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4.5.1 Victim/Witness Policy  
 


A. Policy   
 


It is the policy of the West Norriton Township Police Department to adhere to the 
guidelines of the amended Pennsylvania Crime Victims Act 85-2002 (Senate Bill 
380) that took effect on August 27, 2002.   


 
B. Purpose   
 


The West Norriton Township Police Department is committed to the development, 
implementation, and maintenance of programs designed to provide victim and 
witness assistance to any person coming into contact with the West Norriton 
Township Police Department either as a victim or witness.  It is also the policy of the 
West Norriton Township Police Department to assure that the rights and safety of 
victims or other witnesses are protected. 


 
C. Rights of Victims and Witnesses   


 
1. It shall be the policy of the West Norriton Township Police Department to treat  


all victims and witnesses with fairness, compassion and dignity.  The responsibility of 
courteous treatment to victims cannot be delegated to other agencies, but must be 
assumed by all members of the police department.  The West Norriton Township 
Police Department is committed to the development, implementation and continuation 
of appropriate victim/witness assistance programs and activities to include the 
following objectives: 


 
a.   Protect the victim/witness from further harm 
b.   To nurture cooperation between the police and the victim/witness 
c.   To enhance willingness on the part of the victim/witness to assist in the 
 prosecution of criminal offenders.   


 
2. Chapter 49, Subchapter B of the Crimes Code of Pennsylvania outlines procedures to 


help ensure that the victim/witness remains free from intimidation. 
 


3. Statutory provisions designed to ensure that victims and witnesses are advised of the 
existence of available services require officers to give each victim of a crime the booklet 
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entitled "RIGHTS AND SERVICES AVAILABLE TO VICTIMS OF CRIME IN 
PENNSYLVANIA" developed by the Office of Victims’ Services and obtain a signed 
receipt that such notice was given within 24 hours.  This booklet contains the following 
information: 


   
a.   Pennsylvania's Victim's Bill of Rights 
b.   Victim's Responsibility 
c.   Agencies to assist the victim 
d.   Domestic Violence Victim's Rights 
e.   Crime Victim's Compensation Information 
f.   Victim’s Compensation Claim Form 


 
D. Procedures   


 
1. The goal of the West Norriton Township Police Department is to strive to maintain 


an atmosphere for victims/witnesses that is free of fear and promotes communication 
between victims/witnesses and law enforcement personnel. 


 
2. The objectives to attain this goal include, but may not be limited to: 


 
a.   Supervise and guide the activities of first responding officers who come 
 into direct contact with victims/witnesses, such as patrol officers and 
 criminal investigators. 
b. Ensure that all officers are informed of all existing department and community 


victim/witness assistance programs serving both the public and department personnel.  
All officers and employees shall be familiar with Crime victims’ compensation and this 
information is included in trainee’s Curriculum. 


c.   Ensure that all department personnel are informed and kept up to date on current 
victim/witness programs for the area.   


  
3. While the West Norriton Township Police Department does not provide victim/ 
 witness services it is a referral agency to the area agencies that do.  As such, all 


officers of the West Norriton Township Police Department shall be familiar with 
what agencies are available and what services they provide.  All officers shall be 
made aware of the West Norriton Township Police Department Victim/Witness 
Services Manual.  


 
4. Officers responding to or investigating a crime shall provide basic information on the 


rights and services available for crime victims and the availability of crime victim’s 
compensation to the direct victim or, if appropriate, a member of the direct victim’s 
family.  The information shall be provided when the agency has first contact with the 
direct victim or , if appropriate, a member of the direct victim’s family or as soon as 
reasonably possible.  The information shall be in a written notice in a manner or form 
developed by the Office of Victim’s Services.  This information shall be included in the 
officer’s report. 
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5. The West Norriton Township Police Department shall be responsible for ensuring that 


officers provide the notifications required under this policy. 
 
6. All victim/witness information shall be kept on a confidential basis and not 
 released to the public. 
 
7. The victim of a personal injury crime shall be notified within 24 hours of the arrest, 


filing or forwarding of a complaint against a suspect and shall be notified within 24 
hours of the escape of the suspect in their case.   


 
8. Any property belonging to the victim that was seized for evidence in the case shall be 


returned, if the prosecutor determines the evidence is no longer needed. 
 


E. The Act provides certain responsibilities of Law Enforcement Agencies; West 
Norriton Township Police Department Members will follow the following: 


  
1. With personal injury crimes, law enforcement agencies shall make reasonable 


efforts to notify the victim of the arrest of the suspect as soon as possible. 
However, the West Norriton Twp. Police shall provide victim information to the 
Arraignment Court. The Arraignment Court shall notify the victim of the arrest.  


      Unless the victim cannot be located, notice of the arrest shall be provided by the 
      the Arraignment Court not more than twenty-four hours after the preliminary 


arraignment. 
 
2. In personal injury crimes, all law enforcement agencies, sheriffs, deputy sheriffs 


and constables shall notify the victim of an inmate's escape from the custody of 
the law enforcement agency, sheriff, deputy sheriff or constable. 


 
3. All West Norriton Township police Officers are to carry a supply of these forms 


for issuance to victims of crimes. When such a victim exists, the officer will then 
attach to his report a copy signifying that he/she provided the victims of the 
crime the necessary information needed by the victim to pursue their rights. 
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4.6.1 PA CHILD PROTECTIVE SERVICES  
 


A. Officers, who in the course of their duties, come into contact with children shall report any 
instances of suspected child abuse in accordance with 23 Pa. CSA 6311 regarding the 
reporting of suspected child abuse.  


 
B. Any suspected child abuse shall be reported to CHILDLINE at 1-800-932-0313 


immediately by telephone. If necessary, the child shall be taken into protective custody as 
provided for in 42 Pa.C.S. 6324 relating to taking into custody and 23 PaC.S.A 6315 and 
supplied with all necessary medical attention.   


 
C. The officer who reports a case of child abuse shall, whether or not the child was taken into 


protective custody, document the incident on an appropriate report documenting the names, 
dates, times, place, type of injuries, how they were sustained and any other pertinent 
information.  This report will also be forwarded to Montgomery County Children and Youth 
Services within 48 hrs.  


 
D. Any suspected child abuse may also be immediately reported through the Child Line Portal. If 


the Child Line Portal is used it is not necessary to send a copy of the report to Children and 
Youth.   
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4.7.1 PA JUVENILE ACT – LAW ENFORCEMENT RECORDS 
 


A Law Enforcement Records 
 


1.   General Rule - Law enforcement records and files concerning a child shall be kept 
separate from the records and files of arrest of adults. Unless the release is authorized by 
the exceptions listed in 6308B, such as a charge of delinquency is transferred for 
criminal prosecution, the interest of national security requires, or the court otherwise 
orders in the interest of the child, the records and files shall not be open to public 
inspection or their contents disclosed to the public, except as provided in subsection D2, 
but inspection of the records and files is permitted by: 


 
a.   The court having the child before it in any proceeding 
b.   Counsel for a party to the proceeding 
c.   The officers of institutions or agencies to whom the child is Committed 
d.   Law enforcement officers of other jurisdictions when necessary for the discharge of 


their official duties 
e. A court in which the child is convicted of a criminal offense for the purpose of a pre-


sentence report or other dispositional proceeding or by officials of penal institutions 
and other penal facilities to which he/she is committed, or by a parole board in 
considering his parole or discharge or in exercising supervision over him.  


   
2.   Public Availability – The contents of law enforcement records and files concerning a 


child shall not be disclosed to the public except if the child is 14 or more years of age at 
the time of the alleged conduct and if any of the following apply: 


 
a.   The child has been adjudicated delinquent by a court as a result of an act or acts which 


include the elements of rape, kidnapping, murder, robbery, arson, burglary, violation of 
section 780-113a30 35 P.S. 35 Act 64 the Controlled Substance, Drug, Device and 
Cosmetic Act or other act involving the use of or threat of serious bodily injury. 


b. A petition alleging delinquency has been filed by a law enforcement agency alleging that 
the child has committed an act or acts as described in subsection (a) above and the child 
previously has been adjudicated delinquent by a court as a result of an act or acts which 
included the elements of one of those crimes. 


c. If the conduct of the child meets the requirements for disclosure as set forth in 
subsections (a) and (b) then the court or law enforcement agency shall disclose the 
name, age, and address of the child, the offences charged and the disposition of the 
case.   
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B. Fingerprinting and Photographing of Juveniles             
 


1.   Juveniles, as defined under 42 Pa. C.S.A. 6302, that are arrested for a crime that is a 
Misdemeanor or a Felony shall be fingerprinted and photographed at the time of arrest.  
Only Pa. State Fingerprint cards are to be used for juveniles.  Do NOT use the FBI 
cards.  Juveniles arrested for a summary offence of Retail Theft may only be 
fingerprinted. 


 
2.   The arresting officer shall make two copies of the prints and take two sets of 


photographs so one set may be sent to the Pa. State Police Central Repository within 48 
hours pursuant to Act 6 Pa. C.S.A. 6309. 


 
3. If needed, fingerprints and photographs of juveniles may be disseminated immediately to 


law enforcement officers of other jurisdictions, the Pa. State Police, and the FBI and may 
be used for investigative purposes.   


 
4. All juvenile fingerprints and photographs shall be stored separately from those of adults 


and juvenile fingerprints and photographs shall be destroyed immediately if the juvenile 
is not adjudicated a delinquent, or found not guilty in a criminal proceeding for the 
alleged act or acts.   


 
5. If an officer does disseminate the fingerprints and/or photographs of a juvenile he shall 


immediately notify the Shift Supervisor or OIC of who received the information, when 
and why so the appropriate records can be kept should the juvenile be found not guilty.  
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4.8.1 SEXUALLY VIOLENT PREDATORS 
 


A. Purpose   
 


To establish the guidelines for the notifications required under Section 9798 of the 
Pennsylvania Judicial Code (Title 42) regarding sexual violent predators. 


 
B. Policy   
 


It is the policy of the West Norriton Police Department to comply with section 9798 
of the Pennsylvania Judicial Code (Title 42) in reference to written notifications 
made by the police department of the municipality where a sexually violent offender 
or sexually violent delinquent child resides as required by 42 Pa. C.S.A. 9791, et seq. 


 
For the purposes of this general order the term sexually violent predator shall be deemed 
to refer to a sexually violent predator and a sexually violent delinquent child. 


 
C. Notification   


 
1. Not withstanding the provisions of 18 Pa.C.S. Chapter 91 (relating to criminal history 


record information), when a sexually violent predator, as defined in 42 Pa.C.S.A. 9792, is 
living within the Township it shall be the responsibility of the Chief of Police to provide 
written notification of this fact to the following people: 


 
a. Neighbors of the sexually violent predator. 
b. The director of the Montgomery County Children & Youth Services. 
c. The Superintendent of the Norristown School District and the equivalent official of 


any parochial or private school within a one mile radius of the predator’s residence or 
is transient. 


d. The president of each college, university and community college located within 1,000 
feet of a predator’s residence or is transient. 


e. The licensee of each certified day care center and licensed pre-school program and 
the owner/operator of each registered family day care home in the Township.   


 
2. The written notification shall contain:     


        
a. The name of the convicted sexually violent predator. 
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b. The address or addresses at which he resides. If the individual is a transient, 
written notice shall consist of the transient’s temporary habitat or other 
temporary place of abode or dwelling, including, but not limited to, a 
homeless shelter or park, and a list of the places the transient eats, frequents 
and engages in leisure activities. 


c. The offense for which he has been convicted. 
d. A statement that he has been determined by court order to be a sexually violent 


predator and the date of the court order. 
e. A photograph of the sexually violent predator, if available. 


 
3. The written notification shall not include any information that might reveal the victim’s 


name, identity and residence. 
 
4. Notification as described in subsection A shall be completed within the following time 


frame: 
 


a.   To neighbors, notice shall be provided within 5 days after information of the sexually 
violent predator’s release date and residence has been received by the Chief of Police.  
Notwithstanding the provisions of subsections (A) and (B), verbal notification may be 
used if written notification would delay meeting this time requirement.   


b.   To the persons specified in subsection (A)(2,3&4) notice shall be provided within 
seven days after the Chief of Police receives information regarding the sexually 
violent predator’s release date and residence or is transient.. 


 
5. Public Notice – All information provided in accordance with this General Order shall be 


available, upon request, to the general public.  The information may be provided by 
electronic means.   


 
6. Interstate Parolees – The duties of the police department under this General Order shall 


also apply to individuals who are paroled to this Commonwealth pursuant to section 33 of 
the act of August 6, 1941 (P.L. 861, No. 323) referred to as the Pennsylvania Board of  
Probation and Parole Law.  


 
7. Victim Notification – When the Department is notified that an individual has 


been determined to be a sexually violent predator under section 9795.4 of Title 
42 the victim shall be given written notification.  This notice shall be given 
within 72 hours after the agency receives official notification and upon 
notification of a change in address.  This notification shall contain the predator’s 
name and address(es) where he resides, the address of employment and the 
address where the sexually violent predator is enrolled as a student. 
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4.9.1 MPOETC STANDARDS 
 
A. All sworn officers of the West Norriton Township Police Department shall complete 


all recruit training as required by the Municipal Police Officer’s Education and 
Training Commission, including all physical and educational requirements, and be 
certified by the Commission prior to assuming their law enforcement duties.  
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5.1.1 ORGANIZATIONAL STRUCURE 
 


A. PURPOSE 
 


The purpose of this policy is to establish the organizational structure of the West 
Norriton Township Police Department. 


 
B. ADMINISTRATIVE 


 
1. Administrative functions encompass the management and direction of the 


department as an integrated force.  Responsibilities include administration and 
organization, personnel management, budgetary matters, public relations, 
training, planning and control for the conversion of manpower and material into 
efficient police action. 


 
2. Office Support Staff - The office staff consists of the Chief’s Secretary/Office 


Manager, Lead Clerk, Clerk and Dispatch Clerks. 
 


C.    LINE  
 


  1. Line functions are those which are operational, and primarily employed to 
directly accomplish fundamental police objectives.  They are classified and 
apportioned by purpose, process, clientele, time and geographic area.  Line 
elements of the department are the Patrol Division, and the Investigation 
Division.  Both are administered by the Deputy Chief of Police who directs and 
coordinates the resources of all divisions. 


 
2. Patrol Division 


The Patrol Division is accountable for the discharge of all primary police 
responsibilities.  It is divided into platoons, each administered by a Sergeant.  
Since the division performs all primary functions, it is imperative that its strength 
be maintained at maximum level.  Its supervisors should recognize that other 
departmental divisions and units aid is necessary to achieve its objectives, but 
that it is subordinate to none of them. 


 
3. Investigation Division  
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  The Investigation Division is administered by a Sergeant and is comprised of two 
units, i.e., adult and juvenile.  It is responsible for the investigation and proper 
disposition of all cases assigned.  It will be continuously alert to the need for full 
cooperation between all divisions and units of the department and will make 
available its resources in such a way as to insure maximum success in the 
conduct of investigations.  It shall augment the efforts of the patrol division 
beyond its area of limitation. 


 
a.   Adult Unit - is mainly charged with the duty to investigate and/or prosecute 


all cases involving persons 18 years of age and older. 
b. Juvenile Unit - is charged with the duty to investigate and/or prosecute    all 


cases involving persons who have not yet reached their 18th birthday.  It is to 
act as a clearing agency for the discovery and correction of conditions or 
situations which have an adverse effect upon youth, maintain a liaison with 
juvenile court and other agencies active in youth welfare work. 


 
D. SPECIAL SERVICES DIVISION 


 
1. The Special Services Division is administered by the Deputy Chief of Police, and 


is comprised of various police officers assigned to other primary divisions and 
duties.  This division contains four specialized units with specific secondary 
assignments and responsibilities. 


 
a. Bike Patrol 
b. Emergency Response Unit 
c. Internal Investigations Unit 


i.  Police Pursuit Review 
ii.  Shooting Review 
iii. Police Vehicle Accident Review 


 
2. Training Unit - The Training Unit is responsible for coordinating and scheduling 


all training programs, either with outside agencies or in-service; preparing 
reports and making recommendations for improving the department’s training 
program.  It is administered by a Sergeant. 


 
E. AUXILIARY SERVICES 
 


1. Auxiliary Services aids or augments line units in the accomplishment of their 
primary police objectives.  The Animal Control Officer, Crossing Guides and 
Fire Police are examples of units providing specialized services. 
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a. Animal Control Unit - The Animal Control Unit is manned by a part-time 
civilian employee who reports, through the police department, to the Board 
of Commissioners. 


b. School Crossing Guide Unit - The School Crossing Guide Unit is manned by 
part-time sworn personnel.  The unit is administered by a school guide 
named by the Chief of Police to act as coordinator between the Police 
Department, School Guides and the schools in the township which require 
this service. 


c. Fire Police Unit - The Fire Police Unit is manned by persons who have been 
nominated by the Jefferson Fire Company and confirmed by the Board of 
Commissioners.  They must be sworn and display a badge of authority and a 
prescribed uniform while performing their duties.  No fire police member 
will be permitted to carry any firearm. 
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5.1.10 DRUG AND ALCOHOL POLICY 
 


A. POLICY 
 


It is the policy of West Norriton Township Police Department to set forth 
circumstances under which employees will be required to take a test to determine 
whether or not the employee has used narcotics, illegal drugs, abused legally 
prescribed drugs and/or abused the use of alcohol.  We, as a law enforcement 
organization demand freedom from illegal drugs and/or alcohol misuse to maintain 
the integrity of our profession. 


 
B. PURPOSE 
 


The department has a legal responsibility and management obligation to ensure a 
safe working environment, as well as a paramount interest in protecting the public by 
ensuring that its employees have the physical stamina and emotional stability to 
perform their duties. 


 
Both the department and its employees are exposed to liability if the department fails 
to ensure that its employees are able to perform their duties without endangering 
themselves or the public. 


 
There is sufficient evidence to conclude that the use of illegal drugs, drug 
dependence and drug abuse, alcohol or other substance abuse, seriously impair an 
employee’s performance, as well as his general physical and mental health.  The 
illegal possession and use of drugs and narcotics is a crime and clearly unacceptable 
by department employees.  There are unique corruption hazards associated with 
unlawful drug possession and use by police officers. 
 
The following parameters have been established to ensure that all employees are fit 
for duty; aware of the ramifications of being involved in drug/alcohol abuse as it 
relates to their employment, and to be aware of the steps of implementation of this 
policy. 


 
C. DEFINITIONS 


 
1. Drug Test - a urinalysis/blood test, consisting of both a drug “screen” test and 


confirmatory test (to be used in the event drug screen test results are positive), 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Drug and Alcohol Policy Policy #   5.1.10 
 Accreditation   N/A  
 Effective Date:  January 1, 2008 Revised Date:  


By Authority Of: Chief A. Dale Mabry Signature:   







General Order 5.1.10 - Drug and Alcohol Policy  Page 2 of 7 
 


administered under approved, pre-established conditions and procedures for the 
purpose of detecting illegal drug use by employees.  In all cases of a positive 
result from a drug “screen” test, the officer will automatically submit to another 
test (confirmatory) at the same testing facility or another chosen by the township. 


 
2. Reasonable Suspicion - A suspicion based on specific objecting facts and 


reasonable inferences drawn from those facts in light of experience that 1) an 
employee is then under the influence of drugs, or 2) that the employee has used a 
controlled substance and it is reasonable to believe that said controlled substance 
would be presently detectable in the employee’s urine/blood through a drug test.  
The standard of reasonable suspicion is less than probable cause. 


 
3. The word drug(s) include alcohol in its meaning. 
        
4. The words police officer, officer, employee are interchangeable. 


 
D. PROCEDURES 


 
1. It is a condition of employment that all department employees be free from 


illegal drug use and abuse and all other substance abuse including legally 
prescribed drugs, and alcohol. 


 
2. An employee will be required to submit to drug and/or blood alcohol testing 


upon the order of command rank personnel (Chief, Lieutenant) under the 
following circumstances: 


 
a. Reasonable suspicion                                                 
b. Vehicle accident while operating a township owned vehicle 
c. Discharge of weapon 
d. Promotions 
e. Hiring 
f. Assignment to a special unit 


 
3. Officer(s) who are required to take prescription medicine that may affect the 


officer’s ability to perform his/her duties while on duty shall notify his/her 
supervisor prior to reporting for duty. 


 
4. Officers who have knowledge that another police officer is illegally using drugs 


or narcotics shall immediately report the facts and circumstances to their 
supervisor. 


5. Refusal by a police officer to take the required drug test shall be considered 
insubordination and will result in the immediate relief from his/her police duties 
pending disposition of any administrative action. 


 
6. Department employees shall not ingest, inhale, inject, or otherwise take any 


narcotics or controlled substances unless same have been prescribed for the 
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employee for medical purposes by a person licensed to practice medicine or 
prescribe medication. 


 
E. VOLUNTARY ADMISSION 


 
1. Any employee who is aware that he/she is dependent upon narcotics (prescribed 


or otherwise), or controlled substance or types of drugs, or alcohol, and who 
voluntarily admits same prior to being ordered to submit to a drug test, shall not 
be disciplined.  Rather, he/she shall be permitted to take unpaid leave of absence, 
or to utilize his accumulated vacation and/or sick leave for the purpose of 
obtaining rehabilitative treatment for his/her dependency.  This option, however, 
is afforded to an employee only once during his/her tenure with the department 
for rehabilitative treatment for narcotics/controlled substance dependency and 
only twice during his/her tenure with the department for rehabilitative treatment 
for alcohol dependency. 


 
2. While in treatment, an officer may return to limited duty assignment that does 


not require carrying a gun or operating a vehicle provided the officer has a 
negative test result and such an assignment is available. 


 
3. Before returning to active duty, the employee must receive a negative drug test 


result through a department sanctioned laboratory.  After being returned to duty, 
the employee will be required to take mandatory tests, the number not to exceed 
(4), during the first fifteen (15) months.  Said tests will be conducted at a time set 
by the department. 


 
F. REASONABLE SUSPICION 


 
1. Any command rank officer who has a reasonable suspicion that another 


employee is using drugs or controlled substances shall immediately advise the 
employee of the basis for the reasonable suspicion and order the employee to 
take a drug test. 


 
2. Any supervisory department employee, not of command rank, who has a 


reasonable suspicion that another is using drugs or controlled substances, shall 
immediately report the facts and circumstances which form the basis for the 
suspicion to command officer.  When the command officer concurs that 
reasonable suspicion of drug or controlled substance use by the employee exists, 
the command officer will advise the employee of the basis for the reasonable 
suspicion and order the employee to submit to a drug test. 


 
3. Any non-supervisory department employee who has a reasonable suspicion that another 


employee is using drugs or controlled substances shall immediately report the facts and 
circumstances which form the basis for the reasonable suspicion to his/her supervisor.  
Failure to do so shall subject the employee to disciplinary action.  The supervisor shall 
then follow the procedures stated above. 
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4. Command personnel ordering an employee to submit to a drug test shall prepare 


a report setting forth the specific facts and reasons which form the basis for the 
reasonable suspicion that led to the order for testing.  The report shall be 
forwarded to the Chief of Police, who shall maintain it in strict confidence until 
it shall be disposed of. 


 
5. Allegations of miscellaneous drug related activity which would also be 


considered reasonable suspicion requiring a drug test include, but are not limited 
to the following: 


 
a. Unauthorized involvement with a person or enterprise engaged in the illegal 


sale, delivery, manufacture, purchase, or possession of drugs and narcotics. 
b. Illegal sale, delivery, manufacture, purchase, or possession of drugs and 


narcotics. 
c. Whenever the results of a preliminary criminal investigation indicate a 


reasonable suspicion to believe that the accused officer is involved in illegal 
drug-related activity; or upon completion of the initial stages of an 
administrative investigation which indicates a reasonable suspicion to believe 
that the accused officer is personally using illegal drugs or is personally 
misusing or abusing legally prescribed or dispensed medications. 


 
6. A reasonable suspicion exists when a person has a reasonable belief that an 


individual is under the influence of a drug or drugs which affect behavior, 
supportable by direct observation, articulable reasons and common sense.  In 
addition to other evidence of suspected drug abuser, the following are some of 
the indicators that may give rise to a reasonable suspicion to believe that an 
employee’s physical or mental abilities to perform assigned duties and 
responsibilities are affected by drugs. 


 
a. Changes in speech pattern. 
b. Staggering gait or poor coordination. 
c. An accident while operating a township owned or leased vehicle, 
    equipment or property.    
d. Unusual behavior, variations in mood, deterioration of performance during a 


work period. 
e. Physical or verbal altercations. 
f. Possession of drugs. 
g. Information from a reliable person, with personal knowledge, who is willing 


to publicly state the information. 
h. Erratic operation of a motor vehicle. 


 
G. PROCEDURE FOR ORDERING DRUG TESTING 


 
1. The accused officer will be presented with the accusations and will sign his/her 


name at the bottom of the report indicating that the officer has read it.  This 
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signature will in no way be considered an admission of guilty, but only an 
acknowledgment of the fact that the report was read.  A copy of this report will 
be given to the accused officer. 


 
2. Submission to drug testing shall include compliance with all preliminary testing 


requirements including, but not limited to an initial medical interview and the 
execution of certain forms. 


 
3. If the accused officer agrees to take the drug test, that officer shall complete and 


sign the Drug Testing Consent Form, which shall be read to the officer.  A copy 
of the Consent Form will be given to the accused. 


 
4. An employee who fails or refuses to submit to a drug and/or blood alcohol test 


under the circumstances, terms, and conditions set forth, shall be subject to 
disciplinary action, up to and including dismissal.  Any employee who does 
submit to drug or alcohol testing pursuant to the circumstances, terms and 
conditions of the Order, and whose confirmatory drug test and/or blood alcohol 
test indicates a positive result, shall be subject to disciplinary action, up to and 
including dismissal.   


 
H. URINARY/BLOOD PROCEDURE 


 
1. A supervisor will transport officer(s) to a hospital where the test will be conducted. 
 
2. The supervisor will verify all the preliminary documentation associated with the 


test for each officer by initialing it and will positively identify the officer prior to 
the test.  A copy of the consent form given to the supervisor will return it to the 
Chief of Police. 


 
3. The urine/blood specimen will be collected in a manner that will preserve the 
 dignity of the officer and ensure the integrity of the sample.  Supervisor will 


observe the removal of specimen from the officer. 
 
4. The urine/blood specimen will be received from the hospital personnel by the 


observing supervisor. 
 
5. The specimen along with the proper paperwork will be directly transported to the 


National Medical Laboratory for analysis.  In the event the laboratory is closed, 
the specimen will be secured according to departmental procedures and 
transported at the earliest time to the laboratory. 


 
I. ADMINISTRATIVE/DISCIPLINARY ACTION 


 
1. No disciplinary action shall be taken against an employee who has been ordered 


to take and has taken a drug test based on reasonable suspicion, during the period 
between the time he is ordered to take the test and the time the test results are 
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received.  During that period, however, the employee shall be required to 
surrender his/her weapon, and shall be placed on administrative leave with pay.  
Both actions shall be accomplished most discreetly and, whenever possible, 
without advising other personnel of the reasons. 


 
2. If the confirmatory test of an employee’s specimen indicates a positive result, the 


Chief of Police shall place the employee on administrative suspension and shall 
initiate a formal investigation against the employee in the manner set forth in the 
Police Manual for other violations of departmental rules and regulations. 


 
3. Any probationary officer who refuses to take a test pursuant to this policy will 


automatically be terminated. 
 
4. For all other employees where disciplinary action warrants (short of termination) 


will in addition to a suspension be required to take mandatory tests, not to exceed 
four (4) during the first fifteen (15) months of return to active duty.  Said test 
will be conducted at a time set by the department. 


 
5. All expenses for said treatment (if not covered by the township health plan) is the 


responsibility of the officer. 
 


J. DOCUMENTATION CONFIDENTIALITY 
 


1. If the results of the confirmatory test are positive, all documentation generated in 
connection with the performance of the test, including the consent and release 
form, records made in connection with specimen collection and test results, shall 
be made available to the employee.  There shall be no dissemination of said 
documents to the public, except as may be necessary by law and/or as a result of 
the public grievance hearing. 


 
2. If the results of the test are negative, or if the results of the confirmatory test 


indicate the presence of only prescribed or over-the-counter medication, all 
documentation generated in connection with the performance of the test 
(including the consent and release form, records made in connection with 
specimen collection and test results) shall be maintained in a file, in the strictest 
confidence.  Said documentation shall be available only to the employee or his 
representative, upon production of written authorization.  There shall be no 
dissemination of said documents to the public, except upon a request for a job 
reference for the employee from outside the department. 


 
3. Any and all actions required to be taken by this Order shall be effected with the 


utmost discretion, and with the involvement of as few personnel as possible.  
Further, individuals acting pursuant to this policy, or having knowledge of 
actions taken pursuant to this policy, shall not discuss said actions with others, 
either within or without the department, except as may be required by this policy, 
or as may be dictated by necessity, and then such actions shall be discussed only 
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on a need-to know basis.  All documentation generated pursuant to this policy 
shall be maintained in the utmost confidentiality. 


 
K. DRUG AND BLOOD ALCOHOL TESTING PROCEDURES FOR EMPLOYEES 


INVOLVED IN VEHICLE ACCIDENTS.  
 


1. Department members involved in a vehicle accident while operating a 
department vehicle where there is a fatality or critical injury, will be given both a 
drug screening test and a blood alcohol test. 


 
2. Both command and supervisory personnel will be called to the scene. 
 
3. The employee will be conveyed to a hospital for any required medical treatment 


and for a drug screening test and a blood alcohol test. 
 
4. The supervisor at the scene of an accident involving a department member operating a 


department vehicle, where there is neither a fatality nor critical injury, will initiate the 
process for a drug screen test and a blood alcohol test, if there is reasonable suspicion to 
believe that the member is under the influence of drugs or alcohol. 


 
L. PROCEDURES FOR DRUG AND BLOOD ALCOHOL TESTING IN THE 


DISCHARGE OF FIREARMS  
 


1. When a firearm is discharged by a sworn officer, either accidentally or 
intentionally, except at a target at an approved firing range or without prior 
approval, and a supervisor at the scene of the incident has reason to believe that 
the employee is under the influence of drugs or alcohol, the employee will be 
conveyed to a hospital for both a drug screen test and a blood alcohol test. 


 
M. DRUG TESTING PROCEDURES OF NEWLY PROMOTED OFFICERS  


 
1. All newly promoted officers will be required to submit to a drug screen test.  The Chief 


of Police will notify the officers when and where to appear for the drug screen test. 
 


N. DRUG TESTING PROCEDURES FOR NEWLY HIRED OFFICER  
 


1. All recruits prior to starting employment will submit to a drug screen test.  The Chief of 
Police will notify the recruit when and where to appear for the drug screen test. 


 
2. The Township reserves the right to refuse to extend an offer of employment to 


any candidate who fails a pre-employment drug test. 
 


O. DRUG TESTING PROCEDURES FOR SPECIAL UNITS  
 


1. Prior to and/or during assignments to special units, officers may be required to 
submit to a drug screen test in the manner prescribed by this policy. 
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3.1.11 PERSONAL USE OF POLICE VEHICLES 
 


A. PURPOSE  
 
 The Board of Commissioners recognizes that certain police department personnel 


must maintain radio communications with police headquarters, must be available for 
duty at any time, and be able to immediately respond to emergency and life 
threatening situations. 


 
B. POLICY  
 
 West Norriton Township officially authorizes the off-duty use of township owned 


vehicles by certain police department personnel, incident to law enforcement 
functions and for minimal personal use. 


 
C. PROCEDURES – RULES- REGULATIONS  


 
1. The personal use of township owned vehicles by police personnel is restricted as 


follows: 
 


a. In the event an officer resides outside the stated geographic limitations, the 
vehicle may only be used for minimal personal use while commuting to and 
from police headquarters. 


b. Police department personnel who have been authorized by the Chief of 
Police to use a township owned vehicle to attend a school, training seminar, 
or other law enforcement function may use the vehicle for personal purposes, 
provided they are necessary and incidental to that particular function.  Any 
and all other off-duty use of township owned vehicles must have prior 
approval from the Chief of Police. 


c. Members of an officer’s immediate family are authorized to be passengers in 
a township owned vehicle, to the extent that such personal use is incidental or 
co-existent to official functions. 


d. Vehicles owned by West Norriton Township may only be operated by 
township employees. 


e. Vacation and recreational use of any township owned vehicle is prohibited. 
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5.1.13 COURT ORDERS 
 


A. PURPOSE  
 


The purpose of this directive is to establish guidelines and procedures for officers to 
follow when they are called to handle civil court orders. 


 
B. POLICY  
 


It is the policy of the West Norriton Twp. Police Department to assist citizens within 
the confines of the law and to clarify to them the difference between criminal and 
civil enforcement abilities. 


 
C. DEFINITIONS  


 
1. Civil 


 
a. Custody Order - unenforceable by the police department 


 
2. Criminal 


 
b. Protection From Abuse Order - enforceable by police department as it carries 


a criminal penalty of indirect criminal contempt. 
 


D. PROCEDURES  
 


1. When receiving a request for assistance involving a civil court order, i.e., child 
custody order, officers will read order to: 


 
a. Ascertain if it is an active court order. 
b. Determine if it is signed by a Montgomery County Judge of Common Pleas 


Court. 
c. Determine if the Order is specific and not general in relation to its intent and 


meaning 
d. Understand the contents before speaking to the complainant. 
e. Interview the complainant to ascertain any additional information that would 


help you in reaching your decision to offer assistance. 
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2. Invalid Court Order 
 


a. If, in your judgment, it is unclear or not a valid order, advise the complainant 
to see his/her attorney as soon as possible, that you will take no further action 
at this time. 


 
3. Valid Court Order 


 
a. Advise the complainant that: 


 
i. You will not enforce civil court orders. 
ii. You may, however, accompany the complainant to the location in 


question for the purpose of keeping the peace and to document the 
custody changing hands or the refusal to do so. 


 
4. Upon arriving at the location advise the second party of the reason for your 


presence: 
 


a. That you are not there to enforce the court order. 
b. To keep the peace only. 
c. Document the custody change or the refusal to do so. 
d. If there is a refusal to change custody you will again advise both parties that 


the matter is being documented and to see their attorneys as soon as possible. 
 


5. It is suggested that you instruct the complainant to leave the location while you are 
present in order to avoid potential problems in this highly emotional situation. 


 
6. As this type situation may also bring allegations of child abuse from one of the 


parties, you will be alert to this possibility. 
 
7. If there are visual signs of abuse you take appropriate action. 


 
a. Take immediate custody of the child. 
b. Immediately notify the department’s Juvenile Division. 
c. At the Juvenile Division’s direction, contact the Office of Children and 


Youth immediately. 
 


8. If there are allegations (only): 
 


1.  Advise the second party of the allegation. 
 
2.  Notify both parties that the Office of Children and Youth will be contacted. 
 
3.  Contact the Office of Children and Youth. 
 
4.  Advise the Juvenile Division of the allegations. 
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5.  In all incidents of this type, document the matter in as much detail as 


possible. 
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5.1.14 AIDS POLICY 
 


A. PURPOSE  
 


AIDS (Acquired Immune Deficiency Syndrome Infectious Disease) is a rapidly 
growing epidemic; however, prudent precautions can reduce the spread of the virus.  
This directive has been developed so that this agency may manage those things that 
we can reasonably predict will occur in the performance of our duties, and protect 
departmental personnel from unnecessary exposure to the virus. 


 
B. DISCUSSION  


 
Police personnel routinely come into contact with members of the public.  At some 
point it is predictable that police officers will come into contact with a person who 
has an infectious disease such as AIDS, hepatitis and other infectious diseases. 
 
As a result, extreme caution should be exercised by police personnel, and the 
following procedures shall be utilized when dealing with blood, items stained with 
blood or other bodily fluids, and persons of high-risk groups. 


 
C. POLICY  


 
1. Infectious Disease 


 
a. Discretion should be used by officers to limit their exposure to contagious 


diseases. 
b. Protective disposable gloves and other infectious disease control materials 


should be used by officers to prevent transmission of contagious diseases.  
Direct contact with blood and other bodily fluids should be avoided 
whenever possible. 


c. Officers shall not eat, drink or smoke at crime scenes where bodily fluids are 
present or other contagious factors exist. 


d. Officers should be aware that certain prescribed medications, suppress their 
immune system and make them more susceptible to infectious disease.  
Officers should consult with their private physician if they are taking 
prescription drugs. 


 
D. PROCEDURES  
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1. Supplies 
 


a. Patrol sergeants shall ensure that adequate supplies are available for 
infectious disease control within their respective units. 


b. Patrol sergeants will be responsible for dissemination of supplies for 
infectious disease control, within their respective units. 


c. Protective gloves, other first aid supplies and disinfecting materials will be 
readily available at all times.  These items will be kept in patrol office and 
marked “Contagious Disease Supplies.” 


d. Supply case will contain: 
 


i. Three pairs of coveralls - one each size 
ii. Protective disposable gloves 
iii. Plastic bags and sealing ties, or sealable plastic bags 
iv. Spray bottles 
v. Liquid and aerosol germicidal cleaner 
vi. Disposable handwipes (70% isopropyl alcohol); 
vii. Absorbent Chux 
viii. Other absorbent materials, such as sponges, etc. 
ix. “Isolation Area - Do Not Enter” signs 


 
E. CUSTODY PROCEDURES  


 
1. Persons of high-risk groups, including homosexuals, intravenous drug users, 


prostitutes and others should be treated with caution.  Where violence or an 
altercation is likely, protective disposable gloves should be worn.  Extreme 
caution should be used during the search of suspected drug users or dealers to 
prevent accidental skin punctures by needles.  Extreme caution must also be used 
when reaching into areas, such as under car seats, that are not visible. 


 
2. After the completion of the task or search where protective disposable gloves 


were utilized, they should be removed with caution, placed in a plastic bag and 
securely sealed. 


 
3. Whenever it is necessary to transport to a health care facility, a subject who, as a 


result of an accident or altercation, has blood or bodily fluids present on his 
person or clothing, an ambulance should be summoned. 


 
4. Officers have an obligation to inform other support personnel (firefighters, 


paramedics, prison hospital personnel, etc.) whenever change or transfer of 
custody occurs and the subject has blood or bodily fluids present on his person, 
or if the subject has made a voluntary statement that he has a contagious disease. 


 
5. Subjects taken into custody with blood or bodily fluids on their persons or 


suspected of having a contagious disease, shall: 
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a. Be transported separately from other subjects, when possible, and 
b. Be placed in the designated holding area for processing.  An “Isolated Area - 


Do Not Enter” sign shall be posted. 
 


6. Officers should indicate on the appropriate arrest forms when a subject taken into 
custody makes a voluntary statement that he has an infectious disease.  
Additionally, a notation should be made when a subject has blood or bodily 
fluids present on his person or clothing (i.e., “Bodily Fluids Present”). 


 
7. Officers responding to a call where a complainant is alleging that he has been 


intentionally infected with an infectious disease shall summon a supervisor to 
respond to the scene.  A report to the investigative division outlining the details 
of the alleged occurrence shall be made. 


 
F. VEHICLE MAINTENANCE  


 
1. Disinfection procedures shall be effected when a police vehicle requires 


maintenance after blood or other bodily fluid discharges. 
 
2. Protective disposable gloves will be worn during all phases of disinfection: 


 
a. Officer should be aware that rings, jewelry or long fingernails may compromise 


the structural integrity of the gloves.  They should make certain the gloves are not 
torn before they attempt to begin any phase of the maintenance process.  Officers 
shall be careful not to contaminate themselves during this cleaning regimen or 
when taking off their disposable protective gloves. 


 
3. Any excess of blood or bodily fluids should first be wiped up with a disposable 


absorbent Chux or other approved absorbent materials.  Afterwards, the absorbent 
materials should be immediately placed in a plastic bag and securely sealed. 


 
4. The affected area shall be cleaned with the virucidal-germicidal solution and 


allowed to air dry for ten minutes. 
 
5. All disposable contaminated cleaning items shall be placed in plastic bags and 


securely sealed. 
 


G. CELL CONTAMINATION  
 


1. An “Isolated Area - Do Not Enter” sign shall be immediately posted on the cell. 
 
2. The supervisor will be responsible for ensuring that the cell will be properly 


disinfected or sealed off. 
 
3. Recommended disinfection procedures to be followed are the same as for vehicle 


disinfection procedures above. 
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H. HANDLING AND STORAGE OF PROPERTY AND EVIDENCE  
 


1. Evidence containing suspected blood or other bodily fluids should be handled 
with gloves.  If the stain or sample is dry, it should be placed in a paper bag.  A 
proper evidence tag, an evidence processing request and a special label should be 
affixed to the outside of the package.  If the evidence consists of a syringe and 
needle, the needle portion should be made safe by wrapping with tape so that the 
sharp point is covered and is blunt.  The needle/syringe should be placed in a 
plastic bag so that it can be seen by persons handling the evidence.  The bag 
should be tagged with an evidence tag, a processing request and a special label.  
It should be noted that if the needle/syringe is to be processed for latent 
fingerprints, the plastic bag may hinder the obtaining of latents.  Remember, the 
safety of police personnel is of utmost importance.  Liquid samples either should 
be collected as a liquid and stored in a bottle, or, if located on clothing or similar 
materials, should be air-dried and packaged as described above. 


 
2. Always wash thoroughly with soap and water after handling any item suspected 


of being contaminated with blood or other bodily fluids.  Wash even if you have 
worn gloves. 


 
3. Persons working in areas for extended periods of time where blood or other 


bodily fluids have been shed, for example, crime scene personnel working for 
protracted periods of time at homicide scenes, should wear anti-contamination 
clothing such as suits, masks, boot covers and gloves. 


 
4. Officers will adhere to a precise regimen when handling, processing and storing 


potentially infectious disease-contaminated evidence/property. 
 
5. Any clothing or evidence known to be contaminated with suspected AIDS, Hepatitis 


B or other contagious diseases will be placed in a specified area and clearly labeled.  
Label in this manner: “Known AIDS” “Possible Hepatitis B,” etc.  


 
6. All bloody clothing will be treated as if it is contaminated.   
 
7. All bloody clothing or evidence, and sacks containing the clothing or evidence, 


will be handled with protective disposable gloves. 
 
8. Any clothing known or suspected to be contaminated with any contagious 


disease, bloody or not, will be handled by personnel only after those persons 
glove with protective disposable gloves. 


 
9. All personnel shall was their hands thoroughly with germicidal soap after 


handling any possibly contaminated clothing or evidence. 
 
10. All property for disposal shall be kept in sealed plastic bags. 
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I. PROPERTY CONTAMINATION  
 


1. When department-issued or personal property is contaminated by blood or bodily 
fluids in the line of duty, officers will place the items in a sealed plastic bag.  The 
officer will verbally inform supervisory personnel when possible infectious 
disease-contaminated items are in their custody. 


 
2. If supervisory personnel determine that effective disinfection procedures are not 


practical, officers will place the property in a sealed plastic bag for disposal and 
direct a memo through the chain of command to the Chief for replacement. 


 
3. The memo should include: 


 
a. The circumstances by which the property became contaminated. 
b. Whether any person was charged with destruction of public or private 


property, due to the circumstances by which it became contaminated. 
c. Coveralls will be available when uniforms become contaminated and officers 


require a change of clothing. 
 


J. LINE of DUTY EXPOSURE to INFECTION DISEASE or CONTAMINATED 
MATERIALS  


 
1. Documentation will be prepared when officers have cause to believe they have 


had high-risk exposure during line of duty activity. 
 
2. Examples of high-risk exposure are: 


 
a. The handling of bloody or wet items, where scratches, cuts or open sores are 


noticed on the area of contact. 
b. Direct contact with bodily fluids from a subject on an area where there is an 


open sore or cut. 
c. Direct mouth-to-mouth resuscitation (CPR). 
d. The receiving of a cut or puncture wound as a result of searching or arresting 


a subject. 
e. Other high-risk exposure. 


 
3. A supervisor will be notified and see that the report detailing the extent of 


exposure is completed. 
 
4. Officers will be evaluated clinically and serologically for evidence of infection, 


after the exposure.  This will be done through the township’s health care plan. 
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5.1.16 E-MAIL, INTERNET AND OTHER ELECTRONIC COMMUNICATIONS POLICY 
 


A. PURPOSE  
 


It is the purpose and intent of West Norriton Township to provide guidelines 
addressing acceptable use of Township computers for those employees authorized to 
access the internet, and/or e-mail, and any and all other electronic communications. 


 
B.  POLICY  
 


It is the policy of West Norriton Township that employees using township computers 
be held responsible for the appropriate use of such computers following acceptable 
standards as set forth in this policy.  


 
C. E-MAIL SYSTEMS  


 
1. The e-mail system is provided at the expense of West Norriton Township to assist in 


carrying out the business of the municipality.  The e-mail system permits authorized 
users to communicate with each other internally and with selected outside individuals, 
business, and other service providers that West Norriton Township, at its sole discretion, 
decides should be connected to the system. 


 
2. West Norriton Township considers the e-mail system to be for business use only.  


While it is possible that employees may decide to send personal messages, West 
Norriton Township assumes no responsibility for their content or for maintaining 
their privacy, and municipal employees have no expectation that such privacy 
will be maintained.  In order to ensure that the system functions properly and that 
West Norriton Township and/or its employees are not liable for improper use of 
the Internet and other connection, West Norriton Township considers all 
messages sent, received or stored as business messages, and thus, property of 
West Norriton Township.  Conducting business unrelated to West Norriton 
Township, other than incidental personal traffic, is expressly prohibited.  


 
3. Because of our intent to operate within the law, West Norriton Township reserves the 


right to access, review, copy, or delete all e-mail messages for any purpose and to 
disclose them to any party (inside or outside West Norriton Township) as it deems 
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appropriate.  This includes the right to install software that monitors e-mail and Internet 
usage.  West Norriton Township, however, bears no responsibility for the content of the 
messages sent or received by its employees.  West Norriton does not and will not 
preview, edit or approve material on a routine basis in the e-mail system.  All messages 
sent on the e-mail system are attributable solely to the individual users of the e-mail 
system, and West Norriton Township is not a party to them.  West Norriton Township 
shall not be liable for, assume any responsibility for, or bear any costs arising out of e-
mail communications flowing in or out of West Norriton Township’s computer system. 


 
4. Should employees make incidental use of the e-mail system (including Internet 


e-mail) for the purpose of transmitting or receiving personal messages, such 
messages will be treated no differently than other messages.  Accordingly, 
authorized users should not use the e-mail system to send, receive, or store any 
messages that they wish to keep private.  (Incidental use of the e-mail system is 
defined as occasional, casual, minor, or insignificant use that does not impact 
upon an employee’s duties or impede business-use operations). 


 
5. No e-mail messages or information should be created, sent or forwarded which may 


reasonably be deemed to be intimidating, hostile or offensive in nature, or which is 
discriminatory on the basis of race, color, religion, sex, national origin, sexual orientation, 
disability or any other basis that is unlawful under applicable state and federal law.  Nor 
should any obscene, profane, abusive, or offensive language be transmitted.  Any violation 
of this policy is grounds for disciplinary action up to and including discharge. 


 
6. No e-mail or other electronic communications may be sent which hides the identity of 


the sender or represents the sender as someone else.  All messages communicated on 
West Norriton Township’s e-mail system should contain the sending employee’s name.  
West Norriton Township bears no responsibility for any consequences resulting from 
any employee who uses the e-mail system for any fraudulent, or other illicit purpose, or 
contrary to the provisions of this policy. 


 
7. Any employee who becomes aware of misuse of West Norriton Township’s e-


mail system must contact the Township Manager immediately. 
 


D. PRIVILEGED COMMUNICATIONS  
 


1. Some of the messages sent, received, or stored in the e-mail system may be privileged 
communications between West Norriton Township and its attorneys, or other entities.  
Upon receipt of any such message, do not forward it or its contents to others inside West 
Norriton Township without the authorization of all parties.  Never forward such messages 
or contents to any outsiders.  To the extent practicable, all efforts should be made to send 
such privileged communications in an encrypted form. Moreover, as West Norriton 
Township has not established an encryption standard for use, all encryption software, prior 
to sending any message, should be approved by the Township Manager. 


 
E. VIEWING and PROTECTING E-MAIL MESSAGES  
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1. In order to guard further against dissemination and disclosure of proprietary 
information, employees should exercise caution when accessing their messages 
in the presence of others.  E-mail windows should not be left open on the screen 
when the computer is unattended.  Users shall not allow any other person to use 
their name and password to gain access to the e-mail system.  Passwords are 
required and should be changed every ninety (90) days.  West Norriton 
Township reserves the right to impose guidelines requiring mandatory password 
changes and encryption measures to provide additional measures of security. 


 
F. STORING and DELETING E-MAIL MESSAGES  


 
1. West Norriton Township strongly discourages the storage of large numbers of e-


mail messages.  Retention of messages consumes space on the network server 
and/or individual hard disks and can reduce their performance.  Accordingly, 
employees should promptly delete any e-mail messages they send or receive that 
no longer require action or are not necessary to an ongoing project.  Employees 
should audit stored e-mail messages regularly and should delete any messages 
that are no longer needed.  West Norriton Township reserves the right to 
establish database management guidelines on memory storage size limits for 
users and to establish guidelines which provide for the automatic purge of 
previously “read” messages. 


  
G. COPYRIGHTED INFORMATION  


 
1. Use of the e-mail system to copy and/or transmit any documents, software or other 


information protected by the copyright laws, without proper authorization by the 
copyright owner, is prohibited.  Copyright protection applies to any document, photo, 
software, or information unless it is specifically marked as public, not copyrighted, or 
freeware.  In the absence of any specific copyright markings, material or information 
should be considered copyright protected.  West Norriton Township assumes no 
responsibility for reviewing, ascertaining or policing copyrighted material that may be 
transmitted to or from the e-mail system by employees. 


 
H. E-MAIL ETIQUETTE  


 
1. Please bear in mind that your e-mail messages may be read by someone other  


than the addressee, and may even have to be disclosed to outside parties 
including courts in connection with litigation.  Accordingly, please take care to 
ensure that your messages are courteous, professional, businesslike, and tasteful. 


 
I. VOICE MAIL, FACSIMILE & EDI SYSTEMS  


 
1. To the extent applicable, all above policy provisions related to e-mail systems 


shall apply to any voice mail, facsimile, or EDI (Electronic Data Interchange) 
system owned by West Norriton.  Restrictions on access is established (i.e., it is 
permissible for someone to leave a message in your voice mailbox, but other 
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persons should not be given password access to your voice mailbox).  EDI is 
defined as any electronic exchange of data, including modem-to-modem 
transfers. 


 
J. MUNICIPALITY INTERNET GUIDELINES  


 
1. As with e-mail, West Norriton Township provides Internet access solely to facilitate the 


conduct of West Norriton Township’s business as a public service provider.  Access to the 
Internet may be limited at West Norriton Township’s discretion.  This includes the use of 
filtering software to bar access to certain addresses.  Employees are expected to use the 
Internet at all times in the manner that benefits West Norriton Township.  The 
downloading and installation of software programs onto a West Norriton Township 
computer or onto a West Norriton Township network server without prior approval from 
the Township Manager is prohibited.  West Norriton Township accordingly will not allow 
its employees to (1) support the recreational use of the Internet, (2) provide access to news 
groups or other Internet sources that are not clearly work-related, or (3) provide assistance 
to users attempting to do (1) and (2) on their own.  In addition, setting up Internet services 
such as World Wide Web (WWW), Home Pages, File Transfer Protocol (FTP), GOPHER, 
SMTP gateways, etc. on any computer connected to a West Norriton Township network 
requires prior approval. 


 
2. The following activities on the Internet are specifically prohibited and may result 


in disciplinary action, up to and including discharge. 
 


a. Using the Internet for personal gain or for commercial activity unrelated to 
West Norriton Township. 


b. Sending privileged information or West Norriton Township restricted information.  
c. Sending material that is threatening, intimidating, hostile, offensive, or discriminatory 


on the basis of race, color, religion, sex, national origin, sexual orientation, disability, 
or any other basis prohibited by applicable law.  In addition, the receipt of such  


      material and/or showing such materials to co-workers is strictly prohibited.   
d. Copying or otherwise converting protected electronic information. 
e. Violating copyright or trademark laws. 
f. Making any unauthorized attempt to break into another organization’s 


computer system. 
g. Using the Internet for any activities not specified here that are in violation of 


federal, state, or local laws. 
h. Downloading another service provider, i.e., AOL, MSN, etc. to any 


Township computer to include any free e-mail service. 
i. Accessing home internet or e-mail accounts through the Township computer network. 
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5.1.18 COURTHOUSE FIREARMS POLICY 
 


A. POLICY: 
 


It shall be the policy of the West Norriton Township Police Department to follow all 
policies and restrictions of the Montgomery County Courthouse with regard to 
officers carrying firearms within the courthouse. 


 
B. OFFICERS IN COURTHOUSE ON DUTY: 


 
1. When an officer is on duty, in uniform, and must be in the Montgomery County 


Courthouse on official business they are permitted to carry their firearm in the 
courthouse provided that the firearm is secured in a safety holster. 


 
a. A safety holster must be one that is approved, in terms of design and 


operation, by the Chief County Detective. 
 


2. When an officer is on duty in plain clothes and must be in the Montgomery 
County Courthouse of official business they may carry a firearm only under the 
following conditions: 


 
a. The firearm is secured in a safety holster 
b. They wear their badge plainly visible on their outer most garment. 


 
3. No officer may carry a firearm during a court proceeding when he/she is a 


litigant or otherwise not on official police business. 
 
