve the services of this agency.

B.

The Shift Supervisor will handle emergency requests for escorts for public officials and/or
dignitaries by other law enforcement agencies.
1. Information regarding the escort will be confirmed by the Shift Supervisor, who will
provide written documentation of the incident.

C.

Emergency escorts will not be provided for non-government functions.

D.

This agency will not provide escorts for other emergency vehicles responding on calls.

E.

Upon request by a business depositing a large sum of cash, an escort officer may follow the
depositor to the designated facility and standby until the deposit is safely accomplished.
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61.3.3 ESCORT SERVICES
CALEA 61.3.3
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F.

Under no circumstances shall this agency provide for the escort of civilian vehicles for medical
emergencies. (CALEA 61.3.3b)
1. If aid is needed immediately, EMS shall be requested at the scene and/or the driver shall
be directed to the nearest medical facility.

61.3.4 ADULT SCHOOL CROSSING GUARDS
CALEA 61.3.4
A. The City of Cumberland does not maintain a civilian school crossing guard component.
B. CPD officers will conduct school crossings throughout the city as needed.
C. The CPD School Resource Officers will be responsible for establishing the school crossing schedule
and ensuring the assignments are completed. (CALEA 61.3.2d)
D. CPD School Resource Officers will review the school crossing schedule with the local board of
education and any private schools at the beginning of each school year and adjust it appropriately.
(CALEA 61.3.4e)

61.3.5 STUDENT SAFETY PATROL PROGRAM
CALEA 61.3.5
A.

The City of Cumberland does not maintain a student safety patrol program.

A

It shall be part of the Administrative Lieutenant’s duties to be a part of, and attend regularly
scheduled meetings of the Allegany County Transportation and City of Cumberland Traffic
Advisory Committee.

B.

The Administrative Lieutenant will be a part of the Traffic Committee within the City of
Cumberland.
1. The Traffic Committee will consist of members from the Police Department, Engineering
Department, Public Works Maintenance Division and others so designated by the City
Administrator.

C. Any discussions and/or decisions affecting traffic in the City of Cumberland will be reported to
the Chief of Police for his consideration.
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61.3.6 TRAFFIC COMMITTEES
CALEA 61.3.6
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CPD POLICY 61.4

TRAFFIC SERVICES

61.4 TRAFFIC SERVICES
61.4.1 ASSISTANCE TO HIGHWAY USERS
61.4.2 HAZARDOUS HIGHWAY CONDITIONS
61.4.3 REMOVAL AND TOWING OF VEHICLES
61.4.4 TRAFFIC SAFETY EDUCATIONAL MATERIALS

POLICY

The Cumberland Police Department will perform their basic duty of promoting safety, protecting human
life, and preserving the free flow of traffic on our area streets and highways. All Cumberland Police
Officers will diligently patrol their service area and offer assistance to motorists when and where it is
needed.
61.4.1 ASSISTANCE TO HIGHWAY USERS
CALEA 61.4.1
ASSISTING MOTORISTS
A. Since saving lives, aiding the injured, locating lost persons, keeping the peace, and providing
for other miscellaneous needs are basic services provided by this agency, the agency will
respond to calls for service and render such aid or advice as is called for by the situation.
(CALEA 61.4.1a,d)
B. Because of the overall danger to stranded motorists, the agency will offer reasonable
assistance to the motorist who appears to need assistance. (CALEA 61.4.1a)
C. Officers will be diligent and take action when an obstacle or hazard such as a disabled
vehicle is positioned on a roadway in a manner, which produces inherent risk to other
motorists.
D. On many occasions, a disabled vehicle may need to be promptly removed from the highway.
(CALEA 61.4.1b)
1. Officer will not use their patrol vehicles to push or pull a disabled vehicle.
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2. Officers will not assist motorists by using jumper cables.
3. Officers should summon additional assistance from other officers or appropriate
service vehicles, if the individual officer cannot move the vehicle.
E. After ensuring that assistance is available, officers may transport stranded motorists to the
nearest convenient location where assistance may be obtained. (CALEA 61.4.1c)
1. Officers will consider using the Associated Charities “Travelers in Need” program for
stranded motorists, if they meet the criteria. (CALEA 61.4.1c)
F. Officers will freely and professionally provide information and directions upon request.
1. Officers should be familiar with local service facilities and attractions in and around
Cumberland.
G. Whenever a highway user requires a tow truck or roadside service or repair and there is no
immediate need for removal, the officer will first ask if that party has a preference of facilities
or services. (CALEA 61.4.1d)
1. If the person has no preference, the officer will advise the police dispatcher to
contact a local tow service according to established procedure.
2. Once an officer assists a stranded motorist, by requesting a tow truck or repair
service, the officer will ensure that any aid or assistance requested arrives.
a. An officer should not be unduly detained from performing other duties in
order to stand by with a stranded motorist unless there is an inherent risk or
danger.
b. If aid does not arrive while the officer is on the scene, the officer will place
appropriate warning devices, and will return at frequent intervals to ensure
the motorist is attended.

OTHER CALLS FOR ASSISTANCE
A. Officers will not normally respond to reports of requests for emergency assistance for
first aid, medical assistance, or firefighting. (CALEA 61.4.1d)
1. Officers shall respond, however, if they are significantly closer in terms of
location or time and shall only provide such aid or assistance within the
scope of their training until the appropriate emergency equipment and
personnel arrive.
B. Officers receiving first-hand reports of such requests shall forward all available
information to a police dispatcher so appropriate services may be dispatched.

61.4.2 HAZARDOUS HIGHWAY CONDITIONS
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CALEA 61.4.2
I. EMERGENCY ROADWAY HAZARDS
A. Hazardous conditions include: debris in the roadway; defects in the roadway itself;
lack of, or defects in, highway safety features (impact attenuation devices,
reflectors, etc.); lack of, improper, visually obstructed, or down or damaged
mechanical traffic control device, traffic control and informational signs; lack of or
defective roadway lighting systems; and other roadside hazards, including vehicles
parked or abandoned on or near the roadway.
B. Upon discovery of a hazardous highway or weather condition, which may be
related, the officer will make appropriate notifications, requesting the agency
responsible for correcting the hazard.
C. When an officer identifies a hazard and determines that the hazard requires
immediate correction, the officer will immediately notify a police dispatcher of this
situation, identifying assistance or special equipment required.
D. If the defect is deemed an inherent risk to motorists, the officer will direct traffic or
take any other action necessary to correct the situation until aid arrives.
E. In the case of inclement weather, the on-call Street Department Supervisor shall be
notified, via a police dispatcher, at which time the maintenance supervisor shall be
responsible for notifying the appropriate/necessary personnel.

II. NON-EMERGENCY ROADWAY HAZARDS
A. When a hazard is detected that does not represent an imminent hazard but does
need corrective action, the officer will generate an Incident Report and notify the
appropriate person(s) or agency.

I.

POLICY
A. Officers may tow a vehicle if it is parked in violation of the law; parked in a tow zone,
presents a hazard to public safety or interferes with the flow of traffic; or when the vehicle
is evidence itself or may contain evidence; or for the safe keeping, subject to an arrest, or
the vehicle or its contents will likely be stolen or damaged, if it is not impounded.
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61.4.3 REMOVAL AND TOWING OF VEHICLES
CALEA 61.4.3
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II.

TOW PROCEDURES
A. Officers will use only those tow services that have been approved by the Chief of Police and
which appear on the approved tow company list, if the vehicle is being towed at the
direction of the officer.
B. Allegany County Joint Communications Center will maintain the tow company list and make
assignments on a rotating basis in accordance to their policy.
C. For information on towing or booting vehicles by the Municipal Parking Authority, refer to
61.1.13 Parking Enforcement.

APPROVED TOW COMPANY LIST
A. The Chief of Police shall establish a list of tow companies and their services.
B. Any tow service that wishes to be placed on the tow list must first submit a completed CPD
form MV-8 Tow Truck Service Application.
C. In order to be considered to provide services for the City of Cumberland the tow company:
1. Shall have a reputable, honest and professional business practice.
2. Be available for an immediate response.
3. Shall have the proper business licensing.
4. Shall provide 24-hour service.
5. Shall have a secure impound lot within the City limits of Cumberland.
6. Shall obtain commercial liability insurance in the amount of at least $100,000 per
person, $300,000 per occurrence bodily injury liability, and $100,000 per occurrence
property damage liability (MD Annotated Code TA 13-920(h) (1)
7. Tow company vehicles must be in good condition and in compliance with all vehicle
laws.
8. Tow company vehicles must be properly registered with the Motor Vehicle
Administration
9. Tow company vehicles must be equipped with safety lights including amber flashing
lights.
10. Tow company vehicles must have the name of the company prominently displayed on
the vehicle.
11. Tow company employees, while working on or along any roadway, must wear highvisibility clothing.
12. Tow trucks must be equipped with equipment needed to remove debris from the
highway dropped from any vehicle such as a broom shovel, etc. (MD Annotated Code
TA 21-1111(c).
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D. The Chief of Police will review all CPD form MV-8 Tow Truck Service Applications and
endorse the form, if approved.
E. The form will then be forwarded to the Allegany County Joint Communications Center who
will maintain the list of approved tow companies.
F. The Chief of Police or the Chief of Allegany County Communications may remove a tow
company from the approved list at any time for just cause.

IV.

TOWED VEHICLE PROCEDURE (CALEA 61.4.1a,b)
A. Members of the Cumberland Police Department will not tow any vehicles from a private lot
unless it falls into one of the categories in this general order. Any vehicles towed from a
private lot or any other private property for illegal parking or trespassing will be at the
direction of the property owner or one of his agents.
B. When an officer requests the towing of a vehicle for any reason, such as: disabled causing a
hazard, abandoned, recovered stolen or involved in a crash, the officer shall initiate an
incident report.
C. The communications specialist will initiate the information in the tow program. The officer
handling the case will complete additional information.
1. The dispatcher must fill in the “called” time and “arrival” time. Therefore, the
officer on the scene must notify the communications specialist when the tow
truck arrives.
2. The officer requesting the tow truck must complete the towed vehicle docket in
the incident reporting system and enter all owner and vehicle information in the
appropriate fields prior to the end of their shift

E. When the owner or his agent of the stored vehicle wishes to claim the vehicle, he/she must
present proof of ownership.
1. A vehicle tow docket will be completed by the releasing officer prior to the
officer ending his shift.
2. The release form will be given to the owner or his agent as a release to the tow
company. The towed vehicle computer program and the incident report will be
updated showing the vehicle was released.
V.

TOWING VEHICLES IN VIOLATION/INVOLVED IN CRASHES OR DISABLED
A. Requests by owner/operator for a specific tow service may be honored with consideration
given to the existing traffic conditions and the proximity of the desired towing service.
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D. Before the end of the officer’s shift, all paperwork shall be turned in and reviewed by the
Shift Supervisor.
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B. Officers requesting tow services will normally do so via the police radio. Requests shall
include the following information:
1. Make, model, color and vehicle tag number
2. The exact location of the vehicle being towed.
3. If the vehicle is a commercial vehicle requiring heavy towing the gross weight of
the vehicle and contents.
C. All vehicles towed in this category will be taken to the lot of the tow service unless
otherwise specified by the owner/operator.
D. If the owner/operator is not present when the vehicle is towed, the vehicle contents will be
inventoried according to policy and valuable property will be placed in the property room.
1. When the vehicle is towed without the knowledge of the owner/operator, the
officer will be responsible for notifying the owner.
2. All unattended vehicles towed will be checked for stolen prior to a tow truck
being requested.
3. When a vehicle is towed for illegal parking, the vehicle will be tagged for the
parking violation. The citation will be placed on the windshield.
STOLEN VEHICLES
A. If a stolen vehicle, a vehicle used without the authority of the owner, or a vehicle used in
connection with a criminal activity is recovered, the investigating officer will:
1. Arrange for the vehicle to be processed for evidence.
2. If there is no reason for holding the vehicle, release may be made directly to an
authorized person.
3. If the owner of the vehicle is not available and the officer does not wish to
impound the vehicle as evidence, request a tow service and the vehicle can be
stored on their lot.
4. If the vehicle cannot be processed at the scene and must be retained as evidence
or for further processing, it will be transported to the CPD garage until it is no
longer needed as evidence. The owner will be notified to pick up the vehicle at
headquarters. If the vehicle cannot be picked up within a reasonable amount of
time, the vehicle will be towed to a storage lot.
a. The vehicle may be driven by an officer if the vehicle is in operating
condition and it can be done so without the risk of contaminating
evidence.
b. The vehicle may be towed by a tow company and secured in the
CPD garage.
5. The owner of the vehicle will be responsible for paying all towing fees prior to
the release of the vehicle.
a. If the vehicle is stored at CPD, the owner will have to present receipts
satisfying payment prior to release of the vehicle.
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B. The officer will contact the owner or, in the case out of county or out of state, cause a
teletype to be sent to the agency in that area requesting notification of the owner,
advising of the recovery and how the vehicle may be claimed.
VII. TOWING VEHICLES EVIDENTIAL PROCEDURES
A. If for any reason a vehicle should be held for further processing or cannot be adequately
processed at the scene, it will be impounded. The tow service operator who responds will
be advised not to enter the vehicle. If evidence tape is available, it will be used to seal the
doors of the vehicle.
1. Vehicles impounded for evidence purposes will be towed to the CPD garage and
secured.
2. When a vehicle is towed for this reason, the Shift Supervisor will contact the C3I
Supervisor as soon as possible and advise him of the circumstances of the case
and the processing needed on the vehicle.
3. The C3I Supervisor will coordinate any further action concerning the vehicle.
VEHICLE INVENTORY
A. Condition and inventory of vehicles towed by employees of the Cumberland Police Department
will be completed in order to diminish liability to the city for theft or damage, and to safeguard
the valuables of the operators of towed vehicles against loss and damage.
B. Vehicle condition and inventory checks prior to towing are designed to protect against liability
to the city and safeguard to personal property. Such inventories are not to be used as an
evidence collection method; however, while doing a vehicle inventory and condition check,
officers may seize contraband or evidence that is readily recognizable as being such, and take
further police action.
C. If at any time the scope of a routine vehicle inventory and condition checks switches to a search
for evidence the officer is to stop and re-evaluate their legal means to continue a search for
evidence.
D. Any vehicle that is in police custody; and released to a tow company will be inventoried. This
includes, but is not limited to:
1. anytime a police officer calls for a tow truck without the operator’s or owner’s wishes;
2. anytime the operator or owner is not present when the vehicle is towed;
3. anytime the operator or owner is not able to communicate, as in a crash;
4. anytime a vehicle is seized as evidence or for processing;
5. when a person is arrested from a vehicle and it is towed by CPD;
6. Vehicles will be towed in all DUI arrest situations to prevent the arrestee from operating
the vehicle, if released.
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7. If the operator or owner requests a friend or family member take custody of a vehicle
and the operator is not on scene when custody is transferred.

F. PROCEDURE
1. All vehicles will have a wanted/stolen check done.
2. The towing officer is to inspect the exterior of the vehicle, making note of any visible
defects such as dents, scratches, broken windows, making notes on a CPD form PT - 18
Vehicle Condition and Inventory.
3. The towing officer is to inspect the interior of the car making note of any visible defects
such as ripped upholstery, garbage, making notes on a CPD form PT - 18 Vehicle
Condition and Inventory.
4. The towing officer is to check the interior of the vehicle, taking inventory of items of
value in the:
a. Front seat
b. Glove compartment
c. Center console
d. Back seat
e. Cargo area
Cumberland Police Department
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E. Items to be inventoried:
1. Officers are to make note of items left in the vehicle, which have a marketable value or
an obvious attraction, which may result in their disappearance.
2. If the officer observes an item that has a significant value, they are to seize it for
safekeeping. Examples include:
a. Money
b. Laptop computers
c. Briefcases
d. GPS devices
e. Jewelry
f. Guns
3. If the owner is present and requests the property remain in the vehicle, the property is
to be noted on the CPD form PT -18 Vehicle Condition and Inventory, and will be left in
the vehicle.
a. The officer is to note the objection in the incident report narrative.
4. When preparing an inventory, it is permissible to group like items on the CPD form PT 18 Vehicle Condition and Inventory such as: ”box of CDs”, “suitcase of clothing.”
5. Officers will open all unlocked and unsecured containers and check their contents.
6. Officers may open any locked container that they can access using the vehicle key ring
such as the trunk and glove compartment.
7. Officers may open any locked containers based on consent or other legal means.
8. Under no circumstances is a compartment or container to be damaged, forced, or
broken open, during an administrative vehicle inventory and condition check.
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5.
6.

7.
8.

f. Trunk
g. Any other areas that may contain items of value.
Items of value are to be listed on the CPD form PT - 18 Vehicle Condition and Inventory.
If an item is observed with a substantial value, which the officer places into CPD
property for safekeeping, the officer is to seize that item and transport it to CPD,
complete the proper property records and place it into property.
Any property seized or removed from the vehicle is to be recorded on the CPD form PT18 Vehicle Condition and Inventory.
A copy of the completed CPD form PT - 18 Vehicle Condition and Inventory is to be given
to:
a. the tow company removing the vehicle
b. the vehicle operator or owner if present, or left in or on the vehicle

G. REPORTING
1. The CPD form PT - 18 Vehicle Condition and Inventory is to accompany all case
documents and forwarded to central records.
2. Complete any accompanying property reports.
3. Complete a narrative citing justification for towing a vehicle and indicating whether a
vehicle condition and inventory check was completed.
4. Complete the towed vehicle entry in the incident report
5. Check the vehicle impound box, if appropriate, and indicate any holds on the vehicle in
the comment section.

X.

TOW RECORDS (CALEA 61.4.3c)
A.

The person releasing a vehicle will check the CPD RMS Vehicle Towing Program for the
vehicle. If it is listed and may be released, the vehicle report form will be completed and the
file completed.

B.

Any person claiming a vehicle will sign the vehicle release and be given a copy. The officer
releasing the vehicle will insure there is no “Hold” on the vehicle and that it may be
released.

C.

Vehicles may be released:
1. To the owner.
2. To an authorized agent of the owner with notarized form from the owner giving such
authorization.
3. Upon presentation of a court order.
4. Upon presentation of a notarized form or document indicating that the person or firm
named on the form or document is lawfully entitled to the stored vehicle.

VEHICLES ABANDONED AT IMPOUND LOTS

Cumberland Police Department
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A. The Chief of Police will appoint a CPD Supervisor to serve as the agency’s Towed Vehicle
Supervisor.
1. The Towed Vehicle Supervisor will be responsible for maintenance of all agency towed
vehicle files.
2. Liaisoning with area tow companies.
3. Responding to tow company abandoned vehicle requests.
B. If a tow company has a vehicle in their custody for an excess of 90 days, they may submit
a MD MVA form CS-77 Application for Authority to Dispose of an Abandoned Motor
Vehicle to the Police Department having jurisdiction where the car is stored.
C. Upon CPD receiving a MVA Form CS-77 the Towed Vehicle Supervisor will conduct an
investigation into who the rightful owner of the vehicle is and if the vehicle was indeed
abandoned. (TA 25-209)
D. If the owner is identified, the Towed Vehicle Supervisor will make attempts to contact the
owner by registered mail advising them to either:
1. Contact the tow company and arrange to settle debts and take possession of their
vehicle.
2. Contact the tow company and voluntarily turn over their title.
3. If none of the above is done, the Police Department will issue a Certificate of
Authority giving possession of the vehicle to the tow company.
E. The Towed Vehicle Supervisor will then post the vehicle under Notice of Intent to Dispose
of Abandoned or Stored Vehicles at the Allegany County Circuit Court.

G. Reporting
1. If the vehicle was originally towed by CPD all activity concerning this case will be
recorded in the corresponding incident report.
2. If the vehicle was not towed by CPD the Towed Vehicle Supervisor will open a new
incident report and will record all information.
3. All activity, including attempts at contacting the owner of the questioned vehicle will
be recorded in the appropriate incident report.
4. Upon completion of the matter, all documentation concerning the transfer will be
forwarded to Central Records.

Cumberland Police Department
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F. After three weeks has passed since the Police Department has notified the owner, and the
initial posting at the Court House, the Towed Vehicle Supervisor will issue a Certificate of
Authority to the requesting tow company giving them possession of the vehicle with a
copy forwarded to the Motor Vehicle Administration.
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61.4.4 TRAFFIC SAFETY EDUCATIONAL MATERIALS
CALEA 61.4.4

61.4: traffic services / towing

A. Since the ultimate goal of the agency is to achieve voluntary compliance with traffic laws and
regulations, the agency will prepare, disseminate, or make available traffic safety educational
materials that support enforcement efforts and enhance public understanding of traffic safety
programs.
1. The Traffic Liaison or designee will be responsible for coordinating the agency's efforts
in traffic safety education with schools, courts, public and private agencies, and the
community.
2. A variety of materials will be kept available to the public via public information kiosk in
the CPD lobby as well as the official CPD website, dealing with traffic laws, traffic
safety, and related topics.

Cumberland Police Department
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Cumberland Police Department
General Order: 61.5
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

LICENSE PLATE READER

CPD POLICY 61.5
61.5 LICENSE PLATE READER PROGRAM
CALEA 41.3.9

POLICY
The objective of the License Plate Reader (LPR) program is to increase the safety on Maryland roadways
while reducing the impact of economic losses caused by auto theft and other vehicle-related crimes. The
program is also intended to enhance security at designated locations by supplementing existing security
measures. The Cumberland Police Department is committed to increasing the detection of stolen
vehicles, vehicles with revoked or suspended registrations, uninsured vehicles, vehicles operated by
drivers with suspended or revoked licenses, other vehicle-related crimes that impact the safety of
citizens, and finding wanted and missing persons.
LPR OVERVIEW
A. The identification of stolen vehicles, stolen license plates, and wanted and missing persons
are the primary focuses of the LPR program. LPR technology uses specialized cameras and
computers to quickly capture large numbers of license plate photographs and compares
them to a list of plates of interest. The plates of interest are referred to as a “hot list.” LPR
systems can identify a target plate within seconds of contact with it, allowing law
enforcement to identify target vehicles that may otherwise be overlooked. LPR systems also
record every license plate they scan and record the location, date, and time of each license
plate read. The system is designed to allow officers to patrol at normal speeds while the
system reads license plates they come in contact with and alerts them if there is a match to
a “hot list.” (CALEA 41.3.9a)
B. The Maryland Coordination and Analysis Center (MCAC) will house an LPR System
Operations Center, which is the central clearinghouse for all license plates scanned by LPR
systems. It is maintained by MCAC personnel designated by the MCAC Director. The
Operations Center is a data collection and reporting tool. All LPR system data collected will
be maintained on the Operations Center server at MCAC. The Operations Center provides a
database, inquiry tool, history tracking, and reporting for the entire LPR program. It
manages and provides a storage and search structure for the license plate information being
collected. (CALEA 41.3.9b,d)
C. The MCAC Operations Center acts as a secure intra-net site, allowing only personnel with
password-protected access to some or all of the license plate data collected. The
Operations Center receives all scanned reads collected by fixed and mobile LPR systems
deployed throughout the State and organizes the data into a central database. The central
Cumberland Police Department
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database supports the reporting and query functions. Authorized MCAC personnel have the
ability to: (CALEA 41.3.9b,d)
1. Look for a license plate or partial license plate in the history and view the image
and location of matches;
2. View maps with the location of plate reads and alarms;
3. View statistical reports on reads and alarms; and
4. View reads and alarms for a specific geographic area and time frame.
II.

LPR INSTALLATION AND ACCOUNTABILITY
A. Mobile LPR systems will be installed in CPD vehicles as determined by the Chief of Police
or his designee.
B. The Information Technology Division (ITD) of the Maryland State Police (MSP) will be
responsible for the installation and maintenance of the LPR system equipment in CPD
vehicles and at stationary locations.
C. The CPD Administrative Lieutenant is designated as the LPR Supervisor and must preapprove the transfer of any LPR system.
D. The LPR Supervisor will be responsible for conducting an annual physical inventory of all
LPR system equipment and reconciling it with their detailed inventory record.
E. Any damage to LPR systems will be reported immediately according to established CPD
policy and procedures related to the loss of or damage to CPD equipment.

III.

LPR CLEANING AND MAINTENANCE
A. LPR equipment should be cleaned and maintained according to the manufacturer’s
recommendations.
MOBILE LPR SYSTEM OPERATION AND RESPONSIBILITIES (CALEA 41.3.9a)
A. LPR equipment provides access to stolen and wanted files, and is also used in furtherance
of criminal investigations. The use of LPR systems and access to its data requires a
legitimate law enforcement purpose.
B. No member may use or authorize the use of the equipment or database records for any
other reason.
C. The Operations Commander will:
1. Select the appropriate personnel to utilize LPR systems (CALEA 41.3.9c)
2. Ensure the LPRs are properly deployed and maintained
3. Maintain an adequate number of properly trained personnel
4. Ensure all personnel utilizing or maintaining mobile LPR systems are
properly trained prior to using the system
5. Ensure all required LPR program logs and records are properly maintained
according to policy
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6. Ensure all significant incidents and arrests that are related to LPR usage are
properly documented and this information is forwarded to the LPR
Supervisor; and ensures that all mobile LPR system equipment is inspected
each month and documented on the employee’s Motor Vehicle Inspection
Report. Any deficiencies will be immediately brought to the attention of
the fleet manager or designee.
D. Shift Supervisors will:
1. Be responsible for overseeing the LPR systems assigned to personnel under
their command, ensuring compliance with department policy.
2. Make every effort to ensure LPR-equipped vehicles are operational and are
operated in high- crime areas of the city as well as being available for
emergency deployment during the shift.
3. If necessary for investigation, MCAC will be contacted by a CPD Supervisor
who will request the Operations Center’s LPR server be searched to
determine if any mobile or fixed LPR systems throughout the state had
previously encountered the target plate.
4. Routine entry for items into the State MCAC “hotlist” will normally occur as
Allegany County Joint Communication dispatchers enter license plate
information into METERS/NCIC. Such entries are automatically uploaded
into the MCAC system.
5. In the event of an unusual occurrence, the Shift Supervisor may request that
data be entered into the state “hotlist” by contacting MCAC directly. Any
such request will be documented in the related CPD incident report.

F. MCAC LPR Program Administrator or designee will ensure state and local “hot lists” are
updated at the beginning of each shift. The updated “hot lists” will be transmitted to the
LPR systems through an encrypted VPN.
1. The mobile data computer in the vehicle will act as a video monitoring
center. This is the central clearinghouse for all license plates scanned by the
mobile LPR system.
2. All scanned LPR data will be transmitted to MCAC through an encrypted
VPN and purged automatically from the video monitoring center after one
day.
3. All data scanned by the LPR system is transmitted to the mobile data
computer inside the vehicle and checked against the daily “hot list.” When
an alarm is received alerting personnel of a positive “hit,” a digital image of
the license plate will be displayed on the mobile data computer screen for
review.
4. Personnel who receive an alarm of a positive “hit” on a scanned license
plate will compare the digital image of the license plate to the NCIC
information to verify the “hit.” Verified positive “hits” will be accepted by
activating the “accept” alarm key on the video monitoring center screen.
When an alarm does not result in a verified positive “hit,” personnel will
activate the “reject” alarm key. A positive “hit” alone does not establish

Cumberland Police Department

61.5: license plate reader

E. Personnel assigned mobile LPR system vehicles will be responsible for:
1. Inputting data into the “local hot list” on the vehicle’s in-car computer;
ensuring that the date is noted along with the reason for entry.
2. Ensuring that all “local hot list” inputs have a legitimate law enforcement
purpose. This option should only be utilized in cases where crimes (e.g.
stolen vehicles, radio broadcasts, etc.) are reported.
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probable cause. The hit must be confirmed prior to taking any enforcement
action.
5. Personnel will provide the information by radio to the Allegany County Joint
Communications Dispatcher prior to taking enforcement action, who will
immediately attempt to confirm the hit according to established policy.
V.

HIT VERIFICATION
A. At this time, the LPR system does not interface with real time MILES and NCIC
data.
B. The information received from license plates that are recognized as positive
“hits” is dated and may be up to 24-hours old.
C. Personnel must verify all positive “hits” through MILES and NCIC and follow all
departmental policies and procedures.
1. The LPR system is ONLY to be used as an investigative tool.
Confirmation is essential prior to a stop.

VI.

EMERGENCY OPERATIONS
A. During the course of normal law enforcement duties, incidents may occur that
require immediate assistance. The LPR system can be a valuable tool in these
situations, such as alerts, bank robberies, or other violent crimes and can help
bring the incident to a safe and successful conclusion.
B. All license plate information related to AMBER, Silver, yellow, and Blue alerts
will be immediately entered into the MCAC Operations Center’s LPR server by
the MCAC LPR Program Administrator or designee. The “hot list” will be
updated with the alert information provided by Computer Crimes Unit
personnel. The MCAC LPR Program Administrator or designee will ensure the
timely transfer to all LPR systems.
C. In the event of a critical situation with vehicle registration information, the
deployment of an LPR system can maximize the coverage area to search for
any vehicle involved.
REPORTING
A. The Cumberland Police Department LPR Supervisor is responsible for the
following:
1. Consolidating all LPR statistics and arrest narratives into one monthly
report. This information will be detailed and forwarded to the MCAC
LPR Program Administrator by the 5th of each month. A copy will be
retained at CPD.
2. Maintaining a separate file for each LPR system. Each file will include
all monthly reports submitted by the LPR user.
3. All LPR reports shall be retained for a minimum of the current
calendar year plus one year.
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PARKING ENFORCEMENT
A. Outstanding Cumberland City parking violations will be loaded into the LPR system
and recorded in the “Local Hot List” area. Alerts on these tags will be verified in
accordance with CPD policy as it relates to the License Plate Recognition program,
along with CPD policy, 61.1.13 – Parking Enforcement, before any enforcement is
taken.

61.5: license plate reader
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Cumberland Police Department
General Order: 70.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 70.0

PRISONER TRANSPORT

70.1 PRISONER TRANSPORT OPERATIONS
70.1.1 PRISONER SEARCHES
70.1.2 SEARCHING TRANSPORT VEHICLES
70.1.3 PRISONER TRANSPORT PROCEDURES
70.1.4 INTERRUPTION OF TRANSPORT
70.1.5 DETAINEE COMMUNICATION
70.1.6 PROCEDURES FOR OFFICER AT DESTINATION
70.1.7 PRISONER ESCAPES
70.1.8 NOTIFYING COURT OF SECURITY HAZARDS
70.2 PRISONER RESTRAINING DEVICES
70.2.1 DETAINEE RESTRAINT REQUIREMENTS
70.2.2 PRISONER RESTRAINT CHAIR
70.3 SPECIAL PRISONER TRANSPORTS
70.3.1 SICK, INJURED PRISONERS
70.3.2 PRISONERS AT HOSPITALS
70.3.3 SPECIAL PRISONER TRANSPORTS
70.4 PRISONER TRANSPORT EQUIPMENT
70.4.1 TRANSPORT VEHICLES
70.4.2 VEHICLE MODIFICATIONS
70.5 PRISONER DOCUMENTATION
70.5.1 PRISONER IDENTIFICATION AND DOCUMENTATION
POLICY
The Cumberland Police Department will treat every arrestee and prisoner impartiality and
professionally. All Cumberland Police Officers will take every precaution when dealing with arrestees
and prisoners to ensure their safety as well as that of officers and the public.

70.0 prisoner transport

70.1 PRISONER TRANSPORT OPERATIONS
70.1.1 PRISONER SEARCHES
CALEA 70.1.1
I.

SEARCHING PEOPLE
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A. Any person to be transported as a prisoner will be searched for weapons and contraband
by the transporting officer prior to being placed in any CPD vehicle.
B. The arresting officer will search any person, who is a walk-in to CPD and is subsequently
taken prisoner, for weapons and contraband prior to entering the police station.
C. When searching a prisoner of the opposite sex it is preferable that an officer of the same
sex be requested to conduct the search.
D. If no officer of the same sex is available, officers will conduct a search to the best of their
ability checking pockets and using the back of their hand to check any intimate areas
from outside their clothing.
70.1.2
SEARCH OF THE TRANSPORT VEHICLE
CALEA 70.1.2
I.

SEARCHING TRANSPORT VEHICLES
A. Any officer whose vehicle may be used for purposes of prisoner transportation will search
the vehicle for the presence of contraband, weapons, or any object that could be an
improvised weapon at the beginning of each shift.
B. Any officer whose vehicle may be used for purposes of prisoner transportation will inspect
to ensure it is mechanically safe at the beginning of each shift.
C. Vehicles used to transport prisoners will be searched for the presence of contraband,
weapons, or any object that could be an improvised weapon prior to and after transporting
any person regardless of whether it was a prisoner.

70.1.3
PRISONER POSITIONING IN VEHICLES
CALEA 70.1.3
PRISONER TRANSPORTS
A. All persons transported in a CPD vehicle will wear a seat belt if available.
B. All prisoners are to be transported in the seated position and not lying prone or supine.
C. If possible, arrestees should be transported using the department’s prisoner transport van
or E-van.
1. Any prisoner being exceptionally combative or exceptionally dirty, bloody, has
urinated, defecated, or exposed to OC spray, should be transported in the Evan.
2. The E-van has a special cargo compartment, which allows for the transportation
of multiple prisoners in separate compartments.
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3. Exceptionally combative prisoners are to be transported in the E-van’s solitary
compartment, which is designed to limit movement and reduce the chance of
the prisoner hurting him or herself.
4. No prisoners shall be transported in the front seat of the E-van.
5. If the E-van is not available, the next option would be to transport the
prisoner in a police vehicle equipped with a rear compartment prisoner cage.
D. If the vehicle is equipped with a rear compartment transport cage, no prisoner will be
allowed to ride in the front seat.
E. If the prisoner transport van (E-van) and/or a vehicle with a prisoner cage is unavailable and
a single officer is transporting a prisoner, that prisoner shall be seated and secured in the
rear seat, opposite the driver.
F. Officer safety issues being of paramount concern in transporting prisoners, a second option
has been approved due to the different vehicle configurations. Transporting officers, at
their discretion, can place the prisoner in the front passenger seat of the vehicle when it is
felt that placing the prisoner in the rear compartment would increase the risk to the officer.
One such example would be reduced visibility of the prisoner due to high back seats and no
prisoner compartment in the rear of the vehicle.
G. If there is more than one transporting officer, that officer shall be seated in a location in the
transporting vehicle which offers the greatest amount of security and safety for the officers,
the prisoner(s), and the public.
70.1.4 INTERRUPTION OF TRANSPORT
CALEA 70.1.4
INTERRUPTION OF TRANSPORT

70.0 prisoner transport
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CALEA 70.1.5
I.

COMMUNICATION WITH PERSONS IN CUSTODY
A. In order to ensure the safety and security of the prisoner(s), transporting officers will
not allow any prisoner to communicate with others while being transported.
B. If a prisoner wishes to communicate with their attorney, they may do so at the police
station by phone or in person in accordance to policy.
C. Juvenile prisoners will be allowed to communicate with their parents; however, upon
becoming disruptive, the officer will revoke that privilege telling the parents to respond
to the police station and arrangements will be made.
D. Prisoner security, officer safety, and eliminating any chance of escape always outweighs
communication.

70.1.6 PROCEDURES FOR OFFICER AT DESTINATION
CALEA 70.1.6
TRANSPORTING PRISONERS TO AND FROM CPD
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TRANSPORTING PRISONERS TO AND FROM THE DISTRICT COURT.

III.

TRANSPORTING PRISONERS TO AND FROM THE ALLEGANY COUNTY DETENTION CENTER.

70.0 prisoner transport
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IV.

I.

Anytime an officer is transporting an exceptionally combative prisoner, multiple
prisoners, prisoners with medical conditions, or those who area a security risk they are
to contact the detention center prior to arrival and request the proper assistance meet
them at the door. (CALEA 70.1.6d)

J.

The receiving officer or a representative of the receiving institution should provide a
signature or other documentation for the receipt of the prisoner. (CALEA 70.1.6c,e)

TRANSPORTING TO OTHER FACILITIES.
A. When transporting or picking up prisoners at other facilities follow their rules for vehicle
placement and securing weapons. (CALEA 70.1.6a,b)
B. Anytime an officer is transporting an exceptionally combative prisoner or those who are
a security risk or have medical issues they are to contact, the receiving facility prior to
arrival and request the appropriate assistance meet them at the door (CALEA 70.1.6d)
C. The receiving officer or a representative of the receiving institution should provide a
signature or other documentation for the receipt of the prisoner. (CALEA 70.1.6c,e)

70.0 prisoner transport
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CALEA 70.1.7
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III.

ESCAPEE RECOVERY
A. If the prisoner is immediately apprehended without assistance from other personnel,
the transporting officer(s) should have at least one additional unit at the scene to
assist with security and transportation of the prisoner.
B. The investigating officer is to consider filing additional charges as appropriate.

70.1.8 NOTIFYING THE COURT OF SECURITY HAZARDS
CALEA 70.1.8
I.

GENERAL
A. The presiding judicial officer of the Court shall be notified any time prisoners, which
pose a security risk, are being or will be conveyed by this agency to the court for
hearings.
B. If additional court security is necessary CPD may assist the Allegany County Sheriff’s
Office or Court Bailiffs, as requested.
C. In addition, the agency will keep restraining devices on the prisoner during the time the
prisoner is in the courthouse and may consider other security measures.
RESTRAINING DEVICES

70.2.1 DETAINEE RESTRAINT REQUIREMENTS
CALEA 70.2.1
I.

OFFICERS WILL HANDCUFF ALL PERSONS ARRESTED
A. All prisoners will be handcuffed behind their back with handcuffs double locked.
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B. Although issued metal handcuffs are preferred, the use of flex cuffs is authorized.
C. Handcuffs and flexcuffs are to be secure; however, never tight enough to cause loss of
circulation or injury.
D. Officers are to be cognizant of prisoner conditions or injuries, which may be aggravated
by handcuffing. (CALEA 70.3.1)
E. In special circumstances such as amputations and injuries, the officer will restrain the
prisoner to the best of their ability. (CALEA 70.3.1)
F. In special circumstances such as cane, crutch, and wheelchair use, the officer will use
discretion allowing the prisoner to use their medical devices. (CALEA 70.3.1)
II.

OTHER RESTRAINTS
A. If a prisoner is combative or an escape risk, the transporting officer will contact the Shift
Supervisor and request further restraint devices be brought to the scene (leg shackles,
waist belt, and/or spit mask.)
1. Leg shackles are to be secure; however, never tight enough to cause loss of
circulation or injury.
2. Spit masks are to cover the mouth and are to be monitored to ensure the
prisoner is adequately breathing.
3. All spit masks are to be removed upon the prisoner being compliant.
B. All prisoners are to be transported in the sitting position.
transported lying down, supine or prone.

No prisoner is to be

C. CPD officers are not authorized to hobble prisoners (tie the handcuffs to the shackles
with the person prone and legs bent)
D. All prisoners transported from CPD to any facility including court, jail, or hospital will be
restrained with waist belt including double locked handcuffs through the security ring in
front, and leg shackles.
70.2.2 PRISONER RESTRAINT CHAIR
PROCEDURE
A. A Restraint Chair is a chair that is designed to control movement of a prisoner that is
placed in it.
B. A minimum of two (2) trained officers shall be assigned to place a prisoner in or remove
a prisoner from the restraint chair. A supervisor shall authorize the placement of the
prisoner in the chair and shall be present while the team is performing this function.
Cumberland Police Department
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C. Only trained officers are authorized to secure prisoners in the restraint chair.
D. Restraint Use (Examples of circumstances in which the restraint chair may be utilized.)
1. A prisoner who resists and/or assaults department personnel.
2. A prisoner who threatens or attempts to injure him/herself or others.
3. A prisoner who has attempted suicide, who is threatening suicide or who is
assessed through a screening process during processing and deemed to
present a risk for suicide or self-injury. (NOTE: A prisoner who has attempted
suicide will normally be committed to a mental facility as soon as possible.
He/she may be secured in the Restraint Chair until transported.)
4. A prisoner who has assaulted another prisoner or is deemed a threat to other
prisoners and there is no alternative to prevent further assaults.
5. A prisoner who has maliciously destroyed any property, equipment or utilities.
6. A prisoner who attempts to or is deemed to present a threat to department
property, equipment or utilities.
D. The restraint chair may be used if one or more of the following elements are present
and the Shift Supervisor authorizes the use of the chair:
1. Department personnel have witnessed the behavior.
2. Department personnel have reasonable cause to believe such behavior
occurred.
3. Department personnel have reasonable cause to believe such behavior will
occur.
GENERAL RULES
A. Once a prisoner has been placed in the restrain chair, he/she shall be monitored. This
shall be performed every fifteen (15) minutes and noted on CPD form PT-12 Use of
Restraint Chair. Checks of the restraint straps shall be conducted to determine that they
are secure and are not causing injury to the prisoner.
B. A prisoner in the restraint chair shall not be in a cell with other prisoners, nor are they to
be left alone with other prisoners.
C. Prisoners shall be constantly re-evaluated to determine their suitability for release from
the restraint chair.
D. Prisoners in the restraint chair will be positioned so they can also be monitored on a
video monitor by at least one officer.
E. The restraint chair is not to be used as a punishment under any circumstances.
F. A prisoner is not to remain in the restraint chair for longer than two (2) hours at a time.
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G. Should the prisoner still be a threat to themselves or others, they may be returned to
the restraint chair at the discretion of the Shift Supervisor for another period not to
exceed two (2) hours.
H. On-coming Supervisors shall be informed that a prisoner is restrained or has been
restrained.
I.

70.3

After any use of the restraint chair, a report shall be generated and forwarded to the
Captain’s office for review and final approval.

SPECIAL TRANSPORTS

70.3.1 TRANSPORTING SICK, INJURED, OR DISABLED PRISONERS
CALEA 70.3.1
GENERAL

70.0 prisoner transport
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70.3.2 SECURITY OF ILL/INJURED PRISONERS
CALEA 70.3.2
POLICY
It is the policy of this department to provide measures by which prisoners during emergency clinical
evaluation or who have been admitted to a medical facility can be guarded with minimal risks and
inconvenience to all affected persons, while providing maximum safety to officers, EMS personnel, hospital
personnel, and the public.
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70.3.3 TRANSPORTING PRISONERS IN OTHER SITUATIONS
CALEA 70.3.3
I.

This agency will not provide transportation of prisoners for special situations, such as visiting
the critically ill, funerals, etc.

70.4

PRISONER TRANSPORT EQUIPMENT

70.4.1 PRISONER TRANSPORT VEHICLES
CALEA 70.4.1
I.

If possible, arrestees should be transported using the department’s prisoner transport van or
E-van.
A. Any prisoner being exceptionally combative or exceptionally dirty, bloody, has urinated,
defecated, or exposed to OC spray, should be transported in the E-van.
B. The E-van has a special cargo compartment, which allows for the transportation of
multiple prisoners in separate compartments.
C. Exceptionally combative prisoners are to be transported in the E-van’s solitary
compartment, which is designed to limit movement and reduce the chance of the prisoner
hurting him or herself.
D. No prisoners shall be transported in the front seat of the E-van.

II.

If the E-van is not available, the next option would be to transport the prisoner in a police
vehicle equipped with a rear compartment prisoner cage.

III.

All transporting officers will retain communication with the prisoners during transport.

70.4.2 TRANSPORT VEHICLE MODIFICATIONS
CALEA 70.4.2
I.

PRISONER TRANSPORT VEHICLES
A. Vehicles used as transport vehicles will be modified to minimize opportunities for the
prisoner to exit from the rear of the vehicle.

B. Vehicles may be modified by disabling the rear window controls and disabling the rear
door controls to inhibit prisoners from escaping.
C. Transport vehicles will be equipped with safety screens to separate the officer in the
front of the vehicle and the prisoner in the rear area.
D. Transport vehicles will further be equipped with side window barriers.
70.5

PRISONER DOCUMENTATION

70.5.1 PRISONER DOCUMENTATION
CALEA 70.5.1
DOCUMENTATION DURING INTER-FACILITY TRANSPORTS
A. Before transporting prisoners from this agency to another facility, the transporting
officer will confirm the identity of the prisoner with the arresting officer and will obtain
necessary documentation papers. (CALEA 70.5.1a)
1. Prior to transporting a prisoner, the officer shall run checks through
MILES/NCIC/Local (Allegany County Combined warrant file) to ensure there
are no outstanding warrants and to check for possible aliases.
2. If an officer encounters a "John Doe", the officer will document as much
information as possible and process the person as a "John Doe" until the
person’s identity can be confirmed.
3. If an officer encounters a person, who they suspect is giving false
identification, the officer is to make every effort to confirm the person’s
actual identity and if not possible, they are to be processed under the name
provided.
4. All arrested persons are to be fingerprinted via livescan. The criminal record
will be attached to the person’s fingerprints regardless of the name
accompanying it.
5. Confirm officers transporting prisoners from another agency shall request that
booking records and/or numbers assigned to the prisoner and other
descriptors of the prisoner before accepting the prisoner for transportation.
B. Proper documentation must accompany prisoners being transported between facilities
or agencies. (CALEA 70.5.1b)
1. The appropriate commitment papers must accompany prisoners being
transported to jail.
2. Personal property removed from a prisoner will be transferred with the
prisoner along with an inventory of the property transferred, which will be
signed for by the receiving agency
3. If the prisoner has been treated for an illness or injury prior to being
transported, documentation of the treatment will be included with the
commitment paper, such as a copy of a treatment paper from the hospital or
the number of the fire department EMS report. (CALEA 70.5.1c)
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C. Whenever applicable, officers will have Statement of Charges and/or Warrants or other
paperwork to be presented to the judicial officer.
D. Officers transporting prisoners from another facility to our agency or to our court will
make certain that appropriate releases are completed and delivered to the agency or
facility releasing the prisoner.

70.0 prisoner transport

E. Information relating to the prisoner's escape or suicide potential or other personal traits
of a security nature shall be included in documentation that accompanies the prisoner
during transport. (CALEA 70.5.1c)
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Cumberland Police Department
General Order: 71.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 71.0

TEMPORARY DETENTION

POLICY
The Cumberland Police Department hosts a temporary detention facility only designed to hold prisoners
for a short period of time while an officer prepared documents or conducts testing. The facility is not
designed for overnight accommodations. The Cumberland Police Department will ensure that all
prisoners under their custody and control are treated respectfully, and provided clean, safe,
accommodations during their detention.
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71.1

AUTHORIZED DETENTION AREAS

71.1.1 PRISONER ROOMS OR AREAS
CALEA 71.1.1, 71.5.1
I.

GENERAL
A. After arrest, all prisoners are to be under constant control and observation (face to face or
video) of a police officer. (CALEA 71.3.1c)
B. After arrest, all prisoners are to be secured in a manner to prevent escape or injury to
themselves or others. (CALEA 71.3.3d)
C. If a prisoner is secured in a room, in a cell, on a prisoner bench, or similar area, the area will
be searched prior to and after the detention for weapons, improvised weapons, hazards,
and contraband.
D. Male and female prisoners will never be placed in a cell together. (CALEA 71.3.1e)
E. Restraining devices will be placed on a person in a manner to prevent escape; however, not
in a manner which would cause injury or loss of circulation.

ADULT PRISONERS
A. Upon arrival at the Cumberland Police Department facility, adult prisoners will only be
allowed:
1. In the CPD prisoner processing room, handcuffed to the designated prisoner bench.
a. Prisoners may be unhandcuffed for the purpose of processing (fingerprints)
and signing documents.
b. Prisoners may undergo ECIR II (Intoximeter) testing in this area.
2. In the auxiliary prisoner room, (evidence prep room) handcuffed to the designated
rings.
3. In the CPD detention cells
4. In the restraint chair in accordance to policy.
5. Prisoners may be allowed in a CPD interview room, only for the purpose of
conducting an interview.
6. With permission of the Shift Supervisor prisoners may be allowed in other areas of
the police station under special circumstances (i.e. post arrest field sobriety in the
garage, identification situations)
B. Martin’s Sub Station prisoner bench.
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1. Prisoners may be handcuffed to the prisoner bench in the CPD Martin’s Sub
Station facility.
C. In the case of mass arrests, special emergency provisions for temporary detention may be
made by the Shift Supervisor utilizing allied agencies, the Allegany County Detention Center,
or the District Court holding facility.

III.

JUVENILE PRISONERS
A. A juvenile will not be held securely in police facilities for more than six hours.
B. Juvenile prisoners will always be sight and sound separated from adult prisoners.
(CALEA 71.3.1e)
1. When an adult prisoner is present in the facility, juvenile prisoners will always
be kept in a separate room with the door closed.
2. If a juvenile is placed into a cell, in addition to the cell door being secured, the
exterior vestibule door is to be closed and the magnetic window shade be
placed over the window obstructing site.
3. If an adult prisoner is present within the facility care is to be taken when
moving or transporting juveniles so they do not come into contact and remain
separated from adult prisoners.
C. Juveniles will only be secured, handcuffed, or placed in a cell if charged with a criminal
offense.
1. Officers will always consider the least intrusive method of securing a juvenile
at the police station.
2. If a juvenile is placed in a cell for a criminal offense, it must be alone.
a. Juveniles may not be placed in a cell with other juveniles.

E. Juveniles charged as adults will still be treated as a juvenile during detention at CPD.

71.2

DETENTION FACILITY TRAINING

71.2.1 TRAINING OF PERSONNEL
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D. Juveniles charged with a status offense or as a runaway will not be handcuffed, placed
in a cell, in a locked room, or otherwise secured.
1. Juveniles who are charged with a status offense will be allowed to sit in a chair
in a room without restraints where they can be constantly observed or
monitored by a police officer.
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CALEA 71.2.1
I.

TRAINING
A. All members of the Cumberland Police Department will receive training on holding
facility operations.
1. Training for sworn members of the department will include specific
operations, use of restraints, and safety and security measures.
2. All CPD employees shall be familiarized with evacuation procedures, including
notification of the fire department for fire suppression.
3. All Cumberland Police employees sworn and civilian will receive training in the
department’s policy and procedures regarding prisoners, the detention facility,
and sexual abuse prevention among prisoners.
4. All investigators assigned to conduct sexual misconduct investigations in
detention facilities will receive specialized training in the investigation of such.

71.3

PRISONER PROCESSING AND CONTROL

I.

ARRIVAL AT CPD

II.

INTAKE DOCUMENTATION
A. Upon arrival at CPD, the arresting officer will be responsible for ensuring that a CPD
form PT-7 Detention and Prisoner Property Log is completed for each prisoner
including:
1. Prisoner’s name, address, DOB
2. Incident report number (CALEA 71.3.1a)
3. Date and time of arrival(CALEA 71.3.1a)
4. Offense data
5. Prisoner behavior
6. Medications
7. Medical conditions
B. The arresting officer will also be responsible for ensuring a complete wanted check
is done.
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C. A CPD form PT-7 Detention and Prisoner Property Log is only required for prisoners
who will be in custody for a long period of time, any time a prisoner is placed in a
cell, or any time property is removed from a prisoner. Brief prisoner holdings such
as an immediate processing and release, or a brief issuance of a criminal citation; do
not require a form PT-7.
III.