C. VIOLATION OF POLICY: 


 
1. Any breach of this policy may subject the violator to contempt proceedings in 


addition to any departmental discipline that may be levied. 
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5.1.19 VEHICLE TOWING AND ABANDONED VEHICLES 
 


A. POLICY: 
 


Any vehicle towed or impounded (at the direction of a township police officer) from 
public or private property, within or outside the township is to be inventory searched 
for valuables.  Any vehicle taken into custody for the purpose of storage or 
safekeeping until the owner is identified, located, or released from custody, is to be 
inventory searched.  Custody of the vehicle must be lawful and necessary.  All items 
in the vehicle will be listed on the “Auto Inventory and Towing Log.” 


 
B. PURPOSE: 


 
To provide officers with uniform guidelines to follow when conducting a warrantless 
inventory search of a motor vehicle that is to be impounded at police direction.  
These guidelines are directed towards the achievement of the following: 
 
Protection of police officers and the department from claims or dispute or dispute 
concerning allegedly lost or stolen property. 
 
Protection and preservation of property for its owners while the property remains in 
police custody and care. 
 
Assurance that inventory searches are conducted within the limits imposed by the courts. 


 
C. TOW PROCEDURES 


 
1. Accidents 


 
a.   Whenever an officer has to tow a vehicle from an accident scene on a public 


highway, the officer will first inquire from the owner/operator of the vehicle if 
he/she has anyone in particular he/she wants to have tow his vehicle.  If not, the 
officer will contact the police towing contractor.  If the owner/operator does 
request a particular towing firm, and if time and conditions permit, the officer 
will allow the owner/operator to notify his towing contractor. 


 
2. Private Property 
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a.   Whenever this department receives a request from a property owner or his 


agent to remove a vehicle from private property, the officer will inform the 
owner/agent that this is outside of police jurisdiction and he will have to have 
the vehicle towed himself. 


b.   The officer may, however, assist the owner/agent in obtaining the name and 
address of the owner of the vehicle in question. 


c.   Exceptions to the above are where the vehicle in question is found to have 
been stolen or used in a crime, or where a dangerous condition exists and 
requires immediate police action. 


 
3. Arrest 


 
a.   Whenever a subject is arrested by this department and a vehicle was under 


the subject’s control at the time, the vehicle shall be towed for safekeeping. 
 


4. Stolen 
 


a.   Whenever a stolen vehicle has been recovered and the owner is unable to take 
immediate control, the vehicle shall be towed for safekeeping. 


 
5. In all cases where a vehicle is towed by the police, the officer will file an Auto 


Inventory and Towing Log. 
 


D.  ABANDONED VEHICLES 
 


1. In all cases involving the handling of abandoned motor vehicles, the following 
procedures will be followed: 


 
a.   Officers who observe or receive a report of an abandoned vehicle shall fill 


out an abandoned vehicle report. 
b.   Reporting officer shall attempt to determine ownership through the 


registration number, serial number or inspection sticker. 
c.   Reporting officer shall notify in person the owner/agent of the abandoned 


vehicle, if known, and note same on report. 
d.   Reporting officer filling out the abandoned vehicle report shall place an 


abandoned vehicle sticker on the vehicle. 
e.   Reporting officer will then file report following normal procedures. 


 
2. After administration records, a copy will be forwarded to the designated TSU 


abandoned vehicle officer who will check the vehicle and then complete the 
certified letter and forward to administration for mailing. 


 
3. Upon receiving the return receipt card or unclaimed letter, the abandoned vehicle officer will 


calculate the seven day period.  If the vehicle is still on location and the owner/agency has 
not contacted this department, the abandoned vehicle officer will impound the vehicle.  If the 
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owner/agent has contacted this department within the seven day period, the owner/agent 
shall be given an additional 48 hours to remove the vehicle.  If at the end of the additional 48 
hour period the vehicle has not been removed, the abandoned vehicle officer will impound 
the vehicle.  A citation will then be issued by the abandoned vehicle officer. 


 
4. When towing an abandoned vehicle, a written request will be given to the salver. 
 
5. In the event the owner/agent of the abandoned vehicle relocates the vehicle to a location 


away from the original location of the abandoned vehicle and the new location is still on 
a street or highway in West Norriton Township, the abandoned vehicle officer shall be 
notified and proceed as if the vehicle had not be relocated. 


 
6. If the owner/agent of an abandoned vehicle removes same from the highway or 


street and such movement is only a temporary removal wherein the vehicle is 
returned to the highways or streets within 60 days of the date of removal of the 
vehicle and the vehicle maintains abandoned vehicle status, the abandoned 
vehicle officer will immediately impound the vehicle and issue a citation. 


 
7. Whenever a motor vehicle is parked legally or on the highway where it is obstructing 


traffic to a degree where it is a safety hazard, the officer has the discretion to have the 
vehicle towed. 


 
8. Non-Motorized Vehicles 
 


a.   Follow the procedure for abandoned vehicles except for placing a notice on the vehicle. 
b.   This ordinance does not allow for towing, however, if it is a safety hazard we 


will have it removed after all other avenues has be tried.  
 


E. SUSPENDED/UNLICENSED OPERATOR DISPOSITION OF VEHICLE 
 


1. As a result of a charge in the statute of the vehicle code which permits municipal police to 
immediately seize the license/registration of a person unlicensed or driving under 
suspension, a potential for law suits has arisen in the event an officer permits the operator 
to continue to drive while being informed of the suspension.  Therefore, officers shall, 
once notified of the suspension or being unlicensed, take the following steps to prevent the 
operator from continuing to operate the vehicle; 


 
a. Advise the operator of the infraction of the law and the steps you are about to take. 
b. Issue a citation for the violation. 
c. Seize the operator’s license, if available, in accordance with state procedures. 
d. Where duties and time permit, have the operator secure private/public 


transportation.  At no time will the person be transported in a police vehicle 
to a location outside the Township. 


 
2. Regarding the vehicle, the officer shall; 
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a. Determine if a valid operator is present and if the suspended operator gives the valid 
operator permission to operate his vehicle, permit the vehicle to continue on. 


b. Remove the vehicle from the highway by following department procedures 
for towing and securing the vehicle. 


 
Exception:  The vehicle may be left at the scene only if it is secured and off the travel portion of 
the roadway for a period not to exceed one hour in order to permit the owner to have the vehicle 
removed by a valid operator.  However, to prevent the suspended operator from moving the 
vehicle after the officer leaves the scene, the officer shall take possession of the ignition key 
(only) until a valid operator is present to take possession of the vehicle. 
 
Note:  This does not apply to vehicles of persons taken into custody. 


 
F. Suspended, Unlicensed Driver; 
 


1. Determine if a properly licensed driver is present and if the driver and/or owner 
gives permission to operate the vehicle, permit the vehicle to continue on. 


 
2. If a licensed driver is unavailable and the vehicle does not pose a risk to public 


safety, the vehicle shall be secured and immobilized. An inventory search shall 
not be conducted at this time. Immobilization will be accomplished by seizing 
the ignition key to the vehicle. The driver will be given a property report listing 
the key seizure. The driver will be given 24 hours from the time of the 
mobilization to have the owner appear at the West Norriton Police Department. 
The owner must produce proof of registration and financial responsibility for the 
vehicle. If the owner does not appear within 24 hours the vehicle will be 
impounded and an inventory search conducted. 


 
3. If a licensed driver is unavailable and the vehicle poses a risk to public safety, 


the vehicle will be immediately impounded and an inventory search conducted. 
Officers shall articulate in the incident report why the vehicle posed a public 
safety risk. 


 
C. Suspended, Unregistered Vehicle; 
 


1. If a motor vehicle or combination for which there is no valid registration or for 
which the registration is suspended is stopped and the vehicle does not pose a 
risk to public safety, the vehicle shall be secured and immobilized. An inventory 
search shall not be conducted at this time. Immobilization will be accomplished 
by seizing the ignition key to the vehicle. The driver will be given a property 
report listing the key seizure. The owner will be given 24 hours from the time of 
immobilization to appear at the West Norriton Police Department. The owner 
must produce proof of registration and financial responsibility for the vehicle. If 
owner does not appear within 24 hours the vehicle will be impounded and an 
inventory search conducted. 
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2. If a motor vehicle or combination for which there is no valid registration or for 
which the registration the suspended is stopped and the vehicle poses a risk to 
public safety, the vehicle will be immediately impounded and an inventory 
search conducted. Officers shall articulate in the incident report why the vehicle 
posed a public safety risk. 


 
Note: This does not apply to vehicles of persons taken into custody. 
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5.1.2 COMMENDATION AWARDS 
 


A. PURPOSE 
 


The purpose is to insure that members of the Police Department are awarded official 
recognition for outstanding performance of duty and further, to set forth guidelines 
for receiving these awards. 


 
B. POLICY 


 
It is the policy of this Police Department that official commendations shall be given 
to deserving personnel in recognition of, and appreciation for, outstanding acts of 
police service.  These awards shall not be construed as automatic, but shall be 
awarded after a thorough evaluation of each request. 


 
C. REGULATIONS 


 
1. All recommendations for Official Commendations shall be submitted in 


compliance with the guidelines set forth in this policy.  Recommendations 
contrary to this policy shall not be considered. 


 
2. Official commendations shall be awarded in the following categories: 


 
a. Commendation for Valor - For an extraordinary act of outstanding courage, 


without regard to personal safety while in actual combat with an armed and 
dangerous adversary. 


b. Commendation for Bravery - For the performance of an outstanding arrest where 
the officer’s effort is met by an armed and dangerous adversary. 


c.   Commendation for Heroism - For an act of heroism and outstanding courage 
without regard to personal safety, which results in the saving of a life. 


d. Commendation of Merit - For the performance of an outstanding act of police 
work and/or an act which displays superior intelligence and effort and which 
results in an important apprehension or solution to a crime. 


e. Chiefs Commendation - For the performance of an act which brings credit 
upon the individual and the entire department as a whole. 


f. Distinguished Unit Citation - Shall be awarded where the outstanding 
accomplishment is the result of team work rather than that of an individual(s). 


g. Police Officer of the Year - Shall be awarded to an officer who best 
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exemplifies the highest standard of duty and untiring efforts for the welfare 
and safety of the residents of West Norriton Township. 


h. Years of Service - Awarded to an officer who has completed a set number of 
years of continual service as a member of the department. 


 
3. Commendation Ribbons 


 
a. There shall be (8) distinctive commendation ribbons signifying the categories 


of awards.  A ribbon shall be issued to the recipient of any qualifying award.  
For each subsequent award in the same class, an appurtenance shall be 
issued, and can be attached to the original ribbon. 


b. Commendation ribbon(s) shall be worn in accordance with department dress policy.  
Award recipients have the option of wearing or not wearing commendation ribbons 
on their duty uniforms.  On formal occasions as specified by the Chief of Police, all 
officers will wear their commendation ribbons. 


 
4. Posthumous Award or Commendation 


 
a. Medal of Honor Award - This medal will be awarded to the family of an 


officer or employee killed in the line of duty.  An appropriate medal will be 
presented to the family at an appropriate ceremony. 


b. Posthumous Commendation - This commendation will be presented to the 
family of an officer or employee who dies while on active duty with the West 
Norriton Township Police Department. 


 
5. Citizens Award or Commendations 


 
a. An award or commendation will be presented to any citizen who assists the 


West Norriton Township Police Department to accomplish the police 
mission.  Criteria for selection will be similar to that used for awards or 
commendations for police officers. 


 
D. PROCEDURES 


 
1. Recommendation for official recognition shall be made by a supervisor or a Command 


Officer.  These requests shall be forwarded to the Chief of Police via channels. 
 
2. Preparation - Persons submitting requests for awards shall do so in a formal 


memo to the Chief of Police via channels as soon as possible after the 
commendatory action has taken place.  In no event shall submission of a request 
exceed sixty (60) days after the commendatory action has taken place. 


 
3. Contents of the memo shall include: 


 
a.   The person’s name, rank and badge number. 
 
b. A summary of the facts concerning the case.  In cases where more than one person is 
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to be commended, the exact role of each participant shall be described. 
c. A copy of the incident report or other documents pertinent to each request. 
d. Do not request a specific degree or award. 
e. Indicate whether a previous award has been given for the case. 


 
4. The Chief of Police shall evaluate all requests for commendations and recommend 


appropriate action to the Chairman of the Public Safety Committee. 
 
5. When approved by the Board of Commissioners, the Chief of Police will 


distribute award letter as follows: 
 


a. Copy to officer 
b. Copy filed in officers personnel folder 
c. Copy on bulletin board 


 
E. CITIZEN’S COMPLIMENTARY LETTERS 


 
1. All letters received by the Police Chief originating from outside sources, commending an 


officer’s conduct and performance of duty shall be acknowledged by the Chief of Police. 
 
2. The Chief of Police’s acknowledgment shall be distributed as follows: 


 
a. Copy to officer 
b. Citizen’s letter to the officer’s personnel file 
c. Copy on bulletin board 


 
3. All letters received by the Chief of Police shall be processed by him. 


 
F. AWARDS AND REWARDS 
 


1. No reward or award of any kind may be solicited. 
 


2. No reward or award of any kind may be accepted by any member of the 
department, without the official approval of the Chief of Police. 


 
3. The Chief of Police shall have the power to distribute any and all awards or rewards. 


 
G. CEREMONIES 


 
1. Award of promotional ceremonies shall be held at the discretion of the Chief of 


Police and the Board of Commissioners. 
 


2.   When a formal ceremony is held, those present may include: 
 


a.  Police personnel invited by the Chief of Police and Board of Commissioners. 
b.  Families and friends of personnel to be honored. 
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5.1.20 DISSEMINATION OF PROTECTED INFORMATION 
 


A. PURPOSE: 
 


The purpose of this directive is to establish policy guidelines of the West Norriton 
Township Police Department which will enable this department to gather, 
disseminate, and receive intelligence, investigative and treatment data from other 
conforming criminal justice agencies. This data being classified as “protected 
information” by 18 Pa. C.S.A. § 9106. 


 
B. POLICY: 
 


It is the policy of West Norriton Township Police Department to conform to the 
mandates of the Criminal History Record Information Act 18 Pa. C.S.A. § 9101 et 
seq. (CHRIA). 


 
C. DEFINITIONS: 


 
1. Automated Systems – A computer or other internally programmed device capable of 


automatically accepting and processing data, including computer programs, data 
communication links, input and output data and data storage devices. 


 
2. Criminal Justice Agency – A court, including the minor judiciary, with criminal 


jurisdiction or any other governmental agency, or sub-unit thereof, created by 
statute or by the State or Federal constitutions, specifically authorized to perform 
as its principal function the administration of criminal justice, and which 
allocates a substantial portion of its annual budget to such function.  Criminal 
justice agencies include, but are not limited to:  organized State and municipal 
police departments, local detention facilities, county, regional and State 
correctional facilities, probation agencies, district or prosecuting attorneys, 
parole boards, pardon boards and such agencies or subunits thereof, as are 
declared by the Attorney General to be criminal justice agencies as determined 
by a review of applicable statutes and the State and Federal constitutions or both. 


 
3. Protected information – Protected information includes three types of 


information - - Intelligence Information, Investigative Information and 
Treatment Information.  Refer to these definitions. 
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4. Intelligence information – Information concerning the habits, practices, 
characteristics, possessions, associations or financial status of any individual 
compiled in an effort to anticipate, prevent, monitor, investigate or prosecute 
criminal activity.  Notwithstanding the definition of “treatment information” 
contained in this section, intelligence information may include information on 
prescribing, dispensing, selling, obtaining or using a controlled substance as 
defined in the act of April 14, 1972 (P.L. 233, No. 64), known as the Controlled 
Substance Drug Device and Cosmetic Act. 


 
5. Investigative information – Information assembled as a result of the 


performance of any inquiry, formal or informal, into a criminal incident or an 
allegation of criminal wrongdoing and may include modus operandi information. 


 
6. Treatment information – Information concerning medical, psychiatric, 


psychological or other rehabilitative treatment provided, suggested or prescribed 
for any individual charged with or convicted of a crime. 


 
7. Repository – Any location in which criminal history record information is 


collected, compiled, maintained and disseminated by a criminal justice agency. 
 
8. Central Repository – The central location for the collection, compilation, 


maintenance and dissemination of criminal history record information by the 
Pennsylvania State Police. 


 
9. Criminal History Record Information – Information collected by criminal agencies 


concerning individuals, and arising from the initiation of a criminal proceeding, 
consisting of identifiable descriptions, dates and notations of arrests, indictments, 
informations or other formal charges and any dispositions arising therefrom.  The term 
does not include intelligence information, investigative information or treatment 
information, including medical and psychological information, or information and 
records specified in Section 9104 (relating to scope). 


 
D. PROCEDURES: 


 
1. Intelligence Officer – Detective Sergeant Michael McGettigan will be designed as 


the intelligence officer and will be responsible for the classification, computerization 
and dissemination of all “protected information” classified in CHRIA.  He may 
designate other members of the department to perform this duty on an as needed 
basis upon approval of the Chief of Police. 


 
2. Collection of protected information – The department will collect protective 


information in its automated system only when the following conditions are met: 
 


a. The information concerns an individual or group which it reasonably 
suspects of criminal activity. 
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b.  The information is related to criminal activity that would give rise to 
prosecution for a state offense graded a misdemeanor or felony or for a 
Federal offense for which a penalty is imprisonment for more than one year. 


c.  The information is categorized based upon subject matter. 
d.  The information does not concern participation in a political, religious or social 


organization, or in the organization or support of a nonviolent demonstration, 
assembly, protest, rally or similar form of public speech, unless there is a 
reasonable suspicion that the participation by the subject of the information is 
related to criminal activity or prison rule violation. 


e. Protected information will not be collected for, or transferred to, the central 
repository maintained by the Pennsylvania State Police. 


 
3. Security of Protected information – The confidentiality of protected 


information will be provided for and securely maintained by: 
 


a. Following department physical plant/maintenance policy to reasonably protect 
repository from theft, sabotage and man-made or natural disasters. 


b. Properly selecting, supervising, and training personnel authorized to have 
access to protected information. 


c. Insure that, where computerized data processing is employed, the equipment 
utilized for maintaining intelligence information, investigative information or 
treatment information is dedicated solely to purposes related to the 
administration of criminal justice.  If the equipment is not used solely for the 
administration of criminal justice, the criminal justice agency is accorded 
equal management participation in computer operations used to maintain the 
intelligence information, investigative information or treatment information. 


d. Insuring that only those authorized to access protected information are 
electronically coded or otherwise designated to enter the automated system.  
A copy of the authorization list will be maintained by the intelligence officer. 


e. Three different levels of storage of protected information will be established 
for reliability and sensitivity: 


 
i. Level I – Will include all information that has been received from a 


reliable source and is substantiated. 
ii. Level II – Will include all information that has been received from a 


reliable source but is unsubstantiated. 
iii. Level III – Will include all information that has been received from 


an unreliable source and is not and cannot be substantiated. 
 


4. Dissemination of Protected Information – This department’s intelligence office may 
only disseminate protected information if the following conditions are met: 


 
a.  The requesting criminal justice agency must certify that it has adopted 


policies and procedures consistent with this Act.  This may be a verbal 
certification, if agency is known to intelligence officer.  In the event the 
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agency is unknown, then a signed statement of certification will be required 
before release of information  


b.  The intelligence officer records on the designated form the pertinent 
information for a proper audit trail of disseminated protected information.  
This record is to be maintained separate from the individual’s file  


c.  The protected information has been determined to be reliable. 
d.  The requesting criminal justice agency justifies its request based on name, 


fingerprints, modus operandi, genetic typing, voice print or other identifying 
characteristics. 


e.  The intelligence officer lists on the Dissemination Log:  the date, purpose 
and agency requesting the information. 


 
In the event the intelligence officer becomes aware of/by any means that 
previously disseminated information is misleading, obsolete, and/or unreliable, 
the information is to be corrected and the recipient agencies notified of the 
change within a reasonable time period. 
 
Protected information in department’s possession but which was not obtained 
through our sources may not be disseminated to another agency except if 
requesting agency and our department are investigating or prosecuting a criminal 
matter jointly.  The intelligence officer must, however, refer requesting agency to 
the agency which was the source of the information. This department’s 
intelligence officer, when requesting protected information from another agency, 
must certify in writing that this department complies with CHRIA (See page 4). 


 
5. Retention of Records – Department’s protected information will be maintained 


and will be purged only with the written approval from the Chief of Police and 
only under the following conditions: 


 
a. The data is no longer relevant or necessary to meet the goals and objectives 


of this agency. 
b. The data is obsolete making it unreliable for present purposes and updating it 


would be worthless. 
c. The data cannot be used for strategic or tactical purposes associated with the 


duties of this agency. 
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5.1.21 IDENTITY THEFT 
 


A. Purpose: 
 


An Identity Theft File has been created to flag stolen identities for law enforcement 
and possibly identify the imposter when encountered by law enforcement.  The file, 
which is kept in the NCIC data base, will contain victim profiles with personal 
information about the identity theft victim. 


 
B. Policy: 
 


It is this department’s intent to assist victims of identity theft by establishing a 
procedure to record the incidents of this nature and to ensure the information is 
entered into the National Crime Information Center (NCIC). 


 
C. Complaint Criteria 


 
1. Someone is using a means of identification for the victim, and 
 
2. The victim’s identity is being used or intended to be used without the victim’s  


permission, and 
 
3. The victim’s identity is used or intended to be used to commit an unlawful act. 


 
D. Identity Theft Types 


 
1. There are seven (7) specific type categories that define the type of identity theft.  This 


information is MANDATORY and will have to be provided to make entry into NCIC. 
 


a. Credit Card – includes unauthorized use of or opening a fraudulent credit 
card account. 


b. Checking and Savings Account – includes check fraud; unauthorized use of 
ATM, debit or credit card; opening a fraudulent checking or savings account. 


c. Loans – includes real estate, auto, auto lease, personal or business loans 
d. Phone or Utilities – includes opening new accounts (cell phone, pager, cable, 


etc.) or charges to existing account. 
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e. Securities or other investments – includes opening or trading on existing 
securities or investment accounts. 


f. Internet or e-mail – includes opening new internet accounts (e-mail, web site, 
etc.) or unauthorized use of existing accounts. 


g. Government Documents or Benefits – includes drivers license issued or 
forged, Social Security Card issued or forged, fraudulent tax returns. 


h. Other – includes all types of Identity Theft that does not fall into any other category. 
 


E. Procedure 
 


1. When a victim becomes aware that his/her identity has been stolen and reports it 
to this department, the reporting officer shall file the proper incident report 
(Fraud – Identity Theft.  The UCR code is 1140) 


 
2. The victim must sign the Identity Theft File Consent Document prior to the 


entry of the information into the Identity Theft File.  This form will be supplied 
by the officer.   


 
4. The victim decides upon a password to be used for true identification if needed.  


The password should be between one (1) and eight (8) characters in length and 
will be recorded on the incident report.  A password is mandatory to make an 
entry into the Identity Theft File.   


 
4. The reporting officer shall forward the victim’s information, including the 


password, to Montgomery County Emergency Dispatch Services using the 
standard Message/NCIC/Data Entry Form.  MCEDS will enter the information 
into the NCIC Identity Theft File.  The information will remain in NCIC for a 
maximum of five (5) years.  The entry may be removed from NCIC by written 
request of the victim. 


 
5. During a subsequent encounter by law enforcement, a person inquiry of NCIC 


will automatically query the file.  A positive response will include the victim 
profile and password.  This will provide information necessary for the officer to 
identify the person as the victim or perhaps the actor. 


 
5. Each Identity Theft File record response begins with:  


 
WARNING:  THE IDENTITY OF THE SUBJECT INDENTIFIED IN THIS 
RECORD HAS BEEN REPORTED AS STOLEN.  REVIEW THE VICTIM 
PROFILE AND USE CAUTION IN VERIFYING THE IDENTITY OF THIS 
PERSON.  THE PASSWORD INCLUDED IN THIS RESPONSE HAS BEEN 
ASSIGNED TO THE INDENTITY THEFT VICTIM.  VERIFY THAT THE 
SUBJECT OF THE INQUIRY CAN CONFIRM THE PASSWORD. 
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5.1.23 NEWS MEDIA RELEASES 
 


A. PURPOSE  
 
The purpose of this directive is to establish regulations and set forth procedures for 
the release of police information to the news media, which will encourage the free 
flow of newsworthy communications, while fulfilling the Police Department’s duty 
to protect the rights of accused persons, victims, witnesses and others coming within 
the department’s purview. 
 


B. POLICY  
 
The Police Department must cultivate the trust, support and active cooperation of the 
public it serves, in order to function efficiently.  Maintenance of amicable police-
media relations contributes to a better public understanding of police related matters. 
 
It is the policy of this Police Department to cooperate as fully as possible with all 
accredited news media in the dissemination of police information, consistent with the 
Department’s obligations to prevent the release of prejudicial information and information 
which would be detrimental to the protection and privacy of victims and witnesses. 
 


C. REGULATIONS  
 


1. Information which may be released to the news media with discretion: 
 


a. The names of any adult person arrested, age, sex, address, employment, 
marital status and similar, relevant biographical information. 


b. The substance of the charge, complaint or indictment. 
c. The identity of the investigating and arresting agency and length of the investigation. 
d. The identity of the investigating and/or arresting officers, providing such 


information does not jeopardize operations or compromise assigned personnel. 
e. The circumstances immediately surrounding the arrest, including time and 


place of arrest, resistance, pursuit, possession and use of weapons and a brief 
description of items seized at the time of arrest, if relevant. 


f. The name of any victim, address, age, sex, next of kin (if pertinent) and 
property taken.  Not to include victims of rape or other sex offenses. 


g. The type of force used against the victim of a crime and the general extent of 
injuries to a victim or assailant. 
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2. Information which should not be released to the news media: 
 


a. Opinions related to character, reputation, credibility, mental status or 
anticipated testimony of an accused person or prospective witness. 


b. Prior criminal record of an accused person. 
c. Admissions, confessions or the contents of any statement or alibi attributable to an 


accused person; refusal or failure of an accused person to make a statement. 
d. The performance or results of any investigative procedures or tests; the refusal of 


an accused person to submit to a test or to participate in a line-up. 
e. Opinions as to an accused person’s guilt or the possibility of a plea of guilty to the 


offenses charged or to a lesser offense or any other possible disposition. 
f. Opinions concerning any evidence or any argument in a case, whether or not 


it is anticipated that the evidence or argument will be used at trial. 
g. Name and address of any witness to a crime. 
h. Name and address or opinions as to the character or reputation of any subject 


sought for a crime, but not yet formally charged, unless help is wanted for the 
news media to aid in the apprehensions of the accused or to advise the public 
as to potential danger. 


i. Race of any person, unless part of a general description given to the news media to 
aid in locating a person being sought for a crime or other official reason. 


j. Name, address and present location of any victim of a sex offense. 
k. The contents of any suicide note. 


 
3. Release of information concerning juveniles charged in criminal incidents: 
 


a. Information concerning juveniles accused of criminal acts may be released to 
the new media if and only if: 


 
i.  The juvenile is fourteen (14) years of age or older at the time of the incident; 
ii.  The juvenile has been adjudicated delinquent by the Court of Common Pleas:  
iii. The juvenile has been convicted by a Court as a result of an act or acts 


which include elements of rape, kidnapping, murder, robbery, arson, 
burglary or other acts involving the use of or threat of serious bodily harm. 


 
Exception - If the juvenile has not yet been adjudicated delinquent on one of 
the above charges, but is fourteen (14) years of age or older and has 
previously been adjudicated delinquent on one of the charges listed, 
information may be released to the media. 


 
Such prior adjudication shall be determined by the officer’s making a physical 
check with juvenile authorities before releasing information to the media. 


 
b. Information which may be released to the news media, with discretion, if all 


of the above criteria are met. 
 
i. Name, address and age of juvenile. 
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ii. The offense or offenses charged. 
iii. Disposition of the case. 


 
4. Photographing and Releasing Photographs of Prisoners or Suspects 


 
a. Members of the Police Department will not prevent the photographing of defendants 


when they are in public places outside a court room.  They will neither encourage nor 
discourage pictures or television, but must not pose the accused. 


b. Police Department photographs of a suspect may be released only if doing so 
does not jeopardize an investigation and if a valid law enforcement function 
is served. 


 
5. Release of Identity of Persons Killed or Injured 


 
a. In any incident involving a deceased or seriously injured person, positive 


identification of the victim must be obtained and the next of kin must be notified, 
prior to releasing the identity of the victim to the news media. 


b. If the next of kin is unknown or has not been located after a reasonable 
length of time, identity of the victim may be released. 


 
6. Access of News Media to Crime Scene or Area of Serious Incident 


 
a. In the event of major crime, incident or disaster, police lines will be 


established for crowd control and/or to preserve evidence.  Depending upon 
the tactical situation or the likelihood of jeopardizing departmental 
operations relating to investigation and collection of evidence, members of 
the news media may be permitted access to the perimeters of these areas 
when properly identified through credentials as members of the news media. 


b. News media representatives and their equipment shall not be permitted inside police 
lines of a crime scene or area of serious incident, unless doing so does not jeopardize 
the collection and preservation of evidence or other departmental operations, and 
does not present a danger to the personal safety of the media representatives, police 
officers or other persons. 


c. At fire incidents, access of the news media to the scene shall be coordinated 
with the ranking fire official. 


d. Whenever possible during a major crime, serious incident or disaster, a 
secure area should be established for the news media personnel to receive 
and disseminate information. 


e. After a crime scene has been processed or personal have finished carrying 
out their responsibilities at the scene of a major incident or disaster, only the 
owner, legal occupant or their agents may grant permission to news persons 
to enter private dwellings or the surrounding premises to gather news. 


 
7. Access of News Media to Police Reports 


 
a.   Access of news media to police reports will only go through the Deputy 
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Chief’s office. 
 


8. Release of Information Concerning Internal Affairs 
 


a. All information concerning internal matters of the police department, e.g., training, 
personnel changes, disciplinary action, police procedures, programs or organization 
matters, etc., shall be released by the Chief of Police or his designee. 


 
9. Release of Information at Scenes of Incidents 
 


a. Major criminal and non-criminal incidents. The Deputy Chief or his designee 
shall release all information 


b. Routine criminal or non-criminal incidents. The Deputy Chief or his designee 
shall release all information 


 
10. Release of Information at the Police Administration Building 


 
a. The Deputy Chief shall approve all reports for release to the news media 


representatives. 
 


D. NON-CRIMINAL INCIDENTS  
 


1. Information concerning written police reports, other than internal affairs or criminal 
incidents may be released by office personnel after approval of the shift supervisor. 


 
2. Information concerning non-criminal incidents in progress and all other 


miscellaneous news information may be released by the office personnel with 
approval of shift supervisor. 


 
E. CRIMINAL INCIDENTS  


 
1. The Investigation Division Sergeant shall release all information concerning 


major criminal incidents. 
 
2. On-duty detectives may release information concerning routine criminal 


incidents in the absence of higher authority, in accordance with the regulations 
stated herein.  If difficulties arise, the detective should consult with a 
commanding officer.  
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5.1.27 ANIMAL CONTROL 
 


A. POLICE OFFICERS  
 


1. At no time is the animal control officer’s home number to be given out. 
 
2. All complaints will be recorded on dispatch report forms. 
 
3. Information is to be taken by Police Department personnel and placed in the 


animal control officer’s bin for handling.  If an emergency, the officer is to call 
the dog catcher, as soon as possible. 


 
4. When an animal is picked up by an officer, it is to be placed in the holding pen 


and the gate is to be locked. 
 
5. If the owner can be contacted, arrange to have the animal picked up in a short 


period of time, this should not exceed 8 PM of the same day. 
 
6. Advise the owner that there is a $15.00 fee due before the dog will be released.  


Upon payment, give the owner a receipt and put the payment in an envelope 
(properly marked).  Place envelope in administration’s incoming bin. 


 
7. If the owner refuses to pay the fee, the animal is to be taken to the SPCA by the 


dog catcher where the animal can be claimed. 
 
8. In the event the owner cannot be contacted by 4 PM of the same day the animal 


is picked up, the animal control officer is to be contacted to transport it to the 
SPCA.  At no time shall an animal be left in the holding cage overnight. 


 
9. In all cases where dogs are taken to the SPCA, a citation(s) will be issued to the 


owner for the appropriate violation(s). 
 
10. Reports of lost/found animals will be placed on the list and placed on the bulletin board. 
 
11. When we have a report of a dead animal notify the dispatcher to call S. H. 


BioWaste for removal from the roadway. 
 


B. DOG CATCHER’S DUTIES  
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1. Perform all duties as stated in the West Norriton Township Revised General   Ordinances. 
 
2. Supply the Police Department with a phone number where you can be contacted 


when needed on a 24 hour basis. 
 
3. Make arrangements to have someone available when the occasion may arise that 


the official dog catcher is unable to perform his/her duties. 
 
4. Keep a detailed report of all activities and produce these reports when requested 


by the Board of Commissioners. 
 
5. Submit monthly reports to the police secretary, outlining all activities performed for the 


previous month.  This report is to be submitted at least two days prior to the date 
established for the regular monthly Commissioner’s meeting. 


 
6. Transport all unlicensed and unidentified dogs to the SPCA, this includes injured 


dogs.  The SPCA will hold the dogs for a 7 day period.  If the dog is bearing an 
owner’s identification, an attempt should be made to return the animal to its 
owner before transporting it to the SPCA. 


 
7. The dog catcher will not shoot any dog.  If this is necessary, the duty will be 


performed by a police officer and then only under safe conditions.  The police 
department has a tranquilizer dart gun if it is needed. 


 
8. The Police Department and the health officer should be notified if the case 


involves a person bitten by an animal. 
 








General Order 5.1.3 - Township Property Personal Injury Claims Page 1 of 1 
 


5.1.3 TOWNSHIP PROPERTY PERSONAL INJURY CLAIMS 
 


A. PURPOSE 
 


The purpose of the policy is to establish procedures to be followed when incidents 
involving the loss, theft or damage to West Norriton Township property. 


 
B. PROCEDURES 


 
1. Whenever township property is lost, stolen, damaged or is the cause of damage, a 


detailed report will be filed following department reporting procedures. 
 
2. If the property is assigned to the Police Department a copy of the officer’s report 


will be forwarded to the business office. 
 
3. If Police Department personnel are injured, this report will be filed the same 


way.  Police Officers shall report any personal injury to their supervisor as soon 
as possible. 


 
4. If property/personnel are from another department of the township, a copy of the 


report will be forwarded to that department head. 
 
5. No other action is required of Police Department personnel, unless advised. 


 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Township Property Personal Injury Claims Policy #   5.1.3 
 Accreditation   N/A  
 Effective Date:  January 1, 2008 Revised Date:  


By Authority Of: Chief A. Dale Mabry Signature:   








General Order 5.1.30 - Public Utilities  Page 1 of 1 
 


5.1.30 PUBLIC UTILITIES 
 


A. PUBLIC UTILITIES  
  


1. Damage to any public utility property requires immediate attention as it may 
have the potential to affect the welfare of the community as a whole. 


 
2. Department patrol units, in addition to following normal reporting procedures, 


will notify the utility company as soon as possible.  All the utility companies 
have posted property and will prosecute violators.  See Township Information 
section for locations of facilities and contact information. 


 
B. BARBADOES ISLAND  


 
1. Company personnel have been instructed to report all incidents to both this 


department and their security unit. 
 
2. Keys for all locks are kept at the main gate.  Officers are to obtain them before 


proceeding on call. 
 


C. PENNSYLVANIA-AMERICAN WATER COMPANY - Follow normal department 
procedures. 


 
D. BELL TELEPHONE COMPANY - Follow normal department procedures. 
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5.1.31 COURT PROCEDURES 
 


A. Court 
 


1. Guilty plea - If the actor is going to plead guilty, only the arresting officer will be 
assigned. 


 
2. Trials - Upon receiving a subpoena for a trial, only the approved officers will 


appear.  Where there is more than one officer involved and these officers are on 
duty, if it appears that there will be a delay in the case being assigned to a court 
room, the arresting officer will remain at the court house and the assisting 
officers will place themselves on-call with the witness clerk and return to the 
township to resume their police duties.  It will then be the duty of the arresting 
officer to notify the assisting officers to report for trial. 


 
3. When scheduling cases, the county court system now lists on the subpoena the 


date, time, courtroom number and ADA assigned.  Prior to reporting for court, 
the arresting officer shall cause the District Attorney’s office to be notified 
within 24 hours of the scheduled court date and time, to ascertain the status of 
the case.  The status should fall into one of three categories. 


 
a. Active - This means the case is going to trial, officers should report in 


accordance with the subpoena. 
 
b. Continued - This means the officers subpoenaed are not needed as the case 


will not be reached on the date scheduled.  The arresting officer will then 
attempt to ascertain the reason for continuance and the possible new court 
date.  The arresting officer will then relay this information to the office staff 
for recording on the case folder. 


 
c. Disposed of - This means the case was settled prior to the scheduled date and 


the officers will not be needed.  The arresting officer will then notify the 
office staff. 


 
4. It will be the responsibility of all assisting officers who have received subpoenas 


to contact the arresting officer to ascertain the status of the case.  The status will 
determine whether the officers will be needed.  
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B. SUBPOENAS - COURT/HEARINGS  
 


1. District Court - Notices/Continues 
 


a. Office staff shall cause to be posted information on “Court/Hearing” form on 
bulletin board.  If any officer is contacted directly, he is to immediately 
forward this information to the office staff for processing. 


b. A copy of the notice with a disposition slip attached will be placed in the 
officer’s bin. 


 
2. Common Pleas Court - Subpoenas 


 
a. Office staff shall cause to be posted information on “Court/Hearing” form on 


bulletin board.  If any officer is contacted directly, he is to immediately 
forward this information to the office staff for processing. 


b. The original subpoena will be placed in the officer’s bin with a disposition 
slip attached. 


 
3. Common Pleas Court - Civil 


 
a. No officer is to accept a civil subpoena for another officer. 
b. Once the officer receives a subpoena he is to make arrangements with the 


attorney of record for payment.  The township will not pay wages, mileage, 
etc. for civil cases. 


c. If the officer is off duty on the date listed, the fee is to go directly to the 
officer; a day’s pay at regular hourly rate. 


d. If the officer is on duty on the date listed, the fee is to go to the township at 
his hourly rate of pay. 


e. If the officer is on duty and his removal from the schedule will place 
coverage at an unacceptable level, the officer will: 


 
i. Notify the scheduling supervisor. 
ii. Advise the attorney that for him to appear, scheduling changes are 


necessary and the fee charged will be time and one-half for 12 hours 
for replacement. 


iii. All fees are to be paid in advance. 
 


f. If the officer is required to produce documents, he must first obtain 
permission to remove or copy the documents. 


 
4. Witness Notification - District Court 


 
a. Upon receiving a “Notice of Hearing” from District Court, it will be the 


officer’s responsibility to notify all witnesses needed.  The will be 
accomplished as follows: 
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i.  The arresting officer will phone the witness and notify him/her of the 
date and time of the hearing.  The officer will also ascertain whether 
or not the witness will appear. 


ii.  In the event the witness notifies the officer in the negative, the officer 
will immediately contact the District Justice and request a subpoena 
be sent to the person. 


 
C. SUBPOENAS FROM OTHER AGENCIES  


 
1. When assisting another law enforcement agency which will require an officer 


from this department to appear at any arraignment, hearing, court action, the 
following will be required: 


 
a. Administration’s Duty 


 
i.  Upon receipt of a subpoena, the clerk will: 


 
a) Search computer name file. 
b) Search department files for case folder. 
c) Place on monthly court list with code 7100 to show this is an 


outside matter. 
d) Print copy of incident report. 
e) Attach to officer’s subpoena, a copy of report and a disposition 


slip. 
f) Mark code 7100 on subpoena and place mark to show it has been 


recorded. 
g) Place pack in officer’s bin. 


 
b. Officers’ Duties 


 
i. File all department reports needed of your involvement. 
ii. Inform outside agency that a subpoena is required for you to appear in 


court. 
iii. Once a subpoena is received, the officer will: 


 
a) Check for 7100 code number; 
b) Review the attached report; 
c) Contact the agency’s personnel whom you assisted and advise 


him/her that it is his/her responsibility to contact you prior to your 
appearing at any action. 


 
iv. In this type of subpoena it is the responsibility of the arresting agency 


to check with court officials on the status of the matter.  That person 
should be advised to provide timely notice on the status of the case. 


v.  In the event the officer appears and testifies, the department 
disposition slip will be filed with the clerk. 
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2. All department procedures, including those in other sections of the manual, will 


be followed. 
 


D. CONTINUANCES  
 


1. District Court - All requests for continuances will be made in the following 
manner.  Requesting officer will: 


 
a. Fill out the request form. 
b. Obtain approval from the platoon sergeant first. 
c. Obtain approval from administration. 
d. Take the request to the District Justice for approval/denial. 
e. File the District Justice’s answer with administration. 


 
2. Platoon sergeant will check (before approving): 


 
a. The scheduling sergeant for manpower needs/changes. 
b. The hearing list to determine the type and number of hearings scheduled, 


listing same on request form. 
c. The Training/School list. 
d. All conflicts must be cleared up before forwarding to administration for approval. 


 
3. Common Pleas Court 


 
a. The arresting officer will contact the Assistant District Attorney assigned to 


the case and make the request to continue after administration has approved. 
 
b. All requests shall be made as soon as possible and should be restricted to the 


following: 
 


i.  Vacation. 
ii.  Death in family/sickness. 
iii. Schooling, with previous approval from administration. 
iv. Unavailability of witnesses, if known.  


 
E. CASE DISPOSITION 


 
1. District Court 


 
a. On all District Court matters, the arresting officer will complete a disposition 


slip and file it according to departmental procedures. 
 


i.  Guilty Verdict - no additional information needed. 
ii.  Discharged/Not Guilty Verdict - The officer will record on the 


disposition line, the reason for the negative verdict. 
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iii. Reducing Original Charge(s) - The arresting officer must obtain prior 
approval from the administrative office, either verbally or in writing, 
before agreeing to any change in charge(s).  The disposition slip must 
show this change. 


iv. Withdrawing Charges - The arresting officer must obtain written approval 
from the administrative office prior to withdrawing charges.  The original 
withdrawal form will be presented to the District Justice and a copy will be 
retained by the police department. 


 
2. Common Pleas Court 


 
a. The arresting officer need not file a department disposition form.  The 


District Attorney’s office forwards this information at a later date.  The 
arresting officer will, however, record all pertinent information including the 
current status of the case on the front of the case folder.   
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5.1.32 DOCUMENT TRANSFER TO DISTRICT COURT 
 


A. PURPOSE  
 
To provide guidelines for the proper transfer of documents and monies between the 
department and District Court. 
 
To provide accountability and acknowledgment of all documents and/or monies 
being manually transferred between this department and District Court. 
 


B. PROCEDURES  
 


1. Citations - Officers, when finished writing citations will return them to the patrol 
section and place in the proper bin for processing. 


 
2. Criminal Complaints for the Patrol Unit will also be placed in the report bin for 


processing before forwarding to District Court.  The Patrol Unit supervisor will 
transfer all documents, citations, and monies, daily to police administration for 
processing. 


 
3. Once received by administrative staff they will enter all pertinent information in 


computer, mark documents accordingly and prepare for transfer to District Court. 
 
4. Administrative staff will fill out document transfer form to include all items that 


will be forwarded to District Court that day. 
 
5. The documents to be transferred will be placed in document transfer folder.  The 


transfer form will be attached. 
 
6. Once notified by administrative staff, shift supervisor will see that these 


documents are transferred to District Court that same day. 
 
7. Transporting officer will be responsible for delivery of all documents listed on form. 
 
8. Transporting officer will complete township portion of form and return completed 


transfer form with folder to administration office after delivery of documents. 
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9. Anyone adding/removing documents from this folder prior to delivery will 
record same in proper section and initial alongside the added/removed item. 


 
10. All documents, etc. received from District Court will be returned to 


administrative office for recording prior to distribution to units of the 
department. 
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5.1.38 SNOW EMERGENCIES 
 


A. SNOW EMERGENCIES  
 


1. Snow emergencies will be declared by the Township Manager 
 
2. Public Works Director will notify the Patrol Unit Supervisor. 
 
3. Patrol Supervisor will see that the PA system is used on those streets that are 


listed in the ordinance.  It is essential that this is done to notify the residents that 
a snow emergency was declared.  This is to be done only during reasonable 
hours.  Reasonable hours are those hours between 6 AM and 1 AM. 


 
4. Notification is to be made to: 


 
a. Radio Room 
b. Radio Station KYW 


 
5. Survey the streets listed in the Ordinance immediately after the PA 


announcement.  Record the date, time, location, make and license number of 
vehicles parked on those streets. 


 
6. Give residents sufficient time to remove their vehicles (approx. 1 hr.).  Then 


resurvey these streets again recording the date, time, location, make and license 
number of vehicles still parked thereon. 


 
7. These surveys will be recorded on a report by the zone officer.  One report for 


each survey, per zone.  The UCR code for a Township Ordinance Snow 
Emergency is #2626. 


 
    North       South           East 
Jefferson Ave.      N. Parkview Ave.   Colonial Ave. 
Liberty Ave.          S. Parkview Ave.   Sterigere St. 
N. Schuylkill Ave.               Yorktown North 
Oakland Drive      Yorktown South 
Fieldcrest Ave.         Hemlock Road 
Hillendale Drive               School Lane 
Norrington Drive 
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8. Once surveys are completed, towing may begin in the following order: 
 


a.   Jefferson Avenue 
b.   Liberty Avenue 
c.   N. Schuylkill Avenue 
d.   Colonial Avenue 
e.   Sterigere Street 
f.   Oakland Drive 
g.   School Lane 
h.   Hemlock Road 
i.   Yorktown North 
j.  Yorktown South 
k.   N. Parkview Avenue 
l.   S. Parkview Avenue 
m.  Fieldcrest Avenue 
n.   Hillendale Drive 
o.   Norrington Drive 


 
9. The towing contractor should be notified at the time the public address 


announcement is made regarding the fact that there may be a need of the tow 
truck within the hour. 


 
10. A separate tow log will be made for each vehicle towed. 
 
11. Vehicles will be towed as follows: 


 
a. Immediately, if it impedes safe movement of traffic. 
b. Parked vehicles - when the public address announcement and surveys have 


been completed. 
 


12. Citations will be sent to registered owners of all cars towed.  The violation 
shall be written on a non-traffic citation as Revised General Ordinance #4-25, 
Township Ordinance #485. 


 
13. Once a street has been cleared of vehicles, the Public Works Director is to be 


notified so curb to curb plowing can be done. 
 
14. When the Highway Department has completed curb to curb plowing, the 


Public Works Director is to advise the Police Department supervisor of same.  
This completes the Police Department’s responsibility for this street. 


 
15 The Public Works Director will notify the Police Department supervisor when  
 the snow emergency is ended.  The Police Department supervisor will notify  
 the radio room of same. 
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5.1.39 ROLL CALL AND WEAPONS INSPECTION 
 


A. POLICY  
 


It is the policy of the West Norriton Police Department to provide to the patrol 
officers current information for the safe and effective performance of their daily task. 


 
B. PURPOSE  


 
The purpose of this directive is to establish a format and create a proper atmosphere 
conducive to the relaying of daily information to the officers. 


 
C. PROCEDURES  


 
1. At the start of each shift going on duty, roll call will be conducted. 
 
2. Roll call will begin promptly at designated times - 7 AM and 7 PM. 
 
3. Roll call will be conducted in the roll call room unless given prior approval by 


administration. 
 
4. Each officer will report to roll call properly uniformed and equipped, ready for inspection. 
 
5. Each officer will give careful attention to orders and instructions. 
 
6. Smoking during roll call is prohibited. 
 
7. Roll call will be accomplished in a minimum amount of time. 
 
8. Roll call will include but not be limited to: 


 
a. Inspection of officers - uniforms and equipment. 
b. Briefing of officers on their general patrol assignments, specified individual 


assignments, unusual situations, changes in schedules, wanted persons and/or 
vehicles, new or change directives from administration, and all other general 
information that would enable officers to perform their duties in a safe and 
effective manner. 


c. Brief training information/instruction. 
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D. SUPERVISOR  
 


1. All shift supervisors will report for duty 15 minutes prior to the beginning of roll call.  
This will give the shift supervisor time to prepare for the roll call briefing and to receive 
any last minute information form the shift supervisor going off duty. 


 
2. The shift supervisor will conduct daily inspections of all personnel they supervise, 


the equipment they use - how it is used and cared for, their uniforms for cleanliness 
and properly worn (as outlined in the dress code directive of the manual).  The shift 
supervisor will conduct weapons inspection once a week.  This inspection will be 
conducted according to the outline attached to this directive. 


 
3. The shift supervisor will relay in a clear manner all pertinent information needed 


for the officers to perform their assigned tasks. 
 
4. The shift supervisor will evaluate the officer’s readiness to assume patrol prior to 


briefing at roll call. 
 
5. The shift supervisor will provide the dispatcher with the daily roster and any 


specific instructions. 
 
6. The shift supervisor will see that all directives and assignments issued are carried 


out, in the prescribed manner and time frame.  Problems or deficiencies will be 
dealt with and corrected promptly.  Any recurring problems/deficiencies will be 
documented and forwarded through the chain of command.   


 
7. Upon completion of roll call shift supervisors are to see that their officers begin 


patrol assignments promptly. 
 


E. WEAPONS INSPECTION 
 


1. Have the officer unload the piece using the clearing barrel. 
 
2. To unload do the following in the given order: 


 
a. Keep finger outside the trigger guard. 
b. Put the safety on. 
c. Remove the magazine. 
d. Pull the slide to the rear and lock it.  This will eject the chambered round. 
e. Visually inspect the chamber to make sure it is empty before handing the 


piece to the Sgt. 
f. Unload the magazine and give it to the Sgt. 


 
3. Check the barrel and breech face for cleanliness and lack of obstructions.  Pay 


special attention to the extractor hook. 
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4. Check the weapon generally for cleanliness, lack of debris, cracked grips, etc. 
 
5. Check that there is a metal bar enclosing the firing pin. 
 
6. Pull the slide back slightly and ease it forward into battery; the hammer should 


fall as the slide goes into battery. 
 
7. Push the safety off and pull the trigger; the trigger moves freely but the hammer 


does not move. 
 
8. Insert the empty magazine, pull the trigger and hold it back; the piece dry fires. 
 
9. With the trigger held back cock the hammer; the hammer stays back and when 


the trigger is released, a distinct click is heard. 
 


10. Put the safety on and pull the trigger.  When the safety is applied the hammer 
falls.  When the trigger is pulled, the trigger moves freely but the hammer does 
not move. 


 
11. Pull the slide to the rear; it will lock open on the empty magazine. 
 
12. Give the piece back to the officer to reload at the clearing barrel.   
 
13. To reload do the following in the order given: 


 
a. Keep your finger out of the trigger guard. 
b. Assure that the safety is on and the slide locked back. 
c. Load eight rounds into the magazine. 
d. Insert the magazine. 
e. Depress the slide stop to chamber a round. 
f. Remove the magazine and load the ninth round. 
g. Re-insert the magazine into the gun. 
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5.1.40 HEALTH PRECAUTIONS 
 


A. POLICY  
 


It is the policy of the West Norriton Township Police Department to establish 
procedures that will protect our personnel from infection and contamination by 
persons or items they may come in contact with while executing their sworn duties.  
All officers will follow these procedures when practicable. 


 
B. PURPOSE  
 


With the multitude of diseases and infections known in today’s society, officers must 
take steps to protect themselves and, in turn, their families.  Further, the popularity 
of narcotics and drugs being used illegally for recreation is increasing dramatically.  
Contact with some of these substances can be deadly because they can be readily 
absorbed through the skin. 


 
Contact with an infected needle or other object breaking the skin may transfer the 
infection to the officer.  Extreme care must be taken when searching prisoners, 
suspects, vehicles, houses, or other areas. 


 
C. PROCEDURES  


 
1. First Aid and Cardio Pulmonary Resuscitation (CPR) 


 
a. When rendering first aid or when doing CPR, it is recommended that limited 


physical contact occur between victims and officers.  Bag masks or pocket 
masks should be used when doing CPR.  Blood, saliva, mucus, urine, and 
fecal matter should not be touched or handled, if at all possible. 


b. All first aid equipment must be washed each time it is used with soap, water 
and disinfectant.  This can be done at the hospital or at the station where 
supplies are provided. 


 
2. Searching Suspects 
 


a. The department will provide, and all officers will wear, rubber surgical 
gloves when searching suspects, whenever practical. 


b. Search procedures will proceed as outlined in the arrest procedure policy. 
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c. Extreme care must be taken when reaching into pockets, purses, bags, headgear, 
shoes, or other places that might contain needles, drugs, or contaminated items. 


d. If potentially contaminated items are located, they will not be handled unless the 
officer is protected.  Further, these times will be secured in containers that will 
inhibit any further spread of diseases or contamination.  The evidence tag will be 
appropriately marked, “DO NOT HANDLE, HAZARDOUS SUBSTANCE.” 


 
3. Post-Incident Precautions 


 
a. Following an incident where the officer was in contact with a potential 


hazard, the officer should wash with water and a disinfectant soap. 
b. All contaminated clothing will be removed. 
c. Care should be taken not to touch any other person or other parts of the 


officer’s body with contaminated items. 
d. If an officer is scratched with a needle, contaminated object, human fingernails, 


human bite, or any other potential contamination, he/she will immediately wash the 
entire area with soap and water.  The officer will then proceed to a hospital 
emergency room.  At the hospital, the officer will explain what or who caused the 
injury, so emergency room personnel can treat the situation accordingly. 


 
4. Holding Potentially Contaminated Persons 


 
a. All procedures concerning the holding and security of prisoners will be 


followed.  See Arrest Procedures. 
b. Persons who are diseased or potentially contaminated will not be held in the 


squad room.  These persons will be placed in the processing/detention area only. 
c. All persons who may come in contact with these persons will be notified of 


their contamination. 
d. Steps will be taken to disinfect the area the contaminated person(s) occupied.  


See Aids Policy. 
 


5. Fingerprinting Potentially Contaminated Persons 
 


a. All procedures concerning processing of prisoners will be followed. 
b. Surgical gloves will be provided and will be worn to fingerprint all 


potentially infectious suspects.  It is recommended that these gloves be worn 
during all fingerprinting. 


 
6. Decontamination of Vehicles and Equipment 


 
a. Materials and supplies used to decontaminate police vehicles and equipment 


will be kept in the supply cabinet in the patrol unit.  It is the responsibility of 
the arresting officer to decontaminate areas possibly infected to protect other 
officers from contamination, or to sees that it is done immediately. 


b. The proper procedure for decontamination can be found in the “Aids Policy” section. 
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5.1.41 AED 
 


A. PURPOSE  
 


To establish a policy for the use of AED’s to assist the Emergency Medical Services 
in the saving of lives in our community. 


 
B. POLICY  
 


It will be the policy of this department to train officers in the use of the AED and 
respond to all calls for service and offer aid consistent with AED training and 
Montgomery County EMS protocols. 


 
C. PROCEDURE  


 
1. Required Training 


 
a. Officers are required to maintain current MPOETC requirement for CPR and 


First Aid prior to AED training or initiating AED procedures. 
b. Officers are required to successfully complete AED training before initiating 


AED procedures. 
c. Officers must re-certify for AED training as required at the direction of the 


county medical director. 
d. Officers may only use AED equipment they have been trained to use. 


 
2. Equipment 


 
a. An AED unit shall be carried in each zone car in service being operated by a police 


officer.  Duty supervisors will insure that all available units are deployed. 
b. Officers will be responsible for the care and maintenance of the AED unit assigned. 
c. An officer will be assigned to be the AED certified provider.  As such, he/she 


will be responsible to conduct general maintenance and to act as the “AED 
Coordinator” and the liaison with Montgomery County EMS. 


d. Any officer experiencing a problem with an AED unit shall immediately 
place the unit out of service and then notify the AED Coordinator. 


 
3. Response 
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a. Officers will respond to all ambulance calls, except if the officer is enroute to 
or presently engaged in an investigation or incident where the lack of police 
interventions or presence could result in serious bodily injury or death. 


b. On arrival trained AED officers will access the circumstances and follow 
AED protocol for delivering shocks.  Should EMS personnel arrive prior to 
the completion of the procedure, officers will continue the AED protocol. 


c. After delivery of shocks, EMS personnel will assume care of the patient and 
transport accordingly.  Officers shall assist as required. 


 
4. Reporting Requirements 


 
a. Officers shall complete an incident report and a county report form.  The 


incident report must include the following information: 
 


i. Patient’s name 
ii. Patient’s address 
iii. Age 
iv. Sex 
v. Date of episode 
vi. Time of dispatch and arrival 
vii. Officer’s name 
viii. Number of shocks delivered 


 
b. Completed reports shall be forwarded to the department AED Coordinator. 


 
3. Officers will provide a verbal report to EMS personnel at the scene.  
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5.1.44 DRESS CODE 
 


A. PURPOSE 
 


To provide guidelines to all officers and employees concerning the proper wearing 
of the issued Police uniform; to establish a dress code for non-uniformed clothing 
worn by officers and employees performing Police functions and to outline standards 
for personal hygiene, cleanliness and grooming. 


 
B. POLICY 
 


This policy is to ensure officers and employees: 
 


· Project a neat and well groomed appearance. 
· Convey the authority and professionalism of the Police Department. 
· Are immediately recognizable as Police Officers when in uniform. 
· Wear the Police uniform and accessories in a consistent manner and 


according to approved guidelines. 
 
C. DEFINITIONS 


 
1. Uniform of the Day (Officers) - That uniform which is designated to be worn by 


the on-duty Patrol shift. 
 
2. Uniform of the Day (Employees) - Issued uniform worn in a manner prescribed 


by the Chief of Police or his designee. 
 


D. REGULATIONS 
 


1. Department authorized uniforms and accessories will be issued to those officers and 
employees who are assigned to duties requiring uniforms.  These uniforms and 
accessories, and only these uniforms and accessories, will be worn while on duty. 


 
2. Issued uniforms and accessories will not be altered or changed in any manner 


which will effect the shape or appearance of the uniform or accessory. 
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3. Issued uniforms will be worn properly maintained, freshly laundered, and neatly 
pressed with no holes, rips, spots, or stains.  Issued accessories will be properly 
maintained and cleaned or shined, as needed. 


 
4. Uniform personnel, while on duty, will be in complete uniform.  All officers on 


duty during a particular shift will be dressed alike.  Adding or deleting parts of 
the uniform because of weather conditions or temperature changes will be at the 
discretion of the ranking supervisor on duty at the time. 


 
E. NON-UNIFORMED AND OFF-DUTY ASSIGNMENTS 


 
1. Male officers assigned to on duty non-uniformed duties.  Generally, detectives 


and other officers assigned to non-uniformed duties should dress in a suit and tie 
or sport coat, trousers and tie and present a clean, neat, business like appearance.  
With prior approval from the Chief of Police or his designee, deviation from this 
general rule is allowed, however, any deviation should tend to lead toward the 
accomplishment of a police purpose. 


 
2. Female officers assigned to on duty non-uniformed duties.  Clothing should be 


neat, clean and present a business like appearance.  Clothing which is too casual 
or informal is inappropriate.  With prior approval from the Chief of Police or his 
designee, deviation from this general rule is allowed, however, any deviation 
should tend to lead toward the accomplishment of a police purpose. 


 
3 Off duty officers performing a non-uniformed police function.  Same general 


rules apply to officers assigned to on duty non-uniformed assignments. 
 
4. Off duty officers performing a uniformed police function.  Uniform of the day 


will be worn. 
 
5. Non-Uniformed civilian employees.  Clothing should be neat, clean, and 


present a business like appearance.  Clothing which is too casual or informal is 
inappropriate. 


 
6. Any deviation from any of the provisions stated in this policy must be approved 


in advance by the Chief of Police or his designee. 
 


F. UNIFORM 
 


1. Hat 
 


a. The hat will be worn while on duty outside of vehicle and in view of the general 
public. 


b. The hat may be worn while on duty inside of the police vehicle. 
c. The hat will be worn straight on the head so the hat band creates a straight 


line around the head parallel to the ground. 
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d. A hat shield will be issued to all officers and worn on the front of the hat. 
e. The winter fur hat is to be worn in the manner previously described with the 


hat shield attached. 
 


2 Winter Shirts 
 


a. All buttons on the collar, sleeves, pockets, and front of the shirt will be buttoned. 
b. The sleeves will not be rolled up. 
c. The color of the shirt for command will be different than the color of the shirt 


for all other officers. 
 


3. Summer Shirts  
 


a. All buttons on the front of the shirt and the pockets will be buttoned except the top 
collar button.  When a tie is worn, the top collar button will be buttoned. 


b. The sleeves will not be rolled up. 
c. Occasionally, on spring or fall days, the light-weight jacket is worn with the 


summer shirt.  When this occurs, a black tie will also be worn. 
d. The color of the shirt for command will be different than the color of the shirt 


for all other officers. 
 


4.  Tie 
 


a. Black ties will be issued and worn properly adjusted with the winter shirt or, 
on occasion, with the summer shirt. 


b. Ties are made with button holes on the back loop.  This tie loop will be 
buttoned to the appropriate button on the front of the shirt. 


 
5. Trousers - Trousers will be worn in an appropriate manner.  The back pocket 


flaps will be buttoned. 
 
6. Shoes* - Only approved footwear will be worn.  Shoes will be black, polished, 


and in good repair.  Loafers are not permitted.  Any exceptions will be for 
medical reasons only. 


 
7. Boots* 


 
a. Only approved foul weather gear will be permitted. 
b. Only special units, when operational, will be permitted special footwear. 


 
8. Outer Garments 


 
a. Light-weight and winter jackets when worn in public will be zipped to the center of the 


two pocket buttons.  Rain coats will be worn in the appropriate manner. 
b. Pockets will be buttoned at all times. 


 







General Order 5.1.44 - Dress Code  Page 4 of 6 
 


9.  Badge - Will be affixed to the tab above the left pocket on both the shirt and the 
outermost garment.  Excluding raincoat. 


 
10. Nameplate - Will be centered on the shirt’s right pocket flap with the top edge 


of the nameplate parallel to and abutting the top seam of the pocket. 
 
11. Citation bars  - Will be worn centered on the left pocket flap of the shirt.  The 


citation bar may also be worn on the left pocket flap of the light-weight jacket 
or winter jacket.  The top edge of the citation bar will be parallel to and 
abutting the top seam of the left pocket flap.  Citation bars will not be worn on 
the raincoat. 


 
12. Whistle and Chain - Uniformed officers assigned to patrol division and the 


traffic safety unit, the chain will be secured to the button on the right shoulder 
epaulet.  The whistle will be carried inside the right shirt pocket entering the 
pocket on the right side nearest the right sleeve.  When the light-weight jacket, 
the winter jacket or raincoat is worn, the whistle and chain will still be worn on 
the shirt. 


 
13. Tie Tacks - Issued tie tacks will be centered on the tie forming a straight line 


between the two (2) shirt pocket buttons. 
 
14. Rank Insignia - Command officers will wear rank insignias on the epaulets of 


the shirts, light-weight jack and winter jacket. 
 
15. Sergeant’s Chevrons - Sergeants will wear chevrons on both sleeves of the 


shirt, light-weight jacket and winter jacket. 
 
16. Collar Insignia - Command officers will wear rank insignia on shirts.  Sergeants will 


wear rank insignia on shirts.  Patrolman will wear WNPD insignia on both sides of 
shirt.  Special unit insignias will be worn on the right side and the insignia denoting 
their rank will be worn on the left side. 


 
17. Socks - Black or dark grey socks will be worn with the uniform. 
 
18. Tee-Shirts - A tee-shirt may or may not be worn with the uniform, however, if 


a tee-shirt is worn, only the neck area to the first (top) button of summer shirt 
will be exposed. 


 
19. Belt* - A personal black belt will be worn through the trouser belt loops under 


the Sam Browne leather belt. 
 
20. Sam Brown Belt* and Buckle - This issued belt and buckle will be worn 


around the waist over the trouser belt not through the trouser belt loops.  Issued 
belt keepers will be worn to hold the Sam Brown belt in place. 
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21. Holster*  - Right handed - worn on Sam Brown belt in the right hip area. 
 
22. Magazine Pouch*  - Worn on the front part of the Sam Brown belt on the right  
  side between the holster and the belt buckle; or on the left side between the 


buckle & PR-24 holder. 
 
23. Magazine - Carried inside the magazine pouch. 
 
24. PR-24 Baton Holder* - This accessory is worn on the Sam Brown belt and is 


the first item on the left side of the belt buckle.  This will be the second item if 
magazine pouch is worn as the first item. 


 
25. PR-24 Baton - The PR-24 baton will be carried in the PR-24 baton holder 


when the officer is outside of the police vehicle. 
 
26. Portable Radio Holder* - This accessory will be worn on the Sam Browne 


belt to the immediate left of the PR-24 baton holder. 
 
27. Portable Radio - The portable radio will be carried in the portable radio holder 


when the officer is outside the police vehicle. 
 
28. Handcuff Case* - This accessory will be worn on the Sam Browne belt to the 


immediate left of the portable radio holder. 
 
29. Handcuffs - Handcuffs will be carried in the handcuff case. 
 
30. Mourning Bands – Mourning Bands shall be worn based on the following 


guidelines: 
  


a. Within your agency ~ from the time of death until midnight on the 14th 
day after the death  


b. Within your region ~ from the time of death until midnight on the day of 
the funeral 


c. Funeral attendee ~ out-of-region officers while attending funeral 
d. National Peace Officers Memorial Day (May 15th) ~ from 0001 hours 


until 2359 hours 
 


Note:  For left-handed officers, the positioning of the accessories will be reversed. 
 
*All leather accessories worn by officers assigned to patrol division will be cleaned, 
polished and worn according to departmental policy.       


 
H. JEWELRY 


 
1. No bracelets, earrings, neck chains, medals, charms, or other jewelry may be 


visibly worn with the uniform.  Wrist watches and reasonable rings are allowed. 
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2. Exposed Items - Wallets, combs, brushes, cigarettes, cigars, pipes, eyeglasses, 
sunglasses or any other items will not be carried on the uniform if they are 
visible or if they cause exaggerated protrusions of the uniform. No items will be 
exposed on the uniform unless issued or approved in advance by the Chief of 
Police or his designee. 


 
3. Pens/Pencils - Pens and/or pencils may be carried exposed in the pen/pencil 


division of the left shirt pocket. 
 
4. Winter Accessories - During cold weather, officers may wear a scarf and gloves 


with the uniform.  Only plain black scarves and black gloves are permissible.  
Officers may use orange gloves when directing traffic.Officers may wear a sweater 
over the winter shirt and under the light-weight and winter jackets.  If this is done, 
no part of the sweater may be visible below bottom of outer garment. 


 
I. LIMITED DUTY, DESK DUTY AND OTHER SPECIAL DUTY OFFICERS 


 
1. Uniformed officers assigned to any duty other than normal patrol duties will 


dress consistent with the uniform of the day worn by the on-duty patrol shift.  
Any deviation from the uniform of the day must be approved in advance by the 
Chief of Police or his designee. 


 
2. It shall be the responsibility of all supervisory personnel to inspect and insure 


that employees of their command comply with the aforementioned policy and 
regulations. 


 





		3. Summer Shirts

		22. Magazine Pouch*  - Worn on the front part of the Sam Brown belt on the right
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5.1.45 MEDICAL EXAMINATIONS 
 


A. POLICY  
 


It is the policy of the West Norriton Police Department to evaluate the medical 
fitness of all its sworn personnel on a regularly scheduled basis.  This procedure is 
used to provide the individual with an objective assessment of his/her basic medical 
well-being. 


 
B. PURPOSE  
 


Police officers, by the very nature of their employment, have tremendous stress on 
their bodies due to the physical/emotional exertion, irregular work hours and eating 
habits, over a period of time this, as well as other factors, takes its toll on the 
physical structure of the body.  By providing this examination the township hopes to 
insure good health, reduce sick leave and provide quality preventative health care to 
the individual.  Participation by all officers is mandatory. 


 
C. PROCEDURES  


 
1. An examination will be conducted by a physician chosen by the department. 
 
2. Each officer’s age will determine the type of test, as well as the frequency this 


test will be conducted. 
 
3. The basic examination will include, but not be limited to: 


 
a.   A complete physical examination 
b.   Cholesterol screening, including HDL/LDL and total cholesterol. 
c.   Urinalysis 
d.   Snellen chart vision screening with red/green color vision 
e.   Hearing screening with tone audiometer 
f.   Optional tetanus/diphtheria booster shot, if indicated  


 
4. Testing and age schedule 


 
a.   Officers less than 40 years old: 
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i.       Basic examination 
ii.       Test conducted every 4 years 


 
b. Officers 40 years and over: 


 
i.       Basic examination 
ii.       Rectal examination including hemocult card 
iii.       Test conducted every 2 years 


 
c. Officers 50 years and over: 


 
i.      Basic examination 
ii.      Rectal examination including hemocult card 
iii.      Twelve lead EKG with rhythm strip with interpretation by physician 
iv.      Test conducted every year 


 
d.   Costs associated with the basic test will be paid by the department. 
e. Each member shall be notified in writing of the date, time and place of the 


examination. 
f.    All results of this examination will be confidential between the physician and 


the patient. 
g.   The only notification the physician will make to the police department will 


be as follows: 
 


i.       Physically fit for duty, or 
ii.       Referred to family physician for further tests. 


 
h.   The only exception being in the event the township’s or officer’s personal 


physical determines that the officer has contracted an illness or disease that 
could adversely affect co-workers or the general public, the Chief of Police is 
to be notified immediately so that proper precautions can be taken. 


i. In the event the township physician recommends further tests, the officer will 
seek treatment from his personal physician until that physician recommended 
treatment is concluded. 


j.    In the event the officer’s personal physician recommends a leave of absence 
from duty that will exceed the allotted yearly sick leave, the township has the 
option of having their physician conduct verifying tests before either 
granting/denying said leave. 


k. Nothing in this Police Manual shall prevent the department from ordering  
 employees to submit to tests as outlined in other sections of this manual. 
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5.1.46 NARCAN ADMINISTRATION 
 


I.  PURPOSE 
 


The purpose of this general order is to establish guidelines governing the 
administration of Naloxone (a.k.a. Narcan) to opioid overdose victims by law 
enforcement officers.  The objective is to reduce injuries and fatalities associated 
with opiate overdoses. 


 
II.  POLICY 


 
It is the policy of this department that only officers who have completed department 
approved training in the proper administration of Naloxone shall be permitted to 
administer Naloxone when they encounter an apparent opioid overdose victim. 


 
III.  PROCEDURE 


 
A. Training 


 
1. Initial - Completion of the following department approved training programs 


shall be judged to meet the requirement for initial Naloxone training: 
 
a.  Pennsylvania Department of Health approved online training through the 


website www.getnaloxonenow.org, and, 
b.  Montgomery County Department of Public Safety PowerPoint 


Presentation entitled “Naloxone Medication.” 
 


2. Refresher- Law enforcement officers shall repeat the initial Naloxone 
training course every three (3) years in order to refresh their skills. 
 


3. A record of an officer’s initial and refresher training along with a copy of training 
materials shall be maintained in the department’s training records.  It shall be the 
responsibility of the officer completing the online training to print a certificate of 
completion and provide said certificate to the Chief of Police.   


 
B. Kit Distribution   
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1. Naloxone kits shall be supplied to the department through the Montgomery 
County Department of Public Safety.  The Chief of Police shall be 
responsible for obtaining the legally mandated physician approvals prior to 
issuing the kits to the department.  A copy of the medical authorization shall 
be maintained by the Chief of Police.     
 


2. Naloxone kits shall be attached to each Automated External Defibrillator 
(AED).  To prevent degradation of the medication, the Naloxone kits should 
be kept in a relatively cool environment out of direct sunlight.  The Naloxone 
kits shall not been left in patrol vehicles and shall not be exposed to extreme 
heat or cold for extended periods of time. 


 
3. Officers shall be responsible for ensuring the presence of the Naloxone kit 


with their AED when performing their pre-shift equipment check.  Naloxone 
kits have two cartridges.  Should an officer encounter a kit with only one 
unexpended cartridge, the officer shall notify the department Naloxone 
administrator and a full kit will be added as soon as possible to supplement 
the single cartridge.  In no case shall an unexpired unexpended cartridge be 
discarded without the express authorization of the department Naloxone 
administrator. 


 
C. Naloxone Administration  


   
1. When officers encounter a situation where it appears Naloxone might be 


beneficial, officers shall: 
 


a. Maintain universal precautions; 
b. Perform patient assessment; 
c. Determine unresponsiveness, assess breathing and  pulse;  
d. Inquire of the subject, and anyone else present, whether Naloxone/Narcan 


has been administered prior to police arrival and in what amount(s), and 
whether the subject has ever had an adverse reaction to Naloxone/Narcan.  
Naloxone should not be administered to an individual who has previously 
had a possibly allergic reaction to the drug.  


e. Advise dispatch that the patient appears to be in a potential overdose 
condition, Naloxone/Narcan will be administered and Emergency 
Medical Services (EMS) are required. 


 
2. Following administration of Naloxone, officers shall remain with the victim and 


monitor them until EMS arrives and take over care and treatment of the patient.  
After the initial administration of Naloxone, the administering officer should 
evaluate the response of the patient and if EMS has not arrived additional doses of 
Naloxone may be administered after three (3) minute intervals. 
     


3. Spent Naloxone kits should be secured in a liquid/puncture proof “sharps” 
container and processed as biohazard evidence.  Whenever feasible, the kit 
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shall be turned over to Emergency Medical Services (EMS) personnel for 
disposal through biohazard containers to which they have access.   
 


4. At the conclusion of a Naloxone administration incident, officers shall 
submit an Incident Report detailing the nature of the incident, the assessment 
of the patient on arrival, the care the patient received and the fact that the 
Naloxone was administered, to include the number of doses administered and 
the manner of  administration.   


 
5. The administering officer shall complete a Montgomery County Regional 


Emergency Medical Services Naloxone Reporting Form which shall be 
attached to the Incident Report in the multimedia module of the records 
management system.  The Naloxone Reporting Form shall be transmitted to 
the Montgomery County Department of Public Safety Emergency Medical 
Services office by the department Naloxone administrator. 


 
6. The administering officer shall complete the Overdose Contact Sheet and 


forward it to the Montgomery County Detective Bureau.  The Overdose 
Contact Sheet shall be attached to the Incident Report in the multimedia 
module of the records management system. 


 
7. If applicable, an Automated External Defibrillator Form shall be completed 


and forwarded to the department AED coordinator for review and transmittal 
to the Montgomery County Department of Public Safety.  The AED Form 
shall be attached to the Incident Report in the multimedia module of the 
records management system. 


 
D.  Kit Maintenance and Replacement 
 


1. In addition to the pre-shift equipment check performed by officers, the 
department designee as the Naloxone administrator shall maintain a record of 
the expiration dates of all Naloxone kits.  The Naloxone kits shall be replaced 
before they reach their expiration dates.  
     


2. Expired Naloxone kits should be disposed of as per the department’s drug 
disposal policy. The disposal of the kits shall be documented to include the 
serial numbers and/or lot numbers and a certification by the disposing officer 
that shall be conveyed to the Medical Director of the Plymouth Ambulance 
by the Chief of Police. 


 
3. Spare or replacement Naloxone kits shall be securely stored in the Evidence 


Room of the Lower Providence Township Police Department.  A record shall 
be maintained of the kits received from the Montgomery County Department 
of Public Safety, the kits that have been used on patients, the kits that have 
been disposed of as expired and any other information required to ensure 
accountability of the inventory of Naloxone by the West Norriton Township 
Police Department.   
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E.  Charging Guidance 
 


1. Individuals who provide aid to drug overdose victims shall not be charged for 
providing aid to the overdose victim.  When in doubt regarding whether to 
charge, consult with a department supervisor or the Montgomery County 
District Attorney’s Office.   
  


2. Overdose victims shall not be charged with respect to the act of overdosing. 
 
F.  Regulatory Considerations 
 


1. Act 139 of 2014 conveys immunity from criminal prosecution, professional 
sanction and/or civil liability to law enforcement, fire department or fire 
company personnel in the event of an adverse outcome associated with the 
good faith administration of Naloxone. 
 


2. The receipt of training and instructional materials called for in the legislation 
and the prompt seeking of additional medical assistance shall create a 
rebuttable presumption that the person administering the Naloxone acted 
with reasonable care. 
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5.1.48 DISPOSAL OF J-NET MEDIA 
 


A. PURPOSE: 
 


The purpose of this policy is to outline the proper disposal of media (physical or 
electronic) at the West Norriton Township Police Department.  These rules are in 
place to protect sensitive and classified information, employees and the West 
Norriton Township Police Department.  Inappropriate disposal of West Norriton 
Township Police Department and FBI Criminal Justice Information (CJI) and media 
may put employees, West Norriton Township Police Department and the FBI at risk.  


 
B. SCOPE: 
 


This policy applies to all West Norriton Township Police Department employees, 
contractors, temporary staff, and other workers at the West Norriton Township 
Police Department, with access to FBI CJIS systems and/or data, sensitive and 
classified data, and media. This policy applies to all equipment that processes, stores, 
and/or transmits FBI CJI and classified and sensitive data that is owned or leased by 
the West Norriton Township Police Department.  


 
C. POLICY: 


 
1. When no longer usable, hard drives, diskettes, tape cartridges, CDs, ribbons, hard 


copies, print-outs, and other similar items used to process, store and/or transmit FBI CJI 
and classified and sensitive data shall be properly disposed of in accordance with 
measures established by the West Norriton Township Police Department.  


 
2. Physical media (print-outs and other physical media) shall be disposed of by one 


of the following methods:  
 


a. shredding using West Norriton Township Police Department issued shredders.  
 
b. placed in locked shredding bins for the Doc-u-vault Secure Shredding 


Company to come on-site and shred, witnessed by West Norriton Township 
Police Department personnel throughout the entire process. 


 
c. incineration using West Norriton Township Police Department incinerators 


or witnessed by West Norriton Township Police Department personnel onsite 
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at agency or at contractor incineration site, if conducted by non-authorized 
personnel.   


 
3. Electronic media (hard-drives, tape cartridge, CDs, printer ribbons, flash drives, 


printer and copier Hard-drives, etc.) shall be disposed of by one of the West 
Norriton Township Police Department methods: 


 
a. Overwriting (at least 3 times) - an effective method of clearing data from 


magnetic media. As the name implies, overwriting uses a program to write 
(1s, 0s, or a combination of both) onto the location of the media where the 
file to be sanitized is located.  


 
b. Degaussing - a method to magnetically erase data from magnetic media. 


Two types of degaussing exist: strong magnets and electric degausses. It 
should be noted that common magnets (e.g., those used to hang a picture on a 
wall) are fairly weak and cannot effectively degauss magnetic media.  


  
c. Destruction – a method of destroying magnetic media. As the name implies, 


destruction of magnetic media is to physically dismantle by methods of 
crushing, disassembling, etc., ensuring that the platters have been physically 
destroyed so that no data can be pulled. 


 
4. IT systems that have been used to process, store, or transmit FBI CJI and/or 


sensitive and classified information shall not be released from the West Norriton 
Township Police Department’s control until the equipment has been sanitized 
and all stored information has been cleared using one of the above methods.  


 
D.  ENFORCEMENT: 


 
1. Any employee found to have violated this policy may be subject to disciplinary 


action, up to and including termination. 
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5.1.49 SOCIAL MEDIA 
 


A. PURPOSE 
 


The Department endorses the secure use of social media to enhance communication, 
collaboration, and information exchange; streamline processes; and foster productivity. 
This policy establishes this department' s position on the utility and management of social 
media and provides guidance on its management, administration, and oversight. This 
policy is not meant to address one form of social media; rather social media in general, as 
advances in technology will occur and new tools will emerge. 
 


B. DEFINITIONS 
 


Blog: A self-published diary or commentary on a topic that may allow visitors to 
post responses, reactions, or comments. The term is short for "Web log." 


 
Page: The specific portion of a social media website where content is displayed and 


managed by an individual or individuals with administrator rights. 
 
Post: Content an individual share on a social media site or the act of publishing 


content on a site. 
 
Profile: Information that a user provides about himself or herself on a social 


networking site. 
 
Social Media: A category of Internet-based resources that integrate user-generated 


content and user participation. This includes, but is not limited to, social 
networking sites (Facebook, MySpace), micro blogging sites (Twitter, 
Nixle), photo- and video sharing sites (Flickr, YouTube), wikis (Wikipedia), 
blogs, and news sites (Digg, Reddit). 
 


Social Networks: Online platforms where users can create profiles, share 
information, and socialize with others using a range of technologies. 


 
Speech: Expression or communication of thoughts or opinions in spoken words, in 


writing, by expressive conduct, symbolism, photographs, videotape, or 
related forms of communication. 
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C. POLICY 
 


Social media provides a new and potentially valuable means of assisting the West 
Norriton Township Police Department and its personnel in meeting community 
outreach, problem-solving, investigative, crime prevention, and related objectives. 
This policy identifies potential uses that may be explored or expanded upon as 
deemed reasonable by administrative and supervisory personnel. The Department 
also recognizes the role that these tools play in the personal lives of some department 
personnel. The personal use of social media can have bearing on departmental 
personnel in their official capacity. As such, this policy provides information of a 
precautionary nature as well as prohibitions on the use of social media by 
department personnel. 


 
D. PROCEDURE 
 


1. Department Hosted Social Media 
 
a. Determine strategy 


 
i.  Where possible, each social media page shall include an introductory 


statement that clearly specifies the purpose and scope of the agency's 
presence on the website. 


ii.  Where possible, the page(s) should link to the department's official website. 
iii.  Social media page(s) shall be designed for the target audience(s) such 


as parents, youth, potential police recruits or the public in general 
 


b. Procedures 
 
i.  All department social media sites or pages shall be approved by the Chief of 


Police or his designee and shall be administered by specific assignment. 
ii.  Where possible, social media pages shall clearly indicate they are 


maintained by the Department and shall have department contact 
information prominently displayed. 


iii.  Where possible, social media pages should state that the opinions expressed 
by visitors to the page(s) do not reflect the opinions of the department. 


 
(a) Pages shall clearly indicate that posted comments will be monitored 


and that the department reserves the right to remove obscenities, 
off-topic comments, and personal attacks. 


(b) Pages shall clearly indicate that any content posted or submitted for 
posting is subject to public disclosure. 


 
c. Department-Sanctioned Use of Hosted Social 


 
i. Department personnel representing the department via social media 


outlets shall do the following: 
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(a) Conduct themselves at all times as representatives of the department and, 
accordingly, shall adhere to all department standards of conduct and 
observe conventionally accepted protocols and proper decorum. 


(b)  Identify themselves as a member of the department. 
(c)  Not make statements about the guilt or innocence of any suspect or 


arrestee, or comments concerning pending prosecutions, nor post, 
transmit, or otherwise disseminate confidential information, including 
photographs or videos, related to department training, activities, or work-
related assignments without express written permission. 


(d) Not conduct political activities or private business. 
(e) Department personnel use of personally owned devices to manage 


the department's social media activities or in the course of official 
duties is prohibited without express written permission. 


(f)  Employees shall observe and abide by all copyright, trademark, and 
service mark restrictions in posting materials to electronic media. 


 
2. Potential Uses 


 
a. Social media is a valuable investigative tool when seeking evidence or 


information about: 
 
i.  missing persons; 
ii.  wanted persons; 
iii.  gang participation; 
iv.  crimes perpetrated online (i.e., cyberbullying, cyberstalking); and 
v.  photos or videos of a crime posted by a participant or observer. 
 


b. Social media can be used for community outreach and engagement by 
 
i.  providing crime prevention tips; 
ii.  offering online-reporting opportunities; 
iii.  sharing crime maps and data; and 
iv.  soliciting tips about unsolved crimes (i.e., Crime stoppers, text-a-tip). 
 


c. Social media can be used to make time-sensitive notifications related to 
 
i.  road closures, 
ii.  special events, 
iii.  weather emergencies, and 
iv.  missing or endangered persons. 
 


d.  The use of department computers by department personnel to access social 
media is prohibited without authorization by the member's immediate supervisor. 


e.  This department has an obligation to include Internet-based content when 
conducting background investigations of job candidates. 
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f.  Searches should be conducted by a non-decision maker. Information 
pertaining to protected classes shall be filtered out prior to sharing any 
information found online with decision makers. 


g.  Persons authorized to search Internet-based content should be deemed as 
holding a sensitive position. 


h.  Search methods shall not involve techniques that are a violation of existing law. 
i.  Vetting techniques shall be applied uniformly to all candidates 
j.  Every effort must be made to validate Internet based information considered 


during the hiring process. 
 


3. Personal Use of Social Media 
 
Precautions and Prohibitions: Barring state law or binding employment contracts 
to the contrary department personnel shall abide by the following when using 
social media. 
 
a.  Department personnel are free to express themselves as private citizens on social 


media sites to the degree that their speech does not impair working relationships 
of this department for which loyalty and confidentiality are important, impede the 
performance of duties, impair discipline and harmony among coworkers, or 
negatively affect the public perception of the department. 


b.  As public employees, department personnel are cautioned that speech on- or 
off-duty, made pursuant to their official duties-that is, that owes its existence 
to the employee's 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.  Department personnel shall not post, transmit, or otherwise disseminate any 
information to which they have access as a result of their employment 
without written permission from the Chief of Police or his designee. 


d.  For safety and security reasons, department personnel are cautioned regarding 
their disclosure of employment with this department. Accordingly, they shall not 
post information pertaining to any other member of the department without their 
permission. As such, department personnel are cautioned not to do the following: 


 
i.  Display department logos, uniforms, or similar identifying items on 


personal web pages. 
ii.  Post personal photographs or provide similar means of personal recognition that 


may cause them to be identified as a police officer of this department. Officers 
who are, or who may reasonably be expected to work in undercover operations, 
shall not post any form of visual or personal identification. 


 
e. When using social media, department personnel should be mindful that their 


speech becomes part of the worldwide electronic domain. Therefore, 
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adherence to the department’s code of conduct is required in the personal use 
of social media. Department personnel are prohibited from the following: 
 
i.  Speech containing obscene or sexually explicit language, images, or 


acts and statements or other forms of speech that ridicule, malign, 
disparage, or otherwise express bias against any race, any religion, or 
any protected class of individuals. 


ii.  Speech involving themselves or other department personnel reflecting 
behavior that would reasonably be considered reckless or irresponsible. 


 
f.  Engaging in prohibited speech noted herein, may provide grounds for 


undermining or impeaching an officer's testimony in criminal proceedings. 
Department personnel thus sanctioned are subject to discipline up to and 
including termination of office. 


g.  Department personnel may not divulge information gained by reason of their 
authority; make any statements, speeches, appearances, and endorsements; or 
publish materials that could reasonably be considered to represent the views 
or positions of this department without express authorization. 


h.  Department personnel should be aware that they may be subject to civil 
litigation for; 


 
i.  publishing or posting false information that harms the reputation of 


another person, group, or organization (defamation); 
ii.  publishing or posting private facts and personal information about 


someone without their permission that has not been previously revealed 
to the public, is not of legitimate public concern, and would be 
offensive to a reasonable person; 


iii.  using someone else's name, likeness, or other personal attributes 
without that person's permission for an exploitative purpose; or 


iv.  publishing the creative work of another, trademarks, or certain 
confidential business information without the permission of the owner. 


 
i.  Department personnel should be aware that privacy settings and social media 


sites are constantly in flux, and they should never assume that personal 
information posted on such sites is protected. 


j.  Department personnel should expect that any information created, 
transmitted, downloaded, exchanged, or discussed in a public online forum 
may be accessed by the department at any time without prior notice. 


 
RESPONSIBILITIES 
 
Reporting violations - Any employee becoming aware of or having knowledge of a posting or of 
any website or web page in violation of the provision of this policy shall notify his or her supervisor 
immediately for follow-up action. 
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5.1.5 PHYSICAL PLANT/BUILDING MANAGEMENT 
 


A. POLICY 
 


Building management and care of the department’s facilities is an integral part of efficient 
operations.  Each officer shares in the responsibility to the degree they would care for their 
own home.  With this in mind, members of the department will guard against abuse, negligent 
use, and waste of resources provided by the department. 


 
B. PURPOSE  
 


This policy is designed to outline procedures for managing the police building.  
Members recognize the importance of internal building security, proper operation of 
equipment provided within the building, and the need to have cost-effective controls 
to maximize budgeting constraints.  Every member of the department must make a 
conscious effort to adhere to this policy so that a pleasant and positive work 
environment exists herein.  Further, every member of the department is charged with 
the responsibility to challenge all persons in the police building they do not 
recognize who are unescorted, to ensure a more secure atmosphere. 


 
C. BUILDING SECURITY  


 
1. Each officer is issued a code number which allow access to the external doors of 


the police wing only and door to the Evidence placement room. 
 
2. Patrol Unit Sgt/Cpl will also be issued the codes to the Sergeant’s room and the 


Traffic Safety Unit room. 
 
3. Special Unit Officers will also be issued the codes to their special rooms. 
 
4. Detectives only will also have the access code to the Detective Unit. 
 
5. Only full-time employees (both civilian and sworn) will be issued access codes 


to the external doors in the police wing. 
 
6. Only those authorized by the Chief of Police will be issued code numbers above 


the level listed in paragraph 1 of this section. 
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7. The Dispatch Center contains the master control panel for access to all exterior doors in 
both police and administration wings of the building.  Therefore, it is the responsibility of 
the on-duty dispatcher to insure that no unauthorized persons enter the building. 


 
8. Upon receiving a request to enter the building: 


 
a.  Request the person to identify him/herself. 
b.  Permit entry and mark log, if authorized. 


 
9. If unknown or without proper identification or authorization, refuse entry and 


notify patrol to check the location. 
 


10. External doors, with the exception of the main lobby (public entrance) are the type 
that automatically locks when closed.  These doors will not be altered to default 
this function.  No door will be propped open to circumvent the locking feature. 


 
11. It will be the responsibility of the shift supervisor to make sure these doors are 


locked after use. 
 
12. No one will be admitted to the police wing unless: 


 
a. Employed in the Police Department. 
b. Authorized by the Chief of Police. 
c. Accompanied by an officer upon entering and exiting. 


 
13. Emergency Exits have been conspicuously posted and all employees are to 


become familiar with them. 
 


D. USE OF OFFICES  
 


1. Patrol Room - is the primary work area for uniformed personnel.  All members 
will maintain this area by policing after themselves, i.e. dispose of their own 
trash and take responsible steps to keep the area clean after use. 


 
a. This area is for police personnel.  Sensitive or confidential information may be 


available here.  No civilians will be allowed access to this area unless authorized. 
 


2. Sergeant’s Office - is generally restricted to sergeants or corporals use. 
 
3. Traffic Safety Room - is generally restricted to use by those officers assigned to 


this special unit. 
 
4. Roll Call Room - is to be used by all oncoming platoon supervisors to conduct 


roll call (see roll call policy). 
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5. Kitchen - is provided for the convenience of the officers.  All food and beverages 
should be prepared and/or consumed in this area and in no other area of the 
patrol section.  Officers using the facility shall clean up after themselves. 


 
6. Locker Room - is for department personnel only.  Exercise equipment is strictly for 


authorized personnel.  Bathroom facilities in this area are for department members only. 
 
7. Detective Division - is divided into two units, Adult and Juvenile.  This section 


also contains a conference room and two interview rooms for use by both units.  
Each unit has a separate file room.  This area is restricted to police personnel due 
to the sensitive and/or confidential information available.  Civilians will not be 
permitted access to this area unless authorized or on police business.  At no time 
will a civilian be permitted in this area without a detective being present. 


 
8. Prisoner/Processing Area - is primarily for the stated use.  No civilians will be 


permitted in this area at any time.  The custody, detention, transportation policy 
will be followed at all times. 


 
9. Police Administration Offices - is restricted to all personnel except to perform a 


police function, and then only by invitation or upon request. 
 


10. File Room - is to be kept secure at all times.  Records will not be removed form this area 
without proper authorization.  No person will access a file without permission. 


 
11. Communications Room - is restricted to all personnel except to perform a 


police function.  At no time will a civilian be permitted in this area without 
authorization.  Due to the possibility of distractions to the dispatcher, no more 
than two persons are to be in this area at any time. 


 
12. Reception/Waiting Room - is restricted to its stated use.  Members of the 


department should not congregate in this area. 
 
13. Complaint Room - is restricted to its stated use.  At no time will complaints be 


handled in the reception area. 
 
14. E.R.U. - All department weapons and other offensive equipment will be kept in 


this room.  Only approved personnel will be authorized to have access to this 
room.  This room is to be kept locked at all times. 


 
15. Evidence - This room consists of three separate areas: 


 
a. Evidence Collecting Room - all officers have access to this area and are to 


place all incoming evidence in this room. 
b. Processing Room - to be used to test for further evidence from items placed 


in evidence collecting room. 
c. Evidence Storage Room - this room is restricted to the evidence custodian, 
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the Deputy Chief and the Chief of Police.  No one else is permitted access 
to this area.  Only the evidence custodian is permitted to deposit/remove 
evidence to/from this area and then only following all department 
procedures associated with the chain of evidence. 


 
16.  Training Complex -This area consists of three separate rooms: 


 
a. Training Room - all in-service training, department meetings, etc. will be 


held here. 
b. Storage Room - restricted to authorized personnel only. 
c. Library - this room is generally accessible to all department personnel for 


study/research.  However, it has an additional function to serve as a special 
operations room.  During this time it will be restricted to authorized 
personnel only and kept locked at all times. 


 
E. USE OF OFFICE EQUIPMENT  


 
1. All office equipment is here to make the officer’s job as manageable as possible.  


Department members are expected to exercise care when using this equipment.  
Officers should treat the equipment as if they purchased it with their own money. 


 
2. All desks not your own shall be considered restricted, including information/files 


on top of desks. 
 
3. All other file/storage cabinets outside of the records room are restricted by 


invitation of the person responsible for same.  No files should be left on the desk 
tops or accessible to non-department personnel at anytime. 


 
4. Electric typewriters should always be turned off when not in use or during long 


pause periods.  Officers will be trained in proper use and care of this equipment.  
No piece of equipment should be used without proper instructions. 


 
5. Computer Equipment - the department computer equipment is here for use by all 


personnel, and is restricted as indicated. 
 
6. Members will always use their code and password.  Use of someone else’s coded 


password is strictly prohibited. 
 
7. Members are permitted access limited only by those levels of security to which 


they were authorized. 
 
8. Use of electronic information is controlled as if the information were in written 


document form.  If you are not authorized access to certain documents, e.g., 
personnel records, you conversely are not authorized electronic access. 
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9. Members will be trained in the proper application of the computer system for 
which they are authorized. 


 
10. Any form of computer hacking (circumventing the security system to gain 


unauthorized access) is strictly prohibited. 
 


F. PARKING  
 


1. Personal Vehicles - all police department employees, uniformed and civilian will 
park in the police employee’s lot, only.  The first three spaces on the east side are 
reserved for administrative staff; the fourth is reserved for the dispatcher.  All 
others are on a first come basis. 


 
2. Police Vehicles - All vehicles will park against the rear of the building in the 


following order.  Assigned spaces are in an east to west direction. 
 


a. Unmarked Vehicles 
 


i. Space 1 - Chief 
ii. Space 2 – Deputy Chief 
iii. Spaces 3,4,5 - Detective Unit 


 
b. Marked Vehicles 


 
   i.  Space 6 - Sergeant 
   ii.  Spaces 7,8,9,10,11,12 - Remaining Units 


 
3. The space in front of the rear police entrance is to be kept open at all times, 


except when loading/unloading prisoners. 
 
4. There is to be no double parking or parking in front of the garage.  The driveway 


is one-way and signs are posted and will be followed by all personnel. 
 
5. Vehicles requiring maintenance will be parked in their normal spaces until 


mechanics need them. 
 
6. All police vehicles will be locked when parked.  They will not be left unattended 


with the motor running. 
 
7. No unauthorized vehicles will be permitted in the rear lot.  Outside police 


department vehicles are excluded if on a specific mission, i.e., pick up 
prisoner/special operation or training session. 


 
8. Parking spaces in front of the building are reserved for visitors, both civilian and 


other police departments.   
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WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT  


       
      


5.1.51 COMMUNITY RELATIONS UNIT  
  


A. POLICY   
  


It is the policy of the West Norriton Township Police Department that, as part of 
our continuing commitment to Community Oriented Policing (COP), we should 
reach out to the community during community relations unit events and 
activities. It is with this in mind that the West Norriton Police Community 
Relations Unit was established. This unit’s mission is to better serve the West 
Norriton Township citizens by making themselves more accessible and visible 
than officers on regular patrol through community events and meetings. The 
unit offers police administration a highly trained and dedicated community 
relations function that is not normally found within standard police response 
capabilities. 


  
B. PURPOSE   
  


The establishment of this unit allows the Police Department, through the 
Community Relations Unit, to reach out on a more personal level to the citizens 
and stakeholders of the community. The West Norriton Township Police 
Department shall continually strive to establish binding ties with the community 
and to keep the lines of communication open to the needs of the 
community.  These needs should always be kept in mind and, whenever 
possible, be met by the Department. 


   
C. PROCEDURES   


  
1. Personnel and Training:  


  
a.  Officers assigned to the Community Relations Unit will be selected by the 


Chief of Police or his/her designee. 
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b. The officers assigned to the unit will be assigned to various community relations 
events and preplanned meetings with the community.   


c. All officers assigned to the unit should seek out training that furthers their 
knowledge and understanding of Community Orientated Policing. 


d. All officers assigned to the unit will apply for community relations training through 
normal departmental training protocols and be approved by the Chief of Police or 
his/her designee.  


e. All WNPD Community Relations Unit members will wear the prescribed uniform 
of the day unless otherwise authorized by the Chief of Police and his/her designee.  


  
D. OPERATIONS   


  
1. The operations of an effective community relations unit are to establish direct 


contact with the community through the school system, community groups, and 
civic and professional organizations to gain support for law enforcement 
activities. Also, the West Norriton Community Relations Unit will organize, host, 
and attend various community events that bolster better communication and 
relations with the citizenry. The community relations officer will then contact 
Police Radio about the event, and the hours will be recorded in the daily log.  


  
2. Community relations officers’ duties, while hosting, planning, or attending an 


event, should concentrate on:  
  


a. Neighborhood patrol and crime prevention.  
b. Community policing and reducing the fear of crime.  
c. Organizing, hosting, and holding events that grant access directly with 


community members.  
d. Assisting regular patrol when necessary.  
e. Addressing the townships quality of life crimes and issues.  
f. Attending Township and community meetings to address the publics 


concerns and safety issues.  
g. Community safety and education.  
h. Organize police youth camps and youth outreach programs.  
i. Work with school officials to address various safety and security concerns.  
j. Develop relations with other community, business, and stakeholders within 


the township.  
k. Enforcement of all laws of the United States, the Commonwealth of 


Pennsylvania and the Township of West Norriton.  
 


3. Officers of the West Norriton Twp. Police Department CRU Unit shall be 
available to meet with various civic organizations or members of the public 
upon request to answer questions and/or discuss pending problems within the 
community and provide suggestions as to how to deal with these problems.  


  
4.  Community Relations officers normally work as a two-person unit but may 


occasionally request additional officers to participate in and attend CRU 
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events. The CRU officers will forward these requests, which will be approved 
by the Chief of police or his designee. 


  
5. Officers from all divisions of the West Norriton Township Police Department 


are encouraged to make suggestions as to what type of training may be needed 
based upon conditions within the Township and in areas that would improve 
the Community Relations function.   


  
6. When requested the West Norriton Twp. Police Department CRU Unit may 


assist in the forming of community groups, such as Crime Watch groups, in 
areas where they will work toward the common good of the Township. 


  
7. The community relations activities of the Department shall be included in the 


West Norriton Township Newsletter/Facebook Page when it is published  
  
8. Community Relations officers will use approved departmental patrol vehicles 


for community relations events. The vehicles will be assigned by the Chief or 
his/her designee and recorded on the officer’s daily patrol log. 


 
9. Community Relations officers will request appropriate funding for supplies and 


community relations items from the Chief and his/her designee. These requests 
will be approved by the Chief or his/her designee.   


 
10. The Community Relations policy should be reviewed at least once every three 


years to ensure that it is in line with the goals and objectives of the Department.   
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5.1.6 BUILDING EVACUATION 
 


A. POLICY  
 


It is the policy of the West Norriton Police Department of safe working environment 
for all its employees. 


 
B. PURPOSE 
 


The purpose of this directive is to describe the procedure for the safe and efficient evacuation 
of the employees from the township building in the event of a fire or other emergency. 


 
C. CIVILIAN PERSONNEL 


 
1. Upon the sounding of the fire alarm all administrative civilian personnel will: 


 
a. If working on computer, get out of program by returning to main menu, exit 


program and turn off power. 
b. Power down main frame and turn off. 
c. Collect computer backup tapes and remove same from building. 
d. Gather personal items (coats, purses, etc.) and proceed to the nearest exit in a 


calm, orderly manner. 
e. Once outside employees will proceed to the flag pole located in front of the building. 
f. Employees will remain at this location until everyone is accounted for or 


until the building is clear for safe return. 
 


2.  Clerk/Dispatcher - Upon activation of alarm, the dispatcher will: 
 


a. Sound the alarm. 
b. Notify all patrol vehicles by radio. 
c. Notify all highway and ambulance units by radio. 
d. Notify Fire Marshall 
e. Set the alarm system so all doors are unlocked. 
f. Stay at post until relieved or ordered out of the building. 
g. If ordered out, proceed through the nearest safe exit to the gathering point. 


 
3. Prisoners - Upon being notified by the dispatcher of an alarm, all patrol units will 


return to the station. 
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a. Officers will remove prisoners from detention area using current operational 
procedures. 


b. Upon being secured, prisoners will be led from the building and placed in a 
marked patrol unit at the rear of the building. 


c. Vehicle will be moved from vicinity of building to the police parking lot. 
d. At least one officer will remain with the prisoner at all times until building is 


clear for returning prisoner to cell or decision by Administration personnel to 
transport to either County or neighboring community holding facility. 


 
4. Sworn Personnel - The officers not assigned to prisoner watch detail will: 


 
a. Evacuate the building immediately and assume normal duties during fire calls. 
b. Establish a perimeter and control all pedestrian/vehicular traffic from entering the 


operational area.  This function should be turned over to fire police as soon as they 
are available so officers can perform their normal duties. 


c. One officer will be assigned to dispatch area and assist or relieve the civilian 
dispatcher during the emergency. 


 
5. Re-entering Building - No personnel will re-enter the building until: 


 
a. All clear has been given; 
b. Authorized by the Fire Chief to perform a specific function.  In the even of 


such an occurrence, the person must report his/her entry and exit. 
 


6. Emergency Exits are clearly marked by overhead signs.  In the police wing of the 
building, there are three exits to the outside, in the following locations: 


 
a. South side - officers door 
b. East side - administration door 
c. North side - public entrance 


 
7. Fire Alarm pull boxes are located as follows, in the police wing: 


 
a. Public waiting room - north side 
b. Officers hallway by Processing room - south side 
c. Vestibule (police administration exit) - east side 
d. Fire Extinguisher locations 
e. Dispatch office 
f. Administration kitchen 
g. Hallway by east door 
h. Hallway by west door 
i. Officers south exit door 
j. Officers work area 
k. Evidence process area 
l. ERU room 
m. Locker room  
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5.1.7 JOB DESCRIPTIONS 
 


A. CHIEF OF POLICE 
 


1. The Chief of Police shall be the chief executive officer of the Department of Police.  He 
shall have control of the stationing and transfer of all patrolmen, supervisors and 
employees in the Department under such rules and regulations as the Board of 
Commissioners prescribes or approves.  He shall report directly to the Township Manager 


 
2. He shall promptly execute all directives of the Board of Commissioners and 


issue such general orders and directives to the Police Department as may be 
required for the proper administration of the Department. 


 
3. He shall organize, direct and control all resources of the Department for the most 


efficient discharge of its duty to preserve the peace, protect persons and property 
and obey and enforce all ordinances of the Township of West Norriton and all 
criminal laws of the State of Pennsylvania and the United States of America. 


 
4. He shall develop the organizational structure of the Department in accordance 


with professional standards and, by consideration of sound span-of-control 
principles, integrate related activities under control of intermediate supervisors.  
He shall hold them accountable for effective conduct of such activities. 


 
5. He shall plan and execute a police service program designed to prevent and 


repress crime, apprehend and prosecute offenders, recover property, and regulate 
non-criminal conduct.  He shall modify the program to combat current trends as 
revealed by analysis of records and reports. 


 
6. He shall collaborate with the Township Civil Service Commission in devising 


acceptable standards and procedures for recruitment, selection and promotion of 
Department employees. 


 
7. He shall work for the enactment and strengthening of laws and ordinances for the 


restrain of criminal activities. 
 
8. He shall cause an adequate and progressive program of employee training to be 


organized and conducted. 
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9. He shall formulate techniques for recognizing outstanding performance by 
Department employees. 


 
10. He shall continually strive to improve employee working conditions in order to 


achieve maximum efficiency and morals. 
 
11. He shall establish and maintain high ethical standards for Department personnel and 


exercise the vigilance necessary to sustain observance of such standards. 
 
12. He shall exercise general supervision and inspection of all public places within the 


Township and cause the laws and ordinances concerning them to be obeyed. 
 
13. He shall develop and conduct a sound public relations program to promote 


public confidence and shall interpret police policies and objectives to 
Department personnel, the press and the public. 


 
14. He shall maintain suitable, productive relationships between the Department and other 


governmental agencies and with private organizations, especially those concerned with 
traffic, crime prevention and the administration of justice. 


 
15. He shall submit required reports to the Board of Commissioners in such form 


and detail as to clearly depict conditions and police action.  He shall cause to 
be published an annual report which adequately presents the problems, services 
and activities of the Police Department. 


 
16. He shall insure prompt reporting to other Township agencies of any important 


matter falling within their jurisdiction. 
 
17. He shall maintain an active alliance with professional police authorities and 


participate in programs for the mutual improvement of proficiency in 
combating crime and traffic problems. 


 
18. He shall develop or adopt new techniques to improve the Department’s 


effectiveness in the discharge of primary police obligations. 
 
19. He shall establish and supervise a program of experience analysis and 


continued planning in preparation for the development of facilities to fulfill 
prospective requirements. 


 
20. He shall supervise the preparation and presentation of realistic annual budget estimates. 
 
21. He shall administer the Department’s fiscal affairs in a manner calculated to 


convert available resources into maximum effective police service, 
economically employed, in area of demonstrable need. 
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22. He shall create and maintain a staff of supervisory officers, representative of 
the Department’s segments to function as an executive council.  He shall 
conduct periodic meetings of this staff to discuss and resolve current problems, 
establish policy, and disseminate information. 


 
B. DEPUTY CHIEF OF POLICE 


 
1. The Deputy Chief is second in command of the Police Department. 
 
2. He shall perform all duties delegated to him by the Chief of Police and shall have 


the authority to carry out same.  In the absence of the Chief of Police he shall 
take charge and perform all duties of and for the Chief of Police.  He shall 
thoroughly understand the operating philosophy of the Chief of Police. 


 
3. He shall exercise authority, commensurate with his responsibility and be 


accountable directly to the Chief of Police. 
 
4. He shall promptly obey and transmit all orders of the Chief of Police insuring 


proper and correct interpretation and full compliance.  
 