RESPONSIBILITY (CALEA 71.3.1b)
A. All members of the Cumberland Police Department share the responsibility for prisoner
handling, treatment, security, and safety.
B. The arresting officer has primary responsibility over his or her prisoner unless
responsibility is knowingly transferred to another officer, and acknowledged.
SEARCHING/PROPERTY (CALEA 71.3.1b)
A. To ensure the safety and security of the facility, all prisoners received at CPD will
undergo a search upon arrival at CPD even though they may have already been searched
prior.
B. It is preferable that a person of the same sex conduct a prisoner search; however, if one
is unavailable, the officer will conduct a search to the best of their ability without being
intrusive.
1. Strip searches are not allowed except in accordance to 1.2.8 Strip & Body
Searches.
C. All property found in and upon each prisoner, including jewelry, will be recorded on a
CPD form PT-7 Detention and Prisoner Property log.
D. All prisoner’s will have any belts, shoelaces, or similar objects that may be used to injure
or cause strangulation removed from them and recorded on the CPD form PT-7
Detention and Prisoner Property log.
1. All non-hazardous property removed from a prisoner will be placed in one
of the prisoner property bins located outside the cell doors.
2. If a hazardous item is found, such as a knife, it will be kept in the Shift
Supervisor’s office until release.
3. Female prisoners will be allowed to keep undergarments.
E. If any contraband is discovered, it will be recorded in the incident report and transferred
to the arresting officer for appropriate action.
F. Any property being transferred to any other person will be recorded on the CPD form
PT-7 Detention and Prisoner Property log.
G. If any property is seized from a prisoner as evidence, it will be noted on a CPD form PT-7
Detention and Prisoner Property log and a receipt provided.
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V.

SECURING PRISONERS (CALEA 71.3.1c)
A. After searching, each prisoner will be secured in one of the designated holding areas or
cells.
B. It is preferable that only one person be placed in an area or cell; however, in the case of
multiple arrests officers are to screen prisoners taking care not to house prisoners
together that may jeopardize anyone’s safety or escalate problems (i.e. people involved
in a mutual fight or those in a rival gang)
C.

Before placing any detainees together in a holding cell, officers shall consider whether,
based on the information before them, a detainee may be at a high risk of being sexually
abused and, when appropriate, shall take necessary steps to mitigate any such danger
to the detainee.

D. Securing holding facility doors
1. Holding facility doors shall be secured any time a prisoner is placed in the
holding facility.
2. The officer shall ensure the door is locked by physically checking the security
of the door.
3. The doors to all cells shall remain secured when the cells are not in use.
4. Vestibule doors will be closed at all times there is a prisoner in a cell. This is
to ensure privacy for the prisoner as well as eliminate any noise created by
the prisoner.
VI.

MONITORING PRISONERS (CALEA 71.3.1c, 71.3.3e, 71.3.3f)
A. After arrest, all prisoners are to be under constant control and observation (face to face
or video) of a police officer.
B. If a prisoner is placed in a cell or handcuffed to a prisoner ring for an extended time the
entry will be recorded on a CPD form PT-7 Detention and Prisoner Property log and
monitored via video camera with an officer conducting a face-to-face check every 30
minutes.
1. All such prisoner checks will be recorded on the CPD form PT-7 Detention
and Prisoner Property log.
RELEASE DOCUMENTATION
A. Upon release from CPD custody or transport to another facility or Court the officer
conducting the release will be responsible for ensuring:
1. The prisoner receives all appropriate paperwork that they have a right to
regarding their arrest.
2. All property that is not contraband is returned to the prisoner or
accompanies them to the next facility.
Cumberland Police Department
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3. The prisoner reviews the property list on the CPD form PT-7 Detention and
Prisoner Property log and signs the form indicating that they have received
their property.
4. The CPD form PT-7 Detention and Prisoner Property log will be signed by
the releasing officer recording the date and time of release from CPD.
5. The releasing officer will answer any questions the prisoner has about their
arrest, their rights, the criminal justice process, and property seized from
them.
6. The officer will then record the release date and time on the CPD form PT-7
Detention and Prisoner Property Log. (CALEA 71.3.1a)
7. Once completed, a CPD Supervisor is to review the CPD form PT-7 Detention
and Prisoner Property Log for completeness and accuracy and sign when
approved.
8. The transporting officer is also responsible for entering the prisoner
disposition in the CPD name file post-initial appearance, i.e. released
personal recognizance, held on bond, held without bond.

71.3.2 HANDCUFFING TO OBJECTS
CALEA 71.3.2, 71.3.1d
I.

HANDCUFFING TO OBJECTS
A. Prisoners will never be handcuffed to objects other than those manufactured for
prisoner detention; such as:
1. Processing room prisoner bench
2. Evidence prep room prisoner rings
3. Martin’s substation prisoner bench
B. If a prisoner is combative and in the danger of hurting themselves in a cell they may
be further handcuffed to the prisoner benches in the cell.
1. Consideration should be given to the restraint chair in these situations.
C. Prisoners are never to be anchored to a vehicle.

71.3.3 SECURITY
CALEA 71.3.3
OFFICER WEAPONS (CALEA 71.3.3a)
71.0 temporary detention
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DISTRESS CALLS (CALEA 71.3.3b)

III.

PANIC BUTTONS (CALEA 71.3.3b)

IV.

ACCESS TO PRISONERS (CALEA 71.3.3c)
A. Only sworn officers or correctional officers will be allowed to contact or have a
conversation with prisoners; except:
1. Attorneys may visit prisoners in order to provide legal counsel (CALEA
1.2.3c)
a. Attorneys visiting prisoners are subject to search
b. Attorney discussions are privileged and are not to be monitored or
listened to by officers.
c. The preferred method of contact is through the cell bars with the
attorney in the exterior cell room.
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d. If not available, private discussion in an interview room will be
allowed after search and only with the prisoner restrained with
handcuffs, restraint belt, and shackles.
e. If the arrestee is combative and the attorney contact is not
imperative, safety and escape risks should outweigh the attorney
contact and the request will be denied.
2. Parents may visit juvenile prisoners at the discretion of the Shift Supervisor.
3. Medical professionals may contact a prisoner for the purpose of providing
medical attention.
4. Intake officers with the Department of Juvenile Services may contact
juvenile prisoners.
B. No mail or packages will be delivered to any prisoner.
ESCAPE PROCEDURES (CALEA 71.3.3d)
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I.

CELL SECURITY

71.3.4 USE OF TOOLS AND UTENSILS IN CELLS
CALEA 71.3.4
I.

CELL MAINTENANCE
A. Only tools being used by authorized, supervised maintenance personnel shall be
allowed in the holding facility area.
B. All maintenance work will be performed on a holding cell will be done while the cell is
unoccupied. At no time will any work be performed while a detainee is in the cell.

II.

MEAL UTENSILS

71.4

PRISONER ACCOMMODATIONS

71.4.1 DETENTION FACILITY CONDITIONS
CALEA 71.4.1
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I.

THE HOLDING FACILITY SHALL PROVIDE THE FOLLOWING MINIMUM CONDITIONS FOR
DETAINEES:
A. Lighting in accordance with local code. Local code states this will be natural lighting on
the ratio of approximately 6% of the square footage, supplemented with artificial
lighting.
B. Circulation of fresh or purified air in accordance with local public health standards.
C. Access to a toilet and drinking water.
D. Access to a washbasin.
E. Clean accommodations
F. Since detainees will not be held over eight hours, it shall not be necessary to provide a
bed or bedding in the holding facility.

71.4.2 DETENTION AREA FIRE PREVENTION AND PROCEDURES
CALEA 71.4.2
I.

FIRE ALARM SYSTEM
A. The City of Cumberland Public Safety building houses the City Fire Department as well as
the City Police Department.
B. The agency will plan and execute all reasonable procedures for the prevention and
prompt control of fire in conjunction with the recommendations of the Cumberland Fire
Chief.
C. The facility has an automatic fire alarm, heat, and smoke detection system, which is
approved by the Cumberland Fire Chief.
D. In the event a fire alarm, smoke alarm, or sprinkler system activation, an alarm will
sound throughout the facility including inside the fire department.

II.

TESTING OF FIRE EQUIPMENT
A. A semi-annual testing of the entire facilities fire alarm and suppression equipment will
be conducted by the City of Cumberland Facility Department.
B. Members of the Cumberland Fire Department will conduct a monthly inspection of
every fire extinguisher mounted within the facility.
Cumberland Police Department

71.0 temporary detention

E. If any employee detects any fire hazard, which has not, triggered an automatic alarm
they will call 911, contact dispatch via radio, or otherwise request assistance.

11

5.

71.4.3 DETENTION AREAS INSPECTIONS
CALEA 71.4.3
I.

ROUTINE INSPECTION
A. Each officer placing a prisoner in any detention cell or area will conduct a security check
of that area for weapons, improvised weapons, contraband, and hazards.

II.

DAILY INSPECTION
A. The Shift Supervisor will be responsible for a daily inspection of the detention cell area
including:
1. Condition of the fire extinguisher
2. Inspection of any sprinkler heads
3. Inspection of smoke/fire alarms
4. Inspection of the detention area first aid kit
5. Inspection of the water, septic, system
6. Inspection of the cell for cleanliness, weapons, contraband, hazards, etc.
7. Check of the cell vestibule panic buttons
B. If any problem is discovered the Shift Supervisor will arrange for immediate repair or
correction.
C. Daily cell inspections will be recorded on a CPD form S-8 Detention Cell Inspection.
1. The CPD form S-8 Detention cell Inspection will be forwarded to the Office of
the Chief of Police at the conclusion of each week.
DETENTION POLICY ADMINISTRATIVE REVIEW
A. The Chief of Police will conduct an administrative review of all detention area policy and
procedures at least once every three years. (CALEA 71.4.3)

71.5

DETAINEE TESTING AREAS
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71.5.1 PRISONER SECURITY CONCERNS IN TESTING AREAS
CALEA 71.5.1
I.

PRISONER TESTING AREAS
A. Prisoners participating in processing or testing will only be allowed in those areas
specified under 71.1.1 above with supervision, weapons control, distress alarms, and
escape rules as specified above.

71.6

SPECIAL PRISONER SITUATIONS

71.6.1 INTOXICATED/DISTURBED DETAINEES
I.

SPECIAL ATTENTION
A. Detainees who are under the influence of alcohol or other drugs or who are violent or
self-destructive shall remain under close observation by an officer, shall not be held
with any other person, and should be transferred as soon as possible to another facility,
which is more suited for close supervision and care. Proper restraints shall be used to
ensure the safety of the officer and the detainee.
B. If the detainee is unresponsive or otherwise suffering from an apparent or suspected
medical condition, the detainee shall be checked by Cumberland Fire Department EMS
providers and a determination will be made by these personnel if the detainee needs to
be transported to a medical facility.

71.6.2 MEDICAL CARE FOR DETAINEES
EMERGENCY MEDICAL CARE
A. There will be an emergency first aid kit kept in the detention area to treat prisoners.
1. Officers will provide aid to all injured or ill people under their custody and
control within the scope of their training.
B. No prisoner will be denied emergency medical assistance if requested.
1. It will be the discretion of officer supervising the prisoner what constitutes
an emergency
2. When in doubt if a reported ailment is emergent consult with the EMS crew
of the Cumberland Fire department
C. If any officer observes a prisoner to be in medical distress or suffering from an
apparent or possible medical condition, they are to request assistance from the
Cumberland Fire Department.
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D. After being treated by the Cumberland Fire Department if the prisoner refuses
treatment and signs the appropriate CFD refusal for care form a copy will be
maintained and will accompany the prisoner’s documents.
E. If the prisoner needs to be transported to, the hospital CPD officers will accompany
the prisoner in accordance with 70.3.2 SECURITY OF ILL/INJURED PERSONS.
F. All medical care provided to prisoners will be documented in the CPD incident
report concerning this case as well as on the CPD form PT-7 Detention and Property
log.
II.

PRISONER MEDICATIONS
A. Members of the Cumberland Police Department will not dispense pharmaceuticals. This
includes over the counter medications.
1. Any detainee that is under any kind of medication will be processed and taken
before a Court Commissioner or to the Allegany County Detention Center as
soon as possible.
B. Any prisoner in possession of any prescribed or over the counter medication will have
the medication placed with other inventoried property. Officers will an officer allow a
prisoner to ingest any medication while within the confines of the Cumberland Police
Department.
1. An exception will be if a CFD EMS responder supervises the medication
administration in accordance with CFD policy.
C. Prisoners complaining of illness or other problem relating to the lack of taking a
prescribed medication will be checked by the Cumberland Fire Department EMS
providers. The EMS providers will determine if further medical assistance should be
administered.

71.6.3 RECEIVING DETAINEES FROM OTHER AGENCIES
IDENTIFICATION OF OUTSIDE AGENCY
A. If a detainee is received from an outside agency, the officer receiving the detainee will
require positive identification and verification of authority of the person who presents
the detainee for commitment.
B. The Shift Supervisor will be contacted and will confirm the circumstances surrounding
the prisoners arrest and that probable cause or an arrest warrant exists.
C. The Shift Supervisor will ensure that the officer presenting the prisoner is aware that we
have a temporary holding and of the policies surrounding our detention facility.
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D. The Shift Supervisor will ensure that an appropriate incident report is opened
concerning the arrest.
II.

POLICY
A. All CPD policies and procedures regarding prisoners and the detention area still apply to
all prisoners in CPD custody regardless of arresting agency.
B. All CPD policies and procedures regarding prisoners take precedence over the visiting
agency policies.

III.

RESPONSIBILITY
A. The CPD Shift Supervisor is still responsible for any person held in the CPD detention
area regardless of arresting agency.

71.7

DETAINEE RIGHTS

71.7.1 DETAINEE RIGHTS
GENERAL
A. A detainee's constitutional right of access to the court shall not be inhibited.
B. All detainee’s will be treated without any bias towards a person’s race, color, ethnicity,
national origin, gender, age, sexual orientation, disability, social status, or genetic
information.
C. Prisoners shall not be held in either of the detention cells for longer than what is
deemed necessary to complete the necessary paperwork and processing.
D. Detainees will be transported to the court commissioner for a bond hearing in a timely
manner.
E. A detainee's opportunity to make bail shall not be impeded by any member of this
agency.
F. All efforts by the detainee to secure bail/bond shall be done from the Allegany County
Detention Center once the Court Commissioner has given commitment papers to the
officer.
1. The only exception to this would be if the detainee had a bail bondsman or
family member at the court commissioner’s office to post bail/bond at the
time of the initial appearance.
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II.

TREATMENT
A. Cumberland Police Officers will conduct themselves as professionals at all times while
dealing with arrested persons or those under their custody and control.
B. Persons under the custody and control of the Cumberland Police Department will be
treated with dignity.
C. Persons under the custody and control of the Cumberland Police Department will not be
degraded, harassed, or made to do anything that would be outside of a lawful police
action.
D. Persons under the custody and control of the Cumberland Police Department will not be
photographed, video recorded, or audio recorded for any purpose other than official
police business associated with prisoner processing and evidence or statement
collection.
E. Officers of the Cumberland Police Department will not take advantage of their position
to misuse authority and power over a detainee.

III.

PHONE COMMUNICATION
A. A detainee shall be given the right to access to a phone, using an un-taped,
unmonitored line, to consult with an attorney or to consult with an attorney in private in
the processing room.
1. Attorney phone calls are privileged and are not to be monitored or listened to
by officers.
B. A detainee shall be afforded the use of a telephone to contact persons such as family
members or attorneys, arrange for bail or bond, or consult other counsel.
C. Telephone calls made by the detainee shall not be monitored and, if placed on an
agency phone, shall be on an un-recorded phone line.
1. An exception would be the use of surreptitious audio recording for criminal
investigation procedures in accordance to Maryland law (CJ 10-402.)
MEALS
A. No meals will be served to detainees in the detention cells unless for unforeseen
circumstances requiring the detainee to be held longer than anticipated. If a
situation exists, which requires a detainee to be housed in the CPD cells for an
exceptional time then a meal will be provided at the detainee’s request.
B. If a meal is required, consultation should be made with the Shift Supervisor who will
arrange to obtain food from a local restaurant, which can be eaten without utensils.
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C. If a meal is offered to the detainee; however, refused, the refusal will be noted on
the CPD form PT-7 Detention and Property log.

71.8

PRISON RAPE ELIMINATION ACT

71.8.1 PRISON RAPE ELIMINATION
I.

PROHIBITED
A. The Cumberland Police Department will comply with the 2003 Prison Rape Elimination Act.
B. No employee of the Cumberland Police Department, civilian or sworn, will have any sexual
contact or participate in any sexual conduct or sexual harassment with any person under
CPD custody or control.
C. No prisoner, detainee, or person under CPD custody and control will be allowed to have
any sexual contact or participate in any sexual conduct or sexual harassment including
consensual with any other person in CPD custody.
D. The Cumberland Police Department will take a zero tolerance stance in regards to any
sexual contact, conduct, or harassment, upon any person arrested or detained by a
Cumberland Police officer or held in any Cumberland Police facility or vehicle.
E. No Cumberland Police Officer will participate in any behavior that takes advantage of the
officer’s position in law enforcement to misuse authority and power in order to commit a
sexual act, initiate sexual contact, or otherwise sexually exploit any person in their custody
or control.
F. No Cumberland Police officer is to respond to a perceived sexually motivated cue from any
person in his or her custody or control.
G. Consensual sexual encounters between officers and persons in their custody and control
will always be perceived as misconduct, are not allowed, and will not be a defense for
disciplinary action.
REPORTING
A. Any Cumberland Police employee receiving a report from any person (verbal, written
anonymous, third party) who is making an allegation of sexual misconduct or mistreatment
by any employee will take a report, record the information on a CPD form PSD-3 Allegation
of Misconduct, and forward it to the Chief, Captain, or the Professional Standards Division.
1. Any officer receiving such a report and failing to take action will be disciplined.
2. If a complainant does not wish to speak to a Cumberland Police Officer about the
incident, an officer from an allied agency must be summoned to take the report.
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B. If the alleged victim is still in CPD custody, the officer receiving the report is to immediately
take measures to keep the victim safe and separated from the named abuser.
C. Upon receiving such a complaint of misconduct involving a prisoner the Chief, Captain, or
Professional Standards Lieutenant, will immediately consult with the Allegany County
Combined Criminal Investigation Unit who will assign an investigator who specializes in the
investigation of detention sexual assaults to investigate.
D. If the alleged victim is a juvenile or vulnerable adult, a referral will also be made to the
Allegany County Department of Social Services.
E. The Professional Standards Division will also immediately initiate an administrative
investigation.
F. After any allegation of sexual misconduct upon anyone in police custody or control, the
employee named in the report will be assigned to a duty where they have no contact with
prisoners or placed on administrative leave in accordance with the CPD discipline policy.
1. The employee will remain in a position where they are to have no contact with a
prisoner until the conclusion and disposition of the case.
G. All reports and records involving such cases will be maintained by the Professional
Standards Division in accordance with CPD Policy #26 Disciplinary Procedures.
III.

VICTIM RESOURCES
A. Upon receiving a report that a Cumberland Police Officer was involved in sexual
misconduct upon a prisoner, the Shift Supervisor shall make every effort to turn the
investigation over to the Allegany County Combined Criminal Investigation Unit as soon as
possible and limit CPD’s involvement.
B. If the prisoner making the complaint is injured, or requires a sexual assault examination,
they are not to be transported by any CPD officer. Transport will be done by ambulance or
by an officer from an allied agency.
C. If any evidence is collected, in connection with an alleged misconduct of an officer upon a
prisoner, it will be turned over to the Allegany County Combined Criminal Investigation
Unit.

E. This department will not tolerate retaliation of any kind against a person for reporting
abuse of a prisoner.
71.9

PRISONER RECORDS
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71.9.1 SAFEGUARDING DETAINEE RECORDS
PRISONER RECORDS
A. The release of arrest records will be in accord with other department policies, local
ordinances, and state statutes, specifically the Maryland Criminal Laws Annotated,
Criminal Procedure, Title 10 - Criminal Records.
1. Security precautions for criminal history records will be in accord with
regulations of the Maryland Criminal Justice Information System (CJIS) and U.
S. Department of Justice regulations.
B. Information concerning open cases will not be released without the approval of the Chief
of Police, his Designee, or the officer in charge of the Combined County Criminal
Investigation Unit (C3I).
1. This information may be released upon order of the Court, e.g. subpoena, or
upon request of the Prosecutor's Office.
C. Records and other documentation shall not be removed from the records area except
upon order of the Court, e.g. subpoena, or upon request of the Prosecutor's Office, for
case summaries, by an officer for purposes of investigation, or upon order of the Chief of
Police.
1. Any officer who removes an original file from the records area will sign out
the file with the records clerk. Information logged by the records clerk will be
the officer’s name, the file number, and the date removed.
D. The Public Records Act requires most police records be made available to the public for
inspection.
1. Every public office must allow inspection of all public records within a reasonable
amount of time, during regular business hours.
a. Records shall be made available on workdays, Monday through Friday, during
business hours, only.
2. Every public office must provide copies of all public records at cost and within a
reasonable amount of time.
a. Requests for records must be specific in nature and no blanket requests for
documents will be honored.
b. Employees shall attempt to comply with requests, but if there is a question
about a particular request, the employee should ask the person requesting
the report to put his/her request in writing in order that we may better serve
his/her needs.
c. A fee schedule is established to offset the cost of reproducing documents.
3. Certain information may not be released to the public under any circumstances.
(See below)
E. Certain records are not subject to the Public Records Act and shall not be released to the
public.
1. Medical records, including psychiatric and psychological reports, will not be
released.
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4.
5.

6.
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2.
3.

a. Information having to do with history, diagnosis, or prognosis because of
medical treatment may not be divulged.
Adoption, probation, and parole records legally cannot be released.
Juvenile records, police or court, are confidential and its contents may not
divulged by subpoena or otherwise, except by order of the court upon good cause
shown. Maryland Criminal Laws Annotated Courts and Judicial Proceedings
Section 3-828.
Trial preparation records will not be released.
Confidential law enforcement investigatory reports, which meet the criteria
below, will not be released.
a. The information in these reports must pertain to a matter involving the
enforcement of laws, which is currently under investigation.
b. The information must also meet one or more or the following criteria:
1) Information would create a high probability of disclosing the identity
of a suspect who has not been charged.
2) Information would create a high probability of disclosing the identity
of an information source or witness who has been promised his/her
identity would be kept confidential
3) Information that creates a high probability of endangering the safety
of law enforcement personnel, crime victims, witnesses, or
information sources;
4) Information that creates a high probability of disclosing specific
investigatory techniques and procedures;
5) Information that creates a high probability of disclosing specific
investigatory work product (information gathered by the investigating
agency once its inquiry has focused on a particular person, complaint,
or event) but not including basic information about the event.
Certain other State and Federal laws prohibit the release of the following
information.
a. Information where court orders that information not to be released.
b. Information obtained from the CJIS/NCIC computer database.

Cumberland Police Department
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Cumberland Police Department
General Order: 74.0

Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 74.0

LEGAL PROCESS SERVICE

74.1 LEGAL PROCESS RECORDS
74.1.1 RECORDING INFORMATION
74.1.2 RECORDING SERVICE ATTEMPTS
74.1.3 WANTED PERSONS PROCEDURES
74.2 CIVIL PROCESS
74.2.1 CIVIL PROCESS PROCEDURES
74.3 CRIMINAL PROCESS
74.3.1 CRIMINAL PROCESS PROCEDURE
74.3.2 SERVICE BY SWORN OFFICERS
POLICY
It is the policy of the Cumberland Police Department to ensure the timely service of all court processes
entrusted to them. Officers will further remain ever vigilant for wanted subjects, regardless of
jurisdiction, and make every effort to safely take them into custody giving the opportunity for justice to
be served and promoting safety in the community.
74.1

LEGAL PROCESS RECORDS

74.1.1 RECEIVING LEGAL PROCESS
CALEA 74.1.1
RESPONSIBILITY
A. As part of a daily routine, a CPD Shift Supervisor will appoint a sworn officer to
deliver court documents to and from the Allegany County Courts, the Allegany
County Dispatch Center and the Cumberland Police Department.
B. The Allegany County Joint Communications Center will serve as the Central
Repository for all Arrest Warrants, Bench Warrants, and similar court documents,
issued by the District and Circuit Courts for the Cumberland Police Department.
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C. The Allegany County Joint Communications Center will be responsible for the
management, security, and control of all court documents delivered to them.
D. The Cumberland Police Department will serve as the Central Repository for all
Criminal Summons issued to them.
E. The Cumberland Police Department will be responsible for the management,
security, and control of all court documents delivered to them.
F. No officer is allowed to have any arrest warrants, bench warrants, criminal
summons, or the like, in their possession except for transporting the document for
service or to the assigned repository.
G. No officer may alter, edit, or add information to a court document including, arrest
warrants, bench warrants, or criminal summons.
H. If an error is observed on a court document or an officer wishes to add or alter
information it must be returned to the court clerk with a request that the warrant
be changed.
RECEIVING ARREST WARRANTS AND ALLEGANY COUNTY DISPATCH RESPONSIBILITIES
A. Upon receiving a court document (arrest warrant, bench warrant, emergency
petition, etc.) the Allegany County Dispatch Center will:
1. Check the incident reporting system to see if there has already been
an incident report generated concerning this incident.
2. If there has been no incident generated, dispatch will open a new
incident report with the nature appropriate to the information
supplied in the court paperwork.
3. If the arrest warrant or bench warrant is the result of an
administrative action such as a failure to appear or violation of
probation, the incident will be coded as “wanted” with the
complainant being the court system issuing the document.
4. If the court document was issued to CPD for service; however, the
incident occurred outside the JURISDICTION OF THE Cumberland
Police Department the incident should be coded as “wanted.”
5. Upon locating the incident associated with the court documents or
upon opening a new incident, the Dispatcher will attach the name
on the arrest warrant or bench warrant to the name file completing
all data including:
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a. Name and personal identifiers (CALEA 74.1.1e)
b. Wanted subclass (arrest warrant, etc.) (CALEA 74.1.1b.c)
c. Nature of charges
d. Warrant issue date (CALEA 74.1.1a)
e. Warrant expiration date (if applicable) (CALEA 74.1.1a)
f. Any available court tracking numbers (CALEA 74.1.1h)
g. Complainant information (CALEA 74.1.1e)
6. The dispatcher will further enter a narrative into the report
depicting all pertinent information. (CALEA 74.1.1a-i)
7. The dispatcher will then assign the incident and thus the service of
the court document to: (CALEA 74.1.1f,g)
a. The officer who filed for the original charges
b. The officer assigned to the original investigation
c. The officer assigned to that patrol area.
d. If the incident is a wanted incident generated because of
an administrative court action (i.e. bench warrant,
contempt) the service is to be assigned to the CPD Shift
Supervisor who will assign it for service.
8. The Dispatcher will further be responsible for the entry and removal
of all court documents in any databases such as CJIS, METERS,
LOCAL system.
B. All CPD Officers can serve any arrest warrant at any time regardless of
whether it is assigned to them or not.