5. He shall advise the Chief of Police on all matters concerning the department’s 


needs and activities. 
 
6. His administrative duties shall include planning, organizing and directing the 


activities of assigned personnel and maintenance of harmonious relationship with 
other police divisions, units, allied agencies and the public. 


 
7. He shall have direct control over all members of the department of lower rank and is 


responsible for the direction and performance of personnel under his command. 
 
8. He shall constantly evaluate the police service and submit his recommendations 


in writing to the Chief of Police. 
 
9. Conduct inspections to determine whether the resources at the department’s 


disposal, both personnel and material, are being utilized to the fullest extent. 
 


10. Analyze and interpret statistical reports to achieve more effective deployment of 
personnel and to decrease the incidence of crime, vice, and traffic conditions. 


 
11. He shall submit to the Chief of Police, in prescribed form and detail, such 


reports as may be required to accurately reflect the problems, services, and 
activities of the various platoons and/or units in the department. 


 
12. His hours of duty shall be in accordance with needs of the department.  He 


shall be available for duty at all times in case of special need or emergency.  
He shall respond punctually to all assignments. 
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13. He shall examine reports for conformity with the procedure for complete 
investigation and reporting, referring improper or incomplete reports in reverse 
order through original channels for correction and explanation of failure. 


 
14. He shall make daily examination of assignment sheets, time reports and all 


miscellaneous reports concerning personnel under his command to insure 
proper deployment and control. 


 
15. He shall be diligent in enforcing the observance of high ethical standards in the 


operations and conduct of department personnel. 
 
16. He shall exert every effort to satisfy the needs of citizens requesting service, 


assistance, or information and courteously explain any instances where jurisdiction 
does not lie with the police agency, suggesting procedures to be followed. 


 
17. He shall insure prompt reporting in writing to proper authorities of any 


instances of negligence, violation of law, or other matter falling within the 
jurisdiction of any other township agency. 


 
18. He shall at regular and unannounced times, visit all platoons and units under 


his command, inspecting them for condition, efficiency of operation, and 
conformity with regulations and order, initiating corrective action or 
disciplinary measures as indicated. 


 
19. He shall direct the overall internal and external departmental training 


programs, including firearms training. 
 
20. He shall assist in the preparation of training plans, orders, reports, curricula, 


publications and other staff activities.  Supervises the selections and review of text 
books and related training publications, aids and equipment.  Reviews, develops and 
recommends new and revised training doctrines, methods and techniques. 


 
21. He shall insure civil treatment and protection of rights for all persons coming 


into the scope of police authority. 
 
22. He shall systematically investigate all cases of alleged misconduct by 


department personnel. 
 
23. He shall assist the Chief of Police in conducting periodic meetings of supervisory 


officers to discuss and resolve problems, establish policy and disseminate information. 
 
24. He shall assist the Chief of Police in preparation of the annual budget, the 


planning of administrative and operational objectives and their implementation. 
 


C. DUTIES OF A PATROL SERGEANT 
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1. He shall be responsible for the efficient operation of his platoon, unit or other 
assignment in conformity with established policies. 


 
2. He shall plan, organize, and direct the activities of his platoon, unit or other assignment. 
 
3. He shall maintain harmonious relationships with other segments of the 


Department, allied agencies and the public. 
 
4. He shall promptly obey and transmit all legitimate orders, insuring uniform 


interpretation and full compliance. 
 
5. He shall be diligent in enforcing the observance of high ethical standards in the 


performance and conduct of personnel under his supervision. 
 
6. He shall, under the direction of his supervisor, collaborate with other members of 


the staff for the purpose of establishing departmental policies and procedures. 
 
7. He shall, when required, assist his supervisor in the investigation of all cases of 


apparent or alleged misconduct by subordinate personnel, procuring evidence to 
sustain or refute such allegations.  If required, he shall prepare necessary reports 
and assist at hearings and examinations. 


 
8. He shall be available for duty at all times in cases of special needs or emergencies and 


respond punctually to all of his assignments. 
 
9. He shall report any instance of unfitness detected at inspection or during his tour 


of duty. 
 


10. When beginning a tour of duty, he shall secure all information pertinent to the 
proper conduct of business from the officer in charge of the preceding tour, and 
at the conclusion of his tour, impart such information to his successor. 


 
11. He shall handle impartially every breach of discipline or neglect of duty by a 


subordinate in accordance with prescribed procedure. 
 
12. He shall recommend disciplinary action when necessary and record all such situations. 
 
13. He shall examine reports to insure conformity with the procedure for complete 


investigation and reporting. 
 
14. He shall exert every effort to satisfy the needs of citizens requesting service, 


assistance, or information and courteously explain any instances where jurisdiction 
does not lie with the Police Agency, suggesting procedures to be followed. 


 
15. He will check all reports of his platoon personnel at the completion of each 


daily tour of duty and have the personnel make the necessary corrections at 
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once, to complete all reports prior to leaving work after their tour of duty, 
striving constantly to have them improved upon. 


 
16. He shall insure civil treatment and protection of rights for all persons coming 


into the scope of police authority. 
 
17. He shall supervise and direct subordinates in investigation and in effective case 


preparation. 
 
18. He shall thoroughly familiarize himself with the area of his responsibility and 


all conditions of problems requiring police attention. 
 
19. He shall be sensitive to the conduct of juveniles and the existence of hazards 


affecting them, leading subordinates in the delinquency control effort. 
 
20. He shall work the hours of duty established by the Chief of Police. 


 
21. He shall familiarize himself with administrative policy and execute the service 


program within his area of responsibility, providing for: 
 


a.    Prevention and suppression of crime. 
b.   Protection of life and property. 
c.   Apprehension and prosecution of offenders. 
d.   Preservation of the peace. 
e.   Enforcement of regulatory measures. 


 
22. He shall assemble the personnel of his platoon for pre-tour briefings, inspect 


their persons, uniforms and equipment, and provide them with the necessary 
materials for the performance of their duties. 


 
23. He shall exercise a general supervision of all public places within the 


Township and cause laws, ordinances and regulations concerning their 
operation to be enforced. 


 
24. He shall devote the maximum possible time to an inspection of the field 


operation, noting deficiencies and making appropriate corrections and 
recommendations, always exercising a degree of leadership commensurate 
with his responsibility. 


 
25. He shall inspect and report in writing every instance of damage, neglect or 


improper use of Department vehicles, equipment or property.  This inspection 
shall extend to vehicles or property reserved for his own use. 


 
26. He shall, at all times when he is the only supervising officer present, and a 


decision is required, express his authority and assume responsibility for same. 
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27. He shall provide protection for his subordinates by backing up on calls that are 
of a dangerous nature. 


 
28. He shall protect public safety investigation hazards caused by improper signs, 


signals, obstructions of view, etc. 
 
29. He shall prepare and submit all reports as are required by his superior officer. 
 
30. He shall provide an immediate response to any need for police service 


notwithstanding the special nature of his assignment. 
 


D. DUTIES OF THE ADMINISTRATIVE SERGEANT 
 


1. He shall exercise authority, commensurate with his responsibility and be 
accountable directly to the Deputy Chief of Police and the Chief of Police. 


 
2. The Admin. Sergeant is responsible for performing all the administrative duties 


assigned to him by the Chief of Police and Deputy Chief of Police.  In the event 
the Deputy Chief of Police is unable to perform his assigned duties for an 
extended length of time, the Administrative Sergeant will assume those duties 
until relieved by the Chief of Police. 


 
3. He shall promptly obey and transmit all orders of the Chief of Police and Deputy 


Chief of Police insuring proper and correct interpretations and full compliance. 
 
4. His hours of duty are in accordance with the needs of the department and shall be 


available at all times  to respond to any emergency or non-emergency situation 
requiring manpower as directed by the Chief or Deputy Chief of Police. 


 
5. While on duty he shall assist Administrative Staff, the Patrol Division and the Detective 


Division, as needed or required, by performing patrol duties, responding to calls for 
service, taking walk in complaints, conducting prisoner transports or any other assistance 
requested by the Chief of Police, Deputy Chief of Police, Administrative Staff, Patrol 
Supervisor or Detective Supervisor. 


 
6. He shall assist the Chief of Police and Deputy Chief of Police in developing the 


yearly budgets for the areas covered by his administrative duties. 
 
7. His administrative duties shall include: 
 


a. Scheduling: He shall maintain the department schedule on a daily basis and 
shall be responsible for assuring the minimum manpower requirements are 
fulfilled at all times. 
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i. He shall handle all requests for time off or schedule changes and 
make any necessary changes to the schedule on a timely basis and 
forward those requests or changes to the Deputy Chief of Police. 


ii. He shall fill all overtime requirements to include patrol assignments 
and special details.  iii.He shall maintain the overtime list and reverse 
seniority list to assure fair and equitable treatment of all officers. 


iv. He shall maintain records of the schedule and time off requests and 
assist the Deputy Chief of Police, when required, in conducting 
scheduling audits. 


v. He shall assist the Deputy Chief of Police in preparing the payroll on 
a bi-weekly basis. 


vi. He shall provide the following week’s schedule to the administrative 
staff, patrol supervisor and Detective supervisor in a timely manner. 


vii. He shall maintain contact with District Court to provide them with a 
yearly schedule and to update that schedule when necessary for 
proper court scheduling. 


 
b. Quartermaster:  He shall conduct a yearly inventory of all equipment 


necessary for the functioning of the Police Department and maintain the 
inventory in a serviceable condition.  Such equipment shall include all 
firearms, less lethal weapons, ammunition, radio’s, etc.   
 
i. He shall notify and request replacement or repair for any equipment 


found to be in need of service through the Deputy Chief of Police.  
ii. He shall monitor all disposable equipment necessary for the 


functioning of the Police Department, obtain competitive pricing and 
place orders through approved vendors to replace such inventories as 
required through the Deputy Chief of Police. He shall submit a 
“Request for Purchase Order” to the Deputy Chief of Police for any 
item to be ordered that is required by the department to be purchased 
with a purchase order.  


iii. He shall gather and submit yearly requests for equipment replacement 
from department personnel to include body armor, uniforms and 
equipment and submit such requests to the Deputy Chief of Police. 
 


c. Training Unit:  He shall administer the training unit by maintaining the 
yearly training records to include the firearms training.   
 
i. He shall update the training records of all Police Department 


personnel when training is completed.  
ii. He shall develop a training plan for the year to include lesson plans, 


training venues, schedule training dates and assure yearly training 
requirements are met and submit such training plans to the Deputy 
Chief of Police for consideration and implementation.  
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d. Bike Patrol:  He shall administer the bike patrol unit by creating, 
implementing and monitoring the seasonal bike patrol schedule. Such 
schedule shall be forwarded to the Deputy Chief of Police for approval.  
 
i. He shall maintain the unit equipment by scheduling routine 


maintenance and requesting replacement equipment as required and 
submitting such maintenance schedules or equipment requests to the 
Deputy Chief of Police. 
 


e. Fleet Manager:  He shall monitor the marked and unmarked Police vehicles 
for damage and make recommendations to the Chief of Police, Deputy Chief 
of Police and Township Mechanic in regards to equipment requiring repair or 
replacement.  
 
i. He shall make recommendations for the outfitting of new Police 


vehicles and the equipment required and after review by the Chief of 
Police, contact vendors, obtain competitive pricing and perform 
“Request for purchase orders” directed to the Deputy Chief of Police 
for the purchase of equipment. 
 


f. Community Relations:  He shall endeavor to enhance the relationship of the 
Police with the township community. 
 
i. He shall conduct police department tours upon request.   
ii. He shall work with the Juvenile Detective and School resource 


Officer to develop, coordinate and conduct school and community 
programs designed to inform the public about current issues, safety 
issues and the Police Department’s role within the community. 
 


g. School Resource Officer Supervisor:  He shall be the immediate supervisor 
for the School Resource Officer and perform all duties as his designated 
Patrol Sergeant.   
 
i. He shall administer the School Resource Officer’s day’s off and scheduling.   
ii. He shall be responsible for transmitting all orders and directives from 


the Chief of Police and Deputy Chief of Police.   
iii. He shall review all reports and daily activity logs insuring completeness and 


compliance. 
 


E. DUTIES OF A CORPORAL 
 


1. Exercise authority, commensurate with assigned responsibility and be 
accountable directly to the Patrol Division Platoon Sergeant or, in the absence of 
the Patrol Division Platoon Sergeant, to the ranking officer on duty. 


 







General Order 5.1.7 - Job Descriptions  Page 10 of 29 
 


2. Assist the Patrol Sergeant in maintaining the efficient operation of the platoon in 
conformity with established policies and procedures. 


 
3. Be responsible for performing all duties of the Patrol Sergeant in the Patrol 


Sergeant’s absence.  Promptly obey and transmit all orders from superiors, 
insuring uniform interpretation and full compliance.  Advise the Patrol Sergeant 
on all matters relating to the platoon’s activities, performance of subordinates, 
equipment and training needs. 


 
4. Supervise, direct and assist subordinates in the performance of their general 


duties.  Respond to any emergency or incident and assume command of 
components or situations until relieved by a superior ranking officer. 


 
5. Recommend ways to improve efficiency, economy and service.  Be familiar with 


current department rules, regulations, policies, procedures, orders and 
developments in the law that affects the shift personnel. 


 
F. DUTIES OF A DETECTIVE SERGEANT  


 
1. Be the supervisor of the division, exercise authority, commensurate with his 


responsibility and be accountable directly to the Deputy Chief for regulation and 
division functions, proper and effective utilization of personnel and maintenance 
of proper discipline within the division. 


 
2. Have complete line authority over the operations of the investigation division 


and shall exercise staff supervision over all functions related to criminal 
investigations, arrests and prosecutions. 


 
3. His administrative duties shall include planning, organizing and directing the 


duties of assigned personnel and the maintenance of harmonious relationships 
with other police divisions, units, allied agencies and the public. 
 


4. He shall promptly obey and transmit all orders of the Chief of Police, insuring 
uniform interpretation and full compliance. 


 
5. Be governed by rules and regulations for sergeants insofar as they do not relate 


to a specific uniformed assignment. 
 
6. Establish hours of duty for division personnel in accordance with the needs of 


the division. 
 
7. Analyze crime and incident reports daily, using facilities of the services divisions 


to determine trends as a basis for tactical deployment of resources and direction 
of operations. 


 







General Order 5.1.7 - Job Descriptions  Page 11 of 29 
 


8. Make periodic examinations of time and activity reports to insure proper 
deployment and control of personnel. 


 
9. Collaborate with division and unit heads for the purpose of establishing 


department policies and procedures. 
 
10. When required, assist with inquires and investigations involving members of 


the department. 
 
11. Acquire all possible information concerning all places in the township known to be, or 


suspected of being, frequented by criminals or questionable characters and direct the 
attention of the Detective Unit and the Patrol Division to such places. 


 
12. Assign detectives responsibility for the investigation of specific classes of incidents. 
 
13. Supervise all communications concerning criminal matters between the 


Investigation Division and other law enforcement agencies. 
 
14. Cause the following records to be kept in his office: 


 
a.   Daily transactions of the division including assignments and work 


performed by each member. 
b.   All communications pertaining to the division. 
c.   The identity of persons wanted or apprehended in connection with offenses. 


 
15. He shall have charge of the department criminal files, their security and their 


upkeep, including photographs of crimes and criminals. 
 
16. He shall have charge of fingerprint identification and the proper filing of same, 


record all criminal arrests by numbers in the proper sequence. 
 
17. Order any member of his division to leave the township for lawful pursuit or 


return of a criminal. 
 
18. Provide care and maintenance for all equipment and supplies assigned to the division. 
 
19. He shall take charge of all evidence and recovered property secured by the 


department, record and identify same and obtain the proper forms when the 
articles are returned or surrendered to the courts. 


 
20. He shall study and apply sound investigative techniques and improve his 


effectiveness by attention to: 
 


a.   Use of records and reports. 
b.   Conduct of interviews. 
c.   Cultivation of informants. 
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d.   Development of perception. 
e.   Proper collection, identification, analysis, preservation and presentation of  


evidence. 
 


21. He shall keep detailed records of his investigations and promptly execute all 
other reports required by department policy. 


 
22. He shall prepare all cases assigned to him in such a way as to insure the best 


possible presentation of the facts to the court. 
 
23. He shall learn the rules of evidence and court procedures and develop skills 


which will enable him to be an effective witness. 
 
24. He shall communicate information to other police personnel concerning crime, 


criminals or suspects for proper coordination of police efforts. 
 
25. He shall serve all legal papers assigned to him and execute required returns.   
 
26. He shall constantly be alert to the identity of suspects connected with local 


crime, when arrested by other agencies, and effect their return and prosecution. 
 
27. He shall maintain good relationships with other police agencies, satisfying their 


requests and improving his sources of aid and information. 
 
28. He shall actively cooperate with prosecutors to prepare cases for trial. 
 
29. He shall provide immediate response to a need for any police service 


notwithstanding the special nature of his assignment. 
30. He shall be sensitive to the conduct of juveniles and the existence of hazards 


affecting them, participating in the delinquency control effort. 
 
31. He shall exert every effort to satisfy the needs of citizens requesting service, assistance 


or information and courteously explain any instances where jurisdiction does not lie 
with the police agency, suggesting procedures to be followed. 


 
32. He shall insure civil treatment and protection of rights for all persons coming 


into the scope of police authority. 
 
33. He is responsible for carrying out such other investigations not necessarily of a 


criminal nature that might be requested by other governmental agencies 
through the Chief of Police. 


 
34. He shall provide a monthly and yearly report of the activities of the 


Investigation Division to the Lieutenant. 
 


G. DUTIES OF A DETECTIVE (ADULT)  
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1. Shall be accountable to the Investigation Division Sergeant. 
 
2. Ordinarily, his hours of duty shall be established by his sergeant, but he shall be 


available at times of special need or emergency.  He shall respond punctually to 
all of his assignments. 


 
3. He shall be governed by rules and regulations for patrolmen, insofar as they do 


not relate to a specific uniformed assignment. 
 
4. He shall intelligently and thoroughly investigate each case assigned to him, 


initiating the investigation by prompt contact with the complainant.  He shall 
keep interested units advised of information developed. 


 
5. He shall use every legal means at his disposal to detect and solve crime and prosecute 


offenders, thoroughly investigating all information received from any source. 
 
6. He shall assist police units and personnel in the investigation of crime, the apprehension 


and prosecution of criminals and the recovery of property. 
 
7. He shall recognize crime as an offense against the State and, wherever feasible, 


initiate prosecution. 
 
8. He shall study and apply sound investigative techniques and improve his 


effectiveness by attention to: 
 


a.   Use of records and reports. 
b.   Conduct of interviews. 
c.   Cultivation of informants. 
d.   Development of perception. 
e.   Proper collection, identification, analysis, preservation and presentation of evidence. 
 


9. He shall address himself to the following suggested approach in the investigation 
of crimes: 


 
a.   Review the criminal complaint or occurrence to determine its nature. 
b.   Insure all evidence was properly collected and data obtained. 
c.   Insure all information is arranged and correlated. 
d.   All problems and issues must be formulated in terms of the elements of proof 


required to support the charge. 
e.   That a likely theory is selected to resolve the problems along lines consistent 


with the available data. 
f.   All theories should be subjected to the tests of probable considerations, 


further interrogation of suspects and development of additional witnesses. 
g.   On the basis of consistency with known facts and a high degree of 


probability, the best theory is selected and given support. 
h.   A detective must not permit his observations and interpretations to be biased 
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in favor of the theory. 
 


10. He shall keep detailed records of his investigations and promptly execute all 
other reports required by unit policy. 


 
11. He shall prepare all cases assigned to him in such a way to insure the best 


possible presentation of the facts to the court. 
 
12. He shall learn the rules of evidence and court procedures and develop skills 


which will enable him to be an effective witness. 
 
13. He shall communicate information to other police personnel concerning crime, 


criminals or suspects for proper coordination of police efforts. 
 
14. He shall serve all legal papers assigned to him and execute required returns. 
 
15. He shall constantly be alert to the identity of suspects connected with local 


crime, when arrested by other agencies and effect their return and prosecution. 
 
16. He shall maintain good relationships with other police agencies, satisfying their 


requests and improving his sources of aid and information. 
 
17. He shall actively cooperate with prosecutors to prepare cases for trial. 
 
18. He shall provide immediate response to a need for any police service 


notwithstanding the special nature of his assignment. 
 
19. He shall be sensitive to the conduct of juveniles and the existence of hazards 


affecting them, participating in the delinquency control effort. 
 
20. He shall exert every effort to satisfy the needs of citizens requesting service, 


assistance or information and courteously explain any instances where jurisdiction 
does not lie with the police agency, suggesting procedures to be followed. 


 
21. He shall insure civil treatment and protection of rights for all persons coming 


into the scope of police authority. 
 


H. DUTIES OF A DETECTIVE (JUVENILE)  
 


1. Shall be accountable to the Investigation Division Sergeant. 
 
2. Ordinarily, his hours of duty shall be established by his sergeant, but he shall be 


available at times of special need or emergency.  He shall respond punctually to 
all of his assignments. 
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3. He shall be governed by rules and regulations for patrolmen, insofar as they do 
not relate to a specific uniformed assignment. 


 
4. He shall handle juvenile cases of this department when available for duty and 


follow up those handled by other officers when he is unavailable. 
 
5. Assist all police units and all police officers in the investigation of complaints 


and the solution of problems involving juveniles. 
 
6. Intelligently and thoroughly investigate each case assigned - initiating the 


investigation by prompt contact with the complaint.  They shall keep interested 
units advised of information developed. 


 
7. Investigate community conditions affecting the health, morals and safety of children. 
 
8. Investigate commercial amusement places and all places where juveniles 


congregate, to detect and eliminate conditions which foster juvenile delinquency. 
 
9. Be responsible for fostering proper juvenile behavior among the youth in the 


township, the arrest of errant juveniles and disposing of those cases on the local 
level within the scope of his authority and referring others to the proper agency. 


 
10. He shall work closely, cultivate understanding and deal effectively with 


professional people in education, recreation, social work and government 
juvenile agencies on both the county and state levels. 


 
11. He shall submit the necessary reports as soon as possible after an investigation 


has been assigned to him and as to the progress of the case as it continues, and 
shall submit the proper forms and reports for Juvenile Court. 


 
12. He shall have charge of the juvenile files of this department, their security and 


upkeep, and will keep a complete history data on all juvenile cases requiring 
this department’s attention. 


 
13. Work with detective unit personnel or investigations of offenses in which a 


juvenile is the victim of, or the perpetrator of a crime. 
 
14. Investigate all cases of physical and/or sexual abuse and parent/guardian negligence. 
 
15. Conduct conferences to assist parents/guardians in finding social agencies best 


suited to handle their specific problems. 
 
16. He shall make periodic visits to all schools within the township, promoting 


safety and other programs. 
 
17. He shall investigate all violations of the law occurring on school property. 
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18. He shall perform public relations and crime prevention duties as assigned. 
 
19. He shall perform other routine and normal police duties whenever directed by 


his sergeant. 
 
20. He shall provide a monthly and yearly report of the activities of the Juvenile Unit. 


 
I. DUTIES OF A PATROL OFFICER  


 
1. He shall be responsible for the efficient performance of his duties in conformity 


with the policies and procedures of the Department. 
 
2. He shall exercise authority consistent with obligations imposed by his oath of 


office and be accountable to his superior officers, promptly obeying all 
legitimate orders. 


 
3. He shall maintain harmonious relationships with his associates by courteous and 


considerate demeanor, guarding himself against envy, jealously, or other unfriendly 
feeling and refraining from all unfriendly communications to their discredit. 


 
4. He shall coordinate his efforts with those of other members of the department so 


that their teamwork may insure continuity of purpose and maximum achievement 
of service program objectives. 


 
5. He shall communicate to his superiors and to his co-workers all information he 


may obtain which is pertinent to the achievement of service problem objectives. 
 
6. Ordinarily, his hours of duty will be established by his superiors, but he shall be 


subject to recall at any time in case of special needs or emergencies.  He shall 
respond punctually to all of his assignments. 


 
7. He shall conduct himself in accordance with high ethical standards, both on and 


off duty. 
 
8. He shall by study and research, become familiar with advanced techniques and 


ideas designed to improve police performance. 
 
9. He shall assist in the department’s program for: 


 
a.   Improving efficiency and cooperation in areas of common responsibility. 
b.   Advancing the public relations program for promoting public confidence and 


support. 
c.   Proper and economical use of department property and equipment. 


 
10. He shall acquire and record information concerning events that have taken 


place since his last briefing and be attentive to instructions. 
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11. He shall report for duty at specified times, physically fit, neatly and properly 
groomed, and with prescribed equipment. 


 
12. He shall, unless otherwise ordered, report to his supervisor for inspection, 


instruction and dismissal at the conclusion of his tour of duty. 
 
13. He shall devote the maximum possible time to the performance of his basic duties. 
 
14. He shall maintain his arms and equipment in the functional, presentable 


condition, promptly correcting and reporting defects to his supervisor. 
 
15. He shall make all reports in conformity with the procedure for their accurate 


and complete preparation. 
 
16. He shall exert every effort to satisfy the needs of citizens requesting service, assistance 


and information, and courteously explain any instance where jurisdiction does not lie 
with the Police Agency, suggesting procedures to be followed. 


 
17. He shall be sensitive to the conduct of juveniles and the existence of hazards 


affecting them, participating in the delinquency control effort. 
 
18. He shall insure the civil treatment and the observance of rights of all persons 


coming into the scope of his authority. 
19. He shall be accountable for the securing, receipting, and proper transporting all 


of evidence and property coming into his custody. 
 
20. He shall be alert to group tensions of all kinds, notifying his superiors, 


preventing disorder. 
 
21. He shall be alert to the conditions tending to cause crime, take preventive 


action and notify his superiors.  He shall inform the public of conditions they 
can correct to prevent crime. 


 
22. He shall provide prompt and adequate assistance to all sick, injured or destitute persons. 
 
23. He shall familiarize himself with department policy and procedure relative to: 


 
a.   Prevention and suppression of crime. 
b.   Protection of life and property. 
c.   Apprehension and prosecution of offenders. 
d.   Preservation of the peace. 
e.   Enforcement of regulatory measures. 


 
24. He shall supervise all public places within his area of responsibility and 


enforce the laws, ordinances, and regulations concerning their operation. 
 







General Order 5.1.7 - Job Descriptions  Page 18 of 29 
 


25. He shall, before beginning his tour of duty, inspect the vehicle assigned to his 
use and report any damage or deficiency. 


 
26. He shall, during his tour of duty, use the vehicle assigned to him in the most 


safe and economical manner, avoiding hazardous or careless operation. 
 
27. He shall promptly report on prescribed forms all accidents involving the 


vehicle assigned to his use. 
 
28. He shall receive and serve warrants, subpoenas, etc., and provide information 


to enable subsequent service if unable to serve. 
29. He shall be diligent in his efforts to discover and suppress illicit traffic in 


liquor, gambling, narcotics and prostitution, reporting such activity to his 
superiors when discovered. 


 
30. He shall enforce traffic laws and ordinances and relieve conditions interfering 


with the safe and expeditious movement of vehicles and pedestrians. 
 
31. He shall be alert to the need for improvement in traffic control and report 


defective traffic signs, signals and devices. 
 
32. He shall, when directing the movement of vehicular traffic, take a conspicuous 


and safe position, making his signals clear and positive. 
 
33. He shall selectively check business places after their normal working hours and 


selectively check buildings reported unoccupied to see if any evidence of 
tampering or entry is found, and if so, he shall immediately summon aid to 
search the premises and apprehend the trespassers. 


 
34. He shall examine any person whom he reasonably believes to be engaged in 


unlawful activity, request the reason for his presence and record his identity.  If 
he received unsatisfactory answers, is refused an answer, or is met with 
resistance not warranted by the inquiry, he shall make an arrest, provided there 
be a legal basis therefor. 


 
35. He shall note and record the license numbers and descriptions of vehicles seen 


under questionable circumstances and make an investigation. 
 
36. He shall familiarize himself with his area of assignment and conduct a diligent 


patrol, accentuating prevention rather than arrest, by giving particular attention 
to locations most susceptible to the occurrence of crime. 


 
37. He shall familiarize himself with location of police, fire and public 


communications facilities in his area of assignment. 
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38. He shall confine his patrol efforts to his area of assignment.  If required to 
leave for any reason, he shall notify his supervisor at the time he leaves or if 
this is impractical, as soon as possible. 


 
39. He shall notify the station of any prolonged interruption to patrol activity. 
 
40. He shall, upon discovery of crime, move promptly to apprehend the offender, either 


through individual effort or by full utilization of department resources.  When 
pursuit or apprehension is not feasible, he shall make a thorough investigation and 
speedily relay information to other units or agencies to enlist their aid. 


 
41. He shall conduct a thorough investigation of all offenses within his area of 


assignment and scope of activity.  He shall collect evidence and record data 
which will aid in identification, apprehension and prosecution of offenders and 
the recovery of property. 


 
42. He shall make every effort to detect crime, cope with traffic conditions or prevent 


repetition of disorder by appropriate action within his area of assignment. 
 
43. He shall be alert to the township’s responsibilities to keep public highways, 


streets, avenues, alleys, sidewalks, public grounds, bridges viaducts open, in 
repair, and free from nuisance. 


 
44. He shall inspect activities where permits or licenses are required and shall take 


appropriate action in all instances where necessary authority has not been procured. 
 
45. He shall report promptly street lights not working and defective fixtures. 
 
46. He shall note conditions which adversely affect the appearance, safety and 


health of the community enforcing applicable laws, ordinances and regulations 
and/or making referrals to agencies having primary responsibility. 


 
47. He shall, when detailed at the location of any assemblage of people, be alert to 


prevent disorder, damage to property or injury to persons.  He shall assist in 
establishing and maintaining limits, when dealing with a gathering of persons.  
He shall direct his attention to the control of the assemblage and shall prevent 
interference with the functions of official agencies or the progression of the 
event which provided the attraction. 


 
48. He shall assist in the movement of vehicles operating under emergency circumstances. 
 
49. He shall provide an immediate response to any need for police service 


notwithstanding the special nature of his assignment. 
 


J. DUTIES OF A PROBATIONARY PATROLMAN  
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1. All personnel employed by the Township of West Norriton as a member of the 
Police Department, shall be considered Probationary Patrolmen, until they have 
served as such for one year, shall have successfully completed the prescribed in-
service training course, achieved a satisfactory personal conduct and 
performance of duties rating.  At the end of the probationary period, the 
Township will determine whether the officer’s conduct and fitness warrants 
promotion to the position of Patrolman.  If the probationary officer’s fitness or 
performance was unsatisfactory, the probationary officer will be notified in 
writing that he will not receive a permanent appointment.  If the probationary 
officer’s fitness and performance was satisfactory, the Township shall notify the 
officer in writing that the officer has been appointed as a full-time patrolman. 
 


2. The Township may terminate a probationary officer’s employment prior to the 
expiration of the probationary period if it determined that the probationary 
officer is physically or mentally unfit to perform the full duties of the position 
applied for, or if the probationary officer is a habitual substance abuser, or if the 
probationary officer is guilty of any crime involving moral turpitude, or of 
infamous or notoriously disgraceful conduct, if the probationary officer has been 
dismissed from public service for delinquency or misconduct in office, or if the 
probationary officer is affiliated with any group whose polices or activities are 
subversive to the forms of Government set forth in the Constitutions and laws of 
the United States and the Commonwealth of Pennsylvania.  


 
3. He shall be responsible for the efficient performance of his duties in conformity with 


policies of the department and the direction of the officer in charge of his training. 
  
4. He shall attend classes of instruction in modern police practices, procedures and 


department rules and regulations.  He shall apply himself diligently to acquire a 
thorough understanding of these subjects. 


 
5. He shall familiarize himself with all instructions and regulations governing the 


duties, responsibilities, conduct and demeanor of a Patrolman. 
 
6. He shall be punctual, obedient, honest, truthful, sober, courteous, industrious and 


shall maintain physical fitness. 
 
7. During the training period, he shall wear such uniform as may be prescribed by 


the officer in charge of his training. 
 
8. He shall at all times maintain a well groomed appearance, and shall maintain his 


clothing and equipment in a proper state of cleanliness and repair. 
 
9. He shall not absent himself from any training session except for good cause, and 


then only with express permission from a member of the training unit at a 
reasonable time before class convenes. 
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10. He shall exercise care in the use of police premises, property and equipment. 
 
11. He may rotate on field training assignments, to give him a thorough background and 


knowledge of police profession.  These assignments will include: 
 


a.    Patrol, with a policeman of higher grade, in a designated area of the Township, 
learning to prevent crime and enforce traffic and parking regulations. 


b.   Making arrests, gathering evidence and locating witnesses at the scene of a 
crime or incident, the preparation of same for court testimony if necessary. 


c.   Investigating accidents and directing traffic. 
d.   Serving in the Control Center, dispatching required mobile equipment and 


learning all other related duties. 
 
K. DUTIES OF AN OFFICER SENIOR IN RANK  


 
1. When there are more than two officers of equal rank on duty at the same time, 


the following will prevail as it applies to patrol division and special details.  The 
only exception being when an Investigation Unit member is called and assumes 
control of an investigation in which case an officer of equal or lesser rank from 
the Investigation Unit will assume command of the investigation, even if it 
involves patrol personnel. 


  
2. The platoon sergeant/corporal on the regular work shift will be unchanged. 
 
3. In the event no one of rank from the on-duty platoon is working and, if two 


others of equal rank are on a shift or special detail, the following will prevail. 
 


a.   Shift supervisor if equal in rank 
b.   Seniority in rank 
c.   Seniority by years of service with department 


 
4. The above does not preclude command personnel from placing an officer of their 


choice in charge for a specific shift or detail as they deem to be in the best 
interest of the department. 


 
L. DUTIES ASSIGNED TO THE TRAFFIC SAFETY UNIT  


 
1. This unit was formed for the purpose of coordinating all matters dealing with 


vehicular traffic and its subsequent impact upon the township.  The Traffic 
Safety Unit (TSU) is directed by a patrol supervisor. 


 
2. Duties are to establish and maintain a record system on matters relating to traffic safety.  


There are four major functions performed by the TSU which are as follows: 
 


a.   Accident Investigation 
b.   Abandoned Vehicles 
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c.   Traffic Surveys 
d.   Speed Enforcement 


 
3. Accident Investigations - The TSU will be assigned the responsibility of 


handling all of the following: 
 


a.   Any fatal accident involving a motor vehicle, motorcycle, bicycle or a 
pedestrian.  The Investigation Unit shall be consulted if criminal charges of a 
serious nature are filed or if evidence such as drugs, weapons, contraband, 
etc. are involved. 


b.   Serious accidents which have the potential of becoming fatal, and/or which 
may require extensive/prolonged inpatient hospitalization. 


 
4. Due to the nature of accidents and accident investigations, it is impossible to list 


each type of serious accident that a TSU officer should investigate.  The 
following are some examples: 


 
a.   Accidents where there is extensive damage to public or private property. 
b.   Accidents where there is damage to any township property/equipment 


(excluding signs). 
c.   Accident investigation requests from outside police departments with 


approval from supervisor or administrator. 
 


5. Traffic Surveys - The TSU will perform all traffic surveys in accordance with 
PennDot procedures (Title 67, Chapter 201) as assigned. 


 
6. Abandoned Vehicles - The TSU shall be responsible for the removal of those 


vehicles from township streets which meet departmental guidelines for 
abandoned vehicles:    


 
a.   On an “as reported” basis. 
b.   Twice a year prior to street sweeping by the highway department (April 1) 


and leaf collection (October 10). 
 


7. Speed Enforcement - The TSU shall enforce the speed limit laws in areas that: 
 


a.   Have a high accident rate. 
b.   Have characteristics that permit excessive speeding. 
c.   Have school zones. 


 
8. Responsibilities 


 
a.   Supervisor will maintain overall authority over the scene, however, the TSU 


officer assigned, will be responsible for the completion of the accidents and 
may request, through the sergeant, needed items or manpower to complete 
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his task.  Example - assistance in gathering evidence, taking measurements, 
photos, and to call out fire police, highway crew, etc. 


b.   The sergeant may, upon receiving the request, deny all or part of the request, 
when he deems it to be: 


 
i.       Not needed to complete the task. 
ii.       Able to be done as time permits. 
iii.       Conflicting with higher priority needs or assignments. 


 
c. Officers, once assigned will: 


 
i.       Assume limited authority to properly complete the investigation. 
ii.       Clear all requests through the patrol sergeant. 
iii.       Be responsible for making all arrests and issuing all citations as 


required, when assuming investigation is already started by non-unit 
officers. 


 
9. TSU officers may, during investigations, request through the sergeant that the 


TSU officer of the shift coming on follow-up in order to obtain information for 
him.  The original unit officer will maintain control of the investigation. 


 
10. Call Out Procedure 


 
a.  In-house investigation call out should follow investigation call out policy.  


The first 4 hours of the shift, call the previous shift TSU officer; the last 4 
hours of the shift, call out the on-coming shift TSU officer.  All other 
accidents will be handled by patrol unit officers on shift and, if necessary, 
the on-coming TSU officer can perform follow-up investigation. 


b.   TSU, when assisting outside police agencies must request assistance 
through Communications Room for record keeping purpose.  Request is 
forwarded to Chief or his designee for approval.  If granted, the shift 
supervisor can send immediately, the on-duty TSU officer. 


c.   In the event there is no on-duty officer, the shift supervisor (after approval 
is granted) may call an off-duty TSU officer to respond. 


d.   The responding TSU officer will report to the outside agency for a period 
up to 4 hours.  If additional time is needed, the TSU officer will request of 
Chief or designee additional time. 


e.   TSU officers will file a detailed report of involvement in the outside 
investigation, stating all pertinent information.  A copy will be forwarded 
to the host agency, after approved. 


f.   Only outside agencies assisting WNPD that have the ability and training to 
conduct TSU investigations/reconstruction will be called. 


g.   All requests will be made by TSU officer through Communications Center 
(for record keeping) to the closest qualified agency first. 


h.   In the event the closest agency is unavailable, the County Radio Room may 
be called to dispatch the nearest available accident reconstructionist. 
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i.    In the event all department TSU officers are unavailable, then the shift 
supervisor may call LPPD for assistance of an accident reconstructionist. 


j.    Any cost factor for man hours will be born by the individual department. 
k.   Costs for material used or damaged will be born by the requesting agency.  


Cost not to exceed $300 at any one time. 
 


11. Photographs - It will be the responsibility of each assigned TSU officer to 
photograph those accidents that meet assignment policy and traffic study.  
Records should be maintained to include: 


 
a.   Date/time taken. 
b.   Photographer’s name. 
c.   What photos illustrate. 


 
 


M. OFFICERS ASSIGNED TO THE CENTRAL MONTGOMERY COUNTY 
SPEACIAL WEAPONS & TACTICAL TEAM  


 
1. The members shall have at least two years as an officer of the West Norriton Twp. 


Police Department.  All members shall be volunteers, and shall conform to all 
regulations as outlined in the CMCSWAT Standard Operating Procedures Manual. 


 
N. ADMINISTRATIVE SECRETARY  


 
1. Assigned to the police department and is under the supervision of the Chief of Police. 
 
2. Meets all the criteria outlined in the General Duties section listed above. 
 
3. Supervises all civilian office personnel. 
 
4. Performs all confidential matters as directed by the Chief of Police. 
 
5. Maintains schedules/appointments and prepares and answers correspondence for 


the Chief of Police. 
 
6. Responsible for all funds collected by business office and their proper distribution. 
 
7. Types and maintains all purchase orders authorized by the Chief of Police. 
 
8. Orders all office supplies for the department. 
 
9. Type and maintain current files of all Policies and Procedures; administrative 


orders; memos and special orders as directed by the Chief of Police. 
 


10. Acts as the Police Matron when a female prisoner is confined at the police 
station and until secured at proper confinement for female prisoners. 
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11. Process criminal case folders for approval and forward copies to District Attorney’s staff. 
 
12. Make and maintain back-up tapes on the Alert program and stores in a secure 


place.  Restores data from back-up tape, if needed. 
 
13. Operates computer and related equipment. 
 
14. Maintains computer room in a manner that will insure the safe and efficient 


operation of the computer and related equipment. 
 
15. Performs data file searches using the Kwery (query) section of the Alert Program to 


retrieve accumulated statistics and supports department operations, as needed.  
 
16. Assists other computer operators within township, when needed. 
 
17. Be discrete, diplomatic, but firm.  Confidentiality is of utmost importance in 


this position. 
 


O. OFFICE CLERK  
 


1. Assigned to the police department and is under the supervision of the 
Administrative Secretary. 


 
2. Meet all the criteria as outlined in the General Duties section listed above. 
 
3. Process incoming mail to include routing correspondence to the appropriate unit 


or individual. 
 
4. Process requests for police reports, furnishing requested documents and 


collecting monies charged for such reports after obtaining release approval. 
 
5. Copying of all reports, case files and all forms relating to police department. 
 
6. Filing all original reports in main office. 
 
7. Responsible for maintaining all original records pertaining to the police department. 
 
8. Perform normal clerical work by typing and maintaining accurate and adequate 


police records and files. 
 
9. Prepare monthly statistical reports on the prescribed forms. 
 
10. Perform all other duties assigned by the Chief of Police. 
 
11. Clerk is not authorized, without approval to release information to the news media. 
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P. DATA ENTRY CLERK  
 


1. Assigned to the police department and is under the supervision of the Administrative 
Secretary. 


 
2. Meets all the criteria outlined in the General Duties section. 


 
3. Operates computer and related equipment. 
 
4. Advises supervisor of needed repairs, maintenance and supplies. 
 
5. Process criminal case folders for approval and forward copies to District 


Attorney staff. 
 
6. Monitor calendar of court appearances for all department personnel.  Insure that 


all personnel are properly notified and that all police reports needed for court are 
available. 


 
7. Provides computer print-outs of specified reports on a regular basis.  Maintain a 


schedule of reports to balance demands for use of the system printers.  Prepare 
special computer generated reports as needed. 


 
8. Maintains computer room in a manner that will insure the safe and efficient 


operation of the computer and related equipment. 
 
9. Performs data file searches using the Kwery (query) section of the Alert Program 


to retrieve accumulated statistics and supports department operations, as needed. 
 
10. Assists other computer operators within township, when needed. 
 
11. Uses discretion when handling material of a confidential nature.  Will not 


disseminate information from computer without clearance from a supervisor. 
 


Q. CLERK/DISPATCHER  
 


1. Under the supervision of and will perform all duties assigned by Administrative 
Secretary. 


 
2. Handles confidential materials within established policies. 
 
3. Responsible for monitoring police radio systems and dealing with police and 


township radio communications, as necessary. 
 
4. Immediately responds to incoming telephone calls from the general public, 


learns the nature of such calls, re-routes and otherwise disposes of those that do 
not require police action. 







General Order 5.1.7 - Job Descriptions  Page 27 of 29 
 


5. Obtains pertinent information on calls that require police or township attention. 
 
6. Notifies various department heads or designated representative of the details of 


calls if the matter is one that should be brought to their attention. 
 
7. Processes walk-in and telephone complaints (which do not require police 


attention) in a prompt and courteous manner. 
 
8. Exercises prompt and courteous service and extends maximum consideration, 


understanding and cooperation to both the public and employees of the department. 
 
9. Recognizes that in many instances, he/she will be the first, and in some cases, the 


only police contact for many citizens and that good or bad impressions thus 
made will influence the attitude of the citizen towards the police. 


 
10. Does not permit unauthorized persons to enter, or authorized persons to loiter 


in the communications area. 
 
11. Does not dispatch officers outside the municipal limits, except as authorized by 


police administration.   
 
12. Must have the following: 


 
a.   Knowledge of business English, spelling arithmetic and office management 


practices and procedures. 
b.   Basic knowledge of computer operation and care. 
c.   Ability to type quickly and accurately. 
d.   Knowledge of police record keeping procedures. 
e.   Knowledge of police practices and procedures. 
f.    Knowledge of municipal government processes. 
g.   Ability to interact with the public pleasantly and effectively. 


 
R. SCHOOL CROSSING GUARD  


 
1. Protect and assist school children while they are crossing the assigned intersection. 
 
2. Control the conduct of children at the assigned crossing. 
 
3. Train children to cross the intersection safely. 
 
4. Report to and leave assigned crossing at the prescribed times. 
 
5. Notify the department two hours in advance of absence, if for any reason you are 


unable to cover crossing. 
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6. Wear only the authorized uniform.  Carry prescribed equipment.  Refrain from 
smoking while on duty and in view of the general public. 


 
7. Give information assistance to the public and is courteous at all times. 
 
8. Inform immediate supervisor of any crime activity observed, reported or 


suspected, within vicinity of assignment. 
 
9. Summon police assistance when necessary. 
 
10. Follow all other rules and regulations as assigned. 


 
S. COORDINATOR DUTIES  


 
1. Coordinate all activities between schools, the department and the guards. 
 
2. See that the guards follow all rules and regulations assigned. 
 
3. Submit semi-monthly reports, containing the hours worked, report offs, and all 


activities and problems associated with the guards and their posts. 
 
4. Perform all other duties as assigned. 


 
T. ANIMAL CONTROL OFFICER  


 
1. Perform all duties as stated in the West Norriton Revised General Ordinances. 
 
2. Supply the police department with a phone number where you may be contacted 


when needed, on a 24 hours basis. 
 
3. Make arrangements to have someone available when the occasion may arise that 


the official dog catcher is unable to perform his duties. 
 
4. To keep a detailed report of all activities and to produce these reports when 


requested by the Chief of Police. 
 
5. To submit monthly reports to the police department, outlining all activities performed for 


the previous month.  This report is to be submitted at least two days prior to the date 
established for the regular monthly Commissioner’s meeting. 


 
6. Apprehend dogs running at large in violation of the law; take the dogs to the 


Township pound and take unredeemed dogs to the appropriate facility. 
 
7. Inform the owner of any dog, that has bitten a person, of the regulations of the 


Board of Health concerning dog quarantine. 
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8. Issue non-traffic citations for violations of Township ordinances involving animals. 
 
9. Follow all other department rules and regulations as assigned by the Chief of Police.  
 


U. FIRE POLICE UNIT  
 


1. Direct traffic at fire scenes and other non-fire activities, when requested by the 
Chief of Police or his designee. 


 
2. Serve for the duration of an emergency/activity or until relieved by police authority. 
 
3. Display a badge of authority and wear prescribed uniforms while on duty. 
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5.1.8 JOB PERFORMANCE EVALUATIONS 
 


A. PURPOSE 
 


The purpose of performance evaluation is to improve employee performance.  In 
addition, most supervisors realize that one of the major sources of job satisfaction for 
an employee is for him to know the work he does is considered worthwhile and 
essential--to know his efforts progress the department’s work objectives; and above 
all, to know whether or not he is performing his job correctly. 


 
The establishment of job performance standards is a means of letting the employee 
know just what constitutes satisfactory or “standard” performance of the tasks in his 
specific job.  The foundation on which performance standards are based is what each 
employee is entitled to know, and must know if he is expected to do his best work, 
what he is expected to do, and what constitutes a job well-done.  Job performance 
standards are simply statements of these points.  They are yardsticks for measuring 
performance.  The “factor definitions” furnished later in this order are intended to 
assist evaluators in establishing uniform job performance standards. 


 
B. POLICY 
 


It shall be the policy of this department to evaluate the performance of every 
employee quarterly during the first year of employment and semi-annually 
thereafter.  Dates for officers reviews are June 15 and November 15; supervisors 
evaluation dates are July 15 and November 30. 


 
C. SUPERVISORY RESPONSIBILITY 


 
1. The Sergeant will evaluate the officers and submit the evaluations to the Deputy 


Chief for review (before the evaluation report is given to the officer).  The 
Deputy Chief may accept or reject the evaluations.  If the Deputy Chief rejects 
an evaluation it will be returned to the Sergeant for re-evaluation to be corrected 
within 3 days.  The Sergeant will then review the evaluations with the officers. 


 
2. The Deputy Chief will evaluate the Sergeants and submit to the Chief. 
 
3. The Chief will evaluate the Deputy Chief annually, on November 15. 
 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Job Performance Evaluations Policy #   5.1.8 
 Accreditation   N/A  
 Effective Date:  January 1, 2008 Revised Date:  


By Authority Of: Chief A. Dale Mabry Signature:   
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4. Too often a service rating or report of performance is thought of as a chore, and 
usually an unpleasant one.  It might help to think of the service rating, or 
performance report, as an aid to good supervision and training. 


 
5. Look briefly at your job as a supervisor and see where a more positive use of the 


performance report can make your work easier.  A supervisor is of greatest value 
in the work of developing his own staff and not in doing the work of his unit.  A 
supervisor usually is not paid the additional salary for doing the job himself.  
Your greatest value lies in developing your own people to do the job.  The major 
responsibility of a supervisor is to improve the performance of subordinates both 
individually and collectively. 


 
6. It has been said that from 60-90 percent of a supervisor’s work effort is spent in 


training or instructing his staff.  Training is done in many ways, but the basic 
principles of teaching are the same.  Although supervisors may not have been 
formally trained as teachers, they are expected to directly apply the principles of 
teaching. 


 
7.  These simple principles of teaching or training include the following: 


 
a. Explaining 
b. Demonstrating 
c. Observing performance 
d. Evaluating 


 
8. Examine these four points briefly.  You, as a supervisor must tell both the new 


employee and the senior employee under your supervision how to do the job.  
You must then show him exactly how the job is to be done.  A supervisor who is 
a good trainer then has the employee show by doing that he understands what he 
is to do.  Then you, as a supervisor, examine the results of his effort to determine 
whether he has learned the lesson.  These supervisory principles are applicable to 
both office and field work. 


 
9. After you have (1) told an employee how to do the job, (2) shown him the duties, and 


(3) observed his performance, comes the all important job of (4) reviewing the 
employee’s work and making an evaluation in an objective manner. 


 
10. Evaluation of the job being done by the employee is one of the most important 


aspects of your job as a supervisor.  It is the means of letting the employee 
know where he stands.  It is the opportunity for you to sit down with the 
employee and discuss his job performance with him.  The interview period for 
review of your evaluation and analysis furnishes an opportunity for further 
training of the employee. 


 
11. Often a supervisor’s work can be made easier if he can demonstrate to the 


employee that his work is being considered fairly and objectively.  To achieve 
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this goal is one of the essentials of good supervision.  The objective analysis of 
the work done by the employee increases his own satisfaction of the work 
done; as well as creating respect in his mind for the supervisor who treats him 
fairly and impartially.  Planned, careful use of performance evaluations can 
help to achieve this. 


 
12. Before You Begin the Evaluations do the following each time a rating is to be made: 
 


a.  Familiarize yourself with the contents of the evaluation form.  Analyze its 
general scope as well as the detailed instructions. 


b. Understand thoroughly the duties and requirements of the particular 
position help by the employee to be rated–it will be helpful to review the 
Job Class Description on file. 


c. Use a process of objective reasoning, eliminating personal prejudice, bias, 
or favoritism. For example don’t allow your own personal likes or dislikes 
of certain mannerisms or aspects of personal appearance blind you to the 
more important measures of competency or effectiveness. 


d. Don’t assume that excellence in one factor implies excellence in all factors.  
Observe and analyze the employee’s performance objectively in terms of 
each factor listed on the rating form. 


e. Base your judgment on demonstrated performance–not on anticipated 
performance. The evaluation is to be based on what has happened, not on 
what might develop. 


f. Evaluate on the experience of the entire rating period it is better not to 
consider only single accomplishments or failures, or the most recent 
performance.  Neither should important single instances of faulty or 
brilliant performance be ignored.  They should be considered in context 
with the total performance for the period. 


g. Consider seniority apart from performance–an employee with a short 
service record may not necessarily be less effective than one with a longer 
term of employment.  Seniority does not guarantee superiority. 


h. Consider the requirements in terms of the level of the position–a beginning clerk 
may very well be meeting with the requirements of his position more effectively 
than his immediate supervisor does in his position in a higher classification. 


i. Spaces have been provided on the performance evaluation report forms for 
additional factors you consider important enough to be included in the 
overall appraisal of the employee.  Examples of such additional factors are 
given in paragraphs 26 and 40 in the sections of definitions. 


 
D. EVALUATING THE PROBATIONARY EMPLOYEE 


 
1. For probationary employees, the evaluator must, on the final probationary 


evaluation, check and sign the statement on the form “I do (I do not) recommend 
this employee be granted permanent status.” 
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2. The probationary, or working test period, is the final and most important stage in 
the selection process of quality employees.  By the end of the probationary 
period, supervisors should have complete confidence that the probationary 
employee being evaluated fully meets or exceeds performance standards in every 
important factor if he is to be recommended for permanent status. 


 
3. It should be noted that probationary employees may be released or demoted at 


any time without appeal, if, in the judgment of the department head, their 
dismissal or demotion is in the best interests of the department.  Should the 
supervisor have a question in his mind as to the general fitness of the 
probationary employee for the position, he should seriously consider the 
consequences of burdening the department with an employee who may be a net 
liability rather than a net asset.  He should also consider the possibility that it 
would be a disservice to the employee to retain him in position for which he is 
poorly suited or altogether unsuited, thus directing him away from seeking a 
more productive and rewarding type of employment.  


 
4. In deciding whether a probationary employee should be dismissed or granted 


permanent status, the supervisor might well consider that the average permanent 
employee remaining twenty years in departmental service will be paid more than 
$500,000 during that time.  The supervisor should ask himself if this employee 
represents a sound, long-term investment of such magnitude. 


 
E. EVALUATING THE SUPERVISOR 


 
1. There are various levels and types of supervisory activities within the 


organization.  It is important, when rating a particular supervisor, to understand 
how and to what degree each of the factors applies to him. 


 
2. Who is to be rated as a supervisor? -  For evaluation purposes, a supervisor is 


one to whom the responsibility has been delegated to evaluate other employees.  
This definition will necessarily eliminate a number of persons who direct some 
activities or provide some degree of technical supervision over other employees, 
and/or have limited direct responsibility for the results of their work.  For the 
purpose of this report, an employee who is not delegated the responsibility to 
complete and sign evaluation reports on other classified employees should not be 
evaluated as a “supervisor”. 


 
F. EVALUATION PROCEDURES 


 
1. Choose a quiet place where you can work without interruption for a period of 


time, and where unauthorized persons will not see the forms. 
 
2. Mark lightly in pencil each factor in Section A.  You may later agree to changes 


after conferring with your supervisor.  However, the report should be typed or 
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written in ink before the employee interview, and any changes, corrections, or 
deletions on the report must be initialed by the employee. 


 
3. Be generous in rating the best of the employee’s qualities, but be severe in rating 


weaknesses. Don’t create over-confidence in an employee when improvements 
are really needed.  Trying to avoid an unpleasant situation or risk of losing the 
employee’s friendship by overrating him is unfair, both to him and to the 
department. 


 
4. Use the spaces for comments, thoughtful comments give the most complete picture 


of the employee’s performance.  Note that check marks in columns 1 and 2 require 
explanations (specific, written) in Section E for each factor thus checked.  Use 
attachments if you find there is insufficient space for your comments. 


 
5. Consider unusual circumstances such as employees you have observed for short 


periods, employees who have done poorly as a result of temporary ill-health or 
other unavoidable conditions.  In all unusual circumstances, evaluate the actual 
work performance, but comment fully to indicate reasons. 


 
6. An important point to remember is that before probationary or permanent 


employees can be properly released for reasons of unsatisfactory performance, 
there should be documented evidence of a specific nature.  Performance 
Evaluation Reports are intended to provide a written record of specified 
deficiencies during and/or at the close of the rating period in which the 
deficiencies were observed.  Employee deficiencies affecting job performance 
which are not recorded on the Performance Evaluation Report cannot properly be 
used as a basis for dismissal. 


 
7. Special-unscheduled reports in some cases, and particularly for permanent 


employees, additional warnings in the form of unscheduled reports may be 
required before recommendations for demotion or dismissal are made. 


 
G. THE EVALUATION INTERVIEW 


 
1. Review your initial evaluation of the employee’s performance, and consider why 


you evaluated his work as you did. 
 
2. Determine what you want to accomplish in the interview and plan your 


discussion accordingly. You should have as your main objectives an 
improvement in the employee’s performance and will to work.  If these are 
already superior, the objective shifts to one of commendation and maintenance of 
excellence. 


 
3. Plan to meet in private.  If this is the employee’s first evaluation interview, 


anticipate curiosity, tension or anxiety, and be prepared to minimize them. 
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4. Create the impression that you have time for the interview and that you consider 
it highly important. 


 
5. Make the employee feel that the interview is a constructive, cooperative one, by 


placing primary interest upon his development and growth.  Tell the employee 
that the main purpose of the report is to inform him of your opinions of his 
performance, to improve his performance when possible and to sustain superior 
performance. 


 
6. Be open minded to the opinions and facts presented by the employee.  Be willing 


to learn about him.  Don’t dominate or cross-examine.  Avoid argument.  
Remember that the employee must do most of the talking at some points of the 
interview to bring his opinions and feelings to the surface and your attention to: 
gain a better understanding of himself; and to identify his own areas of needed or 
potential improvement in making plans for their accomplishment. 


 
7. Pick the right day, time and place.  Don’t conduct the interview too soon after a 


disciplinary action or reprimand.  Pick a time when you are in a good mood and 
when you have reason to believe the employee feels likewise. 


 
8. Talk about the employee’s strengths first, covering each point in some detail.  


This helps start the interview off on the right foot.  Remember that the aim is to 
encourage or sustain high performance, not to reprimand the employee. 


 
9. While building upon the employee’s strengths, do not fail to discuss his weaknesses 


or failures.  Offer suggestions on how he can prevent or curtail his failures in the 
future.  Introduce your suggestions for a specific improvement program.  Remember, 
if you do not you are not doing your full job as a supervisor. 


 
10. You should close when you have made clear whatever points you intended to 


cover; when the employee has had a chance to review his problems and release 
any emotional tensions that may exist; when plans of action have been 
cooperatively developed; and when you and the employee are at a natural 
stopping point.  Always reassure the employee of your interest in his progress, 
and indicate willingness to take up the discussion at any time. 


 
H. DUTIES OF THE EVALUATIOR’S SUPERVISOR 


 
1. No doubt there will be an occasion when the employee will not agree with all or 


part of the evaluation made by the supervisor.  The employee may request that he 
be allowed to discuss his report with the evaluator’s supervisor. 


 
2. In the same space provided for the employee’s signature on the form, there is a 


statement which reads, “I understand my signature does not necessarily indicate 
agreement.” If the employee wishes, he may check the box found in this same 
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space alongside a statement which reads, “I wish to discuss this report with the 
reviewer.” 


 
3. After such request has been indicated by the employee, the reviewing supervisor 


will make arrangements for this meeting as soon as possibly (within 15 calendar 
days). 


 
4. The responsibilities of the reviewing supervisor include: 


 
a. Thorough efforts to obtain uniformity in the application of standards by the 


supervisor under his direction. 
b. Securing corrective action when bias or a misinterpretation of standards is 


evident. 
c. Making sure reports are completely, promptly and thoroughly prepared. 
d. Discussing the report with the evaluator, and with the employee when 


requested, or when otherwise appropriate. 
e. Striving to make the evaluated employee understand and recognize the 


validity of the evaluator’s markings. 
f. Checking the statements made in the comments section to see that the 


reasons are specific, substantial and accurate. 
 


I. COMPLETING THE PERFORMANCE EVALUATION REPORT 
 


1. Performance factors listed in Section A are defined below and guideline 
questions for each factor provided.  Each factor should be checked in relation to 
the individual employee’s duties and amount of responsibility.  Evaluators 
should not assume that all of the factors are of equal importance.  The degree of 
importance in each factor will vary according to the requirements of each 
employee’s job.  For example, “Effectiveness Under Stress” or “Suspect 
Contacts” may be of crucial importance in one position and relatively 
insignificant in another.  Evaluators will find, however, that the first four factors 
listed do have the same degree of importance in any position, and employees 
should be evaluated accordingly. 


 
2. On the first five factors in Section A, Column 4 (Exceeds Standards) has been 
     blocked out.  These factors are considered absolutes – an employee either meets 
  required standards or he does not.  Column 5 (Does Not Apply) has been blocked 


out on the first four factors.  All four factors apply to all employees, and 
therefore no option is provided. 


 
3. Observance of Work Hours - refers to punctuality in reporting to or leaving duty 


station in accordance with the prescribed schedule of working hours, breaks or 
leaves of absence.  Can the employee be relied upon to be working when and 
where he is supposed to be? 
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4. Attendance - reflects absences from duty for any reason.  This factor introduces the 
opportunity for necessary or desirable counseling of an employee regarding his 
improper or excessive use of leave privileges, especially if his attendance has become 
unreliable.  If sick leave use has been greater than the norm, should the employee seek 
medical care?  Is there a Friday-Monday or holiday pattern of sick leave use?  Have 
continued absences been costly to the department or harmful to the morale of co-
workers who may have been required to carry extra loads? 


 
5. Grooming and Dress - an appropriate type of dress and standard of good 


grooming is required in every position.  Does the employee meet the standards of 
dress commensurate with the degree of public or employee contracts he makes?  
Is his clothing consistently clean, neat and in good repair? 


 
6. Compliance with Rules - members of the department are subject to rules and 


regulations.  Failure to observe reasonable directions and regulations is listed as 
a reason of disciplinary action.  Does the employee consistently comply with 
rules and regulations applicable to him and his job? 


 
7. Safety Practices - nearly all employees, even those who do not work under 


physically hazardous circumstances, must comply with reasonable safety 
practices, particularly in situations involving the public.  These practices may 
reflect specific supervisory directives, or simply forethought for potentially 
dangerous conditions and the use of good common sense.  Does the employee 
endanger his own safety or the safety of others by his actions?  Does he help to 
prevent accidents by practicing good safety procedures? 


 
8. Public Contacts - refers to all public contact made through personal or telephone 


conversation, correspondence, and day-to-day appearances before the public.  
Does the employee’s exposure to the public eye and ear reflect credit on the 
department and promote a good public image?  Is the employee courteous and 
discreet in his public contacts and behavior?  Is he aware of the necessity to 
present a consistently good appearance on the public? 


 
9. Suspect contacts - as with public contacts, this factor may not apply to some 


employees and yet may be extremely significant in the cases of other employees.  
Is the employee too harsh or too timid with suspects or prisoners?  Is his attitude 
or behavior toward suspects or prisoners detrimental to security, a good image, 
or investigative efficiency? 


 
10. Employee Contacts - reflects only those contacts which either improve or 


reduce the effectiveness of the employees involved.  It does not apply to an 
employee’s personal popularity or lack of it.  Does he mind his own business, 
but at the same time have a proper concern for the problems of other 
employees whose jobs touch his?  Is he a disruptive influence?  Does he 
embarrass others with his personal problems?  Is he a positive influence on the 
morale of others? 
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11. Knowledge of Work - this factor should not be confused with, or restricted to, 
the technical knowledge an employee is required to bring to a specialized job 
class.  (See Job Skill Level Factor 12).  It is much broader and includes 
particularly the range of pertinent policies, regulations, and procedures relating 
to his assignment.  Has the probationary employee acquired an acceptable 
working level of job knowledge? 


 
12. Work Judgments - every employee makes decisions depending upon the degree 


of responsibility assigned in his position.  Does the employee make a minimum 
of poor judgments?  What effect do his judgments have on the quantity and 
quality of work produced by himself and by others? 


 
13. Planning and Organizing - measure the manner and method in which an 


employee approaches his assigned duties, and how successful his planning and 
organizing is in achieving desired results.  Does the employee take time to plan 
the sequence of steps required in carrying out his tasks?  Or does he attack the 
job thoughtlessly or with such blind enthusiasm that waste and mistakes result 
or work deadlines are missed?  Does he make allowances in organizing the job 
so that all foreseeable circumstances are properly taken into account?  Does 
lack of planning or poor organizing indicate reasons for low production or poor 
quality of work? 


 
14. Job Skill Level - this factor relates particularly to the mental and/or manual 


skills required in a given position.  Does the employee consistently 
demonstrate at proper level the skills prerequisite to entry in the job class?  Has 
he made any effort to improve his basic skill levels?  Does he have potential 
for acquiring or developing his job skills to higher levels of proficiency?  
Should he undertake a brush-up or back to school program?  Has he taken 
advantage of related in-service training opportunities?  Does he read technical 
publications related to his work? 


 
15. Quality of Work - the degree of excellence of the work performed over the 


entire rating period is measured here.  In rating this factor, attention should be 
paid to the consequence of poor quality work.  Is the employee’s work 
effective, accurate, thorough, and acceptable?  Must the work be redone thus 
reducing the potential volume of acceptable work which could have been 
produced?  Do errors in the employees work affect the efforts of others?  Does 
poor work too often reflect adversely upon the department?  Are reports clear, 
concise and accurate? 


 
16. Volume of Acceptable Work - refers to the amount of work required to meet 


job standards.  Does the employee consistently accomplish a day’s work for a 
day’s pay?  Does he produce enough work so that he is clearly a net asset to the 
department?  Supervisor’s should not make undue allowances for such reasons 
as the employee’s poor health, home problems, age, or length of service.  
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While short-term exceptions to the volume standard can sometimes be made, 
care should be exercised to see that proper warnings are issued when indicated. 


 
17. Meeting Deadlines - if work schedules are important enough to set reasonable 


deadlines, were these deadlines met?  If the employee could not meet deadlines, did 
he give advance notice?  Did he show and honest attempt to meet deadlines? 


 
18. Accepts Responsibility - refers to the degree of willingness an employee 


exhibits when given responsibility and the manner in which the responsibility 
is carried out.  Does the employee readily accept responsibility when things go 
wrong?  Or is he quick to own up to his failures?  Does he consistently act in a 
responsible manner? 


 
19. Accepts Direction - the word “direction” as used here is synonymous with such 


works as supervision, training and instruction.  Does the employee demonstrate 
that he as accepted the direction by carrying out the direction to the best of his 
ability?  Does he chronically challenge supervision, instruction or orders?  
Does he meekly or passively accept directions he thinks may be faulty?  Does 
he blindly or maliciously carry out such directions?  Does he accept direction, 
but complain about it to fellow employees? 


 
20. Accepts Change - use this factor to evaluate the traits of adaptability and flexibility.  


Does the employee accept change willingly?  Does he slow down progress or cause 
inefficiencies by resistance to change?  Does he adapt satisfactorily to new work 
surroundings, new equipment, new procedures, new supervisors? 


 
21. Effectiveness Under Stress - there are some positions where pace, pressure, and 


tempo are consistently demanding.  Is the employee capable of meeting the 
demand?  Can he produce an acceptable volume and quality of work in an 
emergency?  Is his work generally organized well enough to meet unforeseen 
contingencies?  Before marking this factor, consider whether stress is inherent 
in the position or results from employee’s failure to properly plan and organize 
his work. 


 
22. Appearance of Work Station - refers to the neatness and efficient arrangement 


of work areas.  Does the appearance of the work station/vehicle contribute to a 
desirable work atmosphere or a proper public image? 


 
23. Operation and Care of Equipment - reflects the employee’s concern for safe, 


responsible, and reasonable operation or use of equipment.  Is the employee 
concerned with conservation of equipment?  Does he request appropriate 


 maintenance and repair of equipment when necessary? 
 
24. Work Coordination - measures specifically the necessary coordination of work 


which directly or indirectly involves other employees, sections, divisions or 
departments.  Characteristics of this factor include preplanning, timing, and a 
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consistent excellence or work judgements.  In situations where work 
coordination is applicable, does the employee consistently maintain a smooth 
flow of work materials?  Has this production process been slowed because of 
obstructions caused by the employee? 


 
25. Initiative - refers to initiation of action by the employee.  While initiative 


shows up in the form of suggestions and constructive criticism, it is most 
obvious when the employee originates investigations or acts to produce more 
efficient, productive or economical methods and procedures.  Does he take 
opportunities to exercise initiative or must he be prodded into action?  Is he 
alert to operating efficiency and cost-cutting?  Is he inventive?  Does he officer 
practical constructive criticism? 


 
26. Attitude - refers to the overall manner in which the employee accepts and 


fulfills his daily responsibilities. 
 
27. Leadership Potential - leadership is the art of influencing, directing, guiding and 


controlling others in such a way as to obtain their willing obedience, confidence, 
respect and loyal cooperation in the accomplishment of an objective. 


 
28. Spaces 26 through 29 have been left blank for additional factors the evaluator may 


consider necessary in achieving a view of the employee’s total job effectiveness.  
Factors such as oral or written expression, thoroughness, or accuracy may figure 
significantly in fulfilling the requirements of a particular position.  Intangible 
qualities, such as integrity, patience, and courage, usually refer to character or 
personality traits, not to an employee’s performance, and should be avoided as 
evaluation factors, unless a direct relationship can be  demonstrated. 


 
J. EVALUATIONS OF SUPERVISORS 


 
1. In addition to factors 1 through 29, the following should be completed for those 


who supervise and evaluate the work of others: 
  
2. Planning and Organizing - knowledge, talent, and mental effort are required in 


planning and organizing the work of subordinates.  How well does he analyze and 
then put into effect improved and more efficient work processes?  Does he plan 
improvements or changes and affect them in a logical and systematic manner? 


 
3. Scheduling and Coordinating - This is the next logical step and is a critical phase  
 sections and divisions?  Does he anticipate schedule problems, or is he surprised 


and “caught short” when these occur?  Does he keep his supervisor informed of 
problems, and delays or does he wait until these may be discovered, or until it is 
too late for planning adjustments? 


 
4. Training and Instructing – This refers generally to orientation of new employees 


or to the demonstration and exploration of technical methods, procedures, and 
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rules in which the new employee cannot be expected to be competent.  It also 
refers to introducing permanent employees to changing methods, procedures and 
techniques, as well as improving basic qualifying skills to their highest potential 
level.  This also refers to instructions given in day-to-day or periodic observation 
and supervision of employee performance.  It may be an occasional word or it 
may be a planned periodic meeting of a small group of employees in which 
methods, techniques and standard are explained, demonstrated, and reviewed.  
Does the supervisor plan and carry out a program of orientation and training for 
new employees?  Does he provide for the correction of and technical skill 
deficiencies in new employees?  Does he assist employee in self development 
programs? 


 
5. Effectiveness - This factor is designed to measure the results achieved by the 


supervisor and his subordinates.  Do his subordinates prevent crime, apprehend 
violators, or provide services to the desired degree?  Are assigned functions 
accomplished?  Completely?  On time?  Is the quality of work produced by the 
supervisor and his staff up to standard? 


 
6. Evaluating Subordinates - Measure the accuracy and manner in which the 


supervisor approaches and completes the formal evaluation of his subordinates.  
Does the supervisor exhibit a good balance of constructive criticism and praise in 
evaluating employees?  Does he indicate how an employee’s work may be 
improved when improvement is needed?  Are his evaluations positive 
contributions to employee development?  Are his evaluations consistently 
objective, fair and accurate? 


 
7. Judgments and Decisions – This refers to the practical exercise of authority and 


responsibility by the supervisor.  Does the supervisor exhibit firmness and 
fairness in judgments affecting functional goals?  Does he cause resentment or 
other adverse reactions to his decisions because of poor timing or the manner in 
which he states them?  Are his judgments always in accord with the best interest 
of the department?  Does he balance employee and department interests when 
these are not fully compatible? 


 
8. Leadership - Does the supervisor spur subordinates to their best efforts through 


example rather than by relying on the authority of his position?  Does he mold 
them into a group or team whose cooperative endeavors surpass their individual 
performances collectively?  Does his intelligent exercise of leadership create an 
atmosphere in which employee attitudes are optimistic? 


 
9. Operational Economy – This refers to the conservation of time and material.  Is 


the supervisor truly budget conscious?  Does he work within his budget?  Does 
he calculate operational costs for units or phases of his operational 


 responsibilities?  Is he able to identify uneconomical procedures, methods or 
equipment?  Does he recommend changed policies or procedures which might 
affect dollar economies? 
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10. Supervisory Control – This refers to the maintenance of order in all areas of 
 supervisory jurisdiction.  Do the supervisor’s employees perform their duties 


and functions in an orderly and disciplined manner which promotes work 
objectives?  Do the employees have a clear understanding of behavior and 
performance standards which are expected?  Does the supervisor enforce these 
standards consistently?  Is the supervisor “accepted” by his subordinates and in 
full control at all times?  Is the discipline and control too oppressive? 


 
11. Conceptual Thinking - Does the supervisor understand the total concepts of his 


job?  Does he think in terms of totality or does he bog down in less important 
matters? 


 
12. Spaces 40 and 41 have been left blank for any additional supervisory factors 


the evaluator feels should be included as determinants of supervisory 
effectiveness necessary to the position of the employee being evaluated.  These 
may come under the heading of particular qualities of skills, without which 
effective supervision cannot be achieved.  Intangible qualities, and references 
to character or personality traits should, however, be avoided. 


 
13. Example to be included in these spaces: 


 
a. Human Relationships - does the supervisor understand the personal needs 


of his employees?  Does he properly weigh these needs with departmental 
requirements? 


 
K. QUICK REFERENCE TO THE EVALUATION FORM 


 
1. Section A - Check one column for each factor.  Column (5) may be checked when a 


factor is not considered applicable to a particular job.  Additional spaces have been 
provided to write in any additional factors.  Each check mark in Columns (1) and (2) 
requires specific explanation in Section E.  Use additional pages if needed.  In the 
absence of specific standards for a factor, use your own opinion as to what 
constitutes standard performance.  Standard does not mean average, in fact, standard 
performance can often be higher than average performance.   


 
2. Exceeds Standards - (Column 4) - total performance means well above standards 


for the position.  This evaluation should be reflected by marks for critical factors in 
Section A, and superior or excellent performance should be noted in Section B.  
Only a few employees would normally qualify for this rating. 


 
3. Effective - Meets Standards - (Column 3) - consistently competent performance 
 meeting or exceeding standards in all critical factors for the position.  If margin 


is narrow and standards barely met, explain in Section D.  Most employees 
would be evaluated in this category. 
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4. Some Improvement Needed - (Column 2) - total performance occasionally or 
periodically falls short of normal standards.  Specific deficiencies should be 
noted in Section E.  This evaluation indicates the supervisor’s belief that the 
employee can and will make the necessary improvements. 


 
5. Not Satisfactory - (Column 1) - performance clearly inadequate in one or more 


critical factors as explained or documented in Section C.  Employee standards.  
Performance not acceptable for position held. 


 
6. Section B - must be used to describe outstanding qualities or performance when 


check marks are placed in Column 4.  Use performance resulting from 
employee’s efforts to reach previously set goals. 


 
7. Section E - must give specific reason for check marks in Columns 1 and 2.  


Record here any other specific reasons why the employee should not be 
recommended for permanent status, or, if the employee is already permanent, 
any specific reasons for required improvement. 


 
8. Section C - record agree-upon or prescribed performance goals for the next 


evaluation period. 
 
9. Signatures - both the evaluator and the employee shall sign the report.  The 


employee’s signature indicates that the conference has been held and that he has 
had an opportunity to read the report.  If he refuses to sign for any reason, 
explain that his signature does not necessarily imply or indicate agreement with 
the report, and that space is provided for him to state any disagreement.  Further 
refusal to sign shall be recorded on the report, after which it shall be forwarded. 


 
10. Routing - keep the preliminary draft at the division level until the next 


evaluating period and then discard.  Route the permanent copy through 
channels to the Personnel and Training Section. 
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5.1.9 TERMS OF EMPLOYMENT 
 


A PURPOSE 
 


The purpose of these regulations is to provide a basis for the orderly and disciplined 
performance of duty.  Their publication will promote a surer knowledge of what is 
expected of personnel generally and of all ranks and assignments specifically.  This 
should result in a greater degree of self- assurance in all positions.  In relationships 
between the ranks it should be our individual aim to continuously build mutual 
respect and confidence which is so essential to our type of operation. 


 
B. INTRODUCTION 
 


The Police Department is responsible for the protection of life and property in the township 
of West Norriton, the prevention of crime and apprehension of offenders, the preservation of 
peace, and compliance with the law.  To achieve these objectives, each member of the police 
Department must perform his duties faithfully, with honesty and sound judgment. 


 
Police work calls for constant contact with the public.  The dignity and respect so 
important to this contact depends on the practice of rules of good taste and courtesy. 


 
Every officer knows, or should know, that his uniform gives him no right to indulge in abusive 
oratory or display personal vindictiveness.  He can be courteous to everyone without exception 
and still be firm and sincere in his efforts to enforce the law.  There is strength in calmness and 
the officer should maintain composure despite trying conditions. 


 
Courtesy among the police officers is indispensable to discipline.  Respect for 
superior officers should not be confined to obedience on duty but should extend to 
all occasions. 


 
An officer on duty should maintain a pleasant and courteous attitude.  Many requests 
may be received that may seem trivial and unnecessary, but they should be treated 
with the same courtesy as important ones. 


 
C. TERMS OF EMPLOYMENT DEFINED – GENERAL 
 


1. Loyalty - to the township, the department and to associates is an important factor 
in departmental morale and efficiency.  Members and employees shall maintain a 
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loyalty to the township, to the department and their associates as is consistent 
with law and personal ethics and professional standards. 


 
2. Department Employees - whether on duty or off duty shall be governed by the 


ordinary and reasonable rules of good conduct and behavior and shall not 
commit any act tending to bring reproach or discredit upon the department. 


 
3. Cooperation between Ranks and Units - is essential to effective law enforcement.  


Therefore, all members are strictly charged with establishing and maintaining a 
high spirit of cooperation within the department. 


 
4. Cooperation with Other Agencies - Officers shall cooperate with all law 


enforcement agencies, other township departments and public service 
organizations and shall give aid and information as such organizations may be 
entitled to receive, consistent with departmental orders. 


 
5. Standard of Conduct - Members and employees shall avoid all conduct in their 


private and professional lives which will or may tend to bring the department or 
themselves into disrepute. 


 
6. General Responsibilities - Members of the department shall at all times preserve 


the public peace, prevent crime, detect and arrest violators of the law, protect life 
and property and enforce all federal, state, local laws and ordinances within 
department jurisdiction. 


 
7. Assistance - All members are required to take appropriate police action toward 


aiding a fellow peace officer exposed to danger or in a situation where danger 
might be impending. 


 
8. Knowledge of Laws and Regulations - Every member is required to establish and 


maintain a working knowledge of laws and ordinances in force in the township, 
the rules and policies of the department and the orders of the department and 
divisions thereof.  In the event of improper action or breach of discipline, it will 
be presumed that the member was familiar with the law, rule or policy in 
question. 


 
9. Questions Regarding Assignment - Members and employees in doubt as to the 


nature or detail of their assignment shall seek such information from their 
supervisors by going through the chain of command. 


 
10. Manner of Issuing Orders - Orders, from superior to subordinate shall be in clear 


understandable language, civil in tone and issued in pursuit of departmental business. 
 
11. Obedience to Unlawful Orders - Obedience to an unlawful order is never a 


defense for an unlawful action; therefore, no member or employee is required 
to obey any order which is contrary to federal or state law or local ordinance.  
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Responsibility for refusal to obey rests with the member.  He shall be strictly 
required to justify his action. 


 
12. Conflicting Orders - Upon receipt of an order conflicting with any previous order or 


instruction, the member affected will advise the person issuing the second order of this 
fact.  Responsibility for countermanding the original instruction then rests with the 
individual issuing the second order.  If so directed, the latter command shall be obeyed 
first.  Countermanding or conflicting orders will be issued only when reasonably 
necessary for the good of the department. 


 
13. Reports and Appeals - Unlawful, Unjust, Improper Orders - A member or  


employee receiving an unlawful, unjust or improper order, shall, at first opportunity, 
report in writing to the Chief of Police through official channels.  This report shall 
contain the facts of the incident and the action taken.  Appeals for relief from such orders 
may be made at the same time.  Extra departmental action regarding such an appeal shall 
be conducted through the office of the Chief of Police. 


 
14. Residence - Each member of the department is required to report his respective place of 


residence to the Chief of Police, to be properly indexed.  Any change of address shall be 
reported by the individual member within a twenty-four hour period. 


 
15. Telephone - All departmental members are required to subscribe to telephone 


service at their respective place of residence, so that they may be contacted 
readily.  The respective telephone number (listed or unlisted) shall be recorded 
with the Chief of Police. 


 
16. Roll Call - Unless otherwise directed, members and employees shall report to 


daily roll call at the time and place specified, properly uniformed and 
equipped.  They shall give careful attention to orders and instructions avoiding 
unnecessary talking or movement. 


 
17. Physical Fitness for Duty - All members of the department shall maintain good 


physical condition so they can handle the strenuous physical contacts often 
required of a law enforcement officer. 


 
18. Break Periods - Coffee breaks will be limited to 15 minutes.  No more than one 


officer will be off duty at a time, unless authorized.  Breaks are to be taken in 
the officer’s assigned zone. 


 
19. Loitering in Department Areas - Members and employees off duty and not on 


any official standby shall not loiter in department areas. 
 
20. Registering Equipment with the Department - Members are required to register  
         with the department the description and serial numbers of all personal police 
         equipment they own or carry. 
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21. Orders - All general orders, rules and regulations, coming from the Chief of  
Police at any time in the future, will be considered a part of this manual in their entirety. 


 
22. Performance - Employees shall maintain sufficient competency to properly 


perform their duties and assume the responsibilities of their positions.  
Employees shall perform their duties in a manner which will tend to establish 
and maintain the highest standards of efficiency in carrying out the functions 
and objectives of the West Norriton Police Department.  Incompetence may be 
demonstrated by a lack of knowledge of the application of laws required to be 
enforced; an unwillingness or inability to perform assigned tasks; the failure to 
conform to work standards established for the employee’s rank, grade or 
position; the failure to take appropriate action on the occasion of a crime, 
disorder, or other condition deserving police attention; absence without leave; 
or unnecessary absence from the assigned patrol zone or other assigned duty 
during the employee’s tour of duty.  In addition to other indications of 
unsatisfactory performance is a written record of repeated infractions of the 
rules, regulations, directives, etc. 


 
23. Conduct of Employees While Suspended - While under suspension, police 


employees of the West Norriton Township Police Department shall not wear 
the uniform or part of the uniform and shall be deprived of all police powers 
and privileges and shall not be permitted to represent themselves as employees 
of the West Norriton Township Police Department. 


 
24. Return of Equipment - In the event of an order of suspension or dismissal, 


unless otherwise excepted in writing by the Chief of Police, the officer so 
charged shall return to the department all township equipment including badge 
and weapon.  Such township equipment and property shall be retained by the 
department during the period of any suspension. 


 
25. Private Use of Department Address - Members and employees shall not use the 


department as a mailing address for private purposes.  The department address 
shall not be used on any motor vehicle registration or operator’s license. 


 
26. Military Courtesy - When meeting in public, officers shall conform to normal 


courtesy standards and refer to each other by rank. 
 
27. National Colors and Anthem - Uniformed members will render full military 


honors to the National Colors and Anthem at appropriate times.  Members and 
  employees in civilian dress shall render proper civilian honors to the National 


Colors and Anthem at appropriate times. 
 
28. Operator’s License - All members must have a valid Pennsylvania driver’s license. 
 
29. Strikes and Labor Disputes - Employees shall maintain complete neutrality 


during any labor-management dispute.  Under no circumstances shall the 
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township police department be made subservient to any one group involved.  
Neither labor nor management will be furnished with assistance which exceeds 
the legal authority or ability of this department.  Demands for added protection 
or non-interference in strike tactics shall be weighed against the directives of 
the courts and the police function. 


 
30. Surrender of Department Property - Members and employees are required to surrender 


all department property in their possession upon termination from the service.  Failure 
to return non-expendable items may cause the person to be required to reimburse the 
department for the fair market value of the article(s). 


 
31. Public Appearance Requests - All requests for public speeches, 


demonstrations, etc. will be routed to the Chief of Police for approval and 
processing.  Members and employees directly approached for this purpose shall 
suggest that the party submit his request to Chief of Police. 


 
D. TERMS OF EMPLOYMENT DEFINED - CONDUCT 
 


1. Conduct Toward Superior and Subordinate Officers and Associates - Members and 
employees shall treat superior officers, subordinates, elected officials, other township 
employees and associates with respect.  They shall be courteous and civil at all times 
in their relationships with one another.  When meeting in public, officers shall 
conform to normal courtesy standards and refer to each other by rank. 


 
2. Canvasses any member of the Board of Commissioners, any official of the 


Commonwealth, County, Township or the public with regard to any matter 
concerning the department without authority from the Chief of Police. 


 
3. Criticism of Orders - Members and employees shall not publicly criticize 


instructions or orders they have received. 
 
4. Insubordination - Failure or deliberate refusal of any member or employee to obey lawful 


orders given by a superior officer shall be insubordination.  Ridiculing a superior officer or 
his orders, whether in or out of his presence, is also insubordination. 


 
5. Consumption of Intoxicants - Members and employees shall not consume 


intoxicants while off duty to the extent that evidence of such consumption is 
evident when reporting for duty, or to the extent that ability to perform duty is 
impaired.  Members shall not consume intoxicants while on duty unless 
necessary in the performance of a police task and then only with the specific 
permission of a commanding officer and never in uniform. 


 
6. Intoxicants on Departmental Premises - Members and employees shall not bring 


into or keep any intoxicating liquor on departmental premises except: 
 


a. When necessary in the performance of a police task. 
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b. Packaged goods for temporary storage in locker spaces when the seals are 
unbroken. 


c. Liquor brought into departmental premises in the furtherance of a police task 
shall be properly identified and stored according to current policy. 


 
7. Soliciting - No department member shall be allowed to solicit funds or a 


contribution of any kind by mail, telephone, letter, or in person, without 
obtaining the necessary approval from the Chief of Police, where there is any 
direct or indirect connection between the solicitation and their departmental 
membership or employment. 


 
8. Acceptance of Gifts - Each member of the department is forbidden to receive or accept a 


reward or present of any kind, directly or indirectly, in connection with any official duty 
or act, without first having been granted the approval of the Chief of Police.   


 
9. Other Transactions - Every member and employee is prohibited from buying and 


selling anything of value from or to any complainant, suspect, witness, 
defendant, prisoner, or other person involved in any case which has come to his 
attention or which arose out of his departmental employment except as may be 
specifically authorized by the Chief of Police. 


 
10. Debts (incurring and payment) - No employee shall borrow any money or otherwise 


become indebted to any other employee.  Employees shall not solicit other employees to 
co-sign or endorse any promissory note or other loan.  No employee shall offer to act as 
a co-signer or endorser of any promissory note or other loan for another employee.  
Employees shall pay all just debts and legal liabilities they incur. 


 
11. Gambling - Employees shall not engage or participate in any form of illegal 


gambling at any time, except in the performance of duty while acting under 
proper and specific orders from a superior officer. 


 
12. Use of Drugs - Employees shall not use any controlled substance, narcotics or 


hallucinogens except when prescribed in the treatment of employees by a 
physician or dentist.  When controlled substance, narcotics or hallucinogens 
are prescribed, employees shall notify the Chief of Police or his designee. 


 
13. Association - Members and employees shall not associate or consort with known 


criminals, person of ill repute or bad character, except when necessary in the 
performance of duty, and then only under the direction of the Chief of Police. 


 
14. Wearing the Uniform - Uniforms shall be kept neat, clean and well pressed at 


all times.  While wearing the uniform, members shall maintain a military 
bearing avoiding mannerisms such as slouching, shuffling and hands-in-the-
pockets.  The uniform cap shall be worn whenever out of doors, unless 
otherwise directed by competent authority. 
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15. Manner of Dress on Duty - Normally members will wear the duty uniform on a 
tour of duty; however, commanding officers may prescribe other clothing as 
required by the nature of the duty to which a particular member is assigned. 


 
16. Civilian Clothing - Manner of Dress - Male members and employees permitted to 


wear civilian clothing during a tour of duty shall wear either a business suit or sport 
coat and slacks.  A dress type shirt with tie shall be worn.  Commanding officers 
may prescribe other types of clothing when necessary to meet a particular police 
objective.  Female members and employees permitted to wear civilian clothing 
shall conform to standards normally worn by office personnel in private business 
firms, unless otherwise directed.  All articles of clothing shall be of a conservative 
nature. 


 
17. Off-Duty Equipment - Off-duty members are not required to carry their 


revolver or other equipment but may do so at their option provided that they 
have qualified with the weapon. 


 
18. Discharge of Firearm - Members shall never display firearms unnecessarily or draw them 


in any public place except for inspection or official use.  Members are required to report 
any deliberate or accidental discharge of firearms (except routine target practice).  This 
report is to be made according to current departmental procedures. 


 
19. Notices - Members and employees shall not mark, alter or deface any posted 


notice of the department.  Notices or announcements shall not be posted on 
bulletin boards without permission of a commanding officer.  No notices of 
derogatory nature will be posted at any time. 


 
20. Manuals Maintenance - All members and employees issued manuals are responsible for 


their maintenance and will make appropriate changes or inserts as they arise. 
 
21. Department Vehicle Use - Members shall not use any departmental vehicle 


without the permission of the commanding officer.  Department vehicles shall 
not be used for personal business without prior approval. 


 
22. Transporting Citizens - Citizens will be transported in departmental vehicles 


only when necessary to accomplish a police purpose.  Such transportation will 
be done in conformance with departmental policy or at the direction of a 
commanding officer or immediate supervisor. 


 
23. Publicity - Members and employees shall not seek personal publicity in the 


course of their employment. 
 
24. Cooperation with the Press - Officers shall extend full cooperation to members of 


the press consistent with departmental orders, provided the successful investigation 
or prosecution of a police case is not thereby jeopardized.  Any situation which 
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involves a question or relationship with the press and which cannot be satisfactorily 
resolved by the officer shall be referred to a superior officer. 


 
25. Commercial Testimonials - Members and employees shall not permit their names or 


photographs to be used to endorse any product or service which is in any way connected 
with law enforcement without the permission of the Chief of Police, nor shall they allow 
their names or photographs to be used in any commercial testimonial which alludes to 
their position or employment with this department. 


 
26. Outside Employment - Prior to engaging in any outside business or 


employment, the member or employee shall submit a written request for 
permission to do so to the Chief of Police via channels.  Request will be 
subject to departmental policy. 


 
27. Membership in Organizations - Except for the Armed Forces Reserve 


components, members and employees shall not affiliate themselves with any 
organization or group, the constitution or by-laws of which in any way exacts 
prior consideration or which would prevent its members from rendering proper 
and efficient service to the department. 


 
28. Subversive Organizations - No member or employee shall knowingly become a 


member or connected with any subversive organization, except when necessary in 
the performance of duty and then only under the direction of the Chief of Police. 


 
29. Political Activity - Employees shall be permitted when off-duty and out of uniform to: 


Register and vote in political election; express opinions privately on political issues and 
candidates; sign political petitions; hold membership in a political party; attend, without 
participation, partisan political functions; attend meetings sponsored by non-partisan 
organization such as service functions; attend meetings sponsored by non-partisan 
organization such as service clubs; League of Women Voters, etc.; participate in public 
affairs (non-partisan) relating to such matters as bond issues, constitutional amendments, 
general public welfare, to the extent that such endeavors do not impair the neutral and 
efficient performance of official duties or create real or apparent conflicts of interest; 
attend activities affecting working conditions of members or employees, accept 
unsolicited political literature, make financial contributions to political organizations. 


 
30. Political Activity - Employees are prohibited from: Using their official capacity in an 


attempt to influence, interfere with or affect the results of an election; assuming active 
roles in the management or organization of partisan political clubs, campaigns or parties; 
serving as officers of partisan political parties or clubs; becoming partisan candidates or 
campaigning for an elective public office; soliciting votes in support of or in opposition 
to any partisan candidates; serving as delegates to a political party convention; endorsing 
or opposing a partisan candidate for public office in a political advertisement, broadcast, 
or campaign literature; organizing, selling tickets to or actively participating in a fund-
raising function for a partisan political party or candidate; addressing political gatherings 
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in support of or in opposition to a partisan candidate; engaging in prohibited partisan 
activities on the federal, state, county or municipal level.  


 
31. Conduct Toward the Public - Members and employees shall be courteous and 


orderly in their dealings with the public.  They shall perform their duties 
quietly, avoiding harsh, violent, profane or insolent language and always  


 remain calm regardless of provocation to do otherwise.  Upon request they are 
required to supply their names and badge numbers in a gentlemanly manner.  
They shall attend to requests from the public quickly and accurately, avoiding 
unnecessary referral to other parts of the department. 


 
32. Impartial Attitude - All members, while charged with vigorous and unrelenting 


enforcement of the law, must remain completely impartial toward all persons 
coming to the attention of the department.  Violations of the law are against the 
people of the state and not against the individual officer.  All citizens are 
guaranteed equal protection under law.  Exhibiting partiality for or against a 
person because of race, creed or influence is conduct unbecoming an officer.  
Similarly, unwarranted interference in the private business of others when not 
in the interest of justice is conduct unbecoming an officer. 


 
33. Communications, Correspondence Restrictions - Members and employees shall 


not use department letterheads for private correspondence or send 
correspondence out of the department over their signature without the 
expressed permission of the Chief of Police. 


 
34. Forwarding Communications to Higher Commands - Any member or 


employee receiving a written communication for transmission to a higher 
command shall in every case forward such communication.  A member 
receiving a communication from a subordinate directed to a higher command 
shall endorse it indicating approval, disapproval or acknowledgment. 


 
35. Radio Discipline - All members of the department operating the police radio 


either from a mobile unit or the communications section shall strictly observe 
regulations for such operation as set forth in departmental orders and by the 
Federal Communications Commission. 


 
36. Security of Departmental Business - Members and employees shall not reveal 


police information outside the department except as provided elsewhere in this 
manual or as required by law or competent authority.  Specifically, information 
contained in police records, other information ordinarily accessible only to 
members and employees, and the names of informants, complainants, 
witnesses and other persons known to the police are considered confidential.  
Silence shall be employed to safeguard confidential information.  Violation of 
the security of this type of information reflects gross misconduct. 


 







General Order 5.1.9 - Terms of Employment  Page 10 of 13 
 


37. Compromising Criminal Cases - Members and employees shall not interfere 
with the proper administration of criminal justice.  They shall not attempt to 
interrupt legal process except where a manifest injustice might otherwise 
occur, nor participate in, or be concerned with any activity which might 
interfere with the process of law.  Except in the interest of justice, they shall 
not attempt to have any traffic citation or notice to appear reduced, voided or 
stricken from the calendar.  Any member or employee having knowledge of 
such action and failing to inform his superior officer thereof shall be subject to 
charges. 


 
38. Testifying for the Defendant - Any member or employee subpoenaed to testify for 


the defense in any trial or hearing, or against the township or department in any 
hearing or trail shall notify his commander upon receipt of the subpoena.  He shall 
also notify the governmental attorney.  No member or employee shall voluntarily 
appear, give testimony, assist or provide information of any type for the defense in 
any trail or hearing, or against the township or department in any hearing or trail 
unless prior written approval is obtained from the Chief of Police. 


 
39. Civil Action Court Appearances - Subpoenas - A member or employee shall 


not volunteer to testify in civil actions and shall not testify unless legally 
subpoenaed.  Members and employees will accept all subpoenas legally served.  
If the subpoena arises out of a department employment, or if the member or 
employee is informed that he is a party to a civil action arising out of 
department employment, he shall immediately notify his commanding officer 
and the governmental attorney of the service or notification and of the 
testimony he is prepared to give.  Members and employees shall not enter into 
any financial understanding for appearances as witnesses prior to any trial, 
except in accordance with current directives. 


 
40. Civil Depositions and Affidavits - Members and employees shall confer with 


their commanding officer before being interviewed or giving a deposition or 
affidavit on a civil case.  If the commanding officer determines that the case is 
of importance to the township, he shall inform the Chief of Police before the 
deposition or affidavit is given. 


 
41. Civil Cases - Members shall not serve civil process or assist in civil cases 


except as required by law or where they may be personally involved.  They 
shall enter into civil disputes only while performing their police duties, to 
prevent or abate a breach of the peace or crime. 


 
42. Acting as Bailer is Prohibited - Members and employees cannot act as bailers 


for any person in custody except relatives, and in no case where any fee, 
gratuity or reward is solicited or accepted. 


 
43. Exiting Police Vehicle - Whenever an officer exits his police vehicle, he will 


first obtain permission from his supervisor and then notify communications, 
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giving them the location.  He shall also have in his possession a portable radio, 
and be in proper uniform and carrying standard issued equipment. 


 
44. Responding to Calls - Members of the department shall respond without delay 


to all calls for police assistance from citizens or other members.  Emergency 
calls take precedence; however, all calls shall be answered as soon as possible 
consistent with normal safety precautions and vehicle laws.  Failure to answer 
a call for police assistance promptly, without justification, is misconduct.  
Except under the most extraordinary circumstances, or when otherwise 
directed by competent authority, no member shall fail to answer any call 
directed to him. 


 
45. Meals - Officers shall be permitted to suspend patrol or other assigned duty, 


subject to immediate call at all times, for the purpose of having meals during 
their tours of duty, but only for such period of time, and place, as established 
by departmental procedures.  Officers are not permitted to have meals or other 
breaks in the bar areas of restaurants which serve or sell alcoholic beverages.  
Members shall not abuse time allowed for meals, i.e., 30 minutes. 


 
E. TERMS OF EMPLOYMENT DEFINED – NEGLECT OF DUTY 


 
1. Reporting for Duty - Members of the department shall be punctual in reporting for duty at 


the time and place designated by their superior officers.  Failure to report promptly at the 
time directed will be deemed inefficiency and made the subject of charges. 


 
2. Absence from Duty - Every member or employee who fails to appear for duty at 


the time, date and place specified and for so doing without the consent of 
competent authority is “absence without leave.” Such absences must be reported 
in writing through the chain of command to the Chief of Police.  Any such 
absence without leave for a period of five working days will automatically act as 
a resignation on the part of such member or employee. 


 
3. Reporting - Members and employees shall promptly submit such reports as are 


required by the performance of their duties or by competent authority. 
 
4. Availability when On-Duty - Members on duty shall not conceal themselves 


except for some police purpose.  They shall be immediately and readily available 
to the public during duty hours. 


 
5. Officer Business - Members having business that demands their return to the 


township building during their tour of duty shall conduct their business and  
 return to patrol duties as soon as possible. 
 
6. Sleeping on Duty - Employees shall remain awake on duty.  If unable to do so, 


they shall report to their shift supervisor who shall determine the proper course 
of action.  In any event, documentation of the employee sleeping on duty shall be 
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made by the shift supervisor to the Chief of Police or his designee in the form of 
a memorandum before the completion of the tour of duty.  In the event that the 
shift supervisor is the employee who was found to be sleeping on duty, the 
responsibility for the documentation is that of the next senior officer. 


 
7. Labor Activities - Employees shall have the right to join labor organizations, but 


nothing shall compel the township police department to recognize or to engage in 
collective bargaining with any such labor organizations except as provided by 
law.  Employees shall not engage in any strike.  “Strike” includes the converted 
failure to report for duty, willful absence from one’s position, unauthorized 
holidays, the stoppage of work or the abstinence in whole or in part from the 
fully, faithful and proper performance of the duties of employment for the 
purposes of inducing, influencing or coercing a change in conditions, 
compensations, rights, privileges or obligations of employment. 


 
8. Uniforms and Equipment - All members of the department shall maintain in 


good order a regulation uniform.  All articles of uniform and equipment shall 
conform to the department regulations, and be maintained in good order. 


  
9. Damaged-Inoperative Property or Equipment - Members and employees shall 


immediately report to their commanding officer on designated forms any loss of 
or damage to departmental property assigned to or used by them.  The immediate 
superior will be notified of any defects or hazardous conditions existing in any 
department equipment or property. 


 
10. Care of Department Buildings - Members and employees shall not mar, mark 


or deface any surface in any departmental building.  No material shall be 
affixed in any way to any wall in departmental buildings without specific 
authorization from a commanding officer. 


 
11. Reporting Accidents - Accidents involving township personnel, property 


and/or equipment must be reported immediately to the immediate supervisor. 
 
12. Sick Leave - Officers will follow department sick leave policy and all sickness 


or illness must be reported by a member at least two hours prior to the time he 
is due to report for duty.  Once having reported off sick, the member shall keep 
the department advised daily as to his status and expected return to duty. 


 
13. Fictitious Illness or Injury Reports - Employees shall not feign illness or injury, 


falsely report themselves ill or injured, or otherwise deceive or attempt to 
deceive any official of the police department as to the condition of his health. 


 
14. Medical and Psychological Examinations, Tests, Photographs and Lineups - 


Upon the order of the Chief of Police or his designee, employees shall submit 
to any medical, psychological, ballistics, chemical or other test.  All procedures 







General Order 5.1.9 - Terms of Employment  Page 13 of 13 
 


carried out shall be specifically directed and narrowly related to a particular 
investigation being conducted by the police department. 


 
15. Court Appearances - Attendance at a court or quasi-judicial hearing as required 


by subpoena is an official duty assignment.  Permission to omit this duty must 
be obtained from the prosecuting attorney handling the case or other competent 
court officer.  When appearing in court, either the duty uniform or clothing 
conforming to standards imposed on officers working in plain clothes shall be 
worn.  Weapons will not be displayed unless wearing the uniform.  Members 
shall present a neat and clean appearance, avoiding any mannerism which 
might imply disrespect to the court, such as gum chewing and smoking. 


 
16. Testimony - Members of the Department of Police, when required to give 


testimony, or make any official deposition or statement, shall clearly and 
truthfully state all information, as personally known, in respect to the matter of 
inquiry.  This testimony shall be given without fear or favor, and with no desire 
or design to influence the end result. 


 
17. Refusal to Testify - Any member or employee appearing as a witness before 


any competent investigative body, a judicial tribunal, a hearing board, a person 
authorized to take testimony, who invokes his constitutional privilege and 
refuses to testify shall be subject to disciplinary action. 


 
18. Departmental Investigations - Testifying - Members or employees shall be required to 


answer questions by or render material and relevant statements to a competent 
authority in a departmental personnel investigation when so directed. 


 
19. Performance of Duty - All members and employees shall perform their duties 


as required or directed by law, departmental rule and procedure, policy or 
order, or by order of a superior officer.  All lawful duties required by 
competent authority shall be performed promptly as directed obeying Federal 
and State ordinances and Department policies and procedures. 


 
20. Relief - All members and employees are to remain at their assignment and on 


duty until properly relieved by another member or employee or until dismissed 
by competent authority. 


 
21. Unlawful Orders - No command or supervisory officer shall knowingly issue 


any order which is in violation of any law or ordinance or departmental rules. 
 
22. If an officer disobeys, or without good and sufficient cause, omits or neglects 


to carry out any lawful order, rule, or regulation of the department, written or 
otherwise, shall be subject to disciplinary action. 
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1.8.2 HARASSMENT IN THE WORKPLACE 
 


A. PURPOSE 
 


The purpose of this policy is to maintain a healthy work environment and to provide 
procedures for reporting, investigating and resolving complaints of harassment, sexual or 
otherwise and discrimination. 


 
B. POLICY 
 


It is the policy of West Norriton Township to maintain an environment free from 
harassment based on sex, race, age, religion, ethnicity, disability, sexual preference 
and other protected classification and discrimination.  Such harassment or 
discrimination in any manner or form by anyone is expressly prohibited.  Retaliation 
against any individual for complaining about alleged harassment or discrimination or 
for cooperating with an investigation of alleged harassment or discrimination will 
not be tolerated either. 


 
All reported or suspected violations of this policy will be promptly and thoroughly 
investigated in a manner designed to protect the privacy of those involved to the 
extent possible.  Where a violation of this policy has occurred, West Norriton 
Township will take appropriate corrective action, including, without limitation, 
suspension or termination. 


 
C. DEFINITIONS 


 
1. Racial, age-based, religious, sex, sexual orientation, ethnic, disability and other 


forms of harassment are best described as conduct that has the purpose or effect 
of: 


 
a.   Unreasonably interfering with an individual’s work performance, or 
b.   Creating an intimidating, hostile or offensive work environment. 


 
2. Examples of harassment prohibited under this policy include use of epithets or other 


derogatory words or actions based upon someone’s sex, race, gender, color, national 
origin, ethnic origin, religion, age physical or mental impairment or sexual preference. 
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3. Sexual harassment, as one form of harassment, has been defined by the EEOC to 
be any unwelcome sexual advances, requests for sexual favors or other verbal or 
physical conduct of a sexual nature when: 


 
a.   Submission to such conduct is an explicit or implicit condition of employment; 
b.   Submission to or rejection of such conduct is used as the basis for 


employment decisions; or 
c.   Such conduct has the purpose or effect of: 


 
i. Unreasonably interfering with an individual’s work performance, or 
ii. Creating an intimidating, hostile or offensive work environment. 
 


4. Employees are required to avoid all conduct that can contribute to sexual 
harassment by refraining from actions, language and jokes of a sexual nature or 
based upon gender and by disposing of materials, such as posters or magazines 
depicting people as sexual objects. 


 
5. Discrimination – The unjust or prejudicial treatment of different categories of 


people, especially on the grounds of ethnicity, age, sex or disability. 
 


D. PERSONS COVERED 
 


1. This policy applies to anyone who works for the West Norriton Township Police 
Department as well as business invitees and people who come into the West 
Norriton Police Station.  It prohibits sexual harassment or discrimination of 
employees, applicants for employment and non-employees.  The gender of the 
alleged harasser and the alleged victim is immaterial.   


 
E. EMPLOYEE'S RESPONSIBILITY 


 
1. Each supervisor shall be responsible for preventing acts of harassment or 


discrimination.  This responsibility includes: 
 


a.   Monitoring the unit work environment on a daily basis for signs that 
harassment may be occurring; 


b.   Counseling all employees on the types of behavior prohibited and the 
Department procedures for reporting and resolving complaints of harassment 
or discrimination.   


c.   Stopping any observed acts that may be considered harassment or 
discrimination and taking appropriate steps to intervene, whether or not the 
involved employees are within his/her line of supervision;  and 


d.   Taking immediate action to limit the work contact between two employees 
where there has been a complaint of harassment or discrimination pending 
investigation.   
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2. Each supervisor has the responsibility to assist any employee of the Department 
who comes to that supervisor with a complaint of harassment or discrimination 
in documenting and filing the complaint.   


 
3. Each employee of this Department is responsible for assisting in the prevention 


of harassment or discrimination through the following acts; 
 


a.   Refraining from participation in or encouragement of actions that could be 
perceived as harassment or discrimination; 


b.   Reporting acts of harassment or discrimination to a supervisor; and  
c.   Encouraging any employee who confides that he/she is being harassed or 


discriminated against to report these acts to a supervisor.   
 


4. Failure to take action to stop known harassment or discrimination shall be grounds for 
disciplinary action. 


 
F. REPORTING HARASSMENT 


 
1. All complaints of harassment, sexual or otherwise, or discrimination shall be 


promptly and thoroughly investigated and prompt remedial action shall be taken 
should the West Norriton Township Police Department conclude that harassment 
or discrimination has taken place.   


 
2. Employees encountering harassment or discrimination shall tell the person that 


their actions are unwelcome and offensive.  The employee shall document all 
incidents of harassment or discrimination in order to provide the fullest basis for 
investigation.  Employees encountering harassment, whether sexual or otherwise,  
or discrimination are strongly encouraged to report the incident immediately.  