RECEIVING CRIMINAL SUMMONS
A. Upon receiving a criminal summons, the CPD Shift Supervisor or his
designee will:
1. Check the incident reporting system to see if there has already been
an incident report generated concerning this incident.
2. If there has been no incident generated, the assigned officer will
generate a new incident report with the nature appropriate to the
information supplied in the summons paperwork.
3. If the criminal summons was issued to CPD for service; however, the
incident occurred outside the jurisdiction of the Cumberland Police
Department the incident should be coded as “wanted.”
4. Upon locating the incident associated with the court documents or
upon opening a new incident, the assigned officer will attach the
name on the criminal summons to the name file completing all data
including:
Cumberland Police Department
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a. Name and personal identifiers (CALEA 74.1.1e)
b. Wanted subclass (summons) (CALEA 74.1.1b.c)
c. Nature of charges
d. Summons issue date (CALEA 74.1.1a)
e. Summons expiration date (if applicable) (CALEA 74.1.1a)
f. Any available court tracking numbers (CALEA 74.1.1h)
g. Complainant information (CALEA 74.1.1e)
5. The assigned officer will further enter a narrative into the report
depicting all pertinent information. (CALEA 74.1.1a-i)
6. The assigned officer will then assign the incident and thus the
service of the summons to: (CALEA 74.1.1f.g)
a. The officer who filed for the original charges
b. The officer assigned to the original investigation
c. If the incident is a criminal case which has been newly
created; the officer assigned to that patrol area
B. The serving officer will be responsible for the entry and removal of the
summons into any required databases such as the LOCAL system.
74.1.2 RECORDING SERVICE AND ATTEMPTS
CALEA 74.1.2
I.

LEGAL PROCESS/ARREST WARRANT ATTEMPTS
A. All officers attempting service of any court document will record the
attempt by clicking the “Add Attempt Date” option in the computerized
wanted person’s name file (CALEA 74.1.1c) and adding the date (CALEA
74.1.2a) and the attempting officer’s name. (CALEA 74.1.2b)
B. All officers having new detailed information on the wanted persons address,
location or officer safety issues will open a new narrative in the incident as
well depicting the information. (CALEA 74.1.2d,e)
LEGAL PROCESS SERVICE
A. Upon locating any person wanted on an arrest warrant, bench warrant, or
similar document held by Allegany County Dispatch a sworn officer must
appear in person to the Dispatch Center and obtain the document by signing
for it.
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B. The Allegany County Dispatch Center will be responsible for removing the
document from any associated databases at this time.
C. The officer serving the document is responsible for: (CALEA 74.1.2a-e)
1. Updating the arrest docket including the service date and all
pertinent information.
2. Entering a narrative on the associated incident report describing
how the person was apprehended and service information.
3. Updating all necessary UCR coding.
4. Endorsing the court document with any signatures, and dates of
service.
5. Completing any necessary prisoner processing.
D. A copy of the court document will be forwarded to the court, a copy will be
given to the defendant, and a copy forwarded to CPD Central Records.

74.1.3 WANTED PERSONS FILE
I.

ENTERING WANTED PERSONS INTO DATABASES
A. The responsible officer or dispatcher will enter all persons wanted in any form
by the Cumberland Police Department into the LOCAL wanted file. (CALEA
74.1.3a)
B. The Allegany County Dispatch Center will be responsible for entering the
wanted person into any Maryland State or National database as per their
policy. (CALEA 74.1.3a)

REQUESTS FOR ASSISTANCE BY OTHER JURISDICTIONS (CALEA 74.1.3b)
A. Any other jurisdiction requesting assistance in locating and arresting a
person within the City of Cumberland will be referred to the CPD Shift
Supervisor who will be responsible for making assignments.
B. Upon receiving a request for assistance from another jurisdiction in locating
a wanted person the Shift Supervisor will ensure that an incident reports is
opened, assigned to an officer, and used for recording any police actions
related to the event. (CALEA 74.1.3c,d)
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C. The assigned officer and Shift Supervisor will be responsible for ensuring
accurate and complete paperwork accompanies the arrest.

III.

COURT DOCUMENT RECALLS / CANCELATIONS (CALEA 74.1.3e)
A. All court document recall and cancelation orders will be issued by the Court
and forwarded to the agency holding the document for action.
B. The agency holding the document (Allegany County Dispatch or the
Cumberland Police Department) will be responsible for removing the
document from all associated databases, updating the incident report by
adding a narrative explaining their action, and returning the document to
the Court.

IV.

ACCESS TO COURT DOCUMENTS FOR SERVICE (CALEA 74.1.3f)
A. The Allegany County Dispatch Center will have 24-hour access to all court
documents held by their agency for service.
B. The Allegany County Dispatch Center will have 24-hour access to all State
and National wanted person’s databases (CJIS, METERS) and will monitor
those databases constantly.
C. The Cumberland Police Department will provide 24-hour access to all
Criminal Summons held by them, which will be stored in the appropriate file
cabinet in the CPD Supervisor’s Office.

74.2

CIVIL PROCESS

74.2.1 CIVIL PROCESS PROCEDURES
CALEA 74.2.1
GENERAL
A. Officers with the Cumberland Police Department will not normally serve civil
processes.
B. All civil process service will be referred to the Allegany County Sheriff’s
Office.
Cumberland Police Department
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C. In exigent circumstances, CPD officers will be allowed to serve civil
protective orders as described in 42.2.13 Protective and Peace Orders.

74.3

CRIMINAL PROCESS SERVICE

74.3.1 CRIMINAL PROCESS PROCEDURE
CALEA 74.3.1
GENERAL
A. Sworn members of the Cumberland Police Department will execute any
criminal process which is presented to them or which comes to their
knowledge while they are performing their duties within the City of
Cumberland, as governed by Maryland Criminal Laws Annotated, Maryland
Rules, Rule 4-212.
B. Sworn members of the Cumberland Police Department may execute
criminal warrants outside of the City of Cumberland when such execution is
allowed and as governed by Maryland Criminal Procedure, Title 2, Subtitle 1,
Section 2-105, which refers to mutual aid agreements and reciprocal
agreements such as task forces an example being the Allegany County
Combined Criminal/Narcotics Investigation Unit.
C. Except as provided in the Maryland Criminal Laws Annotated, Courts and
Judicial Proceedings, Section 1-605(d) (7), which allows the invalidation and
destruction of certain warrants for arrest, warrants have no expiration date
and, provided legal process was begun in a timely fashion, or provided
process has been served, warrants may be served at any time or place.
D. Upon serving an arrest warrant, the serving officer must review the face to
ensure the warrant can be served in the county of arrest.
1. In the District Court, the defendant’s appearance shall be no
later than 24 hours after service of the warrant. Maryland
Rules 4-212(f)(1,2)
2. In the Circuit Court, the defendant shall be taken before a
judicial officer no later than the next session of court after the
date of service of the warrant. Maryland Rules 4-212(f)(2)
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E. If the warrant was issued by another jurisdiction and the warrant specifies
the defendant must be brought before the issuing court, the issuing agency
will be contacted and arrangements made for transportation.
F. Sworn members of this agency attempting to serve criminal process outside
of the City of Cumberland will make a reasonable attempt to inform the
agency, which has primary jurisdiction of their intent to serve process, and
will make a reasonable attempt to have an officer of that agency of
jurisdiction in their company prior to service. Officers will be governed by
Maryland Criminal Laws Annotated, Title 2, Subtitle 1, Section 2-105 when
attempting service outside the City of Cumberland boundaries.
G. Use of force in service of a criminal warrant will be governed by standards
governing use of force in any situation.
H. Forcible entry into a dwelling house or other building is permissible if, after
notice of the officer's intention to make such arrest, the officer is refused
admittance.
I.

Officers will be familiar with those individuals who are privileged from arrest
and under what circumstances these individuals are privileged from arrest.
1. Senators and Representatives of the United States during their
attendance at the session of their respective Houses, and in going
to and returning from the same, except in matters of treason,
felony, and breach of the peace. (United States Constitution
Article I §6)
2. Any person obeying a summons to testify in Maryland, or passing
through Maryland to obey a summons to testify in another state,
shall not be subject to arrest or the service of process, civil or
criminal, while in the State of Maryland. (Maryland Criminal Laws
Annotated, Courts and Judicial Proceedings, Section 9-304)

I.

Only sworn officers of the Cumberland Police Department are authorized to execute
court documents, arrest warrants, bench warrants, emergency petitions, and
criminal summons.
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Cumberland Police Department
General Order: 80.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY 80

CELL PHONE USE

80.0 EMPLOYEE CELL PHONE USE
POLICY
The use of cellular phones issued by the department or otherwise is an accepted alternative method of
communication. The use of cell phone will not; however, interfere with any police duty or safe operation of
equipment including vehicles.
80.0 CELL PHONE USE
CALEA 81.2.10
I.

GENERAL GUIDELINES FOR USE OF CELLULAR TELEPHONES
A. Unless extenuating circumstances exist, Department employees will not utilize a City
owned or personal cellular telephone while operating a Department vehicle unless the
telephone is equipped for hands-free use. Department employees will refrain from
dialing calls or texting while the vehicle is in motion.
B. Department employees will not utilize personal cellular telephones while on duty and in
view of the public unless extenuating circumstances exist.
C. The primary purpose of City owned cellular telephones is for the conduct of City
business. Employees will limit the use of City owned cellular telephones for personal
business.

II.

LOST, DAMAGED OR DEFECTIVE EQUIPMENT

Cumberland Police Department
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conversation is anticipated, employees should not use cellular telephones.
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A. Any City owned cellular telephone that is lost, stolen or damaged must be documented
in an e-mail to the employee’s Shift Supervisor. The report must contain the
circumstances of the loss/theft/damage.
B. When a Department member is transferred from an assignment where he was issued a
City owned cellular telephone to an assignment where they will not have one, the
affected Department member will turn in the equipment to the Administrative
Lieutenant.

EAR PIECE LISTENING/SPEAKING DEVICES.
A. The wearing of electronic listening devices/ear pieces (wireless or otherwise), while on
duty, is prohibited unless they are issued by the Department as part of a cell phone, or
radio equipment for specialized assignments, i.e. undercover, covert, hostage or
protection details.
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Cumberland Police Department
General Order: 81.0
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 81.0

COMMUNICATIONS

81.1 COMMUNICATIONS ADMINISTRATION
81.1.1 ALLEGANY COUNTY JOINT COMMUNICATIONS DIVISION
81.1.2 FCC COMPLIANCE
81.2 COMMUNICATIONS OPERATIONS
81.2.1 TELEPHONE COMMUNICATION
81.2.2 RADIO COMMUNICATION
81.2.3 RECORDING INITIAL INFORMATION
81.2.4 RADIO PROCEDURE
81.2.5 DISPATCH RESOURCES
81.2.6 VICTIM WITNESS REQUESTS FOR INFORMATION
81.2.7 VICTIM/WITNESS CALLS
81.2.8 RECORDING AND PLAYBACK
81.2.9 CJIS
81.2.10 ALTERNATIVE METHODS OF COMMUNICATION
81.2.11 MESSAGES
POLICY
The Cumberland Police Department is aware that effective communication is an imperative tool for all
emergency services. It is for this reason that our department will strive for professional communication
between the department and the public it serves as well as between all public safety providers.
81.1 COMMUNICATIONS ADMINISTRATION

I.

The Allegany County Joint Communications Division is responsible for all dispatch services
for the Cumberland Police Department. Under this system, Cumberland Police dispatch
services co-exist with other emergency dispatch services throughout the county.

81.1.2 FCC COMPLIANCE
CALEA 81.1.2
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CALEA 81.1.1
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I.

GENERAL
A. The Cumberland Police Department will only use Federal Communications Commission
registered radio frequencies, which we have rights to or otherwise permission to use.
B. The Cumberland Police Department will comply with all Federal Communication
Commission rules and procedures.

81.2 COMMUNICATIONS OPERATIONS
81.2.1 TELEPHONE COMMUNICATION
CALEA 81.2.1
I.

24 HOUR PHONE COVERAGE (CALEA 81.2.1)
A. The Cumberland Police Department provides 24-hour emergency telephone and
telecommunication device for the deaf (TDD) telephone access through the Allegany
County Joint Communications Division Center.
B. A CPD Police Supervisor will be designated as a point of contact for dispatch for referral
of non-emergency calls 24 hours a day.
C. Persons requesting police assistance or reporting emergencies will not be charged any
fees for telephone use.
D. CPD Officers do not have to accept any collect calls they do not feel is an emergency
including those from inmates at correction facilities.
TELEPHONE ETIQUETTE
A. A large portion of police business is conducted over the telephone. When
communicating by telephone, including department issued cellular phones, officers are
to maintain a professional demeanor.
B. When a phone rings at CPD, if it is not assigned to a specific officer, it is to be answered
promptly.
C. Employees answering the phone will announce Cumberland Police Department, their
rank, and last name. (i.e. Cumberland Police Department, Sgt. Ternent) (CALEA 22.2.7c).
D. Officers will then evaluate each call and handle appropriately.
E. Employees answering telephone calls will make every effort to assist the caller. If the
employee answering the call is unable to assist the caller, they are to make the
appropriate referrals.
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F. Personal phone calls will be kept to a minimum and will not interfere with police
operations.
81.2.2 RADIO COMMUNICATION
CALEA 81.2.2
I.

RESPONSIBILITY
A. The CPD Shift Supervisor is responsible for all radio traffic and like communication that
occurs under his or her command.
B. Other component supervisors, C3I, CERT, etc. are responsible for all radio traffic and like
communication that occurs under his or her command.
C. All CPD Supervisors will monitor all radio traffic of persons under their command.
D. The CPD Supervisors may overrule assignments made by dispatch.
E. At the beginning of each duty shift, each officer is responsible for familiarizing
themselves with other officers who will be operating on their radio frequency and their
assignments.
RADIO ETIQUETTE
A. Professional and uniform radio traffic is of utmost importance.
B. Officers are to speak clearly with a professional demeanor. Officers are to not deflect or
modulate their voice, grunt, laugh, etc. which would give the listener an impression of
emotion associated with the transmission.
C. Officers are to never scold, insult, or belittle other officers or dispatchers over the air.
D. Officers are to use the radio for necessary communications only.
E. All communications are to be brief and to the point.
F. Officers are to be vigilant of all radio traffic and make every attempt to prevent talking
at the same time as another officer.
G. Officers are to also always be mindful of other incidents occurring on the same channel.
Priority will be given to emergency or imperative communications, particularly that
involving officer safety.
H. The Cumberland Police Department adapts the 10 code and phonetic alphabet
procedure as deemed below. Ten codes are to be used whenever possible for
uniformity and shorten transmissions.
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10-0 Caution
10-1 Unable to copy - change loc.
10-2 Copy loud and clear
10-3 Clear channel for emergency
10-4 Acknowledgement (OK)
10-5 Relay
10-6 Busy, unless urgent
10-7 Out of service
10-8 In service
10-9 Repeat
10-10 Fight in progress
10-11 Dog case
10-12 Stand-by (stop)
10-13 Weather -- road report
10-14 Prowler report
10-15 Civil disturbance
10-16 Domestic problem
10-17 Meet complainant
10-18 Quickly
10-19 Return to______
10-20 Location
10-21 Call _____ by telephone
10-22 Disregard
10-23 Arrived at scene
10-24 Assignment completed
10-25 Report in person (meet)
10-26 Detaining subject, expedite
10-27 Driver's license information
10-28 Vehicle registration info.
10-29 Check for wanted
10-30 Unnecessary use of radio
10-31 Crime in progress
10-32 Man with gun
10-33 EMERGENCY
10-34 Riot
10-35 Major crime alert
10-36 Correct time
10-37 Investigate suspicious vehicle
10-38 Stopping suspicious vehicle
10-39 Urgent - use light & siren
10-40 Silent run - no light/siren
10-41 Beginning tour of duty
10-42 Ending tour of duty
10-43 Information
10-44 Permission to leave ___ for
10-45 Animal carcass at
10-46 Assist motorist
10-47 Emergency road repair at ____
10-48 Traffic standard repair at
10-49 Traffic light out at ______

10-50 Accident (F, PI, PD)
10-51 Wrecker needed
10-52 Ambulance needed
10-53 Road blocked at ____
10-54 Livestock on highway
10-55 Intoxicated driver
10-56 Intoxicated pedestrian
10-57 Hit & Run (F, PI, PD)
10-58 Direct traffic
10-59 Convoy or escort
10-60 Squad in vicinity
10-61 Personnel in area
10-62 Reply to message
10-63 Prepare to make written copy
10-64 Message for local delivery
10-65 Net message assignment
10-66 Message cancellation
10-67 Clear for net message
10-68 Dispatch information
10-69 Message received
10-70 Fire alarm
10-71 Advise nature of fire
10-72 Report progress on fire
10-73 Smoke report
10-74 Negative
10-75 In contact with ______
10-76 Enroute
10-77 ETA
10-78 Need assistance
10-79 Notify coroner
10-80 Chase in progress
10-81 Breath test
10-82 Reserve lodging
10-83 Work school crossing at _____
10-84 If meeting _____ advise ETA
10-85 Delayed due to
10-86 Officer/operator on duty
10-87 Pickup/distribute checks
10-88 Present telephone # of ______
10-89 Bomb threat
10-90 Bank alarm at _________
10-91 Pickup prisoner/subject
10-92 Improperly parked vehicle
10-93 Blockade
10-94 Drag racing
10-95 Prisoner/subject in custody
10-96 Mental subject
10-97 Check (test) signal
10-98 Prison/jail break
10-99 Wanted/stolen indicated

2. Phonetic alphabet
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A ADAM

G GEORGE

M MARY

S SAM

B BOY
C CHARLES
D DAVID
E EDWARD
F FRANK

H HENRY
I IDA
J JOHN
K KING
L LINCOLN

N NORA
O OCEAN
P PAUL
Q QUEEN
R ROBERT

T TOM
U UNION
V VICTOR
W WILLIAM
X X-RAY
Z ZEBRA

III.

IDENTIFIERS (CALEA 81.2.4c,e)
A. Each officer is assigned a C number (C 140) at their time of employment with is also
their radio identification number which follows them throughout their life, regardless of
assignment.
B. Officers and dispatchers are to only identify each other by C number while on the radio
system.
C. In the event of an emergency when other agencies may be operating on our frequency
and their radio identifier is unknown, officers may use rank and last name as an
identifier.

81.2.3 RECORDING INITIAL INFORMATION
CALEA 81.2.3
GENERATING AN INCIDENT
A. Police incident reports are managed via the computerized Police Report Management
System.
B. Anytime a police officer or dispatcher receives a complaint or initiates, a police action an
incident report must be generated.
C. Upon generating any incident report the officer or dispatcher must enter all available
information including but not limited to:
1. Nature of incident(CALEA 81.2.3d)
2. Location of incident(CALEA 81.2.3e)
3. Report date(CALEA 81.2.3b)
4. Report time(CALEA 81.2.3b)
5. Shift assigned
6. Officer or officers assigned(CALEA 81.2.3f)
7. Supervisor assigned
8. Complainant information(CALEA 81.2.3c)
9. Brief narrative describing initial call.
D. Upon generating a new incident report, the CPD RMS will automatically assign it an
incident report number. (CALEA 81.2.3a)
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E. It will be the assigned officer’s responsibility to ensure that all incident reports are
complete and all appropriate fields are completed.
F. It will be the dispatcher’s responsibility to record the officers:
1. Time of dispatch(CALEA 81.2.3g)
2. Time of arrival(CALEA 81.2.3h)
3. Time of clearing the call(CALEA 81.2.3i)
G. All cases will remain open until completed by an officer and forwarded to a CPD
Supervisor for review. (CALEA 81.2.3j)
81.2.4 RADIO PROCEDURE
CALEA 81.2.4
I.

AVAILABILITY (CALEA 81.2.4a,b)
A. On duty patrol officers are to maintain radio communication with dispatch during their
entire shift.
B. If it becomes necessary to cease radio traffic, such as a court appearance, officers are to
notify dispatch of their location and that they will be off of the air.

II.

RECEIVING A CALL (CALEA 81.2.4a)
A. Dispatch will assign calls based on the criteria provided to them by the Shift Supervisor
at the beginning of each shift.
B. Dispatch will call the officer or officers responsible for the call and give them the
location and nature of the call with any pre-arrival information available.
C. The responding officer will then confirm that they received the message and will then
notify dispatch that they are in route (10-4, 10-76).
BACK-UP OFFICERS (CALEA 81.2.4e)
A. Dispatch will assign one or two officers to handle a call based on their protocol. Officers
are to familiarize themselves with the patrol area and the dynamics of the street, for
example, if one officer has been dispatched to an address, which has a high potential for
problems, or to a vehicle accident at a high traffic area, officers are to take it upon
themselves to offer assistance.

IV.

ARRIVING ON THE SCENE (CALEA 81.2.4a)
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A. Upon arrival at any scene, the officer is to contact dispatch and advise that they are on
the scene (10-23).
B. Depending on the nature of the call, officers arriving on any scene are to broadcast any
information concerning the matter on the radio so other responding units can use that
information to make their approach i.e. “one man armed with a knife standing in the
middle of Virginia Avenue, two vehicle crash with I-68 west bound blocked”
V.

MISDIRECTED CALLS (CALEA 81.2.4a, 81.2.12)
A. Occasionally, responding officers are unable to locate the incident or address that they
were dispatched to. When this occurs, the officer is to professionally inquire to dispatch
if any other information on the call exists and may request that the dispatcher recontact the complainant to confirm the location.

VI.

INVESTIGATION (CALEA 81.2.4a)
A. While in the field, investigating a matter dispatch can be a valuable resource in assisting
communications, conducting research, and making notifications.
B. While on the scene, officers are to utilize dispatch to assist with such; as appropriate,
taking into consideration that non-emergent investigation can be done at a later time
without burdening dispatch.

VII.

CLEARING THE SCENE (CALEA 81.2.4a)
A. After successfully handling a call the officer is to advise dispatch that they are clear and
in service if appropriate (10-24, 10-8).

VIII.

OFFICER INITIATED INCIDENTS (CALEA 81.2.4a)
A. When an officer initiates a police action such as a traffic stop or checking on a suspicious
person, they are to contact dispatch and advise that they will be out with an incident
advising the nature and location.

IX.

SPECIAL CODES
A. 10-3
1. Any officer or dispatch can state on the radio “10-3.” The officer or dispatcher
requesting the 10-3 should specify the incident they are requesting the channel
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report upon completion of the police action.
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clear for, “10-3 shooting on Virginia Ave.” When a 10-3 code is heard, everyone
on that frequency is to limit his or her radio traffic to essential communications
only. A 10-3 code is usually implemented so officers can have a clear channel to
deal with a high-risk incident without interruption.
B. 10-33 (CALEA 81.2.4g)
1. Any officer or dispatcher can state on the radio “10-33.” For the Cumberland
Police Department, a 10-33 code means “Emergency” and is reserved for incidents
emergency incidents with a potential loss of life. A 10-33 code is to be used when
an officer is in trouble and is in need of immediate assistance. This would include
active fights with suspects, shots fired, and the like. When a 10-33 code is heard
all available officers are to also clear the channel of unnecessary traffic, listen for
particulars on the emergency, and respond to help.
RADIO EMERGENCY BUTTON
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81.2.5 DISPATCH RESOURCES
CALEA 81.2.5
I.

DAILY REQUIREMENTS
A. At the beginning of each duty shift the Shift Supervisor is required to contact dispatch
and provide them with:
1. CPD Supervisors on duty (CALEA 81.2.5a)
2. List of officers and their assignments (CALEA 81.2.5b)

II.

MAPPING (CALEA 81.2.5d)
A. The Allegany County Joint Communications Division maintains a variety of mapping
resources both computerized and otherwise to assist officers.
B. Officer mobile data terminals also have mapping programs available.