 
3. Any employee who believes that he/she is being harassed or discriminated against 


shall report the incidents to his/her immediate supervisor as soon as possible so that 
steps may be taken to protect the employee from further harassment or 
discrimination, and appropriate investigative and disciplinary measures may be 
initiated. If the offender is the employee’s supervisor the employee shall report the 
incident to offender’s supervisor.  


    
4. The supervisor or other person to whom a complaint is given shall meet with the 


employee and document the incidents complained of, the person(s) performing or 
participating in the harassment or discrimination and the dates on which it occurred.   


 
5. The Department employee taking the complaint shall expeditiously deliver the 
 complaint to the appropriate investigative authority.   
 
6. The Chief of Police or his designee shall be responsible for the investigation of 


any complaint of alleged harassment or discrimination. 
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a.   The investigator shall immediately notify the Chief of Police if the      
complaint contains evidence of criminal activity, such as assault, rape or 
attempted rape.   


b.   The investigation report shall include a determination whether other 
employees are being harassed or discriminated against by the person(s) and 
whether other agency members participated in or encouraged the harassment 
or discrimination.   


c.   The investigator shall inform all parties involved of the outcome of the 
investigation.   


d.   A file of harassment or discrimination complaints shall be maintained by the 
Chief of Police. 


 
7. There shall be no retaliation against any employee for filing a harassment or 


discrimination complaint or assisting, testifying or participating in the 
investigation of such complaints.  Any employee who believes that they have 
been retaliated against because of their participation in a harassment or 
discrimination type investigation shall immediately report this to the Chief of 
Police. 


 
8. Complainants may file a grievance/appeal in accordance with the Departments’ 


procedures when they disagree with the investigation or disposition of a harassment or 
discrimination claim.   


 
9. This policy does not preclude any employee from filing a complaint or grievance 


with an appropriate outside agency.   
 


10. Management 
 


a.   West Norriton Township is committed to making certain that its actions, 
and those of its agents and supervisory employees, are free from 
harassment or discrimination of employees and applicants for employment 
and to taking appropriate corrective actions in instances in which it learns 
of harassment or discrimination.  West Norriton Township will also take 
appropriate corrective action against those agents, supervisory employee, 
or others who know of or should have known of harassment or 
discrimination of any employee or applicant for employment by any 
employee.  
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1.8.3 BIAS BASED POLICING 
 


A. POLICY           
 


The West Norriton Township Police Department does not condone the profiling of any 
group by sworn personnel and prohibits any policy, procedure, or practice that constitutes 
profiling any group of the population for the purposes of traffic stops or investigations. 


 
B. PURPOSE 
 


The purpose of the policy is to establish procedures to ensure that all police activities 
are conducted without profiling any group of the population. 


    
C. DEFINITIONS 


 
1. Bias-Based Profiling – When a police officer stops, takes enforcement or 


investigative action against a citizen based solely on the person’s race, socio-
ecomomic status, ethnicity, age, gender, sexual orientation, religion or disability.  
Profiling may also be defined as characterizing any of the aforementioned groups 
with a tendency to participate in criminal behavior.   


 
2. Reasonable Suspicion – Also known as articulable suspicion.  Suspicion that is 


more than a mere hunch, based on a set of articulable facts and circumstances 
that would warrant a person of reasonable caution in believing that a violation of 
the law has been committed, is about to be committed, or is in the process of 
being committed, by the person or persons under suspicion.  This can be based 
on the observations of a police officer combined with his or her training and 
experience, and/or reliable information received from credible outside sources.   


 
D. PROCEDURES 


 
1. Initiating Enforcement, Investigation, and Citizen Contact: 


 
a. Sworn personnel are prohibited from using the race, ethnicity, gender, age, 


sexual orientation, religion, socio-economic status, or disability of a 
      person as the sole reason for stopping a vehicle, issuing a citation,  
      making an arrest, conducting a field interview, investigative detentions, 
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      seizing assets, seeking asset forfeiture, or conducting a search.  All  
      investigatory detentions, traffic stops, arrests, searches, and seizures shall 
      be based upon the standard of reasonable suspicion or probable cause as  
      required by the Fourth Amendment to the U. S. Constitution, and state law. 


 
i. Sworn personnel shall treat all citizens with courtesy and respect when 


making contact.  Officers are forbidden from using language, or displaying  
symbols and gestures that are commonly viewed as offensive to, or are 
indicative of bias towards any group. 


ii. All persons stopped by an officer shall be provided with an explanation for  
why they were stopped, unless disclosure of such information would 
undermine an investigation or jeopardize the officer’s safety.  Individuals are 
entitled to a verbal explanation and/or written documentation of the stop 
(e.g., Non-Traffic Citation, Summary Citation or Warning Notice).  
Providing citizens with an explanation for why they were stopped fosters 
better relations with the community and reduces the perception of bias on the 
part of the police.  Nothing in this section shall limit the officer’s ability to 
interview witnesses or discourage routine conversations with citizens not 
suspected of an offence.   


 
2. Supervisory Responsibility 


 
a. Supervisors shall: 


 
i. Ensure that their personnel are familiar with this policy and supports its  
 provisions. 
ii.    Receive all citizens’ complaints or allegations of profiling on the part of  
 individual officers, units or the Department and forward such  
          information to the Chief of Police or his designee. 
iii. Should the citizens’ complaint or allegation of profiling be against the Chief 


of Police the complaint shall be forwarded to the West Norriton Township 
Board of Commissioners for their review and they shall determine who will 
investigate the complaint. 


iv.    Observe practices of officers to ensure profiling tactics are not utilized. 
v.    Review all reports, traffic citations, criminal complaints, etc. to ensure 
          compliance with this order. 


 
3. Training         


 
a. Officers shall receive initial department training and in-service training at least 


annually that is specifically designed to address biased/racial profiling. 
b. The training shall include avoiding improper profiling based on the actual or 


perceived race, ethnicity, national origin, limited English proficiency, religion, 
gender, gender identity, sexual orientation or disability of individuals. 


c. Officer shall receive ongoing training in proactive enforcement tactics,  
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including, but not limited to profiling, cultural diversity, interaction with citizens, 
policy, ethics and related topics.   


d. Training may be conducted through in-service, special courses, or roll-call  
training.  Participation in the training shall be documented and recorded in 
Department training records.  Training shall be provided at least every 3 years.   
 


4. Corrective Measures        
 


a. Should a complaint of Bias-Based/Racial profiling be filed and found to  
      be factual the officer involved shall be required to take remedial training in 
      Bias-Based profiling as well as being subject to progressive disciplinary 
      actions as outlined in section N of General Order 1.8.1 Code of Conduct. 


 
5. Administrative Review       


 
a. An annual review of data related to agency compliance of this policy including any 


complaints of Bias-Based profiling, as well as the policy governing such profiling 
shall be conducted by the Chief of Police or his designee with appropriate changes or 
modifications being made. 
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1.8.4 DUTY TO INTERVENE 
 


A. Duty to Intervene 
 


1. When in a position to do so, any West Norriton Township Police Department employee 
shall intervene when they know or have reason to know that another officer is about to 
use, or is using, excessive or unjustified force or other conduct that would be in violation 
of department policies, would be criminal conduct or would be unconstitutional behavior.   


 
2. Officers shall promptly submit a written report any instance of excessive or unjustified 


force, violation of department policies, criminal conduct or unconstitutional behavior and 
their own efforts to intervene immediately to a supervisor and/or the Chief of Police. 


 
B. Failure to Act 
 


1. Officers are restricted to using only force that is necessary and reasonable, but officers 
shall not avoid using force, including deadly force, if failure to do so unnecessarily  
endangers the safety of themselves or others. 
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1.9.1  Performance Evaluations  
  


A. PURPOSE  
  


The purpose of this policy is to establish guidelines for evaluating the quality of work 
performed by police personnel; to provide feedback to personnel about how they perform their 
duties as police officers; to determine the strengths and weaknesses in departmental training, 
deployment, and utilization of resources, supervision and policies and procedures; and to 
improve the overall efficiency and productivity of the West Norriton Township Police 
Department. 


  
B. POLICY  


  
It shall be the policy of this Police Department to conduct annual performance evaluations on 
all police officers.  The evaluation shall be conducted using established guidelines and rating 
factors based on job descriptions and actual duties and responsibilities of police personnel.  It 
shall also be the policy of the Department to systematically record the results of all 
performance evaluations at specific intervals or periods, and to recommend methods of 
improving the officer’s performance.  


  
C. DEFINITIONS  


  
RATING PERIOD: The rating period for evaluations will be January 1 through December 31 
of each year.  
  
EVALUATOR: An officer’s immediate supervisor who directly monitors the officer’s 
performance during the rating period and conducts the evaluation.  
  
REVIEWER: The evaluator’s supervisor (Chief of Police).  
  
RATING FACTORS: Specific areas closely related to actual job duties and responsibilities 
of personnel that will be evaluated, such as documents, patrol/arrest tactics and investigative 
skills.  
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RATING CATEGORY: Final evaluation results indicating the employees ranking; i.e.,  
PASS, and FAIL.  
  
RATING SCORES: Specific indicators used to determine the degree of performance in 
rating categories: i.e., PASS & FAIL.  
  
PERFORMANCE STANDARD: A statement which specifies the condition that will exist 
when a duty is performed satisfactorily.  


  
D. PROCEDURE   


  
1. Officer’s Responsibilities  


  
a. Since the evaluator will have completed the actual evaluation form prior to the 


evaluation conference, officers should submit any documentation received during the 
rating period and related to specific conduct or performance of which the evaluator 
may not be aware as soon as possible after being notified of their pending evaluation.  
Officers may also submit this documentation to the evaluator throughout the rating 
period.  


b. The officer may, whenever a conflict arises with respect to the final evaluation results 
or a particular rating on the evaluation, submit documentation to the reviewer to 
dispute the results or rating.  The documentation shall be attached to the evaluation 
form.  


  
2. Evaluator’s Responsibilities  


  
a. The evaluator shall be required to monitor the day-to-day performance of police 


officers during the rating period.  
b. The evaluator shall be required to schedule and conduct performance evaluations on an 


annual basis, within forty-five (45) days of the end of the rating period.  
c. Within ten (10) days of conducting an evaluation, the evaluator shall submit the 


original copy of the evaluation to the reviewer.  
d. Upon completion of the evaluation, the evaluator shall recommend to the evaluated 


police officer and the reviewer goals, objectives, and courses of action, when necessary 
to improve the overall performance of the officer in the next rating period.  


e. The evaluation shall, if documentable cause exists, recommend additional evaluations 
of police officers at times other than the regularly scheduled evaluation conference.  


f. The evaluator shall be required to provide specific written recommendations for 
improving an officer’s performance when a Fail rating is given for any area evaluated.  
Remedial training may be included as part of those recommendations.  


g. The evaluator shall keep abreast of current trends and techniques in conducting 
performance evaluations, and he shall attend such training approved by the Chief of 
Police to enhance those skills necessary to effectively, accurately, and productively 
evaluate subordinate personnel.  


h. An assessment of adherence to agency policies.  
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i. For supervisors, an assessment of their effectiveness in ensuring compliance with 
agency policy, legal requirements, and accreditation standards.  


  
3. Reviewer’s (Chief of Police’s) Responsibilities  


  
a. The reviewer shall be responsible for ensuring that evaluations are conducted within 


the prescribed time periods.  
b. The reviewer may serve, in part, as the evaluator when the reviewer regularly monitors 


certain aspects of the performance of police officers during the rating period.  
c. The reviewer can review the day-to-day activities of police officers, when applicable, 


for the purposes of assisting the evaluator in conducting the performance evaluation.  
d. The reviewer may, at his sole discretion and upon sufficient justification to do so, 


change the results of an evaluation submitted by the evaluator.  If the reviewer does 
change the results of an evaluation, documentation as to why it was changed shall be 
required.  


e. The reviewer shall review all evaluations and may make written recommendations to 
the police officer on improving his overall performance.  These recommendations shall 
be attached to the evaluation forms.  


  
E. MISCELLANEOUS PROCEDURES  


  
1. The results of a performance evaluation shall not be used for disciplinary action; however, 


documentable disciplinary actions may be taken into consideration for the purpose of 
evaluating police personnel.  


  
2. Ratings shall not be based on one superior or one unacceptable performance.  They shall 


be based on overall performance or numerous performances leading to a particular score.  
Example:  An officer loses a hearing because he has failed to notify witnesses and to have 
the proper documentation for court.  This action alone would not constitute an overall Fail 
rating category in Section I, Adherence to Policies and Procedures.  


  
3. Non-uniformed and supervisory personnel will be given performance evaluations suited to 


their specific job descriptions and actual duties and responsibilities.  
  
4. Completed evaluations will become a record in the Sergeant’s file and shall be kept for 


three years.   
  
5. The Chief of Police may change, modify, or amend this policy at any time to suit the 


actual duties and responsibilities of police personnel.  
  


6. These evaluations as well as regular performance review and communication between 
supervisors and command staff will enable supervisors to identify patterns of problematic 
conduct and exercise appropriate and timely interventions. (PLEAC 1.9.3)  
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OFFICER EVALUATIONS  
  


  
Officer_______________________________    Date_________________________  
  
  
  
1. Adherence to Policies          Pass_______   Fail_______  
  
2. Dress and Appearance          Pass_______   Fail_______  
  
3. Time Management          Pass_______   Fail_______  
  
4. Use of Force/Civilian Complaints      Pass_______   Fail_______  
  
5. Safe Driving            Pass_______   Fail_______  
  
  
  
Comments_______________________________________________________________________________ 


_______________________________________________________________________________________ 


_______________________________________________________________________________________ 


__________________________________________________  


  


___________________________________     ______________________________  
Officer               Supervisor  
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SUPERVISOR EVALUATIONS  
  


  
Supervisor_______________________________    Date_________________________  
  
  
  
1. Effectiveness in ensuring compliance with agency policy, legal requirements, and accreditation standards. 
                           Pass_______  Fail_______  
  
2. Dress and Appearance          Pass_______   Fail_______  
  
3. Time Management          Pass_______   Fail_______  
  
4. Use of Force/Civilian Complaints      Pass_______   Fail_______  
  
5. Safe Driving            Pass_______   Fail_______  
  
  
  
Comments_______________________________________________________________________________ 


_______________________________________________________________________________________ 


_______________________________________________________________________________________ 


__________________________________________________  


  


___________________________________     ______________________________  
Evaluator              Supervisor Evaluated  


  
  
  
  
  
  
  





		OFFICER EVALUATIONS

		SUPERVISOR EVALUATIONS
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2.1.1 RESPONSE TO CALLS        
 


A. Non-Emergency Response    
 


1.   Many of the calls to which the West Norriton Township Police Department  
responds are those which do not require an emergency response. They  
include but are limited to the following: 


 
a.  calls for service 
b.  non-active criminal incidents 
c.  accidents having no injuries 
d.  ambulance calls of a non-life threatening nature 
e.  alarms where a call has been received advising it to be false 
f.  criminal incidents where the defendant is in custody and not causing a problem 
g.  any other calls deemed not to require an emergency response 


 
2.   Officers will respond as quickly and safely as circumstances permit to routine 


calls to avoid complainants waiting for unreasonable lengths of time for service. 
 


a.   all motor vehicle laws shall be observed when responding to routine calls 
 


3.   At times, routine calls may be upgraded to require an emergency response.  This may be 
a result of information received while enroute to the call or to circumstances of which the 
responding officer is aware of at the location to which he/she is responding. 


 
4.   The shift supervisor has the responsibility of prioritizing the response to calls for 


service and directing officer response to calls when the volume temporarily 
exceeds the resources available. 


 
B. Emergency Response 


 
1.   Emergency response is required to incidents which are true emergencies or of an 


urgent nature.  Emergency calls would include but not be limited to; 
 


a.   officer needs assistance calls 
b.   calls involving life threatening injuries 
c.   traffic accidents with injuries 
d.   serious criminal incidents involving crimes against a person in progress 
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2. Calls of an urgent nature would include, but not be limited to: 
 


a.   serious criminal incidents involving crime against property in progress 
b.   calls involving weapons 
c.   active violent domestic calls 
d.   traffic accidents in which there is entrapment, hazardous materials, or at a 


major incident where traffic is likely to be impeded. 
 


3.   Emergency response requires the use of emergency lighting and siren. The Pennsylvania 
Vehicle Code does require the use of emergency lighting and sirens to alert other 
motorists and pedestrians.  The Pennsylvania Vehicle Code also allows for special 
privileges for emergency vehicle response in regards to traffic control devices and traffic 
control signals (Section 3105 Drivers of Emergency Vehicles).   


 
a.   these special privileges given by the Pennsylvania Vehicle Code do not 


relieve the driver of an emergency vehicle from the duty to drive with due 
regard for the safety of all persons.  The route of travel should be that which 
is the most expedient route to the location.  Officers may, when near a scene, 
discontinue the use of emergency lighting and siren, but must operate the 
vehicle in a safe, cautious and defensive manner. 


 
C. Use of Police Radio 


 
1.   Officers of the West Norriton Township Police Department will respond on all 


calls received regardless of whether the callers are identified or anonymous.   
   
2.   Whenever an officer receives a radio call to render a police service that will require the 


officer to exit his vehicle, the officer will say "on location” when he/she arrives at the 
scene and "available” or “clear" when the detail is completed.   


 
3.   Whenever an officer is on a call that required the Montgomery County 


Communication Center to conduct “status checks” on the call the officer shall 
not advise County Radio to disregard the status checks and shall answer them 
when they are called. 


 
4.   Whenever an officer receives a call for an incident that does not require the 


officer to exit his vehicle, the officer shall advise the Communications Center 
that he/she is "available” or “clear" once the call is completed.  When officers are 
communicating with the Montgomery County Communications Center they shall 
use the prefix "62" and their assigned badge number to identify themselves. 


 
5.   When coming into the police station, officers should keep their portable radio 


with them at all times.   
 
6.   Officers shall notify the Shift Supervisor or OIC when they are going to be out of 


the vehicle at the station or at other locations unless it is on a call received from 
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the Communications Center.  When officers are conducting their vacation and 
security checks they shall advise the Shift Supervisor or OIC that they will be in 
and out of the car periodically.  They shall again advise the Shift Supervisor or 
OIC that they have completed this assignment or have temporarily ended it and 


 when it will resume.  
 


D Patrol Zones   
 


1. In an effort to provide more efficient protection and service to the citizens, the patrol 
zones have been established.  Patrol zones will be determined based on manpower 
availability with a minimum of two zones.   


 
E. Zone Duties   


 
1.   The sergeant will assign the officer to a zone for a sufficient length of time so 


that the officer will become accustomed to and knowledgeable about all aspects 
of the zone. 


 
2. The officer, once assigned, will: 


 
a.   Be responsible for all activities therein, unless beyond his scope of authority; 


then the sergeant will assume responsibility. 
b.   In the event no sergeant is on duty and a decision is beyond the officer’s 


scope of authority, a call is to be placed beginning with the Deputy Chief of 
Police and continuing until a supervisor is reached. 


c.   The following are reasons for leaving patrol zone assigned: 
 


 i.     Return to station to perform police business. 
 ii.    To perform other police duties assigned to him. 
 iii.    When called to assist another zone car. 
 iv.   To answer an emergency call in another zone when that zone car is         


unavailable. 
 v.    For meal break 
 vi.   Coffee breaks are to be taken in zone assigned, except when no facility is 


available, then the officer may proceed to the closest facility. 
 


d.   In all cases, whether listed above or for any other reason, the officer will    
first obtain permission from a supervisor before leaving his zone. 


 
F.      Sergeants’ Responsibilities 


 
1. The sergeant, when free, will act as back-up car in either two or three zone system, 


keeping the other zone cars free to answer calls in their respective areas. 
 
2.   When the zone car is on meal/break, the sergeant will cover the zone until the      


officer returns to patrol. 
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G.       Early Officer 
  


1.   The early officer will report for duty one hour before the start of the regular shift. 
 


2.   The officer will go directly on patrol duty. 
 
3.   If the officer’s assigned car is not available, he will take the spare car until 
      regular shift car is available. 
    
4.   The officer will handle all calls that have potential to go past the finishing  
 hour of the regular shift. 


 
E.      Platoons 


 
1.   The platoon on duty will remain on patrol duty until 15 minutes prior to the 
      end of the shift before returning to the station. 
  
2.   The platoon on duty will handle all minor calls up to 15 minutes before the  
 end of the shift. 
 
3.   When roll call is completed, the platoon sergeant will meet or call the early  
 officer in and give him his assignments and all other pertinent information. 
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2.1.3 SOFT BODY ARMOR                       
 


A. This safety equipment is intended to provide upper torso protection against selected 
handgun threat.  All officers assigned to patrol must wear their vest. 


 
B. The only exceptions will be for short term medical reasons or duty details where heat 


exhaustion may result.  These exceptions must first be approved by a supervisor.  
Short term means one twelve (12) hour period. Any time exceptions past this twelve 
hour period must be approved by administration. 


   
C. Personnel should periodically inspect vest for rips, tears, etc.  Vest will be replaced 


if warranted. 
 


D. When worn only neck area of the vest will be visible. 
 


E. Non-uniformed officers will have a vest purchased by the township and will have the 
option to wear or not to wear while on duty.  However, it is strongly suggested that 
non-uniformed officers wear the vest when involved in matters where an element of 
personal danger exists.  Example, felony arrests, warrant service, stake-outs, etc.  
When non-uniformed officers perform uniform duty, vests are mandatory 


 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Soft Body Armor Policy #   2.1.3 
 Accreditation 2.1.3  
 Effective Date:  April 4, 2008 Revised Date: May 4, 2016 


By Authority Of: Chief A. Dale Mabry Signature:   
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2.4.1 TRAFFIC ENFORCEMENT 
 


A. POLICY: 
 
It is the policy of the West Norriton Township Police Department that all officers 
will adhere to the provisions of this general order. 
 


B. PURPOSE: 
 
The purpose of this order is to establish policies and procedures for the West Norriton 
Township Police Department’s effective enforcement of traffic laws. Officers should 
understand that these procedures are a guide as traffic stops are dynamic in their nature; 
therefore, other legal and proven tactical procedures may be used. 


C.   Enforcement Procedures 
 


1.   Physical arrest.                   
 


a. Officers may affect a physical arrest on any person in violation of the law 
requiring physical arrest in the Commonwealth of Pennsylvania according to 
the Pa. Vehicle Code, the Pa. Crimes Code and any other applicable statutes. 


 
i. In the event that a violator resides outside the Commonwealth, the 


violator may be taken into custody and transported to the local 
magistrate’s office. 


 
b. There may be other incidents in which a violator should be physically 


arrested. 
 


i. The decision shall be based upon probable cause to arrest. 
 


2 Traffic citation.                 
 


a.   When appropriate, the traffic citation should be issued for violations of 
 traffic law or traffic ordinances for which probable cause exists to initiate prosecution.   


 
3. Written warning/equipment repair card.                


 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Traffic Enforcement Policy #   2.4.1 
 Accreditation 2.4.1  
 Effective Date:  October 22, 2008 Revised Date:  


By Authority Of: Chief A. Dale Mabry Signature:   
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a. A written warning is a proper alternative to a traffic citation, which may be used, 
based on the individual officer’s discretion, professional judgment, training, and 
experience. 


 
i. All written warnings should be issued with the Pennsylvania 


Department of Transportation’s MV-433a card. 
ii. Written warnings shall be placed in the patrol office bin designated 


for their submission by the end of the shift during which they were 
issued or filed. 


 
b. An equipment repair order is a proper alternative for officers to use for minor 


equipment violations and for operators who do not have in their possession 
their driver’s license, registration card, and/or insurance card. 


 
i. All equipment repair orders should be issued with the Pennsylvania 


Department of Transportation’s MV-433a card. 
ii. Violators issued an equipment repair card should have the proper 


response to the repair card explained to them in order to avoid a 
traffic citation. 


iii. Equipment repair orders should be placed in the patrol office bin designated 
for their submission by the end of the shift during which they were issued 
or filed. 


 
4. Verbal warning.                 


 
a. A verbal warning is appropriate when the violator commits an act, which 


may be due to ignorance of Pennsylvania law, or local ordinances, which 
may be unique, or a violation of which the driver may not be aware. 


b. A verbal warning is also appropriate as an alternative to a traffic citation or written 
warning based on the officer’s discretion, professional judgment, training, and/or 
experience. 


D.  Violator Procedures 
 


1. Non-residents of the Department’s service area. 
 


a. Persons residing outside of the state should be dealt with based on officers’ 
discretion and professional judgment. 


 
i. Traffic citations can be issued and the violator released. 
ii. Based on authority derived from the PA Motor Vehicle Code Sections 


6304 and 6305, officers may arrest non-Pennsylvania residents for 
violation of traffic laws and take them before the appropriate issuing 
authority for either a hearing or posting of bond. 


2. Juveniles. 
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a. Generally, juveniles 16 or over who have committed a traffic violation will not be 
placed in custody but, will be issued a traffic citation and released with the following 
exceptions: 


 
i. Driving while under the influence of alcohol and/or drugs. 
ii. Homicide by vehicle. 
iii. Involuntary manslaughter. 
iv. Any misdemeanor under the PA Motor Vehicle Code. 
v. Operating with any alcohol in system. 


 
c. Juveniles taken into custody for violations of PA Motor Vehicle Code Section 


3738, driving under the influence of alcohol or a controlled substance, are handled 
the same as adults with regards to chemical testing and implied consent as 
outlined in Section 1547 or the PA Motor Vehicle Code. 


d. Officers are required to make notification to parents of any juvenile charged 
with violating Section 1543 of the PA Motor Vehicle Code relating to driving 
while operating privilege is suspended or revoked. 


 
3. Military personnel. 


 
a. It may become necessary to issue a traffic citation, affect a physical arrest, or  


investigate a motor vehicle accident involving a member of the armed forces. 
b. Armed forces personnel should include regular members of the Army, Navy, Air 


Force, Marine Corps, and Coast Guard, and reservists who are on active duty. 
 


i. When a traffic arrest is made for a misdemeanor or felony, the investigating 
officer shall contact the liaison officer of the nearest armed forces 
investigative headquarters division. This does not apply to the issuance of a 
traffic citation when an actual physical arrest is not made. 


ii. The same shall apply when armed forces personnel are involved in a 
traffic accident, and are either killed or injured to the extent that they 
require hospitalization.  In the latter case, it will also apply to civilian 
employees of the armed forces while acting within the scope of their 
employment. 


 
4. Legislators. 


 
a. Members of the United States Congress shall in all cases, except treason, 


felony and breach of the peace, be immune from arrest during their 
attendance at the session of their respective houses, and in going to and 
returning from the same, and for any speech or debate in either house. 


 
5. Foreign diplomats/consular officials. 


 
a. Diplomatic and consular officers should be accorded their respective privileges, rights 


and immunities as directed by international law and federal statute.   These officials 
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should be treated with courtesy and respect that benefit their distinguished positions.  
At the same time, it is a well-established principle of international law that, without 
prejudice to their privileges and immunities, it is the duty of all persons enjoying such 
privileges and immunities to respect local laws and regulations. 


b. Diplomatic immunity, a principle of international law, is broadly defined as the 
freedom from local jurisdiction accorded to duly accredited diplomatic officers, their 
families and servants.  Diplomatic officers should not be arrested or detained except 
for the commission of a grave crime (felony offense that would endanger the public 
safety) and pursuant to a decision by a competent judicial authority.  Family members 
of diplomatic officers, their servants, and employees of a diplomatic mission are 
entitled to the same immunities under current U.S. law if they are not nationals of or 
permanently residing in the receiving state. 


c. Consular officers are required to be treated with due respect and are entitled to limited 
immunities.  A consular officer is not liable to arrest or detention pending trial, except 
in the case of a grave crime and pursuant to a decision by a competent judicial 
authority.  His immunity from criminal jurisdiction is limited to acts performed in the 
exercise of consular functions and is subject to court determination. 


d. Honorary consuls are not immune from arrest or detention and they are also not 
entitled to personal immunity from the civil and criminal jurisdiction of the receiving 
state, except as to official acts performed in the exercise of their consular functions. 


e. Families of consular officers do not enjoy the same privileges and immunities with 
respect to the civil and criminal jurisdiction of the receiving state, as do consular 
officers. 


f. In all dealings with consular officers and their families, officers should use 
discretion and judgment in their dealings with them.  Proper respect should 
be shown and consideration given to their position when dealing with them 
as it relates to traffic law violations. 


g. In the event that a consular officer or family member is involved in any action 
taken by a member of this department with relation to traffic law enforcement, the 
Chief of Police or his designee should be notified by that officer. 


E.  Informing the Violator 
 


1. Motorists charged with violations should be informed relative to their options as they 
relate to the violation(s) being charged including the following minimum items: 


 
a. Address of the Magisterial District Judge handling the violation. 
b. The fact that their rights and obligations with regard to paying the citation, 


requesting a hearing, and entering pleas are explained on the bottom and 
back of their copy of the issued citation(s). 


c. In misdemeanor, felony, and some summary traffic cases, the fact that a 
mandatory hearing will be set up and how they will be notified (it not taken 
directly to a Magisterial District Judge at the time of the violation). 


d. In some summary cases where one citation is issued on the scene and a 
second summary charge is going to be filed, i.e., driving under suspension or 
revocation, the fact that no payment will be accepted on the issued citation 
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until the second charge is filed when proper information to support the 
second charge is obtained. 


F.  Uniform Enforcement Policies 
 


1. Uniform enforcement is a critical element of an effective traffic law enforcement 
program.  Uniform enforcement supports the ultimate aim of traffic law enforcement 
that is to achieve voluntary compliance with traffic laws and regulations.  Officer 
discretion is important to an effective traffic law enforcement program.  The intent of 
this standard is to provide guidelines for uniform traffic law enforcement actions for 
routine situations.  In unusual circumstances, the officer must decide what enforcement 
action is proper based on a combination of training, experience, and common sense.  
Sergeants, or any other supervisor, may direct an officer to take a direct, and or specific 
path in regards to charges related to effective traffic law enforcement.   


 
2. Traffic enforcement actions shall be taken in a uniform and consistent manner. 


Enforcement will be compatible with statutes, ordinances, and established rules 
and regulations for use of streets and highways and ownership and operation of 
vehicles.  However, by the application of tolerance in traffic law enforcement 
there is no intention to destroy or distort the intent of the law.   


G.  Enforcement Practices 
 


1. Visible traffic patrol, as a principle, is the most effective deterrent to traffic law 
violations and is aimed at prevention as opposed to apprehension and should be 
done with the following considerations: 


 
a. Officers shall drive patrol vehicles in accordance with existing laws and any 


applicable departmental General Order. 
b. Officers shall at all times demonstrate exemplary driving behavior except in 


cases of extreme emergencies. 
 


2. Stationary observation may at times become necessary in order to maximize the 
effectiveness of selective enforcement. 


 
a. Officers should park in such a manner that traffic flow is not impeded. 
b. Off-street observation is at times the only method available for effectiveness 


selective enforcement.  In areas where off-street observation is done, 
consideration should be given to the location selected. 


 
i. Traffic flow should not be impeded when the observation is being 


done from private property. 
ii. Permission should be obtained from the property owner prior to 


undertaking any observation from off-highway private property. 
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3. Unmarked vehicles/unconventional vehicles may be used for traffic patrol and 
enforcement when a special need exists. 


 
a. Unmarked vehicles shall be equipped with emergency lights and siren. 
b. Speed timing devices may be used in unmarked vehicles. 


 
G.  Stopping and Approaching 


 
1. Motor vehicle stops. 


 
a. Reasons for vehicle stops. 


 
i. Violations of the motor vehicle code. 
ii. Reasonable suspicion that the vehicle or occupants are or have been 


involved in criminal or suspected criminal activity. 
 


b. Procedures for motor vehicle stops. 
 


i. Select a suitable location for the stop. 
 


1) Avoid curves and hills. 
2) Well-lighted areas are preferred. 


 
ii. Notify the Montgomery County Emergency Dispatch Services of all 


pertinent information. 
 


1) Location of the stop. 
2) Vehicle registration. 
3) Vehicle description-make, model, and color. 
4) Description and number of occupants. 
5) Request backup officer, if necessary. 
6) Status checks for Montgomery County Emergency Services 


shall not be disregarded without a supervisor’s approval 
 


iii. Activate emergency equipment. 
 


1) Activate emergency lights. 
2) Beep horn or use siren, if necessary, to alert operator. 
3) Flash spotlight in suspects’ rear view mirror or activate takedown lights at 


night. 
 


iv. When possible, position the patrol vehicle a safe distance behind 
(approximately 20 feet) and slightly to the left (approximately 3 feet) of the 
suspect vehicle for protection from oncoming traffic while approaching the 
suspect vehicle. 


v. Approach the vehicle with caution observing the occupants. 
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1) Be aware of traffic when exiting your vehicle. 
2) Keep your weapon hand empty. 
3) Note if the trunk lid is closed. 
4) Be alert for activity within the suspect vehicle. 
5) If there are passengers in the rear seat, observe for weapons. 
6) Position yourself so the driver must turn around in his seat to face you. 
7) Do not turn your back or allow occupants of the vehicle to get behind 


you. 
8)  If the situation warrants, an approach on the passenger side of 


the vehicle may be appropriate. 
 


vi. Backup officers will assume a position to cover the initiating officer’s 
approach to the stopped vehicle (usually to the right rear of suspect’s 
vehicle being able to observe any activity inside) caution should be used 
when positioning the second patrol vehicle and approaching to assist. 


vii. Vehicle stops by non-uniform personnel will not be made unless extreme 
circumstances exist, i.e., matters of public safety; serious crimes when no 
marked vehicles are available.  Preferably, a non-uniform officer in an 
unmarked vehicle should follow and monitor subject’s movements until a 
uniformed officer arrives. 
 


c. Writing citation(s). 
 


i. Check all license, registration, insurance and operators information. 
ii. Check wants and warrants for the vehicle and operator. 
iii. Use interior illumination, enough to write the citation and observe the subject’s 


vehicle. 
iv. While writing the citation, look up occasionally at subject and vehicle 


also check the rear view mirror. 
iv. At night, the spotlight may be aimed in the driver side rearview mirror to 


hamper the subject’s sight and further illuminate the vehicle and occupant(s). 
v. You may also write the citation from the passenger’s side of the police vehicle. 
vi. Keep the operator in their vehicle at all times, when applicable.  


 
d. Issuing citation(s). 


 
i. Approach vehicle-using caution. 
ii. Explain the citation to the operator. 
iii. Explain the procedure for responding to District Court as provided for 


in Section E of this General Order. 
iv. Return to your vehicle watching the suspect vehicle and be aware of oncoming 


traffic. 
iv. For safety reasons, the officer should wait for the operator to merge 


into traffic prior to securing and assist if necessary. 
 


e. Precautions during night stops. 
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i. Alertness should be increased due to decreased visibility. 
ii. Added caution should be employed when selecting the location of the stop. 
iii. Subject’s vehicle may be illuminated with your spotlight and/or takedown 


lights. 
iv. Exit with flashlight in weak hand. 
iv. Keep in mind your vision when utilizing lights on police vehicle. 


 
1) It may be necessary to not use the spotlight or take down lights 


if their use will hamper your vision. 
2) If flashing headlights on the police vehicle are used to assist in 


stopping the violator, it may be to the officer’s benefit to turn them off 
when approaching the violator so as to not hamper the officer’s vision. 


 
f. Contact with operator/subject. 


 
i. Stand behind the door jam, making the operator turn and talk to you.  


You should not be in a position to be hit by the door. 
ii. Identify yourself by name and department. 
iii. Obtain license and registration with your weak hand and never reach into the 


vehicle. 
iv. Operator should be informed of the reason for the stop. 
iv. Do not argue with the operator. 
v. Always watch the hands of the operator and passengers. 
vi. Never turn your back to the suspect vehicle unless it is tactically 


necessary for a safe return to the police vehicle. 
vii. Watch the doorjamb.  If it begins to open, maintain a defensive 


position and order subject to remain in the vehicle.  
Ix The officer‘s objective is to control the situation and exercise common sense. 
x. Request backup, if needed. 


 
g. Backup officer’s responsibility. 


 
i. Two officer vehicle. 


 
1) The passenger officer is responsible for communications, writing notes, 
  messages and recording specifics about the stop. 
2) During approach phase of the traffic stop, the passenger officer 


will leave the patrol vehicle and assume a position of cover for 
the approaching officer.  He/she will be situated on the opposite 
side of the vehicle from the approaching officer. 


 
ii. Backup second vehicle. 


 
1) If a second police vehicle responds to assist in the traffic stop, 


extreme caution must be used when positioning the second 
vehicle.   
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(a.) The second vehicle should be placed to provide additional warning 
to other motorists and protection for the stopping officer and 
stopped subject(s). 


 
2) A second officer should approach subject’s vehicle only to a 


position where cover can be provided for the stopping officer. 
2. Felony vehicle stops. 


 
a. Basic rules. 


 
i. Basic rules can be followed for most felony car stops that can provide for 


officer safety.  These procedures may be employed whenever circumstances 
dictate the high potential for a dangerous confrontation. The officer must use 
common sense and allow the situation to dictate how and when these 
procedures are implemented. 


 
b. Procedures. 


 
i. Advise the Montgomery County Emergency Dispatch Services and 


request they clear the air. 
ii. Montgomery County Emergency Dispatch Services should be 


provided with location, direction of travel, description of vehicle to 
include: registration number, make, color, year, model, other 
identifying characteristics, and number of occupants. 


iii. All movements of the vehicle and the occupant(s) must be closely watched. 
iv. The initiating and backup officers should maintain a safe distance 


until just before the stop. 
iv. Varying conditions regarding particular traffic areas should be taken 


into consideration prior to the stop. 
v. The suspect vehicle will not be stopped until adequate support is 


available and in position, unless absolutely necessary. 
vi. When location, conditions and support vehicles are available, the 


officer will signal the subject(s) to stop, utilizing all emergency-
warning devices. 


vii. When the suspect vehicle begins to stop, the officer will turn off the 
siren and activate the public address system. 


ix. The officer will position the police vehicle so it provides maximum protection 
and cover.  The police vehicle should be positioned a safe distance to the rear 
of the suspect vehicle and to the extreme left of the suspect vehicle. 


x. At night, all lights, including spot lights and take down lights, should 
be focused on mirrors and the interior of the suspect vehicle. 


xi. Officers should deploy their weapons immediately. 
xii. Officers should position themselves so as to have access to the public address 


system and an unobstructed sight picture, while utilizing the vehicle as cover. 
xiii. The initiating officer will assume command of the situation and will be the 


only officer giving directions to other officers and subject(s).  Command of 
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the situation may be assumed by a supervisor or OIC should it be deemed 
necessary. 


xiv. The initiating officer, utilizing the public address system, will instruct the 
operator to turn off the engine and throw the ignition key out of the window 
or place it on the roof and have all occupants place their hands in a visible 
position. 


xv. The initiating officer will direct each occupant to remain in this 
position until instructed to do otherwise. 


xvi. The initiating officer will direct each occupant to remove themselves 
from the vehicle individually, according to specific directions, and 
into the appropriate search position. 


xvii. Each suspect will be cuffed, searched, and moved to a controlled 
position by a contact officer until it is determined that the vehicle is 
safe to approach. 


 
c. Backup officer’s duties. 


 
i. Backup officers will coordinate their locations and arrivals to 


coincide with the vehicle stop as much as possible. 
 


1) Back-up units arriving during a nighttime stop shall be aware of 
their police unit’s headlight projection and shall not place their 
unit(s) in such a manner as to silhouette or spotlight any 
officer(s) already engaged and deployed at the scene of the stop. 


 
iii. Backup officers will approach from a safe distance avoiding crossfire 


situations. 
iv. The initiating officer will coordinate the handcuffing, searching and 


removal of the suspects by the backup officers to a safe place. 
v. Backup officers will be assigned responsibility for control of all 


suspects after they have been placed in the search position. 


I.  Officer-Violator Relations 
 


1. Once the officer has stopped the violator and approached to a point where 
communications begin, the officer-violator relations are activated.  The officer will: 


 
a. Be alert at all times for the unexpected, but not be obviously apprehensive. 
b. Present a professional image in dress, grooming, language, bearing 
c. Greet the violator in a courteous manner. 
d. Ask for the violator’s driver’s license registration, and proof or insurance and 


accept only these forms; 
 


i.    If the vehicle is a commercial vehicle, the officer may have the need to 
obtain additional documents, i.e., the bill of lading, lease agreement. 
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e. Obtain another form of identification if the violator has no driver’s license. 
 


i. Consider phone calls to relatives or friends to verify driver’s identity 
when they have no form of identification to produce. 


 
f. Inform the violator of the exact traffic law they have violated. 
g. Allow the violator to briefly discuss the violation.  Do not argue, berate, 


belittle, or otherwise verbally abuse the violator. 
h. Decide on appropriate enforcement action based on the violator’s driving 


behavior, not attitude. 
i. Complete the necessary forms required for the enforcement action taken or 


exercise a verbal warning. 
j. Explain to the violator exactly what they are supposed to do in response to 


the action taken as required by Section D of this General Order. 
k. Return the documents provided by the violator along with their copy of the 


citation(s) and/or warning card(s). 
l. Assist the motorist in safely re-entering the flow of traffic. 


J.  Speed-Measuring Devices 
  


1. The West NorritonTownship Police Department will utilize the following approved 
devices for purposes of speed of speed timing within West Norriton Township.  
Approval for the use of the listed devices is received from the PA Motor Vehicle 
Code, Title 75, sections 3368 (c)(1), 3368 (c)(3), 3368 (a) and the Pennsylvania 
Bulletin. 


 
a. VASCAR 
b. Acutrak speed chronometer. 


 
2. All speed-timing devices shall be operated according to the manufacturer specifications 


and the training received in the use of these speed-timing devices.  All such devices 
will be deployed with the safety of the officers in mind at all times especially when 
measuring vehicle speed with the use of the vehicle speedometer. 


 
4. Officers will properly care for speed-timing equipment being used and will 


submit an equipment repair slip for purposes of arranging repair or maintenance.  
Devices stored or returned to the police station at the end of a shift will be 
properly stored and secured as to prevent damage. 


 
5. Davidheisers Inc. currently schedules the calibration and testing of speed-timing devices. 


 
a. Calibration and testing will be done every 60 days as outlined in PA Motor 


Vehicle Code, Title 75, section 3368 (b)(d). 
b. Davidheisers will be the testing station used for all speed-timing devices pending 


their continued approval by the PA Department of Transportation as listed in the PA 
Bulletin.  
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6. All maintenance and original calibration records will be forwarded to the Chief’s 
designee for filing in the respective record binder for each speed-timing device.   


 
7. Prior to operating speed-timing devices, officers of the West Norriton Township 


Police Department will be trained and/or certified in the speed-timing device 
they will be operating.  A copy of the certificate shall be given to the Chief of 
Police for placement in the officer’s training file. 


K.  D.U.I. Procedures 
 


1. Officers should be alert for the signs of an impaired driver and should make 
every effort to detect and apprehend them. 


 
2. Once determining, through field observations, field coordination tests, and/or a 


preliminary breath testing, that probable cause exists to believe an operator of a 
motor vehicle is driving under the influence of alcohol or a controlled substance, 
officers will effect an arrest of the subject. 


 
a. Whenever possible, back-up officer(s) should be summoned to function as 


cover during any field coordination, interview, and arrest. 
b. The tactical principals of contact and cover officers should be maintained 


during any suspect confrontation. 
 


3. Once an officer effects an arrest, the following guidelines should be followed: 
 


a. Handcuff the subject first, and then search the subject before securing 
him/her in the rear of the police vehicle. 


b. Conduct an inventory/incident to arrest search of the vehicle. 
 


i. If the vehicle cannot be safely searched at the scene, it should be towed, 
impounded, and an inventory search completed in accordance with 
departmental policy. 


 
c. Passenger(s) should be turned over to a backup officer.  If none are available, 


other transportation should be arranged, especially if they are also intoxicated. 
d. Chemical testing for alcohol intoxication or controlled substances. 


 
i. It is the officer’s determination which chemical testing is to be done. 
ii. A request should be made to the Montgomery County Emergency 


Dispatch Services to notify a hospital emergency department of your 
pending arrival for the purpose of chemical testing. 


iii. Two officers shall escort the subject to the hospital and remain until 
testing is done or they are able to clear. 


 
e. Upon arrival at the hospital for chemical testing, the arresting officer shall explain 


Pennsylvania’s Motor Vehicle Code Section 1547, the “Implied Consent” law, and 
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complete the documentation of notice on the current PA Department of Transportation 
form DL-26.  The arrestee shall then be asked to sign the form. 


 
i. If the subject refuses the chemical test, complete the remaining 


portion of the current DL-26 form and follow procedures for 
notification to the Department of Transportation of the refusal. 


 
f. If testing is being conducted at a hospital, and the arrestee consents to testing, 


complete any required request forms and await the administering of the test. 
 


i. Ascertain the name of the person drawing the specimen and inquire of them 
if they would be available for trial at a later date (document date and time 
asked).   The arresting officer shall supply an Integra kit to the person 
drawing the specimen.  The officer shall observe the specimen being drawn 
and shall receive the Integra kit directly back from the person drawing the 
specimen. 


ii. Return to the police department with the subject and complete any 
further processing, which may include: 


 
1) Intoxication report. 
2) Incident report. 
3) Criminal complaint and probable cause affidavit. 
4) Fingerprint cards and photographs, optional depending upon level of 


intoxication. 
 


iii. When further reporting and processing are complete, this Department 
should make arrangements for the subject’s transportation home, if 
the subject lives in the immediate area. 


 
1) Person’s arrested for D.U.I. shall only be released from police 


custody when their safety and well-being can be transferred to 
another responsible party, i.e., non-intoxicated friend, spouse, 
relative, another police agency, or taxi cab requested for the 
purpose of transporting them to their residence. 


 
iv. If testing is being conducted at the West Norriton Township Police 


Department, the arresting officer will continue to conduct testing of 
the DUI suspect using the Department’s BAC Datamaster. 


 
1) The following reports should be completed prior to the conclusion of the 


shift and filed through the report submission system: 
 


(a.) DUI/Arrest Report 
(b.) Incident report. 
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2) Following testing, the BAC report will be available and shall be 
included in the arrest folder. 


 
g. After the results of the blood test are obtained and the results show that the 


subject is above the legal blood alcohol concentration level of .08% charges 
shall be filed; unless the subject was charged and taken before a district 
justice for arraignment at the time of arrest. 


 
i. Charges can be filed even if the blood alcohol test results are less than 


.08%, but greater than .05%, with other presumptive evidence of 
being under the influence and/or unsafe driving, in accordance with 
the provisions of the PA Motor Vehicle Code. 


 
1) Prior to filing in these cases approval shall be obtained from the 


District Attorney’s Office. 
 


ii. Chemical test results of .05% and below are considered “void ab 
initio” under PA Motor Vehicle Code Section 1547 requirements with 
the subject being presumed not under the influence of alcohol. 


iii. If charges are not filed under sub-section’s “a” or “b”, an incident 
report detailing the officer’s observations and investigation will be 
filed by the investigating officer and appropriately supplemented. 


 
g. If the subject arrested for the offense should refuse chemical testing, the 


officer shall file charges within 5 days absent extenuating circumstances 
 


i. The basis of the D.U.I. offense should not depend solely on the 
chemical test results.  The test(s) should only provide additional 
evidence to support the charge supplemental to observations of 
driving behavior, the subject behavior, and their coordination 


 
h. The above procedures are guidelines for officers to follow and may not cover 


every situation encountered when dealing with a driver believed to be under 
the influence of alcohol or controlled substances.  However, these guidelines 
should be adhered to as closely as possible with articulation of deviations 
provided.  Supervisors can guide, assist and order officers to take appropriate 
actions. 


L.  License Re-examination Referrals 
 


1. An officer who encounters a motorist either in a traffic stop or accident situation 
and has reason to believe that the operator may have a physical or mental 
condition which would place a limitation on their ability to safely operate a 
motor vehicle, shall report this suspected condition for purposes of possible 
reexamination. 
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a. Pennsylvania Department of Transportation form DL-118 shall be completed 
and forwarded to the proper authority as noted on the form. 


b. Although self-explanatory, the form must be accurately completed to 
conclusively establish the grounds for reexamination. 
 
i. Describe physical/mental defects in specific detail. 
ii. Establish the grounds in detail in the remarks/summary portion. 
iv. Initiating officer must sign the form. 


M.  Parking Enforcement        
 


1. Parking enforcement activities of the West Norriton Township Police Department are 
primarily undertaken by the use of parking tickets supplied by the Department and are 
issued in place of traffic citations for violations of parking regulations.  The following 
procedure governs the issuance of parking tickets and the issuance of traffic citations if 
the parking tickets are not paid: 


 
a. Police Officers are authorized to issue parking tickets to vehicles parked in 


violation of parking regulations outlined in the PA Motor Vehicle Code or 
West Norriton Township Ordinances. 


b. Parking tickets will be completely and accurately filled out with a copy being placed 
on the violating vehicle’s windshield and a copy remaining with the issuing officer. 


c. Police officers will place their copy of the parking ticket in the bin in the 
patrol office by the end of their shift. 


d. If the parking ticket goes unpaid, the office staff shall return the ticket to the 
officer for the filing of a traffic citation. 


 
N. FIELD INTERVIEWS 


 
1. Officers should not hesitate to speak with individuals while patrolling the  
 Township.  In this manner officers learn the persons residing in the  
 neighborhoods and prevent criminal activity from occurring.  There are  
 no laws or regulations which prevent an officer from having a general  
 conversation with individuals on the streets.  Officers should be aware,  
 though, that the person to whom he speaks has no obligation to talk  
 to the officer.  Officers shall not base these conversations on the basis of 
 the sex, race, color, national origin, or religion of the person. 
 
2. Officers encountering individuals under unusual or suspicious circumstances 
 while performing their duties and want to question or interview the suspect 
 must have some reasonable suspicion to do so. 


 
a.   Reasonable suspicion must be based upon objective circumstances 


which led the officer to suspect possible criminal activity and possible 
 involvement of the individual being questioned.  Officers should  
 consider the location, time, criminal activity of that area, actions of the   
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 individual, or similarities of the individual or his/her vehicle to   
 information concerning those involved in criminal activity in the area.   
b.   Officers may also have knowledge that the individual has a past criminal history        


for criminal activities similar to those which may be occurring in area. 
c.   Officers are also encouraged to conduct field interviews if the individual 
 appears to be a hazard or creating a hazardous condition for him or others. 
d.   Officers shall not solely base the field interview on the basis of the sex, 
 race, color, national origin or religion of the individual. 


 
3. Officers who have reasonable suspicion to conduct a field interview with a subject shall 


complete an incident report and state the circumstances under which the field interview was 
conducted. An incident report is only necessary when the subject is suspicious and falls 
under the guidelines in subsection B of this section. 


 
O. PATROL NOTIFICATIONS 


 
1. Due to the various types of incidents encountered by police officers during 
 their tour of duty, other agencies or departments within the Township may 
 have to be contacted to help clear up the incident.  These agencies or  
 departments would include, but not be limited to the following; 


 
a.   West Norriton Township Highway Department/PennDot 
b.   Montgomery Co. Coroner's Officer 
c.   Electrical Utility Companies 
d.   Telephone Companies 
e.   Gas Companies 


 
2. Any problems that arise concerning the condition of the highways and roadways 


throughout the Township should be directed to the proper department.  If there is a 
hazardous condition on a Township roadway and the condition needs immediate 
attention the officer shall cause the Township Road Supervisor to be notified of the 
situation.  If the hazardous condition exists on a state or county roadway the officer shall 
cause PennDot or the Montgomery County Highway Department to be notified.  If the 
problem with the roadway is not an emergency then the officer shall fill out an Incident 
Report and file it with the Department secretary and it will be passed along to the 
appropriate agency or department.   


 
3. When an officer handles a call that involves and person who is found to  
 be deceased the officer shall immediately cause the Montgomery County 
 Coroner's Officer to be notified.  The officer shall also supply a phone 
 number where the Coroner's Office can contact him.   
 
4. If an incident calls for the services of one of the public utilities, such as  
 the phone company, electric company or gas company, the officer shall 
 cause the appropriate company to be notified as soon as possible.   


All the above listed notifications shall be done by contacting the  
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 Montgomery County Communications Center and they will contact the  
 appropriate agency or person.  
 
5. If an officer has an incident that requires actions that are described in this 
 section the officer shall also immediately notify the Shift Supervisor. 


 





		C.   Enforcement Procedures

		D.  Violator Procedures

		E.  Informing the Violator

		F.  Uniform Enforcement Policies

		G.  Enforcement Practices

		G.  Stopping and Approaching

		I.  Officer-Violator Relations

		J.  Speed-Measuring Devices

		K.  D.U.I. Procedures

		L.  License Re-examination Referrals

		M.  Parking Enforcement






General Order 2.4.2 - Body Worn Cameras  Page 1 of 10 
 


2.4.2  BODY-WORN CAMERAS 
 


A. PURPOSE 
 


This order establishes guidelines for the proper use, training and care of the Body-
Worn Camera system (BWC) and to establish policy regarding the retention, storage 
and release of mobile digital video files and images. 
 
The primary purpose of this directive is to establish clear policy and procedures to 
document incidents involving police officers and the public, while also protecting 
the privacy rights of all parties being recorded. 
To effectively perform their duties, officers must have a level of comfort in which 
minor disciplinary offenses recorded while performing their duties that would not 
otherwise become known but for wearing the BWC, will not adversely affect an 
officer’s career. 
 
Thus, the secondary purpose of this directive is to provide officers with the 
knowledge that “minor disciplinary code violations” that are captured on any BWC 
will not result in an official Internal Affairs investigation, based solely upon their 
minor infraction.  Rather, any such violations may result in command level 
discipline, training and/or counseling consistent with West Norriton Township 
Police, Policy # 1.8.1, Code of Conduct. 


 
For the purposes of this directive, “minor disciplinary code violations” shall mean 
any Disciplinary Code violation where the 1st offense has a penalty range of,  
 
1. Oral reprimand 
2. Written reprimand 
3. Voluntary surrender of time-off in lieu of other action. 
4. Suspension. 
5. Extension of probationary period. 
 


B. POLICY 
 


It shall be the policy of this department to comply with the laws of the 
Commonwealth of Pennsylvania while striving to achieve maximum benefit from 
the BWC equipment.  Officers shall follow the procedures outlined in this policy for 
BWC use and care.   


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Body-Worn Cameras Policy #   2.4.2 
 Accreditation  2.4.2  
 Effective Date:  January 1, 2008 Revised Date:  Dec. 28, 2018 


By Authority Of: Chief A. Dale Mabry Signature:   
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The Pennsylvania Wiretapping and Electronic Surveillance Control Act (18Pa. C.S., 
5704 (16) has been amended to authorize the use of Body-Worn Cameras by law 
enforcement officers under certain conditions.  These recording devices provide and 
unbiased audio and video recording of events the officers encounter.  These 
recordings are useful for law enforcement: 
 
1. To enhance officer safety. 
2. To enhance the public trust by preserving factual representations of officer-


citizen interactions in the form of video and audio recordings. 
3. To document statements and events during the course of an event. 
4. To enhance law enforcement’s ability to document and review statements and 


actions for both reporting requirements and for courtroom 
preparation/presentation. 


5. To preserve visual and audio information for use in current and future 
investigations. 


6. To provide and impartial measurement for self-critique and field evaluations 
during officer training. 


Body-Worn Cameras (BWC’s) are not a substitute for an officer’s reasonable beliefs 
and perceptions and cannot account for an officer’s physiological responses (i.e., 
visual tunneling or auditory exclusion) during critical incidents.  BWC’s should not 
be viewed as the only measure of truth because they may show more or less than 
what the officer sees, hears or observes. BWC’s have an important, but limited, use 
as one of many policing tools. 
 


C. PENNSYLVANIA LAW 
 


Wiretapping and Electronic Surveillance Act (18 Pa. C. S. 5702) 
 


As a result of amendments made to the Pennsylvania Wiretapping and Electronic 
Surveillance Act on July 7, 2017, Law Enforcement Officers (State Police, MPO, 
Certified Officers, Sheriff’s and Deputy Sheriff’s) may, regardless of the location, 
lawfully use any approved electronic, mechanical or other device to intercept 
communication in the course of their law enforcement duties, when the law 
enforcement officer is on official duty, in uniform or otherwise clearly identifiable as 
a law enforcement officer. 


 
D. EQUIPMENT AND TRAINING 


 
1. BWC equipment: 


 
a. At the start of the officer’s tour of duty, officers shall inspect and log in the 


BWC and ensure that the system is in good working order. (PLEAC 2.4.2e)  
b. If it is determined that the equipment is not functioning properly, is damaged, 


lost or missing, at the beginning or at any time during the tour of duty, the 
officer shall notify the on-duty supervisor and complete an equipment repair 
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form and/or incident report.  It will be the responsibility of the Chief of 
Police, his designee or the BWC administrator to determine the most 
appropriate action that needs to be taken to have the malfunctioning, or 
damaged BWC repaired. (PLEAC 2.4.2g) 


c. If maintenance is required on the BWC, only authorized and trained persons 
shall perform the maintenance or repairs.  The maintenance and storage of 
the BWC’s shall be done according to Department policy and procedures as 
well as the manufacturer’s specifications.  When not in use the BWC shall be 
stored in the chargers located in the Patrol Room.  (PLEAC 2.4.2c, d) 


 
2. Training: 


 
a. Officers utilizing BWC’s shall be properly trained in both the operation of 


the equipment and its operational procedures prior to using the BWC in an 
official capacity. 


b. Reviewing the manufacture’s training video and/or receiving training from 
the designated BWC trainer. 


c. Reviewing the BWC policy and procedures as part of the initial training and 
annually, or as required by the department. (PLEAC 2.4.2a) 


    
D. UTILIZATION OF THE BWC’s: 
 


1. Only officers in uniform or otherwise clearly identifiable as law enforcement 
officers are permitted to use a BWC. 
 


2. The BWC shall be worn and utilized by all on-duty officers as designated by the 
Chief of Police. 


 
3. The BWC shall be worn on the chest of the uniform shirt or jacket. 


 
4. Only department authorized BWC’s will be used by officers while on duty. 


 
5. Officers shall not use other electronic devices or other means to intentionally 


interfere with the capability of the BWC system. 
 
6. Officers shall place their BWC in “stand-by” mode immediately at the beginning 


of their tour of duty.  BWC’s shall be activated prior to responding to all calls for 
service and during all law enforcement related encounters, unless exigent 
circumstances or conditions exist that would prevent the immediate activation of 
the BWC.  These encounters include, but are not limited to: 
 
a. Vehicle stops. 
b. Vehicle pursuits and/or foot pursuits. 
c. Emergency responses. 
d. Vehicle searches. 
e. Pedestrian stops. 
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f. When initiating an on-view arrest or citation. 
g. When taking a statement or information from a victim or witness. 
h. When transporting a suspect/detainee/victim/witness. 
i. When handling a disturbance or crisis related incident. 
j. When handling any protest or demonstration. 
k. When confronted by any member of the general public that is or may become 


confrontational, antagonistic or hostile. 
l. When conducting a suspect confrontation (i.e. show-up identification of a 


suspect by a victim or witness).  A view of the suspect should be recorded 
during the confrontation, when reasonable. 


m. During any incident or situation that the officer, through training or 
experience, believes should be audibly and visually recorded in accordance 
with this order and the Commonwealth of Pennsylvania laws. 


 
7. The BWC shall remain activated until the officer is no longer involved in the 


incident for which it was started, unless the activation was inadvertently started, 
or they receive permission from a supervisor to end the recording.  In addition, 
officers may not interfere with or disrupt the recording of a required recording 
event. (PLEAC 2.4.2b) 


 
8. The record function may be turned off during non-enforcement related activities. 


Deactivating the BWC is performed by pressing the on/off button located on the 
BWC.  These activities include but are not limited to: 


 
a. Directing traffic. 
b. Protecting accident scenes. 
c. Outside protection/security details. 
d. An event of extended duration, where the scene is secure and no BWC 


recording is required. 
e. Ambulance calls. 
f. In the event it is necessary to discuss issues surrounding the investigation 


with a supervisor or another officer in private. 
g. When interacting with crime victims, witnesses or informants, who request to 


not be recorded, officers shall use discretion in deciding whether to 
deactivate the BWC and shall balance the value of capturing such recording 
against the reluctance of the victim, witness or informant. 


h. When the recording would capture gruesome images, or when private area of 
the human body is exposed and there is no legitimate law enforcement need 
to capture the images. 


i. When entering a religious institution, during services. 
j. When entering a hospital room or private patient area in a hospital. 
k. When the event has been cleared and there is no need to further record. 


 
NOTE: A BWC shall not be called to a crime scene to specifically record video 
unless exigent circumstances exist when departmental equipment is unavailable 
and there is no other means to record the item or event. 
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9. Once on location of an incident or event and as soon as practical, officers shall 


inform the individuals identifiably present that the officer has intercepted and 
recorded the oral communication. (i.e., that they are being recorded) 
 


10. Officers shall record in the incident report and/or citation that the incident or 
event was recorded. 


 
11. Whenever an officer with a BWC obtains a video statement, the fact that a 


statement was recorded shall be included in the incident report. 
 


12. Whenever an arrest is made or use of force used that was recorded on the BWC, 
that fact shall be recorded in the incident report. 


 
13. All other relevant events that were recorded on the BWC, while on duty, shall be 


recorded in the incident report. 
 


14. If the officer is required or chooses to deactivate the BWC prior to the 
conclusion of any incident or event, the officer shall state aloud, while the device 
is still activated, why the device is being deactivated if practical. This event shall 
be recorded on the incident report.   


 
15. If the BWC video captures a police firearms discharge (other than an animal 


destruction), a seriously injured officer, a motor vehicle accident involving 
serious bodily injury, any death, or any use of force resulting in seriously bodily 
injury or death, the officer’s BWC shall be immediately surrendered to the 
nearest supervisor, who will then safeguard the BWC until the video can be 
downloaded by the Chief of Police or his designee.  The BWC shall be returned 
to the officer as soon as practical after the video has been downloaded and 
secured. 


 
16. Assisting officers in an incident shall have the same activation, recording and 


reporting responsibilities as the primary officer.  All BWC activations and/or 
deactivations shall be recorded on any supplemental reports. 


 
E. PROHIBITED RECORDING AND ACTIONS 
 


1. Body-worn cameras shall not be used to record: 
 


a. Non-work related personal activities or conversations. 
b. Places where a reasonable expectation of privacy exists.  (i.e. locker rooms, 


dressing rooms or restrooms) 
c. Conversations with confidential informants and undercover officers. 
d. Strip searches. 
e. Operational strategies or tactics. 
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f. Conversations of fellow employees or supervisors during routine 
administrative activities not related to those incidents or events as outlined in 
law enforcement related encounters. 


g. Media captured on a BWC from another recording device. (i.e. cell phone, 
tablets, computers, laptops, etc.) 


h. Officers shall not lead a person to believe the BWC has been deactivated 
when in fact, the BWC is left active.  


  
F. BODY-WORN CAMERA UPLOADING PROCEDURE 
 


1. At the end of each tour of duty, officers utilizing a BWC shall place their 
assigned BWC into the appropriate docking station.  This will allow the data to 
be transferred from the BWC through the docking station to the department’s 
secure server. The server is protected by both cyber and physical securities. 
(PLEAC 2.4.2h) The data is considered impounded at this point and the BWC 
will be cleared of all existing data.  The BWC should not be removed from the 
docking station/connection until the data has been fully uploaded. 
 


2. Only the Chief of Police, his designee or the BWC administrator are authorized 
to access BWC data from the department secure server. (PLEAC 2.4.2i) 


 
3. The BWCS library is available for the officer and/or supervisor to access and 


view BWC data.  This data shall not be altered, erased, or edited from the BWCS 
library. 


 
G. SUPERVISOR/OIC RESPONSIBILITIES 
 


1. Ensure that officers under their supervision are trained and knowledgeable in the 
use of the BWC and this policy. 
 


2. Ensure that officers under their command upload their recordings on a regular 
basis. 


 
3. Conduct random inspections of BWC equipment to confirm that it is in proper 


working order. 
 


4. Review recordings of all officers involved in an injury to an employee, injury to 
a prisoner, response to resistance, intentional or unintentional discharge of a 
firearm, vehicle pursuits, vehicle crashes involving officers, citizen complaints, 
documented internal complaints or as directed by the Chief of Police or his 
designee. 


 
5. Supervisors may review footage for documenting exemplary performance, heroic 


actions and/or other praiseworthy service for the appropriate recognition and 
commendation, unless those actions are under review by the Chief of Police 
and/or internal investigations. 
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6. Supervisors should not review recordings for the sole purpose of discovering 
violations of departmental policy which are not related to a specific complaint or 
incident; however, they may review video recordings for the purpose of training, 
critique, early intervention inquiries, civil claims, administrative inquiries or 
addressing behavioral/performance deficiencies. (PLEAC 2.4.2f) 


 
7. Ensure this policy is adhered to by all officers. (PLEAC 2.4.2m) 


 
H. SECURITY, ACCESS, STORAGE AND RETENTION OF DATA 
 


1. Officers are prohibited from tampering with, erasing, reusing or in any manner 
altering BWC recorded audio/video data or related metadata, software or 
hardware with the exception of the Chief of Police, his designee or the BWC 
administrator. (PLEAC 2.4.2g) 
 


2. The officer may have the edited version of the BWC recording for court 
proceedings, however a full un-edited version will remain on the server until the 
retention is no longer required for evidentiary purposes. 


 
3. The editing will be for the purpose of removing segments of a recording that 


have no evidentiary value such as post-event recordings when the BWC is 
unintentionally left recording. 


 
4. Accidental recordings will be deleted by the Chief of Police or his designee, 


upon notification from the officer. 
 


5. Original recordings shall be retained for a period of not less than 90 days unless 
a request is made for retention. (PLEAC 2.4.2j) 


 
6. Officers may view a recorded event from the BWCS library for the purpose of 


report writing, training or court preparation. If the BWC recording is used for the 
purpose of report writing, the following statement will be recorded on all police 
reports prepared after reviewing their BWC video: “The contents of this 
document are based on my observations of the incident and a review of the 
recordings captured by a mobile video recording system”. 


 
7. The recorded event will be made available to the officer and/or the District 


Attorney’s office for the purpose of any judicial proceeding only by the Chief of 
Police, his designee or the BWC administrator. 


 
8. Under no circumstances shall a recorded event be copied, reproduced, or retained 


for dissemination to the media or other non-criminal justice related entities 
unless specifically authorized by the Chief of Police or his designee. 
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9. All recordings and reproductions thereof are the property of the West Norriton 
Township Police Department and shall be retained in accordance with the 
guidelines set forth in this policy. 


 
10. When a non-criminal justice entity requests a recording, the release of said 


recordings will be governed by the statute entitled “Recordings by Law 
Enforcement” found in Title 42, Chapter 67A. 


 
11. Under no circumstances shall any digital recording by a BWC be used for the 


purpose of officer or civilian ridicule or embarrassment.  This includes any 
submission of any portion of a digital recording from a BWC to a media 
organization, social media, or any other media platform designed to be viewed 
by the general public or other members of the department.   


 
I. VIOLATIONS 


 
1. Violations of this policy regarding the use of BWC’s are subject to disciplinary 


action, up to and including termination. (PLEAC 2.4.2l) 
 


J. INTERNAL AFFAIRS INVESTIGATIONS/DEPARTMENTAL 
REVIEW/ACCESS TO DATA 


 
1. An investigator/supervisor who is designated by the Chief of Police and 


participating in an official department investigation of a personnel complaint, 
claims investigation, administrative inquiry, or criminal investigation, may 
review specific incidents contained on digital recordings.  Any other review will 
require the express approval of the Chief of Police or his designee. 
 


2. The Chief of Police or his designee may review a specific incident contained on 
digital media for the purpose of training, critique, early intervention inquiries, 
civil claims, administrative inquiry, or other articulate reason.   


 
3. Digital recordings from BWC’s shall not be randomly reviewed for the sole 


purpose of finding disciplinary infractions.  However, supervisors may, upon 
good cause and with prior authorization from the Chief of Police or his designee, 
review the digital recordings of specific officers to monitor their behavior. 


 
4. This policy and BWC program shall be reviewed on an annual basis by the Chief 


of Police or his designee or the BWC administrator for the purpose of 
maintaining compliance with Commonwealth of Pennsylvania law and 
amendments, Montgomery County District Attorney policy and procedures and 
the policies and procedures of West Norriton Township. 


 
5. This policy shall be made available for review by the public and comments and 


suggestions will be taken under advisement and consideration by the West 
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Norriton Township Board of Commissioners, the West Norriton Township 
Manager and the Chief of Police, prior to implementation. 


 
K. FACIAL RECOGNITION SOFTWARE (JFRS) ACCESS AND USE (PLEAC 2.4.2k) 


 
1. The Department has access to Facial Recognition Software through the 


Pennsylvania Justice Network. (JNET).  The JNET Facial Recognition System 
(JFRS) allows law enforcement investigators to compare images from a variety 
of sources, including surveillance or security video and social media sites, 
against statewide criminal database containing 3.5 million photographs. 


 
a. JFRS compares uploaded facial images with those existing in the WebCPIN 


and PennDOT databases. 
b. Access and use of JFRS shall be limited to those officers authorized by the 


Chief of Police or his designee. 
c. To access and utilize JFRS, JNET users must first have the Criminal History 


role and complete the JFRS training segment in JNET. 
d. Appropriate use of JFRS results (images) are covered by the JNET User 


Agreement and JNET Privacy Policy. 
e. The JFRS shall only be used as an investigative tool to assist in obtaining a 


list of candidates. 
f. JFRS shall NOT be used as positive identification.    


 
L. DEFINITIONS: 
 


1. BWC – Body-Worn Camera is a recording device worn by a law enforcement 
officer and designed to record visual and audible data on a secure computer 
network designated for law enforcement purposes. 


 
2. Camera – The BWC’s component that records the visual events taking place.  
 
3. Activate- Any process or action that causes a body-worn camera to begin 


recording and storing both audio transmissions and visual images. 
 
4. Stand-by-mode- This refers to when officers turn on their BWC’s and it is ready 


to record audio transmissions and video images but has not been activated. 
 
5. Bookmarking/tagging- Refers to a feature similar to the conventional bookmarks 


you place within the pages of a book that allows the investigator to indicate 
points of interest in a BWC video clip thereby allowing future viewers to quickly 
locate the points of interest without the need to view the entire video. 


 
6. De-activate- Any process or action that causes a mobile recording device to stop 


recording and storing both audio transmissions and visual images. 
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7. Hardware- Physical parts of the BWC such as wires, batteries, lenses, buttons, 
etc. 


 
8. Intercept- Aural (Hearing/listening) or other acquisition of the content of a wire, 


electronic or oral communication through the use of any electronic, mechanical, 
or other device. 


 
9. Law Enforcement Officer- As used in this directive, means a member of the 


Pennsylvania State Police, an individual employed as a police officer who holds 
a current certificate under 53 Pa. C.S. Chapter 21, Subchapter D (i.e.) an MPO 
Certified Officer) a sheriff or a deputy Sheriff. 


 
10. Oral Communication- Any oral communication uttered by a person possessing 


an expectation that such communication is not subject to interception under 
circumstances justifying such expectation.  This term does not include: 


 
a. An electronic communication. 
b. A communication made in the presence of a law enforcement officer who is 


using an electronic, mechanical or other device which has been approved 
under 18 Pa. C.S. 5706 (B) (4) to intercept the communication in the course 
of law enforcement duties. 


 
11. Recorded Media- Audio-video signals recorded or digitally stored on a storage 


device or portable media. 
 
12. Wiretap Act- The Pennsylvania Wiretapping and Electronic Surveillance Control 


Act (18 Pa. C.S. 5701, et seq.) 
 








General Order 2.5.4 - Escape of Prisoner  Page 1 of 1 
 


2.5.4 ESCAPE OF PRISONER 
 


A. In the event of the escape of a prisoner, the transporting officer shall implement the 
following procedure; 


 
1.   Immediately notify the jurisdiction in which the escape occurred and request an 


immediate broadcast over the Montgomery County Emergency Dispatch Services 
giving the description and last known direction of travel of the escaped prisoner.   


 
2.   Notify the Shift Supervisor immediately. 
 
3.   Render all possible assistance to assure the re-capture of the escapee as soon as 


possible. 
 
4.   The transporting officer shall submit a report to the Chief of Police through the chain 


of command, detailing the circumstances of the escape, the actions taken for re-
capture, the departments and individuals involved and the final results.  


 
B. Other Notifications        


 
1.   Notify the police agency in the jurisdiction of the last known address of the escapee. 
 
2.   Notify the surrounding police jurisdictions 
  
3.   Notify the police agency where the victim resides and or works, if known. 
 
4.   Make an N.C.I.C. and C.L.E.A.N. entry on the escapee as soon as possible. 
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2.7.1 LEGAL PROCESS RECORDS 
 


A. POLICY: 
 
It shall be the policy of the West Norriton Township Police Department to adhere to 
the provisions of this general order. 
 


B. PURPOSE: 
 
The purpose of this general order is to provide guidelines for the legal process when 
dealing with legal processes issued by magisterial courts or courts of record when 
dealing with criminal or civil cases. 
 


C. LEGAL PROCESS RECORDS                                
 


1. Each time any type of legal process, such as a warrant or PFA, is received by the West 
Norriton Township Police Department it shall be available in an incident report and/or 
on a copy of the legal process.  The following information shall be available for each 
process: 


 
a. Date and time process received 
b. Type of process - Criminal or Civil 
c. Nature of document 
d. Source of document 
e. Name of defendant/respondent, or plaintiff/complainant 
f. Officer assigned 
g. Date of Assignment 
h. Court Docket Number, warrant number or other identifying number 
i. Date service is due or date of service 
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2.7.2 RECORD OF EXECUTION OR ATTEMPTED SERVICE           
 


A. When an officer serves a legal process, such as criminal warrants and summary warrants, 
the officer who serves the warrant shall make an incident report or supplemental report to 
an existing report indicating that the process was served.  Included in the incident report 
shall be, at least, the following information: 


 
1. The date and time service was executed/attempted 


 
2. The name of the officer(s) executing/attempting service of the warrant. 


 
3. The name of the person on whom the process was served/executed 


 
4. Method of service/reason for non-service 


 
5.   The address where the service/attempt occurred.   
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2.7.3 SERVICE OF CIVIL PROCESS DOCUMENTS        
 


A. In general the only civil processes that may be the responsibility of the department 
are the following. 


 
1.   Protection From Abuse orders (PFA’s) 
 


a. PFA’s will be served on defendants living within the department’s 
jurisdiction under the following circumstances: 
 
i. Emergency PFA’s issued by a Magisterial District Judge. 
ii. When requested to serve or assist in the serving PFA’s normally 


handled by the Sheriff. 
iii. When serving PFA’s from a County other than the department’s home 


County, the PFA must first be certified by this County’s Prothonatary. 
 


2.   Child custody orders.  
 


a. The department will generally not serve child custody orders. 
 
i. Enforcement of child custody orders will generally be reserved to the 


arrest of persons actively attempting to remove a child from the 
custody of the court appointed custodian. 


ii. Charges to be filed, if any, are at the discretion of the investigating 
officer following consultation with the District Attorney’s Office 
whenever possible. 


 
b. Uniform Child Custody Jurisdiction and Enforcement Act (Domestic 


Relations, 23, Pa.C.S. Sections 5451, 5455-5456) 
 
i. In child custody proceedings a court may issue a warrant directing 


any law enforcement officer to take physical custody of a child who is 
deemed to be: 


 
(a) In imminent physical harm, or 
(b) Likely to be removed from the Commonwealth. 


 
ii. In these cases, the warrant must: 
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(a) Recite the facts upon which the warrant is based. 
(b) Direct law enforcement to take physical custody of the child 


immediately. 
(c) Provide for the placement of the child pending final relief. 


 
iii. The warrant in these cases may authorize law enforcement officers to 


enter private property to take physical custody of the child and/or 
make forcible entry. 


iv. Officers shall enforce the provisions of any such valid warrant issued 
by a court, serve the respondent with a copy of the petition, warrant, 
and order immediately after the child is taken into custody. 


 
c.   Enforcement of out of County and out of State custody orders. 


 
i. Officers shall first confer with the Office of the District Attorney 


before enforcing any out of County or out of State custody orders to 
assure the enforcement has legal standing within this County. 


 
3. Act No. 1995-23, Model Expedited Eviction of Drug Traffickers Act. 


 
a. Civil action under this act may be brought by the landlord, tenant 


organization, district attorney, or the attorney general, if requested by the 
district attorney. 


b. Any removal or eviction order issued by a court under this act shall be 
enforced by the person or entity bringing the action.  The appropriate law 
enforcement agency shall upon request of the person bringing the action 
assume responsibility for the actual execution of the removal or eviction. 


c. Grounds for complete eviction. 
 


i. Drug related activity has occurred on or within the rental unit leased 
to a tenant. 


ii. The individual rental unit leased to the tenant was used in any way in 
the furtherance of or to promote drug related activity. 


iii. The tenant, any member of the tenant’s household or any guest has 
engaged in drug related criminal activity on or in the immediate 
vicinity of the leased residential premises. 


iv. The tenant, with knowledge of a person who has been removed and 
barred from the leased residential premises under this act, has given 
permission to or invited a person to return or reenter any portion of 
the leased residential premises. 


v. The tenant has failed to notify law enforcement or public housing 
authorities immediately upon learning that a person who has been 
removed and barred from the tenant’s individual rental unit under this 
act has returned to or reentered the tenant’s individual rental unit.  


 
d. Grounds for partial eviction. 
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i. If the court finds that a person, other than the tenant, has engaged in 
drug related criminal activity on or in the immediate vicinity of the 
leased residential premises the court shall order the immediate 
removal of the person from the leased residential premises. 


 
(a) Persons removed under this section shall be permanently barred 


from returning to or reentering any portion of the leased 
residential premises.  


 
e. Any person who knowingly violates an order issued under this act or who 


knowingly interferes with, obstructs, impairs or prevents any law 
enforcement officer from enforcing or executing any order issued under this 
act shall be subject to criminal contempt. 


 
4. Controlled Substances Forfeiture Act  
 


a. Cash money seizures authorized: 
 


i. Any money found pursuant to an arrest for a violation of 35 P.S. 
Section 780-113 (a)(30) (PWI / Unlawful Delivery of a Controlled 
Substance); or 


ii. Any money found in close proximity to a controlled substance; or 
iii. Any money found under circumstances where there is probable cause to 


believe that the money has been used or was intended to be used in 
violation of the Controlled Substance, Drug, Device, and Cosmetic Act. 


 
b. All cash funds will be entered into department property consistent with 


procedures detailed in the departmental general order related to Property and 
Evidence Control. 


c. The officer seizing funds under the forfeiture provisions listed above shall 
thereafter notify the Office of the District Attorney and follow forfeiture 
procedures as established by any policy of the District Attorney. 


 
5. Involuntary Emergency Examination and Treatment 


 
a. Refer to General Order 2.7.8 for procedures concerning mental health relayed 


matters. 
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2.7.4 SEIZURE OF PROPERTY             
 


A. Execution of civil arrest or writs that requires the seizure of real or personal property shall 
be performed by a sworn law enforcement officer. 


 
B. If the civil process to be served by a Pennsylvania State Constable involves the seizing of 
 a person’s property, the West Norriton Township Police Department shall send  
 an officer to assist the process server. 
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2.7.7 ACQUIRED PROPERTY           
 


A. All property acquired through the legal process, i.e., search warrants, warrantless searches, 
vehicle inventories, asset forfeiture, etc. shall be submitted to the property room in 
accordance with General Order 3.6.1.  


 
B. The Evidence Custodian is responsible for keeping accurate records of all property 


acquired by the West Norriton Township Police Department in accordance with General 
Orders 3.5.3 and 3.6.1. 


 
C. All property acquired through the legal process shall be disposed of in accordance with all 


applicable laws and ordinances and in accordance with General Order 3.6.1.   
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2.7.8 MENTAL HEALTH 
 


A. PURPOSE:   
 
It is the purpose of this order to establish policy and procedures regarding the involuntary 
commitment of mentally ill persons. 
 


B. POLICY: 
 
Based upon the Mental Health Procedures Act the following list of procedures shall be 
used when dealing with the involuntary commitment of mentally ill persons. 
 


C. PROCEDURES: 
 


1. It is possible that members of this Department may come in contact with mentally 
ill persons under two separate circumstances. 


 
a. You may come in contact with a mentally ill person while on patrol or through 


a dispatched call; 
b. The Department may receive a Mental Health Warrant or other paper requiring a 


subject named be taken into custody and transported to a medical care facility. 
 


2. Guidelines for Recognition of Characteristics of Mental Illness  
 


a. Definition - Mental Illness  


i. Any of various conditions characterized by impairment of an 
individuals normal cognitive, emotional, or behavioral functioning, 
and caused by social, psychological, biochemical, genetic, or other 
factors, such as infection or head trauma.  


b. Mental illnesses are considered disorders in which people undergo recurrent 
problems in disposition, thought, judgment, and/or strange or inappropriate 
behavior. These disorders may manifest themselves in any altered mental 
functioning such as, but not limited to:  
i.  Delusions.  


1) False beliefs that are strongly held despite convincing evidence 
to the contrary.  


ii. Hallucinations.  


1) False sensory experiences that occur in the absence of any 
environmental stimulus.  
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iii.  Disorders of thought (cognition).  
1) The inability to quickly and accurately process information rationally.  


iv.  Impaired reality testing.  
1) The inability to accurately reflect their present situation.  


v..  Inappropriate emotional states.  
1)  Bizarre, exaggerated, or absent emotive expressions.  


vi. Sustained or repeated irrational self-sabotaging behavior indicating 
the presence of any one or more symptoms.  


c. Officers should continually evaluate persons they come into contact with 
to assess whether characteristics of mental illness are present and may be 
contributing to an individual's presenting behavior.  


 
3. The following procedures shall be followed when you come in contact with an 


individual who is obviously mentally ill and acting in a manner which indicates 
he/she is placing himself/herself or someone else in danger.  This may include the 
threat to commit suicide along with an indication that the subject may carry out that 
threat; the threat to harm other persons and acting in a manner that would indicate 
he/she may carry out those threats; or coming in contact with a subject unable to take 
care of his own basic needs and with no responsible person to take care of those 
needs.  For use in the petition, the behavior being cited must have occurred in the last 
thirty (30) days. 


 
a. In the above situations determine as to whether there is probable cause for you 


to petition the subject for involuntary commitment under Section 7301 of the 
Mental Health Procedures Act. 


b. Your probable cause should be based upon behavior you witnessed not solely 
on information you have learned from others.  


c. If you have witnessed limited behavioral problems but not enough to substantiate a 
petition on your own you may gather information from others, ie: family members, 
etc., and co-petition along with the person who supplied additional information.  
Then you can contact the Montgomery County Emergency Services at Building 50 
of the Norristown State Hospital to help determine if you have sufficient probable 
cause to take the person in custody on a 302 commitment. 


d. If you did not witness unusual behavior but receive information from others that 
would indicate a subject should be petitioned and an interested party is willing to 
do the petitioning contact Building 50 and have the person who witnessed the 
behavior talk to the case worker.  The caseworker will take the information from 
the petitioner, determine whether it is sufficient for a petition and if so contact the 
proper person for authorization for transportation of the subject to a designated 
medical care facility. 


e. This of course may take a bit of time and would probably require an officer to 
maintain contact with the subject during the time it takes to have the petition 
formulated and approved. 


4. The following procedure will be followed when a crisis intervention worker calls 
or appears with a Mental Health Warrant for service. 
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a. Arrange to meet with the case worker preferably at station so the warrant can 


be copied for Department records.  The meeting may need to be elsewhere if 
an emergency situation exists. 


b. Make copies of papers/warrant for Department records and attach to the 
Incident Report. 


c. An attempt will be made to serve the papers with as little delay as reasonably 
possible.  Proceed to the scene followed by the case worker and proceed with 
service of the warrant.  Keep in mind your safety and the safety of those around 
you are your main concern.  You are in charge at the scene of the warrant service.  
The case worker is there for consultation and advice if requested. 


d. There may be occasions when a family member or other interested person will 
deliver a Mental Health Warrant for service.  The Department may also receive 
warrant by fax.  These warrants will be served without delay.  We should 
receive a phone call from the Building 50 in reference to these warrants before 
we receive the warrant.  If this has not occurred verify the warrant with 
Building 50 prior to service of the warrant. 


e. You may transport mental health patients picked up on warrants or about to be 
petitioned to Building 50. 


 
5. In cases where the subject being petitioned has committed violations of the law, those 


charges should be brought against the subject without regard to the subject being 
committed to a mental health unit.  When evidence allows, file the appropriate charges 
against the actor in addition to filing for a 302 commitment. 


 
6. Under no circumstances will there be less than two (2) officers handling a Mental 


Health Commitment.  Should this create a problem due to shortage of manpower, 
follow departmental procedures for calling out an additional officer. 


 
D. TRAINING 


 
1. All officers shall be trained on recognizing and responding to mentally ill persons. 
 
2. All officers shall receive updated training on the policy and any changes in the 


laws governing the mental health procedures annually or within 90 days of any 
changes in the laws or as required by statute. 
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3.3.1 COMMUNICATIONS 
 


A. PURPOSE 
 


Communications is an essential element for the command and control of police field 
operations.  The purpose of the General Order is to describe the administrative functions of 
the communications component for the West Norriton Township Police Department and those 
external organizations providing communications services for the department. 


 
B. POLICY 
 


It shall be the policy of the West Norriton Township Police Department that all 
personnel comply with the provisions of this General Order. 


 
C. 24 Hour Telephone Access  


 
1. The Montgomery County Emergency Dispatch Services provides the radio 
 dispatching service to the West Norriton Township Police Department.   
 
2. The Montgomery County Emergency Dispatch Services provides this service on a 24 


hour per day, 7 day per week, 52 weeks per year basis.   
 
3. The Montgomery County Emergency Dispatch Services can be reached 24 hours per day 


at the following toll free numbers: 
 


a.  9-1-1 for emergencies 
b.  610-630-1700 for non-emergencies 


 
D. Single Emergency Telephone Number   


 
1. The Montgomery County Emergency Dispatch Services can be reached for emergency 


calls for the West Norriton Township Police Department by dialing "9-1-1" from 
anywhere within West Norriton Township.   


 
E. 24 Hour Radio Communications  


 
1. The Montgomery County Emergency Dispatch Services provides two-way radio  
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dispatch services providing continuous communications between the communications 
center and the officers on duty for the West Norriton Township Police Department on 
a 24 hour per day basis.   
 


2. The Montgomery County Emergency Dispatch Services maintains an alternate source of 
electrical power that is sufficient to ensure continued operation in the event of a failure 
of the primary source of electricity.  The alternate source of electrical power is 
maintained and tested on a monthly basis. 


 
3. County dispatchers are permitted to provide lifesaving/first aid information over 


the telephone and the radio system.  All dispatchers who provide this information 
have been trained for this service and have access to emergency medical 
guidelines and materials.   


 
4. All recorded radio transmissions and emergency telephone conversations shall be 


stored for a period of not less than 30 days.   
 
5. County Radio shall have procedures for the secure handling and storing of 


recorded conversations. 
 
6. County Radio shall have procedures for reviewing and copying of recorded conversations. 


 
 F. Immediate Playback of Phone Calls    
 


1. The Montgomery Emergency Dispatch Services records all phone calls that are received 
on the emergency phone lines as well as all radio transmissions.   


 
2. The recordings of the phone and radio transmissions are stored by the Montgomery 


County Emergency Dispatch Services for at least 30 days and are stored in a locked 
room to which access is restricted to supervisory personnel only.   


 
3. An officer may contact the Shift Supervisor at the Dispatch Center and request to hear a 


recorded phone or radio transmission if the transmission has occurred recently.  Copies 
of all recordings of phone and radio transmissions that are stored may be obtained by the  


 submission of a written request by the Chief of Police.   
 


G. Access to Criminal Justice Information Systems   
 


1. The Montgomery County Emergency Dispatch Services has access to the following 
Criminal Justice Information Systems: 


 
a.  National Crime Information Center (N.C.I.C.) 
b.  Commonwealth Law Enforcement Assistance Network (C.L.E.A.N.) 


 
H. Township Radio System   


 
1. All idle chatter and personal business will be prohibited. 
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2. Units other than the unit(s) called will not respond to the call or the location unless 
ordered by a shift supervisor. 


 
3. All calls from the Police Department to the Highway Department should be directed to the 


Highway Foreman for handling, if not available, call the Highway Superintendent. 
 
4. Portable units are not to be given to anyone without approval from Administration. 
 
5. Use of the township system to communicate with neighboring police departments will 


only be approved by the Shift Supervisor. 
 
6. When using the township system to communicate with other police departments, 


use “West Norriton Car       to      .” 
 


7. Township radios will be set with channel 1 on priority scan to receive calls at all times. 
 
8. Radios will be turned off at the end of each shift. 
 


I. Use of Police Radio 
 


1.   Officers of the West Norriton Township Police Department will respond on  
all calls received regardless of whether the callers are identified or anonymous.   


   
2.   Whenever an officer receives a radio call to render a police service that will require the 


officer to exit his vehicle, the officer will say "on location” when he/she arrives at the 
scene and "available” or “clear"  when the detail is completed.   


 
3.   Whenever an officer is on a call that required the Montgomery County Communication 


Center to conduct “status checks” on the call the officer shall not advise County Radio to 
disregard the status checks and shall answer them when they are called. 


 
4.   Whenever an officer receives a call for an incident that does not require the 


officer to exit his vehicle, the officer shall advise the Communications Center 
that he/she is "available” or “clear" once the call is completed.  When officers are 
communicating with the Montgomery County Communications Center they shall 
use the prefix "62" and their assigned badge number to identify themselves. 


 
5.   When coming into the police station, officers should keep their portable radio 


with them at all times.   
 
6.   Officers shall notify the Shift Supervisor or OIC when they are going 
 to be out of the vehicle at the station or at other locations unless it is on a call 


received from the Communications Center.  When officers are conducting their 
vacation and security checks they shall advise the Shift Supervisor or OIC that 
they will be in and out of the car periodically.  They shall again advise the Shift 
Supervisor or OIC that they have completed this assignment or have temporarily 
ended it and when it will resume.  
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3.4.1 FIELD REPORTING 
 


A. PURPOSE: 
 


It shall be the objective of the Chief of Police to establish procedures and provide report 
forms to facilitate the accurate and thorough investigation and recording of facts and 
investigations for all incidents. It shall further be the objective of the Chief of Police to 
establish procedures for the storing and filing of said report forms for the purpose of 
future reference, ease of retrieval and further investigation.  To enter data into the 
computer, it is imperative that all officers be as thorough and correct as possible 
when filling out all reports. 


 
B. POLICY: 


It shall be the policy of the West Norriton Township Police Department to complete and file 
reports, for all incidents that come to their attention, in a prompt and appropriate manner.   


 
C. Patrol Unit    


1. On all reports, officers will follow department procedures. 
 
2. Officers will put UCR numbers in the UCR section. 
 
3. Officers will put tab area in the grid section and zone in the Patrol Zone section. 
 
4. The report should be filed with the supervisor by the end of the officer’s shift.  On 


reports that officers will be unable to complete by the end of the shift or if all 
information is not available, the officer will at a minimum, fill in the following blocks: 


 
a. Offense type 
b. UCR code number 
c. Zone and tab 
d. Name and address 
e. Date and time of occurrence 
f. Date and time of arrival 
g. Officers name and number 


 
5. Officer will then attach a slip to signify that the report is “Incomplete” and then 


place it in the regular report bin for processing. 
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6. Reports will be processed and then returned to the officer for completion, via the 
placement in bin marked “Patrol Sgt.” 


 
7. Officer will then complete report and re-enter it, via normal procedures.  At no time 


shall an officer leave an initial report incomplete for a period exceeding one day. 
 
8. On all incomplete reports, case folder, etc., it is the officers’ responsibility to 


notify his supervisor at the earliest time that he has reports to finish.  In the event 
the information is not available at the time and the officer goes off duty for a 
time exceeding two days, the officer will notify his supervisor and the supervisor 
will then be responsible to see the report is completed. 


 
D. Supervisor    


1. Supervisor will check all reports for clarity and accuracy, paying special 
attention to the needed computer information. 


 
2. Supervisor will then prepare reports for processing by clipping reports together 


by date and time sequence. 
 


E. Objective  


1.  The reporting system is designed to provide the members of this department with 
a concise set of instructions as to the proper report forms to be used in a given set 
of circumstances, as well as instructions concerning the execution of each report 
form.  The forms themselves, and other material included therein, are to serve as 
interviewing aids in many instances. 


 
F. Purpose of the Report    


1. From the standpoint of members of the department, it is important that every 
completed assignment be recorded.  This protects the department and the officer 
from unwarranted accusations that improper police action was taken or nothing 
done at all. 


 
2. Reports are necessary to serve as the official memory of the department, but 


beyond this, they serve to insure that the report of the investigation is available 
for other members of the department who may be called upon to investigate the 
matter further. 


 
3. Even more important, supervising officers must give supervision and guidance  
 to their subordinates in individual investigations.  One way to accomplish this is 


to record the action taken on a report which is to be turned over to the reporting 
 officers’ superior for review and approval.  In addition to reviewing the propriety 


of actions taken in individual cases, supervisory personnel will use reports to 
evaluate the work performance of members under their command. 


 
G. Report Forms              
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1. For a better understanding of the reporting system, it may be observed that the 
incidents brought to the attention of the department for investigation are 
ordinarily first answered by the uniform patrolman.  It is he who conducts the 
preliminary investigation of the matter.  This involves an interview with the 
complainant to obtain the full details as to what happened.  The patrol officer 
then prepares the first report on the matter. 


 
2. Many incidents, particularly those involving crimes, require subsequent 


investigation.  For the most part, this follow-up investigation will be performed 
by detective personnel. 


 
3. An officer responding to a complaint will use the proper department forms to 


make a record of the matter. Most reports are generated by the ALERT records 
management program used by the West Norriton Township Police Department. 


 
4. An Initial Incident report is a preliminary investigation which forms the basis for 


further investigation.  It is not a report of a complete investigation in most cases. 
 
5. Supplementary Reports will be completed and forwarded for approval and review. 
 
6. Some crimes and offenses will be brought to the patrolman’s attention by means of 


an on-view report or a report made directly to the officer by a private citizen. 
 


H. Elements Common to Most Reports   


1.  Completion of Boxes 
 


a. All boxes must be completed if possible, however, there are occasions where 
some of the boxes will not apply to the case being reported.  These boxes will 
be marked “NA” (Not Applicable). 


b. Except when circumstances clearly indicate otherwise, all boxes will be 
completed with the required information or one of the following items: 


 
i.  NONE - means that the answer of information required is negative. 
ii.  REFUSED - means that the person was asked but refused to offer 


information.  Use “Ref.” 
iii. UNKNOWN - means there is information applicable to the incident, 


but it cannot be obtained.  The reason should be explained in the body 
of the report.  Use “Unk.” 


 
c. If any particular box provides inadequate space, write “see below” in the box 


and record the details in the narrative section. 
 


2.  Name 
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a. All proper names, including names of businesses and firms, must be spelled 
out in full.  In recording proper names, the last name is first followed by the 
first name and middle initial.  The last name is to be printed in capital letters. 


b. With common names such as Smith or Brown, include the full name, using 
both the first and middle names if at all available.   


c. If the name is given to the officer by another person, and it is impossible to 
determine the correct spelling, it should be indicated in the report following 
the name by a question mark (?) within parentheses. 


d. If the name is that of a person in the military service, it will be followed by his 
rank and serial number.  If the name is that of a company or business, the last-
name first principle does not apply and the name of the company or generally 
used will be recorded.  For example: J. C. Penney - not Penney, J.C. 


e. When a large firm with several branches is involved, use the name of the 
firm followed by the branch, store number and/or name. 


 
3.  Addresses 


a. Apartment, suite and/or room number are integral parts of an address.  
Indicate each address by street number and, if no street is available, use the 
distance and direction from a known geographical location.  Addresses 
recorded in the boxes provided should represent the permanent residence 
address.  If the individual is temporarily staying in West Norriton Township, 
the temporary address will be indicated in the narrative section of the report 
if sufficient space is not found in the box for address.  For example: an 
address may be recorded as 365 Park Avenue, New York, New York, 
temporarily at the Motel Capri, Room 14. 


 
4. Telephone 


a. Include extension number whenever applicable.  Whenever a phone number 
is not obtainable, write “UNK.”  Where no phone exists, write “NONE.” 
Indicate phone number entirely by numbers when possible: 610-539-1234, 
ext. 15. 


 
5. Dates 


a. When writing dates in a report, the month will be indicated by the numerals 1 
to 12, followed by a hyphen, the day of the month, hyphen and year.  
Example: January 1, 1974 will be written 1-1-74. 


 
6. Time 


a. Use the 24 hour system.  For example: 0800 instead of 8:00 AM.  Indicate a 
spread of time by a dash between the first and last known times.  For 
example: 0300-0745. 


 
7. Witnesses 
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a. Obtain as complete information as possible, keeping in mind the instructions 
above regarding names and addresses and residence and business phone 
numbers.  Record the sex, race and age using the standard abbreviations. 


 
8.  Tab of Occurrence 


a. This is the area where the incident occurred.  This may be different from the 
tab where the reporting officer is assigned for duty. 


 
9. Sex, Race, Age 


 
a. The sex, race, age of suspects and witnesses should be obtained as accurately 


as can be determined on observation, interview or by questioning of person 
who might be able to provide the information.  With reference to victims, this 
information should be tactfully obtained, generally by means of observation.  
For example, in taking a report of a purse snatching from a female victim, the 
age of the victim may be estimated by the reporting officer if otherwise not 
obtainable.  In recording such information, the following standard 
abbreviations will be used: 


 
i.  Sex   M - Male  F- Female 
ii.  Race   W - White     B - Black 
iii. I   -  American Indian (includes Alaska natives) 
iv. A -  Asian/Pacific Islanders (includes Korean, Japanese,  


Vietnamese, Polynesian) 
v.  H -  Hispanic (includes Puerto Rican, Cuban, Mexican,  


Spanish, Portuguese) 
vi. N -   Non-Hispanic (includes all other nationalities, i.e,  


German, French, British, etc.) 
 


When listing race you should always have two initials, one of the four 
basic categories and one denoting Hispanic or Non-Hispanic.  
Examples below: 


 
WN White America      WH White Puerto Rican 
BN Black German       BH  Black Cuban 


 
vii. Age - It is mandatory to list age when an incident has a victim.  In the 


event a  business is the victim, no age is required.  When estimating, 
a spread of years may be used such as 25-29.    


 
10. Occupations 


a. A number of report forms provide for the recording the occupation of 
individuals.  Here should be recorded the general line of work by means of 
which a person ordinarily earns his livelihood.  For example: a bricklayer 
currently unemployed would be listed as “bricklayer”.  An officer in a bank 
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would be shown as “banker” which a bookkeeper in a bank would be shown 
as “bookkeeper”.  If any individual is unemployed by reason of retirement, 
the word “retired” would be indicated.  In cases of unemployed, married 
women, the entry would normally be “house-wife”. 


 
11. Stolen Property and Values 


a. In writing reports of theft, an estimated value and physical description of the 
stolen items must be included or the report will be considered incomplete.  
Officer will: 


 
i. Obtain serial numbers, initials, or any identifying characteristics or 


marks on stolen items, when available.Indicate if a recovery of stolen 
property has been made.  In case of stolen vehicles, the reporting 
officer, based on the information provided him regarding the auto 
concerned, will record the value.  For all other types of property of 
value, a conservative estimate made by the victim should be used. 


 
12. Documentary Evidence 


a. If a statement, worthless check, or any other type of documentary evidence is 
obtained, the original copy shall be attached to the original copy of the case 
report, and it shall be stated in the body of the officer’s report that the 
documents are attached.  If an arrest is effected, this information shall also be 
included in the report. 


 
13. Unfounded Reports 


a. If upon completion of investigation of a complaint, the responsible reporting 
officer determines that in fact there has been no crime or incident; there was 
no cause for police action; and that there was no reasonable grounds for the 
complaint as given, the officer will submit, following normal procedures, the 
case report describing his investigation and his reason for recommending that 
the complaint be classified UNFOUNDED. 


b. Unless specifically so instructed, officers will submit case reports on all 
police action taken by them whether on duty or off-duty. 


 
14. Investigation Unit 


a. Completed report generated by this unit will follow normal procedures. 
b. “Incomplete Reports” will follow same procedures as the Patrol Unit as far as listing 


needed information.  The difference will be that the report will go directly to the 
Deputy Chief for processing and be returned by clerk to the Deputy Chief for 
forwarding to investigation for completion.  


 
 





		i.  Sex   M - Male  F- Female

		ii.  Race   W - White     B - Black

		vii. Age - It is mandatory to list age when an incident has a victim.  In the event a  business is the victim, no age is required.  When estimating, a spread of years may be used such as 25-29.

		i. Obtain serial numbers, initials, or any identifying characteristics or marks on stolen items, when available.Indicate if a recovery of stolen property has been made.  In case of stolen vehicles, the reporting officer, based on the information provi...
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3.5.1 CRIME SCENE/ACCIDENT SCENE PROCESSOR AVAILABILITY      
 


A. While crime scene/accident scene processing is an important part of the police function, 
the West Norriton Twp. Police Department does not have a designated Crime 
Scene/Accident Scene processor on duty twenty four (24) hours a day.   


 
B. If Officers of the West Norriton Twp. Police Department are called to the scene 


of a crime that requires processing and the officer assigned to the Detective Division is 
not on duty, the responding patrol officer shall, upon approval of a supervisor, call the 
on-call Detective and have them respond to the scene.  A Detective is on call twenty four 
(24) hours a day.    If, for some reason, the Detective is not available the patrol officer 
may, with the approval of a supervisor, call another agency for assistance.  Examples of 
other agencies include, but are not limited to, the Lower Providence and the Montgomery 
County Detective Bureau.   


  
C. If the patrol officer responds to the scene of a fatal or potentially fatal traffic accident and 


there is not a re-constructionist working the officer, with the approval of the Supervisor, 
shall call an accident re-constructionist to respond to the scene.  


 
D. If there is a fatal or potentially fatal traffic accident within the Township the Montgomery 


County Detective Bureau shall be notified of the accident.  Should they be needed they will 
respond to assist with interviews and re-construction of the accident.  


 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Crime Scene-Accident Scene Processor Available Policy #   3.5.1 
 Accreditation   3.5.1  
 Effective Date:  October 8, 2008 Revised Date:  April 9, 2024 


By Authority Of:  Chief Michael A. Kelly Signature:   
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3.5.2 DOCUMENTATION OF EVIDENCE           
 


A. Evidence shall include all property FOUND or RECEIVED by the West Norriton Township 
Police Department or taken into CUSTODY. 


 
B. Officers shall enter all property and evidence onto a West Norriton Township Police 


Department Property Record. 
 


C. The Property Record for shall contain the following information: 
 


  1.  The Incident Number 
  2.  The location of the property 
  3.  The status of the property 
  4.  Name of person the property was recovered from 
  5.  Location where property was recovered from 
  6.  Date and time property was recovered 
  7.  Name and badge number of Officer who took possession of the property 
  8.  Name of Evidence Custodian who took possession of the property 
  9.  Date and time Evidence Custodian took possession of the property 
           10.  Name of victim, if known 
                      11.  Name of suspect, if known 
                12.  Item number of each piece of property 
           13.  Complete description of each piece of property 
           14.  Any remarks that the officer would like to add to the report 
           15.  The time the property is moved into evidence 
           16.  The time the property was moved out of evidence 
             17.  The date that the property was moved in or out 
           18.  The item number of the property 
           19.  The rank and signature of the officer moving the property 
           20.  The purpose the property was moved 
           21.  The name of the property owner/claimant 
           22.  The address of the property owner/claimant 
           23.  The telephone number of the property owner/claimant 
           24.  Owner/claimant’s signature 
           25.  Date the property returned to owner/claimant 
           26.  Name of officer who released the property 
           27.  Signature of the officer who released the property 
 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Documentation of Evidence Policy #   3.5.2 
 Accreditation   3.5.2  
 Effective Date:   October 8, 2008 Revised Date:  April 17, 2013 


By Authority Of: Chief A. Dale Mabry Signature:   
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 D. The appropriate request for analysis form shall be completed by the investigating officer, when 
applicable, for all evidence that requires additional testing and/or examination by an outside 
entity such as the Pa. State Police or another laboratory.  The request shall contain the following 
information: 


 
  1. name and location of laboratory and/or agency 
  2. type of examination requested 
  3. other pertinent information as needed 
 








General Order 3.6.1 - Procedures for Receiving Property and Evidence Page 1 of 6 
 


3.6.1 PROCEDURES FOR RECEIVING PROPERTY AND EVIDENCE 
 


A. POLICY: 
 
It is the policy of the West Norriton Township Police Department to ensure that evidence 
in the department’s custody is properly secured and stored, readily retrievable, and that 
any changes in its custody have been properly and fully documented. 
 


B. PURPOSE: 
 
The purpose of this general order is to provide for the establishment of administrative and 
operational guidelines for property and evidence control by personnel of the West 
Norriton Township Police Department.  These procedures will maintain the integrity of 
the evidentiary chain of custody. 
 


C. Officers shall fill out a West Norriton Township Police Department Property Record and 
enter all property/evidence into the Property/Evidence system as soon as possible and 
before the end of their shift.   


 
D. Whenever an Officer takes property into custody for any reason, he/she shall fill out 


a detailed report on the reason for the custody, what property was taken, from whom 
and when.   


 
E. Officers shall keep all property/evidence from each case together and keep the Property 


Record with the evidence until it can be processed into the Property/Evidence system. 
 


F. Once property/evidence is entered into the Property/Evidence system it shall be placed into 
the West Norriton Township Police Department Evidence Room.  The property/evidence 
shall be placed in a numbered bin.  No property/evidence shall be kept in any Officer's desk, 
locker, vehicle, home or any other place.  Exceptions to this policy are as follows: 


 
1.   No flammable items, explosives, dangerous chemicals, unknown biological specimens, 


nuclear material or other dangerous material or property is to be put into the Evidence 
Room.  Items such as this shall be stored in the hazardous materials box located outside 
the building.  Officers shall unlock the box, place the item(s) in the box and then secure 
it with the lock found inside the box.  Officers shall notify the evidence custodian that 
property has been placed in the hazardous materials box. 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Procedures for Receiving Property and Evidence Policy #   3.6.1 
 Accreditation   3.6.1  
 Effective Date:  October 8, 2008 Revised Date:  April 17, 2013 


By Authority Of: Chief A. Dale Mabry Signature:   
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2.   Temporary storage of vehicles and their contents will be made by the Evidence 
Custodian.  The vehicle will be stored at the authorized storage facility.  The Officer 
shall not force open a locked glove compartment or trunk unless pursuant to a valid 
Search Warrant or when a Consent to Search form is properly signed.   


 
3.   Recovered bicycles shall be secured to the chain located at the rear of the station.  The 


evidence custodian shall then secure the bicycle in the garage area provided. 
   