III.

CONTACT LISTS
A. The Allegany County Joint Communications Division maintains a variety of contact and
resource lists pertinent to emergency services. (CALEA 81.2.5f)
B. Every CPD employee is required to maintain current contact information in the
“Contacts” feature of the report management system. (CALEA 81.2.5c)

81.2.6 VICTIM/WITNESS CALLS
CALEA 81.2.6
I.

DISPATCH RESPONSIBILITIES

81.2.7 VICTIM WITNESS REQUESTS FOR INFORMATION
CALEA 81.2.7
I.

OFFICER RESPONSIBILITIES
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A. In the event that Allegany County Joint Communications Division receives a request for
assistance from a victim or witness and no CPD representative is available to speak to
the person, the dispatcher will attempt to accommodate him or her, and if necessary,
obtain contact information for an appropriate CPD follow-up. (CALEA 55.2.1a, 81.2.6,
81.2.7)
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A. If any victim has a question concerning the investigation or the criminal justice system,
all CPD employees will be accommodating. (CALEA 55.2.1a, 81.2.7)
B. The Cumberland Police Department will be available 24 hours a day to speak to victims,
witnesses, and other parties of crime about their case and assist them. (CALEA 55.2.1a,
81.2.7)
C. Upon receiving such a request the Shift Supervisor, or their representative, will ensure
that all victims requesting assistance are provided with the appropriate information or
referred to the appropriate organization for assistance. (CALEA 55.2.1a, 81.2.7)
D. For victims of domestic violence and/or sexual assault Officers will refer victims to the
Family Crisis Resource Center 24 hour hotline at 301-759-9244. (CALEA 55.2.1b)
E. Officers will also consider the 24-hour availability of Maryland VINELink victim’s services
network at 866-634-8463 or www.vinelink.com.

81.2.8 RECORDING AND PLAYBACK
CALEA 81.2.8
I.

GENERAL
A. The Allegany County Joint Communications Division will be responsible for audio
recording of telephone traffic, which is handled by their emergency dispatchers.
B. The Allegany County Joint Communications Division will be responsible for audio
recording of all two-way radio traffic on CPD frequencies.
C. Dispatchers have the ability to review recordings of phone and radio traffic immediately
if it is needed in an emergency situation.
D. Any officer needing official recordings for investigation, court, and the like must
complete an Allegany County Emergency Management Request for Information Form
and forward it to the Allegany County Joint Communications Division.

I.

CJIS PARTICIPATION
A. The Cumberland Police Department will maintain a contract with CJIS and its affiliates
and will maintain an active Originating Agency Identifier (ORI) number. However,
through agreement, the use and maintenance of all CJIS functions will be delegated to
the Allegany County Joint Communications Division Center.
Cumberland Police Department
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81.2.10 ALTERNATIVE METHODS OF COMMUNICATION
CALEA 81.2.10
I.

PAGING SYSTEM
A. Allegany County Joint Communications Division and the Cumberland Police Department
maintain a paging system for emergency services.
B. Allegany County Joint Communications Division has a policy which governs what
information is to be disseminate and to which groups. Dispatch often issues pages on
major incidents occurring within the county and city without prompting.
C. Allegany County Joint Communications Division is also responsible for special operation
group’s emergency callouts as well.
D. Even though Allegany County Joint Communications Division often takes responsibility
for major incident pages and emergency callouts, it is the CPD Shift Supervisor’s
responsibility to ensure that proper notifications on major incidents are done.
E-MAIL SYSTEM
A. The City’s email system is an important business function essential for operations. The
City of Cumberland hosts two separate E-Mail systems that are essential for police
operations.
1. In house City of Cumberland server e-mail
2. Allconet e-mail
B. All employees, both sworn and civilian, are to check both of the e-mail accounts at least
once daily during their work shift.
C. The e-mail system used by the Police Department is considered secure and suitable for
confidential or police only communication.
D. Employees are reminded that the e-mail systems that the Police Department utilizes are
owned by either the City of Cumberland or Allegany County. As in normal e-mail
operations, e-mails are stored on computer servers and may be discoverable by your
employer or by court order.
E. E-mails are often distributed concerning police information, crime information, and the
like and may contain confidential information not suitable for public dissemination.
Police employees will never disseminate any e-mails to non-law enforcement personnel.
F. When sending or responding to e-mails officers are to keep in mind that the e-mail is an
official business correspondence and should be written professionally.
1. All spelling, grammar, punctuation, rules apply
2. The use of all capital letters should be avoided
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3. Persons should be addressed by rank and name
4. Officers responding to out-of-house correspondences will identify themselves
as a police officer.
5. Outside correspondences will always include department contact information.
81.2.11 MESSAGES
CALEA 81.2.11
I.

INCOMING MESSAGES
A. Since we are an emergency services agency, when any employee or a dispatcher
answers a phone and the caller is asking for another officer, the employee answering
the phone will inquire whether he or she have an issue that needs immediate attention
and take appropriate action. If the matter is not emergent, the caller is to be
transferred to the employee’s voice mail or the message sent to them by e-mail. (CALEA
81.2.1)
B. When a caller wishes to give crime information, whether general or specific, the
employee taking the call will gather all information, including callback information, and
will forward it to the investigating officer or appropriate component.
C. If the tip is general information, or an officer safety issue, applicable to everyone, the
employee taking the information will consider disseminating it to the appropriate
groups via e-mail, radio broadcast, or the like.
RESPONDING TO MESSAGES
A. Every employee is to conduct a check of all of their work related e-mail accounts as well
as their work-related voice mail messages at least once per working day.
B. Officers are required to respond to messages in a timely manner.
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CENTRAL RECORDS

CPD POLICY 82

82.1 CENTRAL RECORDS ADMINISTRATION
82.1.1 PRIVACY AND SECURITY
82.1.2 JUVENILE RECORDS
82.1.3 RECORDS RETENTION SCHEDULE
82.1.4 UCR
82.1.5 REPORT ACCOUNTING SYSTEM
82.1.6 COMPUTER FILE BACKUP
82.2 FIELD REPORTING
82.2.1 FIELD REPORTING SYSTEM
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82.1 CENTRAL RECORDS ADMINISTRATION
82.1.1 PRIVACY AND SECURITY
CALEA 82.1.2
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POLICY
The Cumberland Police Department is dedicated to efficient record creation and management of
those records. It is therefore the policy of this department that all reported complaints or
requests for police service are accurately documented and shall maintain a police records
system to efficiently, and accurately record all activities. The Cumberland Police Department
shall manage the information to support the investigation of crimes, planning of selective
enforcement, preventive patrol, and to assist in decisions regarding staffing levels and other
departmental resources.
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I.

GENERAL

A. Privacy and security precautions for records function will be in accord with
other agency policies, local ordinances, and state statutes, specifically Maryland
Criminal Laws Annotated, Courts and Judicial Proceedings, Section 3-827.
B. Security precautions for criminal history records will be in accord with
regulations of the Maryland Criminal Justice Information System (CJIS) and U. S.
Department of Justice regulations.
II.

CUSTODY OF RECORDS (CALEA 82.1.1a)

A. All records shall be maintained by the CPD Records Clerk in a secure room.
Whenever the Central Records room is not staffed, the door shall be closed and
locked.
B. Access to Central Records shall be by the CPD Central Records Clerk, Chief of
Police, Captain, and Administrative Lieutenant.
C. Records and other documentation shall not be removed from the records area
except upon order of the Court, (subpoena) upon request of the Prosecutor's
Office, by an officer for purposes of investigation or court testimony, or upon
order of the Chief of Police.
1. Any officer who removes an original file from the records area will be
responsible for signing the checkout sheet, which will indicate the
officer's name, the case designation, and the date removed.
III.

ACCESSIBILITY AFTER HOURS (CALEA 82.1.1b)

A. The CPD Report Management Systems computerized files are admissible 24
hours a day by employees having authorized password access.
B. The RMS should be sufficient for police actions; however, if emergency access is
needed into the CPD Central Records Department after hours, the CPD Shift
Supervisor will contact the Officer of the Day who will make arrangements.
RELEASING RECORDS (CALEA 82.1.1c)
A. Upon approval of any CPD Supervisor, CPD incident reports and similar
records may be released to:
1. Other law enforcement agencies
2. The Office of the State’s Attorney
3. Department of Social Services, Child and Adult Protective
Divisions – only
Cumberland Police Department
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B. Any other agency with permission of the Chief of Police
C. Any agency or business conducting an official background investigation
for employment having proper documentation giving permission for the
release of such information.
1. Any question as to the authenticity of such documents should
be referred to the Captain.
2. Supervisors releasing such information are to make a copy of
the release and forward to Central Records.
PUBLIC RECORD REQUESTS (CALEA 82.1.1c)
A. The Public Records Act requires most police records be made available
to the public for inspection.
B. Every public office must allow inspection of all records within a
reasonable amount of time, during regular business hours.
C. Employees shall attempt to comply with requests, by providing citizens
with information about police investigations that are not otherwise
confidential or protected.
1. If there is a question about a particular request, the
employee should ask the person requesting the report
to put his/her request in writing in order that we may
better serve his/her needs.
2. To request a copy of any report or document the person
making the request must do so in writing.
3. Web site requests for information will also be honored.
D. To request a copy or review reports, citizens, news media, and
organizations will complete a CPD Form AD-15 Request for Police
Incident Report.
1. Other written requests or correspondences requesting
information not on a CPD Form AD-15 Request for
Police Incident Report will be considered if they consist
of adequate information.
2. Requests for records must be specific in nature and no
blanket requests for documents will be honored.
3. A CPD Employee will then forward the completed CPD
Form AD-15 Request for Police Incident Report to the
Central Records Department for consideration.
4. The CPD Central Records Clerk will then consult with the
Captain and make a decision as to what information to
release and will arrange to release that information.
5. All persons requesting information will be contacted by
a CPD representative within 30 days of their request.
Cumberland Police Department
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E. There will be a fee for providing copies of written reports at a rate of:
1. $5.00 for the basic report up to 20 pages in length
2. An additional .25 cents per page after the first 20 pages
3. .25 cents per digital photo duplication
4. $25.00 per compact disk (or similar data storage)
creation/duplication.
5. $20.00 per hour for labor exceeding 2 hours.
RECORDS THAT WILL NOT BE RELEASED
A. Information concerning open cases will not be released without the
approval of the Chief of Police, Captain, or the Supervisor of the
Combined County Criminal Investigation Unit (C3I).
B. This information may be released upon order of the Court, (subpoena)
or upon request of the Allegany County State's Attorney’s Office.
C. Certain records are not subject to the Public Records Act and shall not
be released to the public.
1. Medical records, including psychiatric and psychological
reports, will not be released.
2. Information having to do with history, diagnosis, or
prognosis because of medical treatment may not be
divulged.
3. Adoption, probation, and parole records legally cannot be
released.
4. Trial preparation records will not be released.
5. Confidential law enforcement investigatory reports which
meet the criteria below will not be released:
a. information would create a high probability of
disclosing the identity of a suspect who has not
been charged;
b. information would create a high probability of
disclosing the identity of an information source or
witness who has been promised his/her identity
would be kept confidential;
c. information that creates a high probability of
endangering the safety of law enforcement
personnel, crime victims, witnesses, or information
sources;
d. information that creates a high probability of
disclosing specific investigatory techniques and
procedures;
e. information that creates a high probability of
disclosing specific investigatory work product
(information gathered by the investigating agency
Cumberland Police Department
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once its inquiry has focused on a particular person,
complaint, or event) but not including basic factual
information about the event.
6. Certain other State and Federal laws prohibit the release of
the following information:
a. Information where court orders that information
not to be released.
b. Information maintained on students at public
schools and private schools that receive public
funding.
c. Information obtained from the MILES-CJIS/NCIC
computer database.
1) Information received from MILES-CJIS/NCIC
teletypes and supplied to another criminal
justice agency will be so documented by use
of the dissemination log in CJIS.
2) Security breaches are the responsibility of
the MILES-CJIS Agency Security Supervisor,
who may recommend appropriate action to
prevent sanctions against the Cumberland
Police Department in their use of the
MILES-CJIS/NCIC system.
d. Information that is subject to common law
attorney-client privilege.
D. The Cumberland Police Department will release conviction information
to the Cumberland Housing Authority, as mandated by the Housing
Program Extension Act of 1996, when requested to do so.
82.1.2 JUVENILE RECORDS
CALEA 82.1.2
I.

GENERAL

A. The agency will maintain records on juveniles separate from records on adults.
(CALEA 82.1.2a)

C. Juvenile arrest records will be filed separately from all other arrest information,
will be stored in the records section of the police department, and will be
checked for prior arrests before assigning a new ID number to the juvenile in
custody in order to prevent duplication of ID numbers.
D. Juvenile arrests files will be prepared by the records clerk at the time paperwork
associated with the arrest is filed.
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E. If available, Juvenile Court dispositions of delinquent charges involving juveniles
will be included with the juvenile’s case file for the charge in which it pertains,
including sentencing and any other court instructions.
F. If available, court dispositions of juvenile traffic charges will be included with
the juvenile’s case file in which it pertains, including sentencing and any other
court instructions.
G. Procedures for the collection, dissemination, and retention of juvenile
fingerprints and other records are outlined in Maryland Criminal Laws
Annotated, Courts Article and Maryland Criminal Laws Annotated, Criminal
Procedure Title 10, Subtitle 2, §10-214.(CALEA 82.1.2b)
II.

CONFIDENTIALITY OF JUVENILE RECORDS (CALEA 82.1.2c)

A. A police record concerning a child is confidential and shall be maintained
separate from those of adults. Its contents may not be divulged, by subpoena
or otherwise, except by order of the court upon good cause shown or as
otherwise provided in Section 7-303 of the Education Article.
B. This subsection does not prohibit:
1. Access to and confidential use of the record by the Department of
Juvenile Justice or in the investigation and prosecution of the child
by any law enforcement agency; or
2. A law enforcement agency of the State or of a political subdivision
of the State or the criminal justice information system from
including, in the law enforcement computer information system,
information about an outstanding juvenile court ordered writ of
attachment, for the sole purpose of apprehending a child named on
the writ.
C. A court record pertaining to a child is confidential and its contents may not be
divulged, by subpoena or otherwise, except by order of the court upon good
cause shown or as provided in § 7-303 of the Education Article. (Maryland
Criminal Laws Annotated, Courts Article)

E. Once juvenile fingerprints and/or photographs have been taken, it will be the
responsibility of the records clerk to follow through with dissemination and
retention of the fingerprints and/or photographs as provided in Annotated Code
of Maryland.
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Criminal Laws Annotated, Criminal Procedure Title 10, Subtitle 2)
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F. The department’s records clerk will be responsible for sealing and expunging of
juvenile records as provided in Maryland Criminal Laws Annotated, Criminal
Procedure, Title 10, Subtitle 1, §10-106.
G. At least on an annual basis, the records clerk will review juvenile records and
shall remove all records of those that have reached the age of eighteen. Such
records shall be kept separate and apart from all other records. (CALEA 82.1.2d)
H. The records of juveniles shall be provided only to those agencies and their
personnel who may legally access said records.
I.

Members of this agency may access information when necessary to determine
prior records of arrest for purposes of processing or during the course of
investigations where such records are a necessary part of the investigation.

82.1.3 RECORDS RETENTION SCHEDULE
The department will establish and maintain a records retention schedule, in
accordance with provisions of the Annotated Code of Maryland, Criminal Law
Article.
A. The Administrative Lieutenant shall be responsible for development,
recommendations, and implementation of the schedule.
B. Records Schedule:
1. GENERAL CORRESPONDENCE
a. Subject arrangement of original letters, copies of outgoing
letters, memorandums, studies, reports, police and other
materials related to the administration of the agency.
b. Retention - Screen annually and retain permanently any
material that serves to document the origin, development,
functions and accomplishments of the agency. Transfer
periodically to the State Archives. Destroy other material
no longer needed for current business.
2. GENERAL ACCOUNTING RECORDS
a. Files containing office copies of goods received,
memoranda, billing invoices, expense/travel reports,
requisitions, petty cash vouchers, mileage reports, direct
payment forms, paid bills, ticket books, purchase orders,
deposit slips, receipt books, etc..
b. Retention - Official record maintained by City of
Cumberland Finance Department. Destroy non-record
copies when no longer needed for current business.
3. PAYROLL
a. Contains copies of time sheets, originals of overtime slips.
b. Retention - Retain for one (1) year, unless superseded by
grant restrictions, and then destroy.
Cumberland Police Department
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4. DEPARTMENT PERSONNEL FILES
a. Files contain information on current employees. Files may
contain, but not limited to, evaluations, training records,
summary of disciplinary actions, complimentary letters,
awards, promotional process results, officer injury reports,
psychological and physical exam results, correspondence
pertaining to medications taken by employees, etc...
b. Retention - Screen annually and destroy that material no
longer needed for current reference. Retain until
separation, and then transfer to Former Employee
Personnel File.
5. BACKGROUND INVESTIGATION FILES
a. Files maintained on current employees that contain
information compiled through the hiring process. Includes,
but not limited to, application, employment, reference,
neighborhood, criminal and credit checks, copies of birth
certificates, driver’s license, high school diploma and
transcripts and investigative summary report, etc.
b. Retention - Retain for five (5) years after separation, and
then destroy.
6. PROFESSIONAL STANDARDS DIVISION FILES
a. Contains investigative information and report, action taken
and related correspondence on complaints filed, internally
and externally, against employees.
b. Retention -Retain for five (5) years after separation, and
then destroy.
7. EMPLOYMENT APPLICATION & SELECTION FILES
a. Contains all applications, correspondence, testing results
and information related to the hiring process for those NOT
hired.
b. Retention - Applications not considered are retained for one
(1) year, and then destroyed. Applicants who go through
the process, but are not hired, are maintained for three (3)
years, and then destroyed.
8. SPECIAL ASSIGNMENT PROCESS FILES
a. Contains all information pertaining to advertisement,
resumes, interviews, tests, scoring, and other applicable
testing criteria and selection decision.
b. Retention - Retain for three (3) years after conclusion of
process, and then destroy.
9. PROMOTIONAL PROCESS FILES
a. Filed by rank and date. They contain copies of professional
resumes, tests, and supervisory appraisals on candidates for
potential promotion. Access is limited to member’s
Supervisor and Administrative Staff.
b. Retention - Retain for five (5) years after list expires, then
destroy.
10. BUDGET
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a. Contains information pertaining to the finances of the
department and is used for the daily operation of the
department.
b. Retention - Retain annual submissions for five (5) years, and
then destroy.
STATISTICAL REPORTS
a. Monthly, quarterly (if applicable) and annual reports of
productivity.
b. Retention - Retain annual statistical reports permanently
and transfer periodically to the Maryland State Archives.
Retain monthly and quarterly reports for five (5) years, and
then destroy. Retain UCR reports for one (1) year, and then
destroy.
DISSEMINATION LOGS
a. CJIS Records of all criminal history record information that is
released.
b. Retention - Retain three (3) years, and then destroy.
TOWED VEHICLE RELEASES
a. Report of vehicles towed then released. Information
contains date, incident report number, tow company,
location requesting and releasing officer.
b. Retention - Retain one (1) year, and then destroy.
MISCELLANEOUS FILES
a. Includes, but is not limited to, teletypes sent to the
department, bulletin board notices, cease and desist
notices, no trespassing notices, and press releases.
b. Retention - Retain for one (1) year each, then destroy
except press releases, which will only be retained thirty (30)
days, then destroyed.
M/V CRASH REPORTS
a. Reports and photographs for all M/V Crashes investigated.
b. Retention - Retain hard copy for five (5) years, and then
destroy.
STATE OF MARYLAND TRAFFIC CITATIONS
a. File includes a single copy of each State traffic citation
issued.
b. Retention - Retain hard copy for three (3) years after issue,
and then destroy.
CITY OF CUMBERLAND TRAFFIC WARNINGS
a. File includes single copy of City traffic warning issued.
b. Retention - Retain hard copy for one (1) year after issue,
and then destroy.
JUVENILE ARREST FILES
a. To include, but not limited to, forms and other paperwork
with name, address, arrest number, height, weight, sex,
race, occupation, school, scars, place of birth, date of
offense, Incident Report number, charge and disposition.
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May also include one or more fingerprint cards and photo of
subject.
b. Retention - Retain for twelve (12) years, and then destroy.
ADULT ARREST FILES
a. To include, but not limited to, forms and other paperwork
with name, address, arrest number, height, weight, race,
sex, hair, complexion, social security number, occupation,
school, scars, place of birth, date of offense, Incident Report
number, charge, disposition, driver’s license number,
tracking number and officer. May also include one or more
fingerprint cards and photo(s) of subject.
b. Retention - Retain until deceased or for seventy-five (75)
years, whichever comes first, and then destroy.
DRIVING UNDER the INFLUENCE ARREST FILES
a. Includes original reports of DR-15A, Advise of Rights,
Alcohol Influence Report and citations.
b. Retention - Retain for three (3) year after adjudication of
case, and then destroy.
EXPUNGED RECORDS
a. Files expunged by Court Order are sealed and placed in
separate file cabinet. All reference to include photo, print
cards, arrest card, arrest sheet and report if applicable.
b. Retention - Retain sealed files for three (3) years after
expungement date, and then destroy.
CRIMINAL/CIVIL CITATIONS
a. Include DC/CR45 and DC/28.
b. Retention - Retain hard copy for three (3) years after issue,
and then destroy.
OPEN FILE CASES
a. Criminal cases that have either been suspended or awaiting
information to continue the case.
b. Retention - Retain until closed or seventy (75) years, then
send to State Archives.
UNIFORM COMMITTEE
a. Information discussed at monthly meetings.
b. Retention - Retain for three (3) years, and then destroy.
RISK MANAGEMENT COMMITTEE
a. Information discussed at committee meetings.
b. Retention - Retain for three (3) years, and then destroy.
FORMER EMPLOYEE PERSONNEL FILES
a. Files contain information on current employees. Files may
contain, but not limited to, evaluations, training records,
summary of disciplinary actions, complimentary letters,
awards, promotional process results, officer injury reports,
psychological and physical exam results, correspondence
pertaining to medications taken by employees, etc...
b. Retention - Retain items for ten (10) years after separation,
and then destroy. Exception: Former Chiefs' files are
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permanent. Retain until death of former Chief, and then
transfer to the Maryland State Archives.
INDIVIDUAL PERSONAL TRAINING FILE
a. Includes, but is not limited to, Certificates and
Documentation of all Entrance Level, In-Service and
Firearms training.
b. Retention - Retain items for five (5) years after separation,
and then destroy.
OFFICER’S EQUIPMENT INVENTORY
a. Inventory of issued equipment; weapon(s) and serial
number(s), radio, handcuffs, clothing, etc...
b. Retention - Retain inventory for three (3) years after
separation, then destroy.
INTERNAL INSPECTION PROCESS
a. List of items, to include, tasks and various functions of the
police department, which must be inspected during a
predetermined period to ensure compliance with the
standard in place for each item. Computer document will
serve as the working portion of the process with a hard
copy being maintained in the Chief’s Office at the end of
each year.
b. Retention - Retain for three (3) years, and then destroy.
TRAINING INFORMATION
a. Includes, but not limited to, Lesson Plans, completed tests
and initial sheets of firearm qualification scores.
b. Retention - Retain for three (3) years after Lesson Plan
replaced, then destroy.
DOMESTIC VIOLENCE LETHALITY FORMS
a. First responders screening forms for Domestic Violence Q/A
sheet.
b. Retention - Retain for three (3) years, and then destroy.
TRAINING CORRESPONDENCE
a. Correspondence pertaining to legal issues and other
information for Training on CEW, LASER, RADAR, Body
Armor and other related items.
b. Retention - Retain for three (3) years, and then destroy.
TRAINING SCHEDULE/LOG (TACTICAL TEAM)
a. Training schedule is made for upcoming year / Log indicates
topic taught, date, instructor, location and attendance.
b. Retention - Retain for three (3) years, and then destroy.
INDIVIDUAL EQUIPMENT INVENTORY (TACTICAL TEAM)
a. Inventory of all specialized equipment issued/assigned to
individual member of the Tactical Team.
b. Retention - Retain for individual member, once member is
inactive for 3 years, destroy.
TEAM EQUIPMENT INVENTORY (TACTICAL TEAM)
a. Inventory of all equipment assigned to / or purchased for
the tactical Team.
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b. Retention - Retain forms for five (5) years, and then destroy.
36. TACTICAL AND CANINE K9 TRAINING RECORDS
a. Duplicate records kept by Training Office of TACTICAL and
K9 in-service training.
b. Retention - Retain for three (3) years once Officer is
inactive, and then destroy.
37. CRIMINAL BACKGROUND CHECKS
a. Applications and letter for Background Checks completed
for Federal, State and local agencies.
b. Retention - Retain for three (3) years, and then destroy.
82.1.4 UNIFORM CRIME REPORTING
CALEA 82.1.4
I.

UCR RESPONSIBILITY
A. The Chief of Police will appoint a UCR Manager
B. All CPD Officers will be responsible for entering UCR data into the appropriate
fields in the report management system.
1. The CPD Shift Supervisor reviewing the case will be responsible for
ensuring this is done correctly.
C. Crime data for Uniform Crime Reports will be collected from offense report
data.
D. The UCR Manager will use the information to submit the Uniform Crime Reports
on a monthly basis.
E. All UCR Statistics will be provided to the Chief of Police for review.

82.1.5 STATUS OF REPORTS
CALEA 82.1.5
I.

REPORTING RESPONSIBILITY

B. Every CPD Supervisor will review the report management systems approval queue
daily and check reports as needed.
C. Every CPD Shift Supervisor will review all open cases under their command daily to
ensure timely report entries are being done.

Cumberland Police Department
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A. Every CPD Shift Supervisor and the CPD Criminal Supervisor will be responsible for
the quality control of all reports under their command.
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D. Every CPD Shift Supervisor will review all open cases under their command to
ensure timely investigations are being conducted.
E. All CPD Supervisors will make themselves available for consultation by their
subordinates to address reporting and investigation concerns.
82.1.6 COMPUTER FILE BACKUP AND STORAGE
CALEA 82.1.6
I.

POLICE REPORT MANAGEMENT SYSTEM

A. The City of Cumberland’s Management Information Systems (MIS) Department
maintains the Cumberland Police and Allegany County law enforcement
computerized Report Management System.
B. The Cumberland Police and Allegany County law enforcement computerized
report management system hardware is located in a secure room at an
undisclosed location. (CALEA 82.1.6b)
C. Access to this location is limited and controlled by the Chief of Police. (CALEA
82.1.6b)
D. The central server component of this system is automatically backed up daily
and secured. (CALEA 82.1.6a)
E. The City of Cumberland’s MIS Department will further conduct back up and
maintenance on the system as needed.
F. The computerized report management system is password controlled with
access controlled by the Chief of Police. (CALEA 82.1.6c, 82.1.7)
G. The CPD Accreditation Manager will be responsible for yearly audits of access to
all computerized files. (CALEA 82.1.6d)
82.2

FIELD REPORTING

82.2.1 FIELD REPORTING SYSTEM
CALEA 82.2.1
INITIATING INCIDENT REPORTS (CALEA 82.2.1a)
A. Cumberland Police Department (CPD) Report Management System (RMS)
incident report will be generated:
1. Whenever any incident is reported to this agency by anyone
2. Whenever any employee is made aware of any incident
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3.
4.
5.
6.

Whenever any person is arrested, cited, or served
For every traffic stop or similar traffic enforcement
Whenever this agency interacts with any other government agency
For the purpose of tracking any police actions such as patrol checks,
training, traffic details, etc.
7. For any reason an officer wishes to formally record any situation or
police action.

B. Multiple reports
1. As a general rule, one incident report will be opened for each
victim. For example, several vehicles parked along the street with
tires slashed or wallets stolen from a series of gym lockers will
require a separate incident report for each victim.
2. As a general rule, one incident report will be opened for each time
an incident occurred even if the victim is the same. For example if a
business has been burglarized three times this month but they are
just now reporting all three – three separate reports should be
opened.
3. An exception would be a financial crime or similar, such as an
embezzlement case where an employee is expected of stealing
money over a period of time, one incident may be opened.
4. In domestic assault cases, an incident report must be opened for
each victim, even if it is a mutual assault. (UCR requirement)
5. In assault on police cases, an incident report must be opened for
each victim (UCR requirement)
6. In other non-domestic mutual assaults, it is permissible to include
multiple victims.
7. In each such case, it will be permissible to designate one case as the
master case for recording information while recording the master
case number on all associated reports.
REPORT MANAGEMENT SYSTEM (CALEA 82.2.1b)
A. The Cumberland Police Department’s primary incident reporting
system is the MCCI Police Reporting System.
B. The MCCI Police Reporting System is an all-inclusive database,
which integrates a variety of police reporting components into one.
C. The CPD RMS is the official database that will be used to track all
police activity and is a secure database accessible by password only
at the discretion of the Chief of Police.
D. The CPD RMS is used to:
1. Track all police activity
2. Record investigations
Cumberland Police Department

82.1: central records

II.

14

3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.

Create arrest reports
Track people (suspects, witnesses, victims, etc.)
Track sex offenders
Track gang members
Create crash reports
Create property reports
Track evidence
Create use of force reports
Track police canine activity
Create photo line-ups
Track photographs
Create related forms
Gather intelligence
Compile statistics

E. Employees are only allowed to use computerized reporting systems
or written forms that are approved by the Chief of Police, the
Maryland Court System, or the Office of the State’s Attorney.
REQUIRED INFORMATION IN REPORTS (CALEA 82.2.1c)
A. Allegany County Joint Communications Center responsibilities
1. For incidents that are processed through the Allegany County Joint
Communications Center, they will be responsible for obtaining caller
information and basic incident information and opening an incident
report while or prior to dispatching the call to an officer.
B. Officer responsibilities
1. Every CPD officer has the ability to open an incident report if
necessary.
2. The CPD RMS is all-inclusive and contains numerous fields for
information.
a. It is understood that each field or section of the reporting
program may not be applicable to every incident; however,
the assigned officer will be responsible for completing all
applicable information in every case.
3. Refer to a CPD Supervisor for assistance with report completion.
4. The CPD Name File is a key component to the RMS and is an
investigative tool very beneficial to police work. Officers using the
RMS are to take exceptional care to update all name files
appropriately with the most current and complete information.
a. Officers are to avoid creating duplicate name files.
5. Some information is required on every report regardless of nature:
a. Nature
b. Location of Incident
c. Report date and time
d. Shift
Cumberland Police Department
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e.
f.
g.
h.

COMPLETING REPORTS (CALEA 82.2.1d)
A. Accurate, legible, and complete forms submitted in a timely manner are
fundamental to this department’s efficient and effective operation;
therefore, department personnel shall make every effort to legibly complete
all forms and submit them through proper channels as quickly as possible,
preferably at the end of their regular shift.
B. All forms shall be typed or printed legibly using black or dark blue ink.
C. Forms with multiple copies should be checked for legibility of all copies of
the form.
D. Each report associated with a member's duties must be accurately
completed and will be submitted to its proper destination through channels
according to the time frame designated.
E. Every effort is to be made to complete all incident reports prior to the end
of shift.
F. It is understood that due to emergencies completing reports prior to the
end of shift may not be possible in every case. Only the Shift Supervisor
can give permission for reports to be completed at a later date.
G. All incident reports resulting in arrests must be done prior to the end of shift
with no exceptions.
H. At the discretion of the Shift Supervisor, all major case incidents, high profile
incidents, which require imperative investigation, and the like, must be
finished prior to the end of the shift.
1. If an officer is unable to complete such a report due to an emergency
or tragic event it is the responsibility of the Shift Supervisor to ensure
appropriate reporting is completed.
I.

All use of force reports must be done prior to the end of shift.

J.

All crash reports including MAARS must be done within two calendar days.

K. The nature of the CPD RMS allows several officers to submit supplements to
one incident report.
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Assigned officer
Assigned supervisor
Complainant
At least one narrative entry
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L. An Officer will complete a supplemental narrative to an incident report to
depict any involvement they had in the case, particularly when an arrest
occurs,
M. When any officer receives or obtains additional information, which is
relevant to any previously filed report they will file a supplement report.
SUBMITTING AND SUPERVISORY REVIEW OF REPORTS (CALEA 82.2.1e)
A. GENERAL

1. The nature of the CPD RMS allows authorized employees to
view report creation and completion in real-time.
2. The CPD RMS maintains a built-in report approval system
with consists of an officer open case queue, approval queue,
supervisor approval queue, and administrative approval
queue.

B. OFFICERS RESPONSIBILITIES
1. All CPD officers are to maintain a constant check of their
open case queue and make every effort to complete reports
in a timely manner.
2. Upon an assigned officer completing an incident report to
their satisfaction they are to submit the completed report to
the assigned supervisor by selecting the “Officer Approve”
option.
3. Upon any new information, being developed on any case
officers may add a supplement report at any time, even after
initial approval.
4. All CPD Officers completing any supplemental paperwork
such as court documents, Statements of charges, citations,
Warnings, emergency petitions, etc. will submit the
paperwork to the Shift Supervisor for review.
C. SUPERVISOR RESPONSIBILITIES
1. CPD Supervisors will maintain daily review of all open cases
under their command.
2. CPD Supervisors will review each computerized incident
report or written document submitted to them by a
subordinate for:
a. Completeness
b. Investigative thoroughness
c. Grammar
d. Updated name files
e. Complete property records
f. Proper attachments
g. Any other reporting associated with the case.
3. After review, a supervisor may:
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a. Approve the report updating the case status to
closed
b. Approve the report updating the case status to
arrest
c. Approve the report leaving the case open
requiring more investigation be done
d. Approve the report updating the case to
suspended until more information can be
developed
e. Reject the report requesting corrections,
changes, additions, or investigative follow-up.
82.2.2 REPORTING OF INCIDENTS
CALEA 82.2.2
I.

A report is required for each and every incident, which occurs within the agency's
service area as follows:
A. Citizen reports of crimes. (CALEA 82.2.2a)
B. Citizen complaints. (CALEA 82.2.2b)
C. Citizen requests for services anytime an officer is dispatched, is assigned to
investigate, or is assigned to take action at a later date. (CALEA 82.2.2c)
D. Criminal and non-criminal cases initiated by officers. (CALEA 82.2.2d)
E. Incidents involving arrests, citations or summonses. (CALEA 82.2.2e)
F. Traffic stops, traffic complaints, and traffic maintenance.
G. For the purpose of documenting suspicious persons or circumstances
H. Special events.

82.2.3 CASE NUMBERING SYSTEM
CALEA 82.2.3
INCIDENT REPORT NUMBERS
A. Each case will be assigned a number sequentially from the start of the
calendar year.
B. Each case will be assigned a unique number.
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C. The format for case reports will be the year of the case followed by a
sequential number, e.g. 2017-12345.
82.2.4 REPORT DISTRIBUTION
CALEA 82.2.4
I.

GENERAL
A. Internal distribution of reports is accomplished automatically via the
report management system where authorized employees and allied
agencies have access to pertinent reports.
B. Any non-emergency reports, which must be referred to another
component or agency for follow-up, who has access in to the report
management system, will be done via e-mail making the referral.
C. Any non-emergency reports, which must be referred to another agency
not having access to the report management system, will be done via email to the CPD Records Clerk who will handle the distribution.
D. Emergency referrals or distributions may be done at the discretion of the
Shift Supervisor.
E. The provisions of the Annotated Code of Maryland, Criminal Law Article,
and by other local, state and federal rules and laws will govern the
distribution of records to the public.
F. All distributions will be documented in the appropriate incident report.

82.2.5 REPORTS BY PHONE AND INTERNET
CALEA 82.2.5
INTERNET REPORTING
A. The official Cumberland Police Department website will host an
internet-based crime reporting form.
1. All website or on-line complaints submitted will be received by
the Captain.
2. The Captain will then initiate an incident report
3. The Captain will then refer the investigation to the proper
employee for follow-up
II.

PHONE REPORTING
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A. Initial reports of incidents may be taken over the phone at the
discretion of the CPD Shift Supervisor.
B. Although face-to-face reporting is always preferable in incidents such
as out-of-town victims, hazardous weather, or the like, phone
reporting will be permissible.
82.3 RECORDS
82.3.1 MASTER NAME FILE
CALEA 82.3.1
I.

THE AGENCY WILL MAINTAIN AN ALPHABETICAL MASTER NAME FILE.
A. The master name index is a function of the database, which
incorporates data from all the entries to the system by police
dispatchers and records personnel, including service requests, offense
reports, crashes, citations, arrests, and field interrogations and which
may be searched by name or by incident.
B. The CPD Name File is a key component to the RMS and is an
investigative tool very beneficial to police work. Officers using the RMS
are to take exceptional care to update all name files appropriately with
the most current and complete information.
C. Officers are to avoid creating duplicate name files.

82.3.2 INDEX FILES
CALEA 82.3.2
I.

OTHER FILES

A. The agency will maintain a computerized index of incidents by type. (CALEA
82.2.3a)

C. The agency will maintain a computerized index of incidents by location. (CALEA
82.2.3b)
D. The database catalogues calls for service by location and by district.
E. Data may be searched by type of incident, by time frame, by location, or by
district in the database.
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F. The agency will maintain an index of stolen, found, recovered, and evidentiary
property. (CALEA 82.2.3c)
G. The Property Officer will be responsible for maintaining records of all property.
82.3.3 TRAFFIC RECORDS SYSTEM
CALEA 82.3.3
I.

THE AGENCY SHALL HAVE A TRAFFIC RECORDS SYSTEM WHICH SHALL
CONTAIN THE FOLLOWING INFORMATION:
A. Traffic crash data (reports/investigations/locations) (CALEA82.3.3a)
B. Traffic enforcement data (citations/arrests/dispositions/locations) (CALEA
82.3.3b)
C. Roadway hazard reports (CALEA 82.3.3a)
D. Traffic crash and enforcement activity reports.

II.

THESE RECORDS WILL BE AVAILABLE THROUGH THE CPD REPORT
MANAGEMENT SYSTEM.

82.3.4 TRAFFIC CITATION RECORDS
CALEA 82.3.4
I.

TRAFFIC CITATION RECORDS
A. Traffic citations will be stored in the secure supply closet in the Supervisors
room. All officers will be issued only one Maryland Uniform Complaint and
Citation book at a time. (CALEA 82.3.4a,b,c)
B. Officers will sign a logbook indicating that they received a Maryland
Uniform Complaint and Citation book, recording the citation numbers.
(CALEA 82.3.4b)

82.3.5 RECORDS MAINTAINED BY AGENCY COMPONENTS
CALEA 82.3.5
I.

RECORDS MAINTAINED BY AGENCY COMPONENTS
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A. The Combined County Criminal Investigation Unit (C3I) Administrative
Assistant maintains investigation files within the C3I offices.
B. The Combined County Narcotic Investigation Unit (C3I) Administrative
Assistant maintains investigation files within their offices located at the
Mexico Farms Public Safety facility.
C. Breath testing records will be maintained by the Alcohol Test Supervisor.
1. Current records will be maintained at the breath-testing site.
D. Records relating to property will be maintained by the Property Officer.
E. Training records are maintained by the Training Officer.
F. Vehicle Maintenance records will be maintained by the CPD Fleet
Manager
G. UCR records will be maintained by the UCR Manager
II.

ALL OTHER DEPARTMENTAL RECORDS WILL BE MAINTAINED AT THE
DISCRETION OF THE CHIEF OF POLICE.

82.3.6 ARREST IDENTIFICATION NUMBER/CRIMINAL HISTORY
CALEA 82.3.6
I.

THE AGENCY MAINTAINS A NUMERICAL SEQUENCE OF PERSONS ARRESTED
AND INCLUDES THE IDENTIFICATION NUMBER IN THE MASTER NAME FILE
INDEX.
A. Each arrestee is given one and only one identification number.
B. Subsequent arrests of an individual are included in the same file folder.
ASSIGNING A UNIQUE CPD FILE NUMBER WILL BE THE RESPONSIBILITY OF THE
CPD RECORDS CLERK
A. When the CPD Records clerk processes arrest paperwork, they will check
the master name file and/or arrest files to determine if an identification
number exists.
B. If no identification number exists, the next consecutive number will be
assigned.
C. If an identification number already exists, the arrest paperwork will be
filed using the existing identification number and jacket.
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THE AGENCY WILL MAINTAIN A FILE ON EACH PERSON ARRESTED SERVED,
AND CITED FOR A CRIMINAL OFFENSE.
A.

Arrest files will primarily be held within the computerized report
management system where the incident reports, arrest information,
and mug shots are stored electronically.

B.

Arrest files will include a hard copy of court documents.

C.

Arrest files will be maintained sequentially by identification number
within the Central Records Division as well as the CPD computerized
report management system.
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EVIDENCE COLLECTION

CPD POLICY 83

83.1 EVIDENCE COLLECTION ADMINISTRATION
83.1.1 24-HOUR AVAILABILITY
83.2 EVIDENCE COLLECTION OPERATIONS
83.2.1 EVIDENCE GUIDELINES AND PROCEDURES
83.2.2 PHOTOGRAPHY
83.2.3 FINGERPRINTING
83.2.4 CRIME SCENE EQUIPMENT AND SUPPLIES
83.2.5 COMPUTER SEIZURES
83.2.6 REPORTS
83.2.7 DNA EVIDENCE
83.3 EVIDENCE HANDLING
83.3.1 COLLECTING KNOWN SAMPLE
83.3.2 LABORATORY SUBMISSION
POLICY
While conducting investigations, Cumberland Police officers will remain ever vigilant for the presence of
physical evidence, in any form, which may be of value. Officers will make every effort to identify, collect
and preserve any evidence and arrange for any scientific analysis which may be of value. The Cumberland
Police Department is aware that forensics is a valuable tool used to help solve and suppress crime and will
make every effort to take advantage of this resource.
83.1

EVIDENCE COLLECTION ADMINISTRATION

83.1.1 AVAILABILITY OF CRIME SCENE INVESTIGATORS
CALEA 83.1.1
CRIME SCENE TECHNICIANS
A. Crime scene personnel
1. All Cumberland Police Officers have been trained to some level of crime scene
processing.
2. Several Cumberland Police officers have received advanced crime scene
processing training.
3. The Maryland State Police Crime lab also hosts a 24-hour on-call schedule of
crime scene technicians who are either on-call or on duty at their CPD office.
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4. The City of Cumberland Fire Marshal and the Maryland State Fire Marshall will be
responsible for processing fire scenes, arson, and post blast scenes.
5. Other specialized crime scene personnel are available to CPD via allied state and
federal police agencies including the FBI, DEA, and ATF.
B. General scene processing
1. All Cumberland Police Officers are encouraged to process the scenes of minor
crimes on their own - within the scope of their training.
2. For major cases or complex crimes, Cumberland Police Officers are to confer with
the Shift Supervisor about crime scene processing. In the event of such crimes or
scenes where an extensive amount of processing will be needed, the Shift
Supervisor is to make every effort to assign the Crime Scene Processing to a Crime
Scene Technician who has been trained in advanced crime scene processing.
3. In special circumstances, it may be necessary to find a Crime Scene Technician
who specializes in a certain situation, i.e. buried skeletons, haz-mat scenes, etc.
C. CSI Callouts
1. An officer or civilian crime scene technician is available on a twenty-four hour
basis. The call-out procedure is as follows: (CALEA 83.1.1)
a. If the crime is minor in nature crime scene processing will be done by an
on-duty CPD officer.
b. If the crime scene is more complex and advanced processing is needed:
1) Request an on-duty CPD crime lab technician
2) Request a MSP Crime Lab technician
a) MSP Crime lab technicians may be contacted via the
barrack C Duty Officer
b) MSP Crime lab technicians retain an office in C3I in the
Public Safety building
3) If a MSP Crime Lab technician is not available or has an
exceptionally long arrival time the Shift Supervisor may request a
CPD Crime Lab Technician be called out.
TRAFFIC CRASH SCENE INVESTIGATIONS
A. Traffic Crash Investigative Personnel
1. All Cumberland Police Officers have been trained to some level of traffic crash
scene processing.
2. The Maryland State Police Crime lab also hosts a 24 hour on-call schedule of
traffic crash investigators (reconstructionists) (CALEA 83.1.1)
3. The Allegany County Sheriff’s Office has traffic crash investigators
(reconstructionists) available.
B. Traffic Crash Processing
1. All Cumberland Police Officers are encouraged to process the scenes of minor
traffic crashes on their own - within the scope of their training.
2. For major crashes involving death or potential death, Cumberland Police Officers
are to confer with the Shift Supervisor about traffic crash scene processing.
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3. Shift Supervisor is to make every effort to contact a traffic crash scene
investigation expert (reconstructionist) at an allied agency and request their
assistance.
C. A traffic crash investigator or accident reconstructionists is available on a twenty-four
hour basis. The call-out procedure is as follows: (CALEA 83.1.1)
1. All CPD officers have been trained to some level in vehicle crash investigation.
2. If an accident reconstructionist is needed to investigate a major scene the Shift
Supervisor is to attempt to have one respond from an allied agency.
a. The Allegany County Sheriff’s Office can be contacted via Allegany
County Joint Communications Center.
b. The Maryland State Police can be contacted via the MSP-Cumberland
Duty Officer.
83.2

EVIDENCE COLLECTION OPERATIONS

83.2.1 EVIDENCE GUIDELINES AND PROCEDURES
CALEA 83.2.1
GENERAL
A. While conducting investigations officers will remain vigilant for the presence of physical
evidence which may be of value in an investigation.
B. Upon identifying any item or scene which may be of value or potential value for physical
evidence the officer will take every effort to preserve that item and prohibit its
contamination.
C. Officers are to keep in mind that preservation of evidence may be as minuscule, as
preserving DNA on a glass to securing the scene of a homicide in a large outdoor area.
D. The officer responsible for the primary investigation will be responsible for ensuring the
securing of evidence or a crime scene.
1. This may be delegated to another officer
2. This may be delegated by any CPD Supervisor
3. This may be delegated to a Detective
4. This may be delegated to a civilian crime scene investigator
E. When physical evidence is collected, officers will ensure that proper forensic analysis is
done.
F. Officers will then consider any information developed during scientific analysis, to assist
them in the investigation of criminal cases.
G. Officers are cautioned against exclusively using physical evidence and are encouraged to
take other case details into consideration when making decisions.
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H. Officers are reminded that physical evidence can be used to exonerate a suspect as well
as convict a suspect.
EVIDENCE GUIDELINES
A. Upon initiating any investigation officers are to consider the presence of physical
evidence.
B. If the presence of physical evidence is suspected, the item of evidence or the crime
scene will be secured in a way to prohibit the loss of evidence or contamination of
evidence.
C. Items of evidence
1. Small items that can be removed from the scene and brought back to CPD
should be packaged in a container to prevent destruction or contamination and
transported to CPD.
2. Examples of items include:
a. Forged documents
b. Financial records
c. Photographs
d. Video evidence
e. Counterfeit notes
f. Small items which may hold latent or DNA evidence
g. Drugs
h. Weapons
D. Crime Scenes
1. In the event of a large scene, either interior or exterior, which contains or is
suspected of containing evidence, officers should make every effort to secure
that scene against evidence loss and contamination.
2. Scenes should be secured around the perimeter by locking doors, posting
officers, or using perimeter tape.
3. If entry into a scene is necessary, the primary officer is to choose and mark only
one point of entrance and egress to prevent contamination.
4. The primary officer must consider the legality of any crime scene search and the
seizure of evidence and take appropriate action to acquire legal access whether
it is consent, search warrant, or exigent circumstances.
5. In major case incidents, a crime scene log, recording the identity and times of
each person in and out of the scene should be started as soon as feasible.
6. The number of people allowed access into any scene should be strictly
controlled and only authorized people for the purpose of investigation and
evidence collection will be allowed into any scene.
E. Scene Processing Procedures
1. Prior to processing any scene, officers and crime scene technicians should don
protective equipment appropriate for the scene they are processing to prevent
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contamination of evidence as well as injury or exposure to bloodborne
pathogens and other hazards.
Examples of protective equipment include but are not limited to:
a. Gloves
b. Protective coveralls
c. Safety glasses
d. Face masks
e. Respirators
f. Safety boots/shoes
g. Foot covers
h. Helmet
Care will be taken to thoroughly clean or dispose of all protective attire after
each use to prevent contamination.
Upon arrival, the person processing the scene, (officer, crime scene technician)
should conduct a walk-through of the scene assessing the type of evidence they
may be collecting and the resources needed to do so.
If, after initial assessment, the tasks seems better suited for a person with
better evidence collection capabilities or specialized equipment the Shift
Supervisor shall be contacted and arrangements made for assistance.
The scene should be thoroughly photographed from every feasible angle
depicting it in as original condition as possible.
Evidence should not be moved or placed back into the scene once removed for
the purpose of picture taking.
A crime scene sketch complete with measurements should be done if
appropriate.
The scene should then be processed for evidence appropriate to the processing
officers skill level considering:
a. Latent print development and collection
b. DNA collection
c. Impression evidence
d. Electronic & computer evidence
Officers and crime scene investigators are encouraged to be open minded and
consider any type of evidence which may connect a person with the scene.
If desired, small items may be secured and packaged and transported to CPD or
any crime lab for more detailed processing.
Items of evidence are to be secured and removed from the scene such as
weapons, burglary tools, and the like.
After the scene has been processed and all items collected the person
processing the scene is to meet with the primary investigator/officer and
conduct a final walk-through of the scene discussing the evidence collected and
the possibility of any other available evidence.
Once the crime scene processor and the primary officer are satisfied with the
crime scene the crime scene processor will be relinquished the scene to the
primary officer.
The primary officer will then be responsible for relinquishing the scene back to
the property owner.
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III.

PACKAGING EVIDENCE (CALEA 84.1.1d, 83.3.2)
A. All items removed from a crime scene or otherwise collected as evidence, property, or
the like, will be packaged appropriately.
B. All items will be placed in some type of container, envelope, box or bag appropriate for
the evidence collected.
C. No biological or wet evidence will be placed in a plastic container.
D. All wet, bloody, or similar items will be dried before being placed in a container.
E. All items removed from a crime scene or otherwise placed into CPD Property will be
labeled with:
1. Date of removal
2. Time of removal
3. Location of removal
4. Identity of person removing the item
5. Incident report number
F. All items deemed evidence or may require further laboratory analysis will be sealed with
red evidence tape with the sealing officers initials and date written across the seal.
SECURING EVIDENCE
A. All evidence removed from a scene will remain in the custody of the person collecting
such and immediately transported to CPD where the appropriate paperwork will be
completed and the items placed in the secure temporary evidence holding lockers.
B. Items which are too large to be placed in an evidence locker may be secured elsewhere
in the CPD complex at the discretion of the Shift Supervisor or the CPD Property Officer.
C. Vehicles that are seized may be placed in the CPD garage and secured with evidence
tape across the doors, hood and trunk.
D. All evidence collected must be secured in the temporary evidence areas and
accompanying documents completed prior to the officer going off duty. (CALEA
84.1.1a,b)
E. Under no circumstances is any evidence or property collected to be secured at any other
location other than the designated areas within CPD.
F. Any items collected that are volatile and have a propensity to explode such as bomb
material, clandestine lab chemicals, artillery shells, will not be collected and brought
into the CPD complex. When encountered, a person trained in the collection of such
must be contacted and they are to make disposition. If an item must be collected as
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evidence it is to be made safe or packaged safe by the expert. It then can only be
brought into the CPD complex with permission of the Shift Supervisor.
G. All fireworks collected will be transported to CPD, photographed, and a description
recorded for the incident report. The officer will then take the fireworks to the City Fire
Department on Duty Supervisor and witness them destroy the fireworks in a bucket of
water and then dispose of them.
1. The officer will record the name of the Fire Department official destroying
the fireworks in the CPD incident report.
V.

EVIDENCE REPORTING (CALEA 83.3.2c.e)
A. An associated CPD incident report will be opened for all property or evidence seized,
found, or otherwise taken into custody by any CPD employee. (CALEA 84.1.1c)
1. The assigned officer will complete a narrative depicting how any property
came into their possession and a description of that property.
2. All evidence and property collected by any police officer will be recorded
within the appropriate property area of the CPD incident reporting system.
B. A copy of the CPD form PR 1 Property Report Form will be printed and will accompany all
evidence and/or property.
C. If further lab analysis is required by the Maryland State Police Crime Lab, officers must
complete the appropriate accompanying documents such as:
1. MSP 67 Request for Laboratory Examination (CALEA 83.3.2e)
2. MSP FSD Forensic Biology casework submittal form
3. MSP Evidence label
4. MSP Latent Print envelope

VI.

CHAIN OF CUSTODY (CALEA 83.3.2d)
A. The chain of custody must be completed on each document accompanying evidence.
B. If more than one document is used for the same piece of evidence all chains of
custodies must be completed.

D. If any items of evidence are left with the court after being entered into evidence the
officer introducing the item is responsible for having the Court Clerk sign the chain of
custody or otherwise obtaining a receipt.
83.2.2 PHOTOGRAPHIC EVIDENCE
CALEA 83.2.2
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C. When an item of evidence is placed into a property locker or other designated property
area, they are to record the date, time, and location on any chain of custody.
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I.

OBTAINING PHOTOGRAPHIC EVIDENCE
A. All CPD officers are encouraged to obtain photographs of any evidence or situation
which they are called to investigate including crash scenes, evidence recovery, injuries,
or anything else which an officer may want to document for investigation, court, or
charging purposes.
B. All CPD officers are issued digital cameras and are encouraged to only use department
issued equipment for official purposes. (CALEA 83.2.4b)
C. In emergency or exigent situations, officers are allowed to use whatever means
available to record images, this includes personal cameras and cell phones.
D. All media, digital, traditional photographs, cassette recordings, video, or otherwise,
obtained as a result of any officer’s association with an officer’s official duties, whether
on duty or off duty, automatically becomes the property of the Cumberland Police
Department.
E. Upon the original media, being uploaded to the CPD reporting system or otherwise
secured as evidence the original media on the non-department device will be destroyed.
F. As a reminder, all devices such as personal cell phones, department cell phones,
cameras, recorders, and the like are susceptible to court discovery if used in connection
with an officers official duties whether on or off duty.
G. Any such media collected with a personal digital device and becoming the property of
CPD is not allowed to be maintained, distributed, transferred, viewed or posted where it
is obtainable to any non-law enforcement personnel or non-law enforcement computer
equipment.

SECURING PHOTOGRAPHIC EVIDENCE
A. Under no circumstance is an officer allowed to alter, manipulate, or enhance any
image taken in connection with any official police action.
1. Photographs may be enlarged or enhanced by the Office of the State’s
Attorney at their discretion.
2. Note: Officers will be required to be able to testify before any court
that they took the photograph and the image is an exact duplication of
what they observed at the time they took the photo.
B. After obtaining photographs officers are to:
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1. Document in the incident report narratives that photographs were
taken.
2. Attach the photographs via computer to the appropriate incident report
entering them into the “PC files” file.
3. All attached photographs should be labeled appropriately.
C. Traditional photographs are to be forwarded to the Central Records Clerk who will
scan and attach them to the appropriate incident report with the originals placed in
the case file.
83.2.3 LATENT PRINT EVIDENCE
CALEA 83.2.3
I.

LATENT PRINT COLLECTION
A. All CPD officers have been trained in the basic collection of latent print evidence
(fingerprints, palm prints, other latents) at crime scenes.
B. All Cumberland Police Officers are encouraged to process the scenes of minor crimes on
their own - within the scope of their training.
C. For major cases or complex crimes, Cumberland Police Officers are to confer with the
Shift Supervisor about crime scene processing. In the event of such crimes or scenes
where an extensive amount of processing will be needed, the Shift Supervisor is to make
every effort to assign the Crime Scene Processing to a Crime Scene Technician who has
been trained in advanced crime scene processing.
LATENT PRINT PROCEDURE
A. Basic latent print development and lifting supplies are kept in the CPD Squad Room, the
CSI Cabinet in the garage, and in the trunks of several CPD vehicles. (CALEA 83.2.4a)
B. Officers may utilize any means available to develop latent prints.
C. Officers do have the option of securing small items and transporting them to the station
to be placed into evidence and forwarded to the Crime Lab for processing.
D. Once a print is developed, it may be lifted and transferred to a MSP form #74 Latent
Print Card.
E. If a latent is collected on a different card due to size the MSP Form #74 Latent Print Card
must be attached to the back.
F. All latent Prints must be then placed in a MSP latent Print envelope
1. The envelope must be sealed with evidence tape, initialed and dated.
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III.

LATENT PRINT REPORTING
A. Officers processing any scene must detail the effort in the narrative of the appropriate
incident report whether or not any evidence was collected. (CALEA 84.1.1c)
B. If evidence was collected the collecting officer must detail circumstances of the seizure as
well as describe the evidence in the narrative. (CALEA 84.1.1c)
C. All recovered or collected evidence including latent prints must be entered into the
property section of the incident report and a CPD form PR 1 Property Report Form printed
and signed with the chain of custody.
D. In addition, all latent prints, which further laboratory examination is desired by the
Maryland State Crime Lab, must be recorded on a MSP form #67 Request for Laboratory
Examination with the chain of custody completed. (CALEA 83.3.2d,e)
1. If the officers desires the print be compared to a specific suspect the officer is
to record the suspects name, DOB, and MD SID or FBI number on the MSP
form #67 Request for Laboratory Examination.

IV.

SECURING LATENT PRINT EVIDENCE
A. All latent print evidence is to be packaged along with the accompanying documents
and placed in the secure CPD temporary evidence lockers.

83.2.4 FORENSIC EQUIPMENT AND SUPPLIES
CALEA 83.2.4
CRIME SCENE EQUIPMENT
A. The Cumberland Police Department maintains a Crime Scene Investigation locker in
the CPD garage which contains a variety of crime scene investigation equipment;
including: (CALEA 83.2.4d)
1. Latent print collection supplies (CALEA 83.2.4a)
2. Photography supplies (CALEA 83.2.4b)
3. Biological evidence supplies
4. Casting supplies
5. Measuring tools
6. Crime Scene Sketching tools (CALEA 83.2.4c)
7. Traffic crash investigation tools
8. Evidence packaging (CALEA 83.2.4d)
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B. The Cumberland Police Department maintains an evidence preparation room in the
patrol area which contains a variety of materials necessary for the packaging and
preservation of evidence. (CALEA 83.2.4d)
1. The Evidence Preparation Room also houses the department’s temporary
evidence lockers.
C. If a crime scene is or special evidence situation is encountered which requires
specialized equipment, consultation is to be made with the Shift Supervisor who is
to make arrangements.
D. The Maryland State Police Crime Lab maintains an office on the third floor of the
Cumberland Police Department and maintains a variety of specialized crime scene
investigation equipment.
83.2.5 ELECTRONIC DEVICES AS EVIDENCE
CALEA 83.2.5
I.

ELECTRONIC EVIDENCE
A. While conducting investigations officers are to be cognizant of the possible
evidentiary value of electronic or computerized devices including but not limited to:
1. Computers
2. Portable computers (laptops, pads)
3. Cellular telephones
4. Personal data devices
5. Pagers
6. Global positioning systems
7. Digital cameras
SEARCHING ELECTRONIC EQUIPMENT
A. Any officer encountering an electronic device that they feel may contain evidence of a
crime must consider their legal right to seize, view or analyze the device.
B. In order to search any electronic device officers must have:
1. Consent
2. Search warrant
3. Exigent Circumstances
C. Officers are reminded that an arrestee merely in the possession of an electronic device
does not give an officer legal means to search the data.
D. The device may be searched for physical contraband if the arrestee is brought into the
CPD facility.
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III.

SEIZING ELECTRONIC EQUIPMENT

B. MOBILE DEVICE SEIZURE

PACKAGING COMPUTER SEIZURES
A. Prior to removing wires or cords from computer equipment the seizing officer is to label
and photograph their location.
B. Large computer items such as a central processing unit are to have evidence tape placed
across the seams of the cabinet and disk drives with the evidence tape being dated and
initialed.
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C. All computer peripherals and accessories such as: keyboard, mouse, monitor, printer,
etc. are to be seized with the computer system.
D. All seized evidence is to be packaged in a safe and secure manner prior to transport to
prevent any damage or analysis to any electronic equipment.
V.

INTEGRITY OF SEIZED COMPUTER EQUIPMENT
A. No CPD employee will delete, damage, or destroy any computerized or electronic data
in their possession.
B. Officers may comply with a Court Order authorizing destruction of electronic or
computerized data.

VI.

COMPUTER FORENSIC ANALYSIS
A. Officers may only seize and search computer and electronic devices consistent with
their level of training.
B. In most cases, all electronic and computerized forensic analysis extending beyond
everyday consumer level operation of a device will be referred to a trained computer or
electronic device examiner.

VII.

DOCUMENTATION
A. If any computer or electronic evidence was collected the collecting officer must detail
circumstances of the seizure as well as describe the evidence in the narrative. (CALEA
84.1.1c)
B. All recovered or collected computer or electronic evidence must be entered into the
property section of the incident report and a CPD form PR 1 Property Report Form
printed and signed with the chain of custody. (CALEA 83.3.2c)

D. The Computer Forensic Investigator will be responsible for filing a report on the
appropriate incident report in reference to any forensic processing.
83.2.6 EVIDENCE COLLECTION REPORT PREPARATION
CALEA 83.2.6
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C. Officers must then send a detailed e-mail to the Computer Forensic Investigators
requesting a forensic analysis be done along with the incident report number,
authorization for the search, and a description of the evidence expected to be on the
device. (CALEA 83.3.2c)
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I.

REPORT MANAGEMENT SYSTEM
A. The CPD Report Management System is an all-inclusive computerized database
allowing for the submission of multiple reports associated with one incident.

II.

REPORT RESPONSIBILITY
A. Any officer conducting any type of crime scene processing or evidence collection will
detail the action in the narrative of the appropriate report including:
1. The legality of the seizure
2. The circumstances by which the property came into the officers possession
(CALEA 84.1.1)
3. A description of the property obtained (CALEA 84.1.1)
4. Disposition of any property seized
5. Detailing any analysis or laboratory tests that have been requested
B. In addition, any evidence or property seized, collected, or found by any officer must
be entered into the property section of the report management system and a CPD
form PR 1 Property Report printed to accompany the evidence.
C. Any officer assigned Crime Scene Investigation duties will complete a narrative
detailing their actions.
1. The Crime Scene Investigator will further forward any document such as
crime scene sketches to Central Records to be attached to the report.
D. Any CPD forensic examiner conducting an investigation will detail their examination
and any results in the appropriate incident report.
E. Any officer receiving a report from the Maryland State Police Crime Lab or any
similar lab will update the associated incident report with the results and forward
the documents to Central Records.

83.2.7 DNA (deoxyribonucleic acid) EVIDENCE COLLECTION
CALEA 83.2.7
DNA EVIDENCE
A. DNA evidence is a microscopic transfer of biological material from a person to an item
and may take many forms. Officers are to be cognizant of the presence of the possibility
of DNA evidence at scenes of crimes which may be of value to an investigation. (CALEA
83.2.7a)
B. Upon identifying any item or scene which may be of value or potential value for physical
evidence, including DNA, the officer will take every effort to preserve that item or scene
and prohibit its contamination. (CALEA 83.2.7a)
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DNA EVIDENCE COLLECTION (CALEA 83.2.7b,c)
A. A biological evidence kit containing supplies for DNA collection is maintained in the
CSI locker in the CPD Garage. (CALEA 83.2.4b)
B. DNA evidence will be collected by officers who have been trained in its collection.
(CALEA 83.2.7c)
1. Most CPD officers have been trained in basic DNA collection.
2. Some CPD Crime Scene Technicians have received advanced training in DNA
collection techniques.
C. Item swab
1. DNA collection should be done using a swabbing technique.
2. Officers collecting a DNA swab will use an aseptic technique using latex
gloves or sterile instruments to prevent contamination.
3. If multiple samples are taken the officer’s gloves and instruments must be
changed or cleaned between sample collections.
4. Officers swabbing for evidence can either use a sterile dry swab or a wet
(distilled or sterile water) swab, whichever is appropriate for the sample
collected.
5. All collected swabs will be placed in a container (swab box or envelope) and
sealed with evidence tape.
6. The collecting officer will mark the outside of the container with:
a. Date of removal
b. Time of removal
c. Location of removal
d. Identity of person removing the item
e. Incident report number
7. When packaging items care is to be taken to prevent any cross
contamination of any possible DNA evidence.
a. All collected items are to be secured in separate containers.
D. Person swab
1. If within legal means (consent, subsequent to a search warrant, State
Mandated offender collection) officers may swab a person’s mouth, inside
their cheek for the purpose of collecting a known DNA sample from a
person. (buccal swab)
2. Officers will not swab any other orifice unless they have received advanced
training to do so.
3. Officers will use aseptic technique wearing latex gloves to prevent
contamination.
4. Officers are to use a swab and swab the inside of a person’s cheek.
5. All collected swabs will be placed in a container, (swab box or envelope) and
sealed with evidence tape.
6. The collection officer will mark the outside of the container with:
a. Date of removal
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b. Time of removal
c. Location of removal
d. Identity of person removing the item
7. Officers collecting buccal swabs in regard to state mandates (sex offenders,
as a result of arrest) are to use the collection and packaging techniques
associated with that particular mandate.
III.

DNA EVIDENCE DOCUMENTATION
A. If any DNA evidence was collected the collecting officer must detail circumstances of the
seizure as well as describe the evidence in the narrative. (CALEA 84.1.1c)
B. All recovered or collected DNA evidence must be entered into the property section of
the incident report and a CPD form PR 1 Property Report Form printed and signed with
the chain of custody.
C. Anytime an officer has a case where DNA evidence is involved, the charging officer shall
send an electronic mail (email) to both the District Court and Circuit Court Offices of the
Allegany County State’s Attorney’s Office. The email will include:
1. Agency Case Number (I.R. number)
2. Defendant’s Name
3. Victim’s Name (if any)
4. Items sent to the lab
5. Agency Property Number (i.e. 2009-12345-001) found at the top of the CPD
Chain of Custody Sheet

E. The Cumberland Police Department will only submit DNA evidence to laboratories that
are accredited for law enforcement DNA Analysis. (CALEA 83.2.7d)
1. The primary lab the Cumberland Police submits any evidence to the Maryland
State Police Crime lab which is an accredited Crime Lab.
83.2.8 MONEY SEIZURES
I.

SEIZING MONEY
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D. The collecting officer of any evidence obtained for DNA or biological comparison will:
(CALEA 83.2.7d, 83.3.2 b, c)
1. Contact the Maryland State Police Forensic Biology Section Supervisor at 443357-1441 explaining:
a. what evidence is being sent to the lab
b. where collected, etc
c. Will also submit along with the evidence a MSP Forensic Biology
Section Casework Submittal Form. A supply of MSP forms for
submitting evidence for analysis will be kept in the evidence
preparation room.
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A. All money collected and logged into property shall be itemized by denomination and
quantity and recorded on a property record via the RMS.
B. Any money that may be available for permanent seizure, forfeiture, or conversion will
be photographed in a manner which denominations and amounts can be seen. (CP
13-505(a)(1))
1. All such photographs will be attached to the appropriate incident report.
C. Upon receiving any money seizures in the amount of $200 or more, the CPD Property
Officer will transfer the money to the City of Cumberland Finance Department to be
placed in an interest bearing account pending final disposition of the money.
1. All such transactions will be recorded in the CPD Property Management
system.
D. Any money photographed and recorded in the above manner is allowed to be
substituted as evidence in any criminal or forfeiture proceeding (CP 13-505(b))
E. The Property Officer shall not open any sealed container containing money for the
purposes of counting or verifying the contents other than as may be necessary to
release the contents to the rightful owner or to transfer the money to a financial
institution.
F. Negotiable stocks, bonds or bank securities should also be secured; however, no
value will be assigned.

H. Final Disposition
1. Money seized
a. Upon receiving an order of forfeiture through the court, the Chief of
Police will be responsible for disposition of the money.
2. Money to be returned
a. Upon receiving a court order or contact from the Office of the States
Attorney or City Solicitor, advising the money shall be returned, the
CPD Property Officer is to contact the owner and arrange for the
return of the money.

Cumberland Police Department

83.0: evidence collection

G. Legal proceedings (CP 12-304)
1. Money forfeitures should be negotiated and documented by the Office of
the State’s Attorney or the City Solicitor.
2. If no forfeiture was ordered as part of any criminal proceedings, the
Cumberland Police Department may file a civil court proceeding requesting
seized money within 90 days after the final disposition of the criminal
proceedings.
3. If CPD does not file court proceedings requesting to seize the money within
90 days after the criminal proceedings, the money is to be returned to the
owner.
4. If the owner fails to ask the return of the money within 1 year after the final
disposition of criminal proceedings, the money shall revert to the City of
Cumberland.
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83.2.9 VEHICLE SEIZURES
I.

VEHICLES MAY BE SEIZED AND CONSIDERED FOR FORFEITURE TO POLICE USE FOR:
A. Violations of controlled dangerous substances law (CL 5)
B. Violations of explosive law (CL 11-1)
C. Violations of human trafficking law (CL 11-303)

II.

VEHICLE SEIZURES AND FORFEITURES MAY BE CONSIDERED IF:
A. The registered owner of the vehicle is aware or should be aware of the crime
B. The quantity of the illegal substance is substantial
C. That the criminal activity can be associated with the vehicle
D. The manner in which the vehicle was used
E. The criminal record of the violator
F. If the vehicle was purchased using proceeds of the crime
VEHICLE SEIZURE PROCESS
A. Seizing Officer Responsibilities
1. Upon seizing a vehicle an officer wishes to be considered for forfeiture the
officer is to:
a. Complete all incident reports
b. Complete the tow docket
c. Complete a CPD form PT-18 Vehicle Condition and inventory.
d. Ensure the vehicle is stored properly
e. Place a hold on the vehicle by making a note that it is being considered
for seizure in the RMS
f. Forward the reports and all related information to the Shift Supervisor
by the end of the shift making them aware that the vehicle should be
considered for seizing.
B. Shift Supervisor Responsibilities
1. The Shift Supervisor is to review all documentation and evidence and evaluate
the case to see if a vehicle seizure is justified.
2. If justified, the Shift Supervisor is to collect all information and forward it to
the CPD Property Officer by the end of the next duty shift with a request that
the vehicle should be considered for seizure.
C. Property Officer Responsibilities
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1. Upon receiving the request from the Shift Supervisor, the CPD Property
Officer is to review the case, prepare a written justification as to why the
vehicle should be considered for seizure, citing appropriate law.
2. Upon receiving the request, the property officer is to research ownership,
registration, lein, and title information and request certified copies
appropriately.
3. The property officer is to then forward a packet containing all of the above
information to the Chief of Police within 10 days.
4. Upon receiving the complaint from the Shift Supervisor, the property officer is
to evaluate the holding facility for the vehicle and have it moved to a less
costly holding facility pending court decisions if appropriate.
5. The CPD Property Officer is responsible for maintaining the vehicle condition
making sure it does not deteriorate while in our custody (i.e. freeze from lack
of anti-freeze, leaving the battery go dead)
6. All incident reports are to be updated of any changes.
D. Chief of Police responsibilities
1. After review, if the Chief of Police feels the seizure is warranted he will
prepare and affidavit citing such (CP 12-206) in the form of a letter with all
pertinent information attached and forward it to the office of the States
Attorney within 10 days.
E. Any request to seize a vehicle must be filed in the court within 45 days after the date of
the seizure.
FINAL DISPOSITION OF SEIZED VEHICLE
A. Vehicle forfeited
1. Upon receiving a court order for forfeiture for a vehicle, the Chief of Police
will determine disposition of the vehicle.
2. If the vehicle is to be converted to CPD use or sold the CPD Property Officer
will be responsible for making application to the MD MVA for appropriate title
and registration if applicable.
3. The CPD Property Officer will also be responsible for ensuring that all bills
associated with towing and storage is satisfied.
4. Upon taking possession of the vehicle, it will be turned over to the CPD Fleet
Manager along with all appropriate documentation who will be responsible
for starting a vehicle file and ensuring its roadworthiness prior to placing it in
service.
B. Vehicle returned to owner
1. Any vehicles sold back to the owner after seizure will be negotiated and
documented by the Office of the States Attorney.
2. The owner of the vehicle will be responsible for satisfying all towing and
storage fees.
3. Upon receiving a court order or notification from the Office of the States
Attorney, the CPD Property Officer is to arrange for the release of the vehicle.
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4. If 30 days have lapsed since the seizure and no disposition has been made the
CPD Property Officer is to contact the seizing authority and check the status of
the case.
5. If, after 45 days, no disposition has been made the CPD Property Officer is to
contact the owner and arrange for the release of the vehicle.
a. All contact with the owner and the seizing authority must be
documented in the appropriate incident report.
83.3

EVIDENCE HANDLING

83.3.1 MATERIALS FROM KNOWN SOURCES/COMPARISON
CALEA 83.3.1
I.

COMPARISON SAMPLES
A. Whenever available, materials and substances from known sources for comparison or
elimination will be collected and submitted to the crime lab for comparison with physical
evidence collected from a crime scene.

83.3.2 LABORATORY SUBMISSIONS
CALEA 83.3.2

II.

RESPONSIBILITY
A.

The officer collecting the evidence is responsible for packaging and preparing the
evidence for submission to a crime lab. (CALEA 83.3.2a)

B.

The collecting officer is responsible for completing all documentation, forms, and crime
lab requests concerning the collected evidence. (CALEA 83.3.2a)

C.

This may be deferred to the case investigator in some instances: (CALEA 83.3.2a)
1. More investigation is required to determine what types of tests are required.
2. Known samples for comparison or elimination are needed to be collected at a
later date to accompany the recovered evidence.
3. If a detective volunteers to take over responsibility as part of a C3I
investigation.

D.

In cases of found or otherwise collecting property which is not deemed evidence it will be
the responsibility of the person assigned the case to contact the owner and arrange for
them to contact the CPD Property Control office to retrieve their item.
1. All efforts made to contact the owner must be documented in the
appropriate incident report.

CPD PROPERTY OFFICER RESPONSIBILITIES
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A. The CPD Property Officer is responsible for the security and control of all property and
evidence within CPD.
B. All evidence submitted to the CPD Evidence Control will be reviewed by the CPD Property
Officer upon receiving it in the property room.
C. The CPD Property Officer will check the submitted evidence for:
1. Appropriate and complete documentation
2. All evidence received into the CPD Property Room will require at least a CPD
form PR 1 Property Report Form
3. Appropriate and complete packaging
4. Any evidence not suitable will be returned to the officer for correction.
D. The CPD Property Officer will update the CPD form PR 1 Property Report Form or other
attached chain of custodies, signing the item into the Property room. (CALEA 83.3.2d)
E. The CPD Property Officer will enter all property received into the CPD Property database
and assign it a position in the property room.
F. Once received by the CPD Property Officer at evidence control they will be responsible for
making arrangements for the secure transportation of any evidence to and from the
Maryland State Police Crime Lab, or any other facility deemed necessary. (CALEA 83.3.2 a)
RECEIVING LAB REPORTS
A. The Cumberland Police Department will stipulate that all analysis done by any crime
lab will be submitted to us in writing. (CALEA 83.2.2e)

83.0: evidence collection
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Cumberland Police Department
General Order: 84
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police

CPD POLICY 84

EVIDENCE CONTROL ADMINISTRATION

84.1 EVIDENCE CONTROL ADMINISTRATION
84.1.1 PROPERTY CONTROL SYSTEM
84.1.2 PROPERTY STORAGE AND SECURITY
84.1.3 TEMPORARY PROPERTY LOCKERS
84.1.4 PROPERTY TURNED OVER TO THE DEPARTMENT FOR TRAINING
84.1.5 PROPERTY RECORDS
84.1.6 PROPERTY ROOM INSPECTIONS
84.1.7 DISPOSITION OF PROPERTY
84.1.8 FORFEITED PROPERTY
POLICY
The Cumberland Police Department is entrusted with several different kinds of property, evidence,
found property, abandoned property, and items for destruction. Regardless of the type of property the
department will provide a secure and accountable property management system in compliance with all
existing laws and mandates.
84.1.1 PROPERTY CONTROL SYSTEM
CALEA 84.1.1
I.

PROPERTY CONTROL SYSTEM

B. The CPD Criminal Supervisor serves as the CPD Property Officer and is responsible for the
security and control of all property and evidence within CPD.
1. The Chief of Police may appoint a temporary Property Officer in the absence of the
Criminal Supervisor.
II.

OFFICER PROPERTY/EVIDENCE RESPONSIBILITIES
A. All officers receiving or collecting property that can be returned to the owner will make
every attempt to do so prior to the end of their shift. (CALEA 84.1.1e)
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A. The Cumberland Police Department property management system consists of paper
documentation as well as computerized databases which provides for accountability of
property and evidence from point of intake through to final disposition.
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B. All efforts done in locating owner or release of property will be recorded in the appropriate
incident report. (CALEA 84.1.1e, 84.1.1c)
C. All property or evidence not released to the owner will be placed into secure CPD property
prior to any officer going off duty. (CALEA 84.1.1a,b)
D. No officer will be allowed to retain or secure any property or evidence in any location other
than a CPD designated secure property location, this includes, personal duty bags, personal
lockers, desks, file cabinets, trunks of vehicles, etc. (CALEA 84.1.1a,b)
III.

PROPERTY/EVIDENCE REPORTING
A. An associated CPD incident report will be opened for all property or evidence seized, found
or otherwise taken into custody by any CPD employee. (CALEA 84.1.1c)
1. The assigned officer will complete a narrative depicting how any property came into
their possession and a description of that property.
2. All evidence and property collected by any police officer will be recorded within the
appropriate property area of the CPD RMS.
B. A copy of CPD form PR 1 Property Report Form will be printed and will accompany all
evidence and/or property. (CALEA 84.1.1c)
1. Separate property records must be made for:
2. Money seized per person (money from multiple people have to be separate CPD
form PR 1 Property Report Form)
3. Money must be recorded by denomination
4. Drugs/CDS must be on a separate CPD form PR 1 Property Report Form
C. If further lab analysis is required by the Maryland State Police Crime Lab officers must
complete the appropriate accompanying documents such as: (CALEA 84.1.1c)
1. MSP 67 Request for Laboratory Examination
2. MSP FSD Forensic Biology casework submittal form
3. MSP Evidence label
4. MSP Latent Print envelope
PACKAGING EVIDENCE (CALEA 84.1.1d, 83.3.2)
A. All items removed from a crime scene will be packaged appropriately.
1. All items will be placed in some type of container, envelope, box or bag appropriate
for the evidence collected.
2. No biological or wet evidence will be placed in a plastic container.
3. All wet, bloody, or similar items will be dried before being placed in a container.
4. Edged objects will be packaged in a manner to prevent injury.
5. Firearms will be unloaded with the actions open.
6. In the event the status of a firearm cannot be determined such as in the case of
muzzle loaders, or a defective gun, a range officer will be contacted to make the
firearm safe.
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B. All items removed from a crime scene will be labeled with:
1. Date of removal
2. Time of removal
3. Location of removal
4. Identity of person removing the item
5. Incident report number
C. All property or evidence containers will be sealed with red evidence tape with the sealing
officer’s initials and date written across the seal.

V.

SECURITY OF EVIDENCE (CALEA 84.1.1e, 84.1.2)

VI.

RELEASE OF PROPERTY (CALEA 84.1.1f,g)

A. Temporary release of property
1. Only the CPD Property Officer can release items from the CPD Property Room.
2. The CPD Property Officer may remove an item from the Property Room or area and
delegate its release to another officer.
3. If an item of property is needed for analysis, court, or the like the officer needing the item
is to contact the CPD Property Officer and make arrangements to retrieve that item.
4. Any such requests must be in a timely manner no less than one week prior to the
requested date.
5. The CPD Property Officer will then release that item along with any appropriate
documentation.
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D. Exceptionally large items which cannot be placed in a container must be tagged or marked
with an easily identifiable label consisting of the information as specified above.
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6. The receiving officer will sign for that item maintaining the Chain of Custody. (CALEA
83.3.2d)
7. If the property is transported to a facility taking possession of an item the officer will
ensure the chain of custody is completed and obtain a copy of the Chain or custody to
serve as a receipt. (CALEA 83.3.2d) (CALEA 83.3.2d)
8. Some agencies such as the District and Circuit Courts will provide the submitting officer
with a receipt. (CALEA 83.3.2d)
9. The officer is to immediately return the item to a secure CPD property location when it is
no longer needed.
B. Final Release of Property
1. Only the CPD Property Officer can release items from the CPD Property Room.
2. The CPD Property Officer may remove an item from the Property Room or area and
delegate its release to another officer.
3. The primary investigator will be responsible for making arrangements to ensure that any
seized, found, or otherwise collected property is returned to the owner when it is no
longer needed for investigation.
4. Property deemed as evidence will be held for at least one year past the final court date.
5. Longer retention periods may be necessary upon receiving court notification that a
defendant has filed an appeal.
6. Shorter retention periods are permissible when authorized by the State’s Attorney.
7. Major case evidence such as homicides will be held indefinitely.
C. Automated property E-Mail notification system
1. The CPD RMS system will automatically generate an e-mail to the officer who submitted
property to the evidence room, (not necessarily the case investigator) periodically
reminding them to make disposition of seized evidence.
2. The message appears as:

Evidence Room Notification for: 2013 – 12345
for
Officer
C###.
associated
with
the

You
have
mentioned

Respond to this email within 5 days with a
disposition for the property; dispose, keep for trial
(provide trial date), keep during Stet (end of Stet),
keep while developing suspect(s) or for on-going
investigation.
Any property/evidence not having a proper disposition
upon second notice will be deemed to have NO value
and will be disposed of in an appropriate manner.
If you have questions relating to this email, contact
the Property Officer.
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Evidence
Status
property/evidence
Incident Report.
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3. Upon receiving such a message the receiving officer must abide and reply to the CPD
Property officer within 5 days as to the status of the evidence.
4. The officer is to also record any property disposition or attempts at releasing property in
the appropriate incident report.
84.1.2 PROPERTY ROOM SECURITY
CALEA 84.1.2
I.

SECURITY

84.1.3 TEMPORARY EVIDENCE SECURITY
CALEA 84.1.3
TEMPORARY EVIDENCE/PROPERTY HOLDING

84: evidence control administration

I.
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E.

84.1.4 CONVERSION OF PROPERTY AND EVIDENCE FOR TRAINING PURPOSES
CALEA 84.1.4
I.

CRITERIA
A. In lieu of property and evidence being destroyed in accordance to policy, the CPD Property
Officer may retain items for department use if:
1. They have an applicable use in the department
2. Examples include tools, electronic equipment
3. The items are used for official police training
4. Examples include guns and canine training drugs
5. The Chief of Police authorizes the conversion

II.

PROCEDURE FOR CONVERSION OF PROPERTY
A. If the CPD Property Officer has an item that is set for destruction that he wishes to convert for
use by the Department he is to research that item, print copies of all reports and court orders
concerning that item, and solicit the Chief of Police.

C. The CPD Property officer will maintain a file with all documentation concerning items of
property and evidence converted for police use.
III.

RESTRICTIONS
A. No item will be removed from CPD Property for training or department use unless it is no
longer of value for evidence, investigation, and court, and has been tagged for destruction.
B. No item is to be removed from CPD Property and converted for use by any other agency or
department other than the Cumberland Police Department.
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B. Upon approval, by the Chief of Police, the CPD property officer is to:
1. Check the item to ensure it is appropriate for use (no blood, operational, safe)
2. All weapons must be checked by the range officer before being converted for use
3. Update the CPD Property system indicating the property has been turned over to CPD.
4. Update the CPD form PR 1 Property Report Form indicating it has been released to
CPD.
5. Update the appropriate CPD Incident report indicating the status of the property.
6. Enter the item into the CPD Asset System as being CPD property.
7. The item can then be remanded over to a CPD employee for use.
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C. No item is to be removed from CPD Property and given to any person who is not a CPD
employee.
D. No item is to be removed from CPD Property and given to any person for personal use unless
it is related to official police business.
E. No item it to be removed from CPD Property and sold for profit without permission of the
Chief of Police.
IV.

REGULATION OF CANINE TRAINING DRUGS
A. The CPD Property Officer will provide drugs scheduled for destruction to the Canine
Supervisor specifically for drug detection canine training.

84.1.5 PROPERTY AND EVIDENCE RECORDS
CALEA 84.1.5
I.

PROPERTY CONTROL SYSTEM
A. The Cumberland Police Department maintains a computerized property and evidence
management system which is integrated with our report management system.
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B. All drugs will be packaged, weighed, and sealed and recorded on a CPD form PR 1 Property
Report Form and signed over to the Canine Supervisor.
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B. The computerized property and evidence management system tracks the location and status
of all property and evidence held by CPD from its point of intake to final disposition or
destruction.
1. The computerized property and evidence management system is also capable of
preparing a variety of reports including an inventory of all evidence and property by
type, location, date, or in its entirety.
2. In addition, each item of property and evidence received by the CPD Property officer
is accompanied by a CPD form PR 1 Property Report Form.
II.

PROPERTY INTAKE
A. The CPD Property Officer will conduct a check of the temporary holding area daily, on duty
days, and remove any property in the temporary holding and transfer to the property room.
B. Upon receiving property the CPD Property Officer will:
1. Check the property or evidence for proper packaging, labeling, and documentation.
2. Any items received and deemed unsatisfactory will be returned to the submitting
officer for correction
3. The CPD Property officer will not accept any items of evidence or property such as
drugs or money, which is not properly sealed or the evidence tape appears to have
been tampered with.
4. Update the chain of custody(CALEA 83.3.2d)
5. Log the item into the CPD Property room
6. Large items or hazardous items will be placed in a secure location at the discretion of
the CPD Property Officer
7. All items will be logged into the CPD Property System and assigned a location.
8. All items received will be affixed with a unique bar code decal.

84.1.6 PROPERTY AND EVIDENCE INSPECTIONS
CALEA 84.1.6
QUARTERLY INSPECTIONS
A. As part of the department’s internal inspection program the CPD Property Officer will conduct
a quarterly inspection of the department’s property management system. (CALEA 84.1.6a)
1. This inspection does not need to include an inventory or audit but will at least
consist of a review of evidence and property procedures, and accountability.
B. Any weaknesses identified will be corrected through supervisory review and training.
II.

INSPECTIONS DURING CHANGE OF PROPERTY OFFICER
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A. At any time a new CPD Property Officer is assigned, the incoming and outgoing Property
Officer along with the Chief of Police will conduct an audit of all evidence and property in CPD
Custody. (CALEA 84.1.6b)
1. This does not apply to the appointment of a temporary CPD Property Officer to
serve in a temporary absence of the Property Officer.
III.

CHIEF OF POLICE INSPECTIONS
A. At any time a new Chief of Police is appointed, the Chief of Police may request an audit of all
evidence and property in CPD Custody.
B. At least annually, the Chief of Police will personally conduct at least one unannounced
inspection of all CPD Property and evidence retention areas. (CALEA 84.1.6d)
1. This inspection does not have to be a formal audit but must at least consist of a visual
inspection for cleanliness, orderliness, and a spot check of a few pieces of evidence or
property to assure they are in the proper place as stated in the record keeping system.
C. The Chief of Police, at his discretion, may order an audit or inspection of any or all
components of the department’s property management and storage system at any time.
1. The Chief of Police may utilize any personnel within or outside the agency for this
purpose.

IV.

IMPARTIAL INSPECTION
A. At least annually, the Chief of Police will assign a member of the Command Staff to conduct a
complete audit and inventory of all evidence and property in CPD Custody. (CALEA 84.1.6c)
1. The Command Staff member conducting the audit must not be the CPD Property
Officer or anyone else directly associated with evidence and property storage.
INSPECTION/AUDIT REPORTING
A. Documentation concerning quarterly IIP inspections will be maintained in the computerized
IIP program.
B. The person responsible for conducting any other audit of any component of the property
management system will generate a report to the Chief of Police indicating their findings
including any discrepancies in inventory and documentation.
C. If the Chief of Police is the person conducting the audit he will prepare a report and forward it
to the City Administrator.
D. All reports, documenting inspections and audits, are due to the Chief of Police within 10 days
after completing the inspection or audit.
1. This does not include quarterly IIP inspections which are maintained in the
computerized IIP program and reviewed by the Accreditation Manager.
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E. Documentation concerning all other audits and inspections will be maintained in the Office of
the Chief of Police with a duplicate maintained by the CPD Property Officer.
F. The Chief of Police or the City Administrator has discretion on whether to initiate an
investigation and the investigating authority with regard to discrepancies or loss of evidence
and property from CPD Custody.
84.1.7 FINAL EVIDENCE DISPOSITION
CALEA 84.1.7
I.

AUTHORIZED PERSONS
A. The following persons may authorize the release of property that has been placed in the
custody of the Cumberland Police Department.
1. The CPD Property Officer
2. Any person authorized by the Chief of Police
3. A sitting Judge
4. The State’s Attorney’s Office

II.

RELEASE AUTHORITY
A. All evidence or property collected in homicide cases will be stored permanently unless
otherwise ordered or authorized by a Judge or a State’s Attorney.
B. In felony cases where there are no suspects or leads, evidence will be maintained for a period
no longer than the statute of limitations.
C. In misdemeanor cases where there are no suspects or leads, evidence will be maintained for a
period no longer than the statute of limitations.

E. Any property/evidence that has been retained or has been requested to be retained for civil
litigation shall not be released or destroyed without prior approval of the Chief of Police.
F. In cases where the City of Cumberland is one of the involved parties in the civil litigation, the
City Attorney will be contacted prior to the release or destruction of that property.
III.

DISPOSITION OF EVIDENCE
A. For the purpose of determining the disposition of property, it will be necessary for the CPD
Property Officer to obtain access to the JIS (Judicial Information System) computerized records
keeping system.
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D. Any felony or misdemeanor case involving property whereby the State’s Attorney approves
disposal/release of evidence in the interest of justice prior to the expiration of the statute of
limitations.
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B. Records of the status of each case for property that has been collected can be viewed from
within this system by state tracking number, or the local courts case number.
C. It will be necessary for the Property Officer to verify the availability of property for destruction
using this system.
IV.

REGULAR REVIEW
A. Once a piece of evidence has been collected and stored, the officer collecting the evidence
bears responsibility for it and it may be destroyed or returned only upon permission of the
officer.
B. Once the officer indicates that the property may be disposed because the adjudication of all
persons has been completed, the Property Officer will place the Property (IR) and item
numbers on a list of property for possible destruction or return.
C. The receipt issued at the time of collection will have specified that the owner of the property
has thirty days from the date of final adjudication in which to initiate a request for any such
property’s return.
D. If a request is received in that time period, and no appeal has been filed in the case (verifiable
through the JIS system); then, the property will be returned to the person from who it was
collected and to whom the original receipt was issued.
1. Upon return of any properties, a receipt will be obtained and stored with the Chain
of Custody log.
E. If the evidence is not attributable to a specific person, other than the collecting officer, as for
example a found cigarette butt, the item may be destroyed without the additional thirty day
wait.
DISPOSITION INSTRUCTIONS (Non-evidence)
A. Found Property
1. The investigating officer will attempt to determine and contact the owner(s) of
found property at the time the property is recovered.
2. The Property Officer will attempt to contact the owner(s) upon receipt and storage
of the property.
3. When the owner has been identified, that person will be called on the telephone or
notified via mail instructing them to contact the Property Officer to schedule an
appointment to claim their property. The owner will be given 30 days to establish
ownership and claim the property.
4. If the property is not claimed, it may be offered to the finder (unless the finder is a
City of Cumberland employee). The claimant will be given 30 days to claim the
property.
5. Exception: Found firearms will be destroyed.
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B. Safekeeping
1. Property that is being held for safekeeping shall be returned to the legal owner
upon request or by legal mandate.
2. Property (excluding firearms) not claimed within 30 days shall be considered
intentionally abandoned by the owner and will be disposed of as appropriate.
3. Firearms collected for safe keeping will be held for thirty days. The Property Officer
shall do the following upon receiving a firearm taken for safekeeping:
4. Conduct a criminal history check on the owner or person from whom the weapon
was taken. If the owner is not legally entitled to the weapon under the provisions of
Maryland law, it will be destroyed. The firearm shall not be released to the owner if
they have a conviction for any offense of Domestic Violence or are a convicted felon
as specified in Maryland law. That firearm shall be disposed of according to law.
5. Arrange to have an investigator conduct a check on the firearm through the
established automated systems to determine if it has been reported stolen. If
stolen, an attempt will be made to return the firearm to the rightful owner. If the
owner cannot be found, the weapon will be destroyed after any resulting upon
court adjudication.
6. Complete a firearm release request and forward to the investigating officer for
approval to release.
7. Upon return of the release form, the Property Officer will notify the owner by mail
or telephone to schedule an appointment for release of the weapon.
8. Release the weapon to the owner.
9. The owner must present a photo ID and provide proof of ownership if requested, if
possible.
10. The owner must sign the property report.
11. The property report is removed from the property file if there are no additional
items of evidence connected with the case, and forwarded to Records for filing in
the original case.
12. All other types of property held for safekeeping shall be returned to the owner as
soon as possible.
C. Recovered Property
1. Property may be released by the Property Officer to the rightful owners prior to the
conclusion of a trial under the authority of a court order, upon the written
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6. Property Officer will notify the finder requesting them to schedule an appointment
to obtain the property. The finder will have thirty days in which to make
arrangements to collect the property; or, the police department will consider the
property abandoned and dispose of it according to procedures.
7. All unclaimed property will be donated, disposed of or converted for departmental
use.
8. Release to Finder - The finder must present satisfactory evidence of identification
and must sign to acknowledge receipt of the property to them.
9. The receipt will be attached to the Chain of Custody log and any other pertinent
forms.
10. Unattended property obtained by the Cumberland Police Department will be held
for thirty (30) days at which time, if it is not claimed, it will be disposed of
accordingly.
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2.
3.

4.
5.
6.

authorization of the representing State’s Attorney, or as otherwise provided by this
manual.
Prior to release, a picture of the property will be taken by the property officer,
unless the property has already been photographed.
The investigating officers may make a determination to release stolen/recovered
property to its rightful owner when they recover it. When an officer returns such
property, he/she must complete a property release form itemizing the property to
be released and forward it to the Property Officer. This form can be generated from
within the computerized reporting system.
The person receiving must present a photo ID.
The person must sign the property release form.
The Chain of Custody log and release forms are forwarded to Property to be
archived.

D. Court Releases
1. When the Property Officer is contacted by the person needing evidence for court,
the item(s) needed shall be pulled from its storage location and released
2. In all cases, the person who receives the property must present a photo ID.
3. The Chain of Custody log report must be signed by the person accepting the
property.
84.1.8 CIVIL FORFEITURES
CALEA 84.1.8
GENERAL
A. No employee of the Cumberland Police Department will harass, threaten, or otherwise coerce
any person for the purpose of having them turn their property or money over to the
department.
B. No employee of the Cumberland Police Department will participate in extortion by telling a
person that police action or criminal charges will be dropped in lieu of forfeiting property or
money.
C. Property seized as part of a police investigation and later forfeited to police must be done so
as a result of a court action or written agreement.
D. All civil forfeitures will be in accordance to established local, state and federal laws.
E. The Chief of Police and the City Solicitor must approve all civil forfeitures.

F. Upon being awarded any property or monies, the Chief of Police will be responsible for
disposition of the property or monies.
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Cumberland Police Department
General Order: 85.2
Review Date: January 20, 2016
Approved: Charles H. Hinnant, Chief of Police
CPD POLICY # 85.2

MUNICIPAL PERMITS

85.2 MUNICIPAL PERMIT PROCESS
POLICY
In the Cumberland City Code there are several instances where the public is to apply to the
Cumberland Police Department for a permit to conduct a particular activity. The purpose of this
order is to give guidance to officers with processing the variety of permits.
85.2 MUNICIPAL PERMIT PROCESS

I.

PERMIT APPLICATION
A. CPD form AD-37 Municipal Permit Application is a one-page standard form
which will be used as an application for most types of municipal permits.
B. After completion the application is to be forwarded to the responsible reviewing
supervisor.
C. After review it will be that reviewing supervisor’s responsibility to contact the
party making application to advise disposition.
D. An accompanying CPD incident report will be opened and kept updated by all
officers involved in the application process.

II.

TYPES OF PERMITS
A. CARNIVALS and CIRCUSES (Sec 10-1)
1. Application is done at the City Clerk’s office in City Hall who will refer
the application to the Police Department for investigation.
Cumberland Police Department

85.2: municipal permits

E. After issuing the applicant a copy of the approved or unapproved application
the original is to be forwarded to central records.
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2. Any officer receiving such a request will forward the application to the
office of the Chief who will assign it for investigation.
3. The Chief of Police has the right to halt the operation of any such an
event at any time.
B. AMUSEMENT GAMES (Sec 10-139)
1. Application for amusement machines (pinball, video games) is done at
the City Clerk’s office in City Hall who will collect a fee and issue a metal
tag to be affixed to the machine.
2. This does not include gaming machines (gambling) which are regulated
by the Allegany County Gaming Office.

D. DISCHARGE OF FIREARMS (Sec 11-93)
1. A request to discharge a firearm is applied for on CPD form AD-37
Municipal Permit Application at the police station.
2. The application will then be reviewed by the Shift Supervisor.
3. The Shift Supervisor is to take into consideration location, time of day,
and other events in the area, when considering applications.
4. The Shift Supervisor is to make a site visit to check for safety concerns if
appropriate.
5. If approved the Shift Supervisor should make it clear that no projectiles
can be fired and that firearm safety must be followed.
6. It is permissible to issue a permit for a period of time not to exceed one
year in special cases such as funeral homes with the stipulation that
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C. SOLICITING (Sec 10-286)
1. Application for soliciting is done at the City Clerk’s office at City Hall.
2. The City Clerk will refer the subjects back to the police station for a
background check.
3. Upon receiving an application for solicitation the Shift Supervisor will
review the application and conduct a background check to the best of
his ability using police records and routine wanted checks.
4. If the Shift Supervisor notices something during the check that causes
concern they are to write “Denied” on the bottom of the application
with their signature and give it back to the person.
5. If nothing concerns the Shift Supervisor they may approve the
application by signing it and handing the original back to the person to
deliver to the City Clerk.
6. An appropriate incident report will be opened attaching all of the names
involved in the CPD incident reporting system.
7. A copy of the approved permit along with photo identifications of the
solicitors will be placed in the “SOLICITATION” mailbox.
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they contact CPD via phone one hour prior to any ceremony where
firearms are discharged.
E. PARADES and PROCESSIONS (Sec 13-72)
1. A request to have a parade or similar procession will be applied for on
CPD form AD-37 at the police station as a “Special Event.”
2. If any such events affect any Maryland state routes or interstate ramps
application must be done with the Maryland State Highway
Administration (instructions on-line.)
a. If proper application is made with the State Highway
Administration it will not be necessary to complete an
additional CPD form AD-37.
3. Upon receiving an application for parade or procession the application
will be forwarded to the Chief of Police for review.
F. SPECIAL NO-PARKING SPACES (Sec 13-96)
1. A request for special parking will be done on a CPD form AD-37 at CPD.
2. If a request for special parking (i.e. truck unloading) is short in duration
the Shift Supervisor has the authority to approve the application.
3. If the request for special parking is long term or is a request to change a
parking pattern (i.e. business loading zone) or place signs the
application will be forwarded to the administrative Lieutenant who will
bring the matter before the Cumberland Traffic Advisory Board.
G. DOUBLE PARKING (Sec 13-101)
1. The Cumberland Police Department will not authorize double parking.

I.

DOWNTOWN MALL PARKING (Sec 13-128)
1. The Downtown Development Commission Mall office will handle these
permits. Refer the applicant to that office.

J.

DUMPSTER PLACEMENT ( Sec 21-10)

Cumberland Police Department

85.2: municipal permits

H. PARKING of TRUCKS, TRAILERS etc (Sec 13-105)
1. A request for special parking will be done on a CPD form AD-37 at CPD.
2. If a request for special parking (i.e. truck unloading) is short in duration
the Shift Supervisor has the authority to approve the application.
3. If the request for special parking is long term or is a request to change a
parking pattern (i.e. business loading zone) or place signs, the
application will be forwarded to the Administrative Lieutenant who will
bring the matter before the Cumberland Traffic Advisory Board.
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1. Permanent dumpster placement applications are obtained and
processed at the tax office at City Hall.
2. Temporary dumpster placements applications are obtained and
processed at the Cumberland Zoning Office at City Hall.
K. BURNING PERMITS (Sec 14-36)
1. In order to burn yard waste within the City of Cumberland two burning
permits are necessary from the:
a. Allegany County Health Department, Environmental Health
Division
b. Cumberland Fire Department
2. Small entertainment or cooking fires are allowed without a permit.
3. The burning of trash is never permitted.
L. CAMPING PERMITS (Sec 15-73)
1. Permits are issued by the Director of Parks and Recreation.

85.2: municipal permits

M. OBSTRUCTING STREET OR SIDEWALK (Sec 22-4)
1. A request to close a street or sidewalk (i.e. block party) will be applied
for on CPD form AD-37 Municipal Permit Request at the police station
as a “Special Event.”
2. If the request in minor in nature and will not extend past the duty time
of the patrol shift the Shift Supervisor may consider such request for
approval.
3. If the request is long term the request will be forwarded to the
Administrative Lieutenant who will investigate and confer with the
Cumberland Traffic Advisory Board.

Cumberland Police Department
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