G. If the property/evidence is of exceptional value or is a controlled substance then it shall be 
placed in a separately secured area inside the Evidence Room.  Examples of property/evidence 
of exceptional value is, but is not limited to, the following; 


 
1. Precious Metals 


 
2. Jewelry 


 
3. Gemstones 


 
  4.  Cash Money     
 


H. When an Officer needs any piece of property/evidence for court or other lawful purpose they 
shall contact the Evidence Custodian to have the property/evidence released to them.  If the 
property/evidence is being released to the Officer for court the Officer shall fill in the 
appropriate spaces to indicate what was taken, when it was taken, by whom it was taken and 
for what purpose.  If the property/evidence is to be returned to the Evidence Room the Officer 
shall fill in the Property Record as required.   


 
I. If the evidence/property is returned to the owner, the owner's name and address shall be 


entered on the Property Record.  The owner shall sign the Property Record indicating that 
they received the property on the form and the owner should date the Property Record. 


 
J. Whenever the property/evidence is being stored as "Found" or is no longer needed as 


evidence in a court case, the West Norriton Township Police Department shall make every 
reasonable effort to contact the owner of the property/evidence and expedite the return of the 
property/evidence to the rightful owner.  


 
K. Additional Security Measures for Certain Property              


 
1. Money 


 
a. All money submitted shall be listed on the Property Log with the total amount of 


money indicated.  The money shall be counted by the submitting Officer in the 
presence of the Shift Supervisor or OIC.  It is preferred that a breakdown of the 
bills be listed.  For example, five (5) 20's, two (2) 10's, three (3) 5's and nine (9) 
one's for a total of $144.  Change need only be counted and a total indicated.  The 
money shall then be properly sealed in an envelope with evidence tape and 
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indicate the date the money was counted.  The Property Record and the envelope 
shall then be placed into the Property/Evidence system.   


b.   When money is obtained with other property, such as with a wallet, the money 
shall be packaged separately. 


c. Upon retrieval of the money items, if put in the Temporary Evidence Locker, the 
Evidence Custodian shall open the envelope containing the money and verify the 
amount in the envelope.  A witness shall be present when this is done.  The 
package shall then be resealed with evidence tape, initialed and dated.   


d. All money submitted shall be stored in a separately secured area inside the 
Evidence Room.   


 
2.  Precious Metals, Jewelry and Gemstones 


 
a. All precious metals, jewelry and gemstones shall be listed on a Property Record 


and properly packaged.  Proper packaging may be an envelope of sufficient size 
to accommodate the items. The envelope shall be sealed with Evidence Tape and 
signed and dated.  Precious metals and gemstones shall be counted and/or 
weighed in the presence of a witness.   


b. The envelope shall then be placed into a Temporary Evidence Locker and then 
placed into the Property/Evidence system and the Evidence Room. 


c. If the Evidence Custodian is not available the Officer shall place the envelope in 
the Temporary Evidence Bin through the mail slot.   


d.  Upon retrieval of the precious metals, gemstones or jewelry the Evidence 
Custodian shall open the envelope containing the items and verify the count and 
description of the jewelry and the count of any gemstones or precious metals.   


e. Upon verification of the contents of the package the Evidence Custodian shall 
place the package into the Evidence Room in the separately secured area inside 
the Evidence Room.    


 
3.  Weapons 


 
a. All weapons shall be listed on the Property Record.  All weapons shall be 


submitted UNLOADED with all ammunition being packaged separately.  The 
make, model and serial number of each weapon shall be listed on the Property 
Record and all weapons shall be checked through N.C.I.C. and C.L.E.A.N.prior to 
submission.   


b. The weapon shall be submitted to the Evidence Custodian for storage. 
c. Upon retrieval of the weapon the Evidence Custodian shall verify the make, 


model and serial number of all weapons and secure them in the Evidence Room.   
 


4.   Narcotics and Dangerous Drugs 
 


a. All narcotics and dangerous drugs obtained and submitted for storage shall be 
listed on the Property Record and packaged in the presence of a witness.  The 
package shall be secured with evidence tape, initialed by the submitting Officer 
and dated.  In addition, if the substance is in pill or capsule form the total count 
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of the pills or capsules shall be listed.  If the substance submitted is individually 
packaged, the total number of packages shall be listed.  The Property Record and 
package(s) shall then be submitted to the Property Custodian to be entered into the 
Property/Evidence system.  If the Evidence Custodian is not available the 
package(s) shall be put into the Temporary Evidence Locker.   


b. Upon retrieval of the package(s) the Evidence Custodian shall verify the contents 
and recount all pills and/or capsules or packages.   


c. Exceptions to weighing narcotic and dangerous drugs is permissible when the 
auditing evidence that is officially sealed in evidence tape.  All containers of 
narcotics and dangerous drugs shall be inspected at the annual audit for tampering 
as a safeguard against the substitution of materials having the same weight. 


 
5.   Perishable Property 


 
a. A locking refrigerator is located in the Temporary Evidence Room of the West 


Norriton Township Police Department.  
b. Officers who have any kind of perishable evidence shall store such evidence in the 


refrigerator until such time as it is transported to a testing laboratory.  When 
Officers put perishable items into the refrigerator they shall put the Property Record 
and all completed paperwork necessary for the laboratory work to be done with the 
property/evidence.  


c. When Officers put perishable evidence into the refrigerator they shall lock the 
evidence in one of the lock boxes inside the refrigerator and then lock the key to the 
lock box into temporary evidence.  If both lock boxes are being used the officer 
shall put the evidence in the refrigerator and then lock the refrigerator with the pad 
lock and put the key to the pad lock into temporary evidence.  If the refrigerator is 
already locked up and an officer has evidence that needs to be refrigerated they 
shall contact one of the evidence custodians to come in and make arrangements for 
the storage of the evidence.   


       d. Examples of perishable evidence includes, but is not limited to, the following; 
 


i.   Blood specimens  
ii.   Urine specimens 
iii.   Rape Kits  
iv.   DNA Evidence 


 
L. Marking Evidence 


 
1.   Identification marks should be placed on the Evidence as soon as possible and 


ALWAYS before the evidence changes custody.  Each article of an evidentiary 
nature should be carefully marked for identification, preferably on the article 
itself, in a manner so as not to injure the evidence.  Guidelines for marking 
evidence: 
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a.    Mark the item with the initials or the individual mark of the recovering officer, 
NEVER with an "X" or similar non-individual type of marking.  Identification 
markings should also include the date and incident number if possible.   


b.   If the item is small or easily damaged, seal it in an appropriate protective container 
and mark the container for identification.  Use the most appropriate container 
available.  


c.    All Evidence containers shall be sealed with tamperproof evidence labels.  The 
officer shall sign and place the date and time on the seal so that part is on the 
container if possible.   Paper bags shall be properly filled out and sealed by stapling. 


 
M. Property/Evidence Disposition   


 
1. Final disposition of property, whether found, confiscated, evidence or safekeeping, shall 


be accomplished within six (6) months after all legal requirements have been satisfied.  
Final disposition of property shall be properly logged on the Property Record and in the 
Evidence Control Number Log book.  After the final disposition of the property the 
Evidence Custodian shall retain the Property Record for at least two (2) years. 


 
2. Release of property/evidence 


 
a.  Release to the rightful owner 


 
i. Property may be released to the rightful owner once all police use of the 


property is satisfied and the Officer who submitted the property has 
approved the property for release. It is the responsibility of the submitting 
Officer to notify the Evidence Custodian that the property can be released 
and to arrange for the rightful owner to claim the property.   


ii. If the owner fails to claim the property within fourteen (14) days of being 
notified, a letter shall be prepared by the submitting Officer notifying the 
owner that they have thirty (30) days to claim the property or the property 
shall be disposed of by the Department.  This letter shall be sent by certified 
mail to the owner's last known address.  A copy of the letter shall be given 
to the Evidence Custodian and a copy of the letter, along with the green 
receipt for the certified mail shall be placed with the Property Record. If the 
owner does not respond in this thirty (30) day period, the property shall be 
disposed of in a manner according to law.   


 
b.   Release to Finder 


 
i. Found property, except for weapons and contraband, may be released to the 


finder of the item if the rightful owner is unknown or cannot be located.  The 
property must be held for a period of one (1) year to allow the owner to make 
a claim of it.  The finder must have contact with the West Norriton Township 
Police Department stating that they want to claim the property if it is not 
claimed by the rightful owner, and provide an address and phone number 
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where they can be contacted.  No member of the West Norriton Township 
Police Department may make claim as the finder of any property. 


 
c.   Evidence 


 
i. Evidence will not be released by the Evidence Custodian until notified by the 


submitting Officer that the case is completed and it may be returned to the 
owner or destroyed.  Evidence, other than contraband or weapons used in a 
crime, will be returned to the rightful owner following the procedure listed 
above in 1 (release to the rightful owner).   


 
d.   All evidentiary material, such as alcohol, narcotics, dangerous drugs, contraband, etc., 


upon completion of the cases involving these items shall be destroyed on a 
prescheduled date that is approved by the Chief of Police, by the Evidence Custodian 
and at least one other officer assigned by the Chief of Police.  The method of disposal 
shall be approved by the Chief of Police.   


 
A report of the disposal shall be completed itemizing all the evidentiary materials 
destroyed and the destruction of the evidentiary materials shall be appropriately 
recorded on the Property Record pertaining to the destroyed property.  Those Property 
Records and the report shall be kept in a separate file established solely to store these 
records. 
 


e.   Disposition of Unclaimed Property/Evidence 
 


i. Unclaimed property/evidence is regulated by state law, State Law 
 (The Act of April 9, 1929 P.L. 343, No. 176 as amended by the Act of  


November 9, 2006, P.L. 1335, No. 138) requires that unclaimed or 
abandoned property coming into the possession of municipalities and their 
police agencies be turned over to the Pennsylvania Department of Revenue 
under certain conditions.  Property, other than bicycles and that property 
being held for the owner, must be unclaimed for three (3) years.  Property 
which is held for safekeeping for the owner must be unclaimed for five (5) 
years.  Bicycles may be donated to charitable organizations or sold at public 
auction by the municipality after unclaimed for more than ninety (90) days.  
The Escheats Division of the Pennsylvania Department of Revenue should 
be contacted when there is a question concerning the proper disposition of 
unclaimed property.   


ii. Contraband and unclaimed property, other than that held for safekeeping for 
the owner, which the Department of Revenue refuses in writing can be 
disposed of after being held for more than one (1) year.  Unclaimed property 
held for safekeeping for the owner which the Department of Revenue 
refuses in writing, may be disposed of after being held for five (5) years.  
Disposition can be either donation to a charitable organization, auction or 
destruction in an approved manner.  
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3.6.2 PROPERTY/EVIDENCE STORAGE 
 


A. All Property/Evidence shall be stored in the West Norriton Township Police  
Department Evidence Room after the completion of a Property Record.  


 
B. The West Norriton Township Police Department Evidence Room shall be kept locked at all 


times. 
 
 C. When Property/Evidence is placed into the Evidence Room it shall be placed one of the 


numbered bins  
 
D. Items of extra value, such as money, jewelry, gemstones and drugs or controlled substances 


shall be kept in a separately secured area within the Evidence Room.   
 
E. All items of property/evidence that are perishable shall be kept in the locking refrigerator 


located outside the Evidence Room.  This refrigerator is to be used for perishable 
property/evidence ONLY, and no food or drink items are to be kept there. 


 
F. If Officers need to store a vehicle for processing it shall be taken to the secured storage lot 


located at Deleo’s Towing and secured there until processing is completed.  When securing a 
vehicle in this lot the officer shall lock the vehicle and take the keys.  The keys shall then be 
placed into temporary evidence. 


    
G. Bicycles that are brought in as property/evidence shall be secured at the back door of the 


station on a chain and cable and then transferred to the chain in the garage by the Evidence 
Custodian. 


  
H. If any other large items are in need of storage that will not fit into the Temporary Evidence 


Locker the officer shall contact the evidence custodians for instructions. 
    
I. Photographing of Evidence 


 
1. If property is received as evidence and the owner is known, the property may be 


photographed and returned to the owner. 
   


2.   If the property is a gemstone or like property try to obtain a receipt or bill of sale for the 
item from the owner to be photographed with the item.  Put both in the same picture and 
then one of each.   


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Property/Evidence Storage Policy #   3.6.2 
 Accreditation   3.6.2  
 Effective Date:  October 8, 2008 Revised Date:  January 4, 2022 


By Authority Of: Chief Michael A. Kelly Signature:   
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3.   Use a good quality camera to ensure good pictures and do not release the evidence to the 


owner until the pictures are developed and found to be satisfactory.   
 
4.   When the evidence is returned to the owner make sure that the owner understands that 


they should keep the property until the end of the case should it be needed for evidence.   
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3.6.3 AFTER HOURS STORAGE      
 


A. When an Officer has property/evidence that needs to be secured and the Evidence Custodian is 
not on duty, the Officer shall secure the evidence in the Temporary Evidence Lockers located 
outside the Evidence room. 


 
B. If there are items too large to be placed in the Temporary Evidence Locker the officer shall 


contact one of the Evidence Custodians for instructions as to where to put the evidence.  
 
C. If evidence or property obtained by the West Norriton Township Police Department does not 


fit into the temporary evidence lockers they may be stored in the following places: 
 


1. Vehicles or other large pieces of evidence may be stored in the secure evidence garage 
locked at the Lower Providence Police Station. 


 
2. Any hazardous materials, such as explosives shall be stored and secured in the metal box 


attached to the pole outside the station.    
 
D. DNA evidence must be refrigerated.  If an officer obtains DNA evidence it shall be stored in 


the refrigerator located in the temporary evidence room.  The evidence shall be locked in one 
of the lock boxes, if possible, otherwise the refrigerator shall be locked and the key shall be 
placed into a temporary evidence locker.  The officer shall also notify one of the evidence 
custodians 
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3.6.6 PROPERTY/EVIDENCE INSPECTION     
 


A. Annually the evidence custodian shall conduct an inspection of the Property/Evidence 
function of the West Norriton Township Police Department and report to the Chief any 
problems or issues regarding the evidence function. 
 


B. An inventory of the Evidence Room property in accordance with the routine column of the 
audit/inventory table shall be conducted every time the primary evidence custodian is 
reassigned or transferred to another position and a new person is assigned to the position of the 
primary evidence custodian.  The inventory shall be conducted jointly by the newly designated 
evidence custodian and a designee of the Chief of Police to ensure that records are correct and 
properly documented. 


 
C. An audit in compliance with the irregularity column of the audit/inventory table shall be 


conducted when there is reason to believe that evidence has been tampered with, or if the 
evidence custodian has been removed for any irregularities.   


 
D. An annual audit of property held by the West Norriton Township Police Department shall be 


conducted in accordance with the routine column of the audit/inventory table by a supervisor 
who is not routinely or directly connected to the Property/Evidence function.   


 
E. One or more annual unannounced inspections of the Evidence Room shall be conducted at 


the direction of the Chief of Police.   
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3.7.1 PHYSICAL FITNESS PROGRAM 
 


A. POLICY         
 


It shall be the policy of the West Norriton Township Police Department that all officers 
of the Department shall maintain a level of health and fitness sufficient for them to 
perform the duties of their position. 


 
B. PURPOSE 
 
 The purpose of this policy is to establish a procedure for the scheduling of physical 


examinations for all members of this Department. The public has the right to expect 
that the personnel of this Department be physically and medically fit to perform their 
respective duties. Members have a personal responsibility for their health.  The 
purpose of this policy is also to encourage officers to maintain a healthy state of total 
wellness and a physically fit lifestyle. 


 
C. General Health and Physical Fitness 


 
1.   The very nature of law enforcement requires that officers should maintain a high 


level of physical fitness in order to meet the physical demands of their 
profession.  The goal of the Physical Fitness Program is to assist members in 
getting back onto the track of a healthy and prosperous life by providing 
incentives in the area of physical fitness. 


 
2. Although the West Norriton Township Police Department does not have a 


mandatory physical fitness program or requirement, officers are expected and 
encouraged to maintain a level of fitness to effectively perform their duties.   


 
3. Officers are encouraged to maintain their physical fitness and various pieces of 


gym equipment are provided at the station for their use.  This equipment is 
available to the officers 24 hours a day.  


 
D.  Mental and Emotional Health and Wellness 
 


1. Although the West Norriton Township Police Department does not have 
a mandatory mental or emotional health and wellness program, officers 
are encouraged to avail themselves to the resources provided by 
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Independence Blue Cross Insurance and our Township Employee 
Assistance Program with regard to any issues with substance abuse 
disorders, mental health issues, trauma from their duties, as well as 
suicide prevention. 
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3.7.2 WELLNESS PROGRAM       
 


A. Wellness is a state of optimum health and well-being achieved through  
  the active pursuit of good health and the removal of barriers to healthy living.   
 


B. Officers have a personal responsibility to their health.  There is widespread 
agreement, for example, about the dangers of smoking and substance abuse, the 
importance of physical and emotional fitness and the effectiveness of good nutrition.  
The West Norriton Township Police Department encourages all officers to adopt 
behaviors that will improve their health.   


 
C. It is the policy of the West Norriton Police Department to provide our personnel with a 


clean and healthful environment in which to perform their duties.  To this end the West 
Norriton Township Police Department has been made a smoke free facility.  The West 
Norriton Township Police Department has established a smoking policy as outlined in 
General Order 1.8.1, Section M Smoking 
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4.1.1 ACCIDENT INVESTIGATIONS 
 


A. POLICY 
 


It shall be the policy of the West Norriton Township Police Department to thoroughly 
investigate any accident that occurs within West Norriton Township within the guidelines of 
this Order. 


 
B. PURPOSE 


 
The purpose of this policy is to establish guidelines and procedures for officers of 
the West Norriton Township Police Department with respect to the investigation and 
reporting of vehicle crashes. 


 
C. Traffic Accident Classification   


 
1. All accidents that occur within West Norriton Township and that are brought 
 to the attention of the West Norriton Township Police Department shall be  
 classified as either Reportable or Non-Reportable. 
 
2. A Reportable Accident is one that is required to be investigated by a police officer under 


Section 3746 of Title 75, the Pennsylvania Vehicle Code.  The requirements for a 
Reportable Accident as defined by this section are; 


   
a.   The accident involves injury or death to any person, or 
b.   The accident involved damage to any vehicle involved to the extent that it cannot be 


driven under its own power in its customary manner without further damage or 
hazard to the vehicle, other traffic elements or the roadway, and therefore requires 
towing. or, if directed by the Chief of Police. 


   
3. Non-reportable Accidents are those that do not fall under the category listed in 


subsection B of this section 
 


D. Traffic Accident Investigation and Reporting    
 


1. It shall be the policy of the West Norriton Township Police Department that all 
accidents that occur within West Norriton Township shall be recorded.  All Reportable 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Accident Investigations Policy #   4.1.1 
 Accreditation   4.1.1  
 Effective Date:  June 5, 2008 Revised Date:  04/30/2019 


By Authority Of: Chief A. Dale Mabry Signature:   







General Order 4.1.1 - Accident Investigations  Page 2 of 10 
 


Accidents as defined in this order shall be recorded on a Pennsylvania State Accident 
Report form, PennDot form AA-500 (12/15) in accordance with the rules and 
regulations in Pa. Vehicle Code Sections 3744 to 3755 and non-reportable accidents 
shall be recorded on PennDot form AA-45.  In the event that an Officer comes upon 
the scene of a non-reportable accident and the operators do not want an accident report 
written, the Officer shall follow the procedure according to subsection B of this 
section.  Special attention must be given to accidents involving: 


 
a.   Death or serious bodily injury 


 
i. Medical attention should be provided to all persons in need as  
 directed in Section 
ii. Information collection and investigation must be carried out to  


the fullest extent as outlined in Section VII of this Order. 
iii. Enforcement action taken as appropriate. 
iv. Preserve evidence for any civil action. 


 
(a)  Photographic evidence is very important as is information on 
 vehicle defects, driver condition, weather conditions, skid   
 marks, drag and incline factors. 


 
v. Provide for the security of the vehicles and contents 
vi. Do not permit anyone to move anything unless absolutely necessary 
vii. Identify the position of the victims. 


  
b. Serious Property Damage 


 
i. Full investigation to be conducted as outlined in Section VII of this Order 
 and others as appropriate. 
ii. Enforcement action taken as appropriate. 


 
c.   Hit and Run Accidents 


 
i. A speedy response must be made and information quickly given to other 


officers and departments of: 
 


(a)   Description of the vehicle involved 
(b)  Direction of travel 
(c)  Time lapse since the accident 
(d)   Area of vehicle damage 


 
ii.   It is important that evidence be obtained to prove the hit and run driver knew 


or should have known they were involved in an accident and knowingly left 
the scene.  This offense often involves other violations like stolen vehicles, 
driving under suspension and/or revocation, DUI or no insurance. 
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(a)   Often these drivers falsely report the vehicle they were driving 
 as stolen.  Officers may then have a false report case to investigate.   


 
iii. Witness statements, vehicle damage location, paint scrapings and  
 vehicle deficiencies become important evidence that must be preserved.   
iv. Quickly locating the possible offender makes it more difficult for 
 the offender to create an alibi. 
v. In very serious hit and run accidents, officers may have to; 


    
(a) Estimate a person’s origin or location from day, time and  
 direction of travel as a lead. 
(b)  Contact auto body shops in and out of the Township and list relevant 


information in N.C.I.C. 
(c) Observe traffic from a concealed location at the same time 
 the next day or week as appropriate. 
(d)   Stop traffic at the same time and day etc. to question other  
 drivers for possible witnesses. 
(e)  Check with the Bureau of Motor Vehicles for possible car  
 sales within a few days or weeks after the accident for 
   possible suspect vehicles.  
(f)   Look for unprofessional paint jobs on possible suspect vehicles 
(g)  Contact body shops for information on possible paint jobs  
 to suspect vehicles to determine from them what parts would  
 be required to repair the suspect vehicle.  Other sources like  
 junk yards and new parts distributors should also be contacted. 


   
d.   Impairment Due to Alcohol/Drugs 


 
i.  Detection of impaired drivers must be considered at the scene  
 of all accidents. 
ii. It is more difficult to determine if a driver was impaired after being 
 in an accident because any person in an accident is often  
 incapacitated, dazed or in shock.  Officers must be alert for signs 
 of impairment;  odor of alcoholic beverage on the drivers breathe,  


time and location of the accident, where the driver was coming 
from, witness statements and beer or liquor containers in the vehicle.   


iii.   Officers must be alert to treatment of injuries and to administer a  
 blood alcohol content test as soon as practical.  A blood alcohol 
 content test may be requested of the driver/victim or a physician 
 may order a test if the suspect is incapacitated.  


 
e.   Hazardous Materials 


 
i. Officers must be alert in determining if a hazardous material is 
 involved at an accident scene.  
ii. Precaution must be taken as described in Section IV of this Order. 







General Order 4.1.1 - Accident Investigations  Page 4 of 10 
 


2. Non-Reportable Accidents 
 


a. Accidents that fall under the definition of a Non-reportable accident 
 as defined in Section I of this Order shall be handled in the following manner; 


 
i. If one or both of the drivers involved in a non-reportable accident 
 request that an accident report be made the officer shall fill out  


PennDot accident report form number AA-45.       
ii. If neither driver requests an accident report then the Officer shall 
 help them exchange their respective information for their  


insurance companies and complete an incident report noting the drivers’ 
information and that no report was filed 


 
3. Private Property Accidents 


 
a.   Accidents on private property will be investigated as defined in Subchapter C, 


Sections 3741 through 3755 of Title 75, the Pennsylvania Vehicle Code. 
 


4. Investigation of Accidents Involving Township Vehicles Within the Township 
 


a.   Accidents involving a West Norriton Township Police Department vehicle shall be 
investigated by the Lower Providence Township Police Department or, if directed 
by the Chief of Police, by the Deputy Chief of Police, or by a Sergeant. 


b.   Accidents involving any other vehicle owned by West Norriton Township shall be 
investigated by the West Norriton Township Police Department and/or, as directed 
by the Chief of Police, by an outside agency. 


c.   The Shift Supervisor or OIC on duty shall secure the accident scene.  After the 
scene is secure and the injured parties, if any, are cared for the Shift Supervisor or 
OIC shall: 


 
i. Contact the Chief of Police. 
ii. The Chief of Police will evaluate the situation and instruct the Officers on 


duty which agency shall investigate the accident. 
iii. If the Chief of Police is not available and a Supervisor is not on duty, the 


Officer shall contact the On-Call Supervisor for instructions.   
iv. Officers and supervisors shall submit an incident report detailing their 


actions in the incident. 
 


5. Notice of Accident Report 
 


a.   When an Officer writes an accident report, reportable or non-      
reportable, he/she shall issue a copy of the West Norriton Township Notice         
of Accident Report" to each driver. 


b.   The Officer shall fill out the front of the form with the appropriate  
 information. 
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E. Law Enforcement Response   
 


1. Patrol Officers will respond to all reported accidents except in emergency 
 situations as designated by the Chief of Police (i.e., snow emergencies) 


 
a.   The following will be considered as an Emergency Response 


 
i. Death or injury 
ii. Unknown injury 
 


(a) The first officer on the scene shall advise of injuries 
 


iii. Disturbances between parties involved 
iv. Major traffic congestion as a result of the accident 
v. Hit and run (if just occurred) 
vi. Impairment of an operator by drugs or alcohol 
vii Hazardous materials 
viii. Any aggravating circumstances known at the time of dispatch 


 
b.   All other circumstances shall require a non-emergency response, unless 


 determined otherwise by the Shift Supervisor or OIC, or additional information is 
received from the communications center upgrading the response.  These would 
include, but not be limited to: 


  
i. Damage to public vehicles or property 
ii. Damage to vehicles to the extent that towing is required 
iii. Major traffic congestion as a result of the accident. 


 
2. Officers shall be dispatched to private property accidents in the same  


 manner as if they were on a roadway. 
 


3. If a reportable accident is brought to the attention of the West Norriton Township 
 Police Department after the fact, and the vehicles have been moved from 
 the scene, the Officer shall make an incident report of the accident listing 
 all necessary information.  All parties involved shall be notified at the time 
 that they report the accident that an accident report will not be made and 
 only an incident report submitted.   


 
F. Investigative Responsibility    


 
1. Unless otherwise directed by a Shift Supervisor or OIC, the Officer assigned to the 


zone where the accident occurred shall investigate the accident.  If the Zone Officer is 
unavailable, an Officer from the other zone shall take the investigation.   


 
a.   The first officer on the scene of an accident has the responsibility of  


assessing the scene to determine: 
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i. The number and extent of injuries 
ii. Decide if any existing or potential hazards would compromise 
 the safety of the officers or citizens 


 
(a)  Fire risk (gasoline leak or other hazard) 
(b)  Downed power lines 
(c)  Hazardous Materials Involved 


 
iii. Notification of the proper Public Safety, Utility or Public Works 
 Agency to deal with the problems. 


 
b.   Locate witnesses and record information 
c.   Establish a safe traffic pattern around the scene 


 
2. An Officer trained in advanced accident investigation shall be called to the scene of the 


following types of accidents; 
 


a.   Accidents involving fatalities 
b.   Accidents involving very serious injuries which may likely become fatalities 
c.   Accidents which carry a high potential for civil liability 
d.  Accidents occurring inside West Norriton Township resulting from pursuits 
 initiated by other police departments. 


 
3. Except for fatal accidents, which are automatically investigated by an officer trained in 


advanced accident investigation, the Shift Supervisor or OIC shall determine when to call 
out another officer with advanced training to investigate an accident.   


 
4. Photographs are required for all accidents that fall within the guidelines of Section VI 


subsection B1 through 4 of this Order and for any accident involving a Township vehicle.   
 
5. The Shift Supervisor or OIC shall have the discretion to call upon additional help from 


outside agencies if it is deemed necessary.  
 
6. It shall be the responsibility of the designated trained officer to review and approve 


all accident reports completed by the West Norriton Township Police Department. 
 
7. Special Hazards 


 
a.  An important responsibility of officers responding to any accident scene is to keep 


the situation from becoming worse.  This responsibility may become more 
important and complex when injuries, actual or potential fire hazards or hazardous 
materials are present at the scene.  Officers may be called upon to perform certain 


 special activities and to coordinate their activities with those of other agencies.  
Priorities for action are likely to be affected by the extent and nature of the hazards 
present. 
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b.   The West Norriton Township Police Department will continue to be aware of  
 the responsibilities, practices and procedures of other agencies that respond to and/or 


provide technical assistance relating to injuries, fire hazards and hazardous material 
incidents.  EMS units are automatically dispatched to all reported accidents with 
injuries.  Fire units shall be dispatched in cases where there is fire or the high  


 potential for fire and for hazardous materials involvement.   
 
c.   Injury Accidents 


 
i. Officers sent to the scene of accidents involving injuries will  
 immediately call for an ambulance if one has not already been 
 dispatched, and for another officer to assist if needed. 
ii. Immediate first aid should be given to any victim who has profuse 
 bleeding, is not breathing or is in cardiac arrest. 
iii. Victims complaining of back or neck injury should NOT be moved 
 by Officers unless conditions at the scene become life threatening 
 to the victim, such as fire.   
iv. Once rescue personnel have arrived, Officers will assist rescue personnel as 


needed, while controlling traffic and conducting the investigation.   
 


d.   Fire Hazards 
 


i. If a fire exists or there is a great potential for fire, spilled gasoline or live 
sparking wires, the Fire Department will be called immediately, if not already 
dispatched. 


ii. Officers should rescue persons in the vicinity of the fire, if possible, and 
extinguish the fire, if possible. 


iii. Officers will then isolate the area to prevent unauthorized subjects from 
entering the scene. 


 
e.   Hazardous Materials 


 
i Officers should be aware that any traffic accident involving a  
 cargo vehicle is a potential hazardous materials incident and should 
 be observant for any evidence of hazardous material before  
 approaching cargo vehicles involved in accidents. 
ii. When there is a question whether spilled material at an accident  
 scene may be hazardous, Officers will avoid contact with the  
 material and will keep others from contact with the material. 
iii. Upon arrival at the scene of a traffic accident involving a cargo 
 vehicle, Officers shall attempt to make a preliminary identification 
 of the cargo on the basis of placards visible from a safe distance  
 and will immediately contact the Fire Department. 
iv. Officers will follow the procedures specified in the Emergency 
 Response Guide Book, published by the U.S. Dept. of  
 Transportation to complete the identification of hazardous  
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 materials and to take appropriate emergency action until the  
 situation is remedied. 


 
8. Notification of the Chief of Police 


 
a.   It shall be the responsibility of the Shift Supervisor or OIC to notify the Deputy 


Chief of Police or the Chief of Police of any fatal or potentially fatal traffic accident. 
 


G. Accident Investigation Follow-up    
 


1. As needed, accident investigation follow-up is the responsibility of the investigation 
officer.  If an accident needs further investigation, the following will be arranged on an 
as needed basis; 


 
a.   Collection of Off-Scene Data 


 
i. As necessary, an attempt must be made to locate additional information other 


than that received at the scene.  This would include, but not be limited to, the 
following: 


 
(a)   Interviews at hospitals of victims of the accident 
(b)  Information and statements from witnesses discovered after leaving the 


scene 
(c)  Additional information developed by assisting officers. 


 
ii. All off-scene information will be documented as part of the investigation 


 
b.   Obtaining recorded formal witness statements 


 
i.   Subsequent formal statements from the principles involved may be taken. 
ii. This may occur after the person has received or have been discharged from 


medical treatment. 
   


c.   Reconstruction of accidents 
 


i. Officers investigating serious accidents will work closely with Officer trained 
in advanced accident investigation with the reconstruction of the accident, 
including test skids, visual distances, etc. 


d.   The preparation of formal reports to support criminal charges arising from the 
investigation. 


 
i. Serious accidents will usually prompt the filing of criminal charges.  All 


reports will be completed with the intent of filing criminal charges by 
documenting all actions taken by the investigating officer(s).  This will be 
done whether criminal charges are brought or not.  
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e.   Vehicle Safety Inspections 
 


2. The West Norriton Township Police Department will perform follow-up accident 
investigations in support of on-going or anticipated criminal prosecution. 
The West Norriton Township Police Department will not perform such services in 
support of civil litigation since the public has access to ample private  
resources for that purpose.   


 
H. Personal Property Protection   


 
1. The officer at the scene of an accident should ensure that property belonging to the 


accident victim is protected from theft and is removed to a place of safekeeping if the 
owner is unable to care for it.  


 
2. If the operator or occupants are unable to or refuse to take possession of or care for the 


possessions and valuables in a vehicle that is to be towed from an accident site, the 
Officer conducting the investigation shall conduct an inventory search of the vehicle. 


 
3. If the Officer should come across any items of value they should be seized by the 


Officer and transported to the West Norriton Township Police Department and stored in 
the Evidence Locker until the owner is able to reclaim them. 


 
4.  The Officer shall fill out an Evidence/Property Receipt form for all the items kept for 


storage.   
 


I. Submission of Reports to PennDot   
 


1. All accident reports for accidents that require reports by law shall be submitted to the 
Pennsylvania Department of Transportation within 15 days.  If the report is not complete 
within those 15 days the report shall be submitted and then a supplemental report shall 
be filed at the completion of the investigation.  Reports may be submitted either by mail 
or electronically. 


 
J. Submission of Reports to the Public    


 
1. Accident reports shall be made available to the public as prescribed by Pa. Vehicle Code 


Section 3751b Reports by Police.  The cost of the report shall be consistent with the 
price set by Section 3751b. 
 


K. Accident Review Board     
 


1. The Accident Review Board shall function as an administration tool to provide 
the Chief of Police with information and recommendations regarding safe 
operation of vehicles by police personnel. 
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2. The Board, which will be under the command of the Deputy Chief of Police, will 
be composed of: 
a. Experienced Accident Investigator 
b. Detective (not assigned to investigate the incident) 
c. Patrol Sergeant (not the direct supervisor of officer involved). 


 
3. The Board will investigate all cases which are subject to this policy.  The Board 


will review each case and present its finding in writing to the Chief of Police 
within one week of convening.  A copy of the findings will also be entered in the 
case folder and the officer’s personnel file. 


 
4. The Board may find that the accident was: 


 
a. Chargeable (fault of the officer). 
b. Non-chargeable (fault of others). 
c. Chargeable but with extenuating circumstances. 
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4.10.1 DOMESTIC VIOLENCE 
 


A. Purpose    
 


The principal purpose of this protocol is to establish guidelines and procedures to be 
followed by police officers and other personnel involved in the police response to 
domestic calls. 
 
Other purposes and goals of this protocol are: 
 
To reduce the incidence and severity of domestic violence by establishing arrest and 
prosecution, rather than mediation, as the preferred means of police response to 
domestic violence; 
To afford maximum protection and support to victims of domestic violence through 
a coordinated program of law enforcement and victim assistance; 
To ensure that law enforcement services are as available in domestic violence cases 
as they are in other criminal cases; 
To reaffirm the police officer’s authority and responsibility to make arrest decisions 
in accordance with established probable cause standards; 
To promote officer safety by ensuring that officers are as fully prepared as possible 
to respond to domestic calls; and 
To help reduce police resources consumed in responding to domestic violence by 
reducing the number of police interventions required for any particular household. 


 
B. Policy     


 
The department recognizes the importance of improving our efforts to reduce 
violence or threat of violence in our homes. 
 
All police personnel will treat domestic violence as alleged criminal activity to be 
reported and investigated, regardless of the relationship between the victim and the 
defendant. 
 
Police should arrest and pursue criminal remedies appropriate to the crime that the 
police have probable cause to believe the accused has committed.  In recognition of 
the difference between domestic violence and other crimes, however, police also 
should provide victims with special assistance, including efforts to victims of 
domestic violence. 
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All police personnel should be especially alert on domestic calls as there is a high 
potential for violence.  Therefore, two officers will be assigned to all such 
complaints.  Status checks will continue throughout the incident and until the 
officers clear. 


 
C. Definition    


 
1.   Domestic Violence – For the purpose of this directive, domestic violence is 


defined as harmful physical contact, or placing by physical menace another in 
fear of imminent serious bodily injury, that occurs between the following 
persons: spouses, persons who have been spouses, persons living as spouses, 
persons who lived as spouses, parents and children, persons related by blood or 
affinity, current or former sexual or intimate partners, persons who share 
biological parenthood.              


 
D. Domestic Violence – Criminal Procedure   


 
1.  Probable Cause Arrest Crimes Code Section 2711: 


 
a.   A police officer shall have the same right of arrest without a warrant as in a 


felony, whenever he has probable cause to believe that an individual has 
committed any of the following offenses against a person with whom he 
resides, or formerly resided, although the offense did not take place in the 
presence of the police officer. 


 
i. Involuntary Manslaughter (Section 2504) 
ii. Recklessly Endangering Another Person (Section 2705) M2 
iii. Simple Assault (Section 2701) M3 


 
2.  Probable Cause Standard 


 
a. The probable cause standard is met where two factors are present: 


 
i. Confirmation by the victim, complainant or witness that the suspect 


committed one or more of the three enumerated Pa. Crimes Code 
violations; 


ii. Observation by the officer of recent physical injury to the victim, or 
other corroborative evidence (e.g., signs of violence, additional 
witnesses, etc.). 


 
E. POWER OF ARREST 


 
1.   Felony or violent misdemeanor cases: The responding officer shall arrest the  
      suspect upon probable cause that he has committed a felony or a violent 


misdemeanor as defined in Section 2711.  This includes all aggravated assaults 
(2702) and criminal trespass (Section 3503).  If the officer is unable to apprehend 
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 the suspect, he shall document probable cause and seek a warrant for arrest. 
 


2. Other misdemeanor cases: When an officer witnesses a misdemeanor crime 
being committed, he shall arrest the perpetrator.  This includes the crime of 
terroristic threats (Section 2706 M1).  When the officer has probable cause to 
believe a misdemeanor was committed outside his presence, he shall document 
probable cause and seek an arrest warrant or summons. 
 


3. In cases where an officer does not have probable cause to arrest, or seek a 
warrant on a felony, or misdemeanor charge, he shall advise the victim of the 
procedures for filing private criminal charges.  The officer shall document in a 
written report any evidence and describe why such evidence is not sufficient to 
establish probable cause. 


 
4. The officer should not consider the following factors in making the arrest decision: 


 
a. The marital status of the parties. 
b. The ownership or tenants rights of either party. 
c. Verbal assurances that the violence will stop. 
d. A claim by the accused that the victim provoked or perpetuated the violence. 
e. Denial by either party that the abuse occurred when there is evidence of 


domestic violence. 
f. Speculation that the victim will not follow through or cooperate with criminal 


prosecution (whether based on prior incidents involving the same victim, the victim’s 
hesitancy about pursuing prosecution, or any other factor). 


g. The disposition of any previous police calls involving the same victim or accused. 
h. Speculation that the arrest may not lead to a conviction. 
i. The existence or not of a current protection from abuse order (except insofar 


as the violation of such an order might justify arrest). 
j. The victim’s emotional state. 
k. Concern about reprisals against the victim. 
l Adverse financial consequences that might result from the arrest. 
m. That the incident occurred in a private place. 
n. The racial, cultural, social, political, or professional position, or the sexual 


orientation, of either the victim or the accused. 
 


F. Arrest if Victim Opposes It   
 


1. An officer is authorized to make an arrest where probable cause exists, even should the 
victim not request, or oppose it, as long as there is evidence of the commission of the 
misdemeanor/felony.  In circumstances where a victim opposes arrest, the officer who 
arrests should detail the probable cause factors and should note that the arrest is being 
made contrary to the wishes of the victim.  The victim is not responsible for deciding if an 
arrest should be made - the officer is. 
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2.   Recent court decisions around the country have found officers and municipalities 
liable both for failure to arrest where an arrest was appropriate and arresting 
where the probable cause standard was not met.  The department procedures set 
forth will greatly reduce the officer’s and the department’s exposure to liability 
whether sued for improper police response later brought by the victim or the 
alleged assailant. 
 


3.   If the officer arrests for the commission of a crime, the officer should confiscate 
all weapons used or threatened to be used in the commission of the crime, and 
such weapons should be held as evidence for prosecution.  If the officer arrests 
for violation of a Protection From Abuse Order, the officer is required by 35 P.S.  
Chapter 10190 to confiscate all weapons used or threatened to be used in the 
violation, and to deliver such weapons to the office of the sheriff. 


 
G. Arrest, Charges & Victim Notification   


1.   The responding officer should take the accused into custody as soon as the officer 
determines that a warrantless arrest is appropriate.  If a warrant is necessary, the officer 
should obtain and execute the warrant as soon as practical. 


 
2.   Pursuant to the Crime Victims Act, it is the responsibility of law enforcement agencies 


to notify the victim of any personal injury crime of the filing of a criminal complaint 
and/or the arrest of the suspect.  Unless the victim cannot be located, notice of arrest 
shall be provided within 24 hours.  Attempts at notification should be documented in 
the police report.  See 18 P.S. §11.212(f).  “Personal injury crime” is defined as any act, 
attempt or threat which would constitute a  misdemeanor or felony offense relating to 
Criminal Homicide, Assault, Kidnapping, Sexual Offenses, Arson or Related Offenses, 
Robbery, Victim/Witness Intimidation, PFA Violations, and any vehicular or watercraft 
offenses involving death or personal injury.  See 18 P.S. §11.103. 


 
H. Bail Conditions  


 
1.   The police officer responsible for transporting a defendant to a preliminary 


arraignment shall advise the Magisterial District Judge of any possible danger to 
the victim and shall request special conditions on bail authorized by Section 
2711 and Rule 4013 of the Rules of Criminal Procedure, to enhance victim 
protections.  These may include, but not be limited to: 


 
a. Restraining the defendant from abusing, harassing, or intimidating the victim. 
b. Preventing the defendant from entering the home, school and/or workplace of 


the victim. 
c. Preventing the defendant from contacting the victim in person, or by telephone. 
d. Restraining the defendant from conduct that will prevent the victim from 


performing normal daily activities. 
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2.   If there are special bail conditions imposed on the defendant, the officer shall 
immediately notify the victim of such bail conditions and advise the victim of the 
right to request revocation of bail through the District Attorney’s Office if there 
is a violation of the conditions. 


 
I. Notification of Availability of Protections for Victims   


 
1.   Whenever an arrest is made, the officer shall notify the victim of the availability of 


special conditions available under Act 35 - Protection From Abuse Act - on how to 
obtain and enforce such protection shall be outlined by the officer, and the officer shall 
provide Victims’ Rights form to the victim (see Attachment A).  In addition to 
providing a copy of the Notice of Rights, the officer shall have the victim sign the 
Victims’ Form (Attachment B) for the department’s records.  The West Norriton 
Township Police shall keep copies of Victim’s Rights forms on hand for use in both 
English and Spanish and include the following statement: 


 
"If you are the victim of domestic violence, you have the right 
to go to court and file a petition requesting an order for 
protection from domestic abuse pursuant to the Protection From 
Abuse Act (23 Pa.C.S. Ch.61), which could include the following:  


 
(1) End to further acts of harassment, threats, abuses or 


stalking by abuser, 
(2) Exclusion of the abuser from your residence,  
(3) No contact by the abuser with you, your relatives and/or 


your children either directly, by phone or in writing. 
(4) Awarding you temporary legal and physical custody of minor 


children 
(5)  Abuser to turn over weapons used or threatened to be used 
(6)  Abuser to reimburse out of pocket expenses resulting from 


abusive behavior 
(7)  Other relief as determined by the Court.  


 
2.   Permission to Notify Battered Women’s Program 


 
a. The officer shall in all cases request permission from the victim to give her 


name and phone number to the Women’s Center of Montgomery County, the 
local battered women’s program, for follow-up purposes.  The victim shall 
sign a permission form if she wishes to be contacted by the battered women’s 
program.  The permission form (Attachment C) will be forwarded without 
delay to the Women’s Center of Montgomery, with a copy being retained by 
this department. 


 
J. Incident Report and Data Collection   
 


1.  The officer, when gathering information, shall seek to answer the following for a 
thorough report: 
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a.   Names, addresses and phone numbers of the victim, the accused, any witnesses and 
the caller. 


b. A secondary address and telephone number for the victim (such as a close 
family member or a friend). 


c. A statement of the relationship between the victim and the accused. 
d. A narrative of the incident (including the date, time and whether the accused 


appeared intoxicated or under the influence of a controlled substance. 
e. What, if any, weapons were used or threatened to be used. 
f. A description of any injuries observed by the officer. 
g. A description of any injuries described by the victim but not observed by the 


officer and an indication that the injury was not observed. 
h. Documentation of any evidence that would tend to establish that a crime was 


committed. 
i. An indication of what arrest decision was made, e.g., a warrantless arrest; an 


arrest with a warrant; or no arrest. 
j. Whether the accused actually was arrested or whether there is an outstanding 


arrest warrant. 
k. The crime in which the accused was charged. 
l. If the accused was arrested and arraigned, whether bail was set and any conditions of 


bail. 
m. If the officer did not arrest or seek an arrest warrant even though arrest was authorized, 


a detailed explanation of the reasons for the officer’s decision not to arrest. 
n. The names and ages of any children present in the household; their address 


and phone number if children were relocated. 
o. Notation of previous incidents of which the officer is personally aware. 
p. Notation of previous incidents reported by the victim or witnesses. 
q. If the officer was injured in the incident, the nature and circumstances of the injury. 


 
K. Protection from Abuse Order    


 
1.   Protection From Abuse Orders may be obtained with the assistance of an 


attorney through the Court of Common Pleas, or by the victim pro se, or through 
the Magisterial District Judge, on a weekend when the court of Common Pleas is 
closed.  A victim may contact Legal Services or the local domestic violence 
program, to find out about representation in actions under the Protection From 
Abuse Act.  Persons now eligible to file include: spouses, persons who have been 
spouses, persons living as spouses, persons who lived as spouses, parents and 
children, persons related by consanguinity or affinity, current or former sexual, 
or intimate partners, and persons who share biological parenthood.  An 
emancipated minor may also file under this Act.  Also, a guardian appointed by 
the court, a parent, or adult household member may seek relief on behalf of a 
minor child.  A court appointed guardian of an adult who has been declared 
incompetent under 20 Pa C.S. Chapter 51, Subchapter B, may seek relief on 
behalf of the incompetent adult.  An order may include those provisions outlined 
in Victims Form (Attachment A).   
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2. Protective Orders Under Section 4954 may be issued to any victim and any other 
witness in a criminal case to protect them from harassment or intimidation by the 
defendant, or another.  Such orders are issued by a Magisterial District Judge or a 
Common Pleas judge pursuant to a hearing.  The possible penalties for violation 
of such order includes revocation or pretrial release and forfeiture of bail.  These 
penalties are outlined in Section 4955 of the Crimes Code. 


 
3. The Police Department shall make reasonable efforts to notify any adult or 


emancipated minor protected by an order issued of the arrest of the defendant for 
violation of an order as soon as possible. Unless the person cannot be located, 
notice of the arrest shall be provided not more than 24 hours after preliminary 
arraignment. 


 
L. Procedure for Violation of Protective Order    


 
1.  A photocopy of the original order, as obtained in above, shall be considered a 


duplicate original and sufficient to constitute the court’s original authorization 
for enforcement.  If there is no photocopy, then the officer should contact the 
local registry of protection orders at the Montgomery County Emergency 
Dispatch Services  (610-631-1161), the local Prothonatary Office, or a local 
police department specified by the victim. 


 
2. Probable Cause - The existence of a valid protection order coupled with a 


statement by the complainant detailing the violation, constitutes probable cause 
for the arrest for violation of the Abuse Act.  If the requirements of 2711 (CC) 
are not met, this would be an arrest with a warrant.                                 
 


3. When the police officer is satisfied that there is probable cause, to believe that a 
violation of a protection order has occurred, he may prepare and file with the 
Magisterial District Judge in whose district the violation occurred, a criminal 
complaint charging the defendant with indirect criminal contempt (Health & 
Safety Code, 35 PA C.S.A.  Indirect Criminal Contempt, Sec. 10190).  In 
addition an officer may also arrest, without a warrant, if the requirements of 
2711 (CC) are met.  Complaint shall conform with the PA Rules of Criminal 
Procedure regarding necessary averments to include probable cause statement as 
well as a reference to the court term and number of the Protection Order. 
 


4.  Once the defendant has been arrested, call the issuing judge for clarification as to 
whether the defendant shall be taken without unnecessary delay by the police to the 
Court of Common Pleas for the purpose of preliminary arraignment and setting of bail.  
If the Court of Common Pleas is not in session, the defendant should immediately be 
brought before the Magisterial District Judge having jurisdiction over the incident or, if 
after hours, the Magisterial District Judge on call. 


 
M. Elderly Victims of Domestic Violence   
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1.  When the victim of domestic violence is elderly (60 or over) and the batterer is 
the sole caretaker and where arrest is indicated, the responding officer shall make 
a determination as to whether the victim is physically endangered, either as a 
result of the abuse, or pre-existing medical condition.  If the victim is physically 
endangered and mentally alert, the officer shall ask the victim for the name of a 
relative, or friend, who can be contacted immediately to assist the victim. 
 


2.   If there is no one available, or if the victim appears not to be mentally alert, the officer 
shall make an emergency referral to the local area Agency on Aging.  The officer shall 
remain at the residence until the protective services worker arrives, or shall transport 
the victim to a medical facility where he/she can wait for the worker. 
 


3.   In all cases, the responding officer shall advise elderly victims of abuse of the 
availability of protective services through the local area Agency on Aging.  
Daytime phone number is 610-278-3601; evening hours call Montgomery 
County Emergency Dispatch Services 610-275-1222. 


 
N. Minors  
 


1. When the offender in a domestic violence call is a minor and probable cause is 
found, the responding officers should arrest, in accordance with the provisions of 
the Crimes Code and applicable laws pertaining to the arrest of juveniles. 


 
O. Officers Who Batter    


 
1.   When officers are called to a domestic violence incident involving a West 


Norriton Township Police Officer and/or his/her spouse and/or paramour; and/or 
a police officer from another department or agency and his/her spouse and/or 
paramour will be handled by the on duty supervisor of the department or his 
designee. The responding officer will insure that all involved parties are safe and 
secure.  Those involved in the domestic shall be kept separate.  The supervisor 
will contact the Chief of Police immediately, and/or in his absence, the Deputy 
Chief.  The Chief of Police will designate the investigating officer.  The Chief of 
Police may also request an outside agency to handle the investigation. 


 
2.   Any weapons, including the department issued firearm(s), used to threaten or 


inflict injury in the immediate incident, will be confiscated. 
 
3.   The investigating officer will make an incident report detailing the incident.  The Chief 


of Police will review the report, adding pertinent information if necessary.  The report 
shall be submitted within 24 hours to the Chief of Police or his designee.  


  
4.   In the event that a misdemeanor/felony relating to domestic violence is committed by a 


supervisor of the department, the same procedures shall apply as for the commission of 
any other criminal act by that officer.  
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P. Individuals Who are the Subject of a PFA  
 


1.   The 1994 Crime Bill has changed the Federal Gun Control Act.  Section 110401 
makes it a federal crime for any person, including law enforcement officers, to 
possess firearms if they are under a court issued adult/spouse abuse order.  The 
prohibition only applies after the exparte period when the individual has had the 
opportunity to appear before the court with council to defend himself/herself.  If 
the court issues the order, it is a violation of federal law for the individual to 
receive, purchase or possess a firearm during the term of the court order. Under 
18 USC925A1, law enforcement officers are exempted while “on duty”.  When 
the officer goes off duty, the firearms must be left at the station.  As the result of 
the Omnibus Appropriations Bill passed in 1996, the effective date being 
September 30, 1996, officers who have been convicted of crimes of violence 
relating to a domestic are prohibited from carrying a firearm.  There are no 
exemptions for law enforcement officers.  Therefore, the Township would have 
no alternative but to terminate the officer.   


 
2.   All sworn personnel are required to inform their immediate supervisor in writing 
 when a PFA order has been filed against them.  That report will contain the 


scheduled hearing date.   
 


a. Immediately before attending this hearing the officer shall return his issued 
 firearm to the department as a precaution, eliminating the possibility of being 


in violation of this federal statute. 
b. If the court does not grant the order the officer’s firearm will be returned to 


him at the first available opportunity. 
c. If the order is issued by the court; 


 
i. The officer will be issued a firearm at the beginning of each shift, 


which shall be returned at the end of each shift. 
 


Q.  Training    
 


1.  All new officers of the West Norriton Township Police Department shall be 
trained in the content and use of this policy during their initial Field Training.  
This training shall be documented on the new officer’s Field Training Reports. 
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4.10.2 RELINGUISHMENT OF WEAPONS 
 


A. PROCEDURE: 
 


1. Act 79 created new procedures regarding the relinquishment of firearms, 
firearms licenses, ammunition, and other weapons by a defendant named in a 
PFA order or a person convicted of a misdemeanor crime of violence requiring 
relinquishment.  Act 79 provides for the following, effective April 10, 2019: 


 
a. Firearms can no longer be given to friends or family for safekeeping. 
b. Firearms, firearms licenses, ammunition, and other weapons can be 


relinquished to any law enforcement agency, sheriff’s office, federal firearms 
licensed dealer, a licensed commercial armory, and certain third parties. 


c. Firearms, firearms licenses, ammunition and other weapons must be 
relinquished within 24 hours of the issuance of a Final Protection Order, the 
service of a Temporary Protection Order, or Relinquishment Order for 
Conviction of Crime unless special (“good cause”) circumstances exist. 


d. The Protection from Abuse Database (PFAD) is a web-based application that 
has been modified to encompass the new requirements of Act 79.  Users 
include prothonotary/courts, state/municipal law enforcement, sheriff’s 
office, federal firearms license holders and others.  The new modifications 
incorporate the entire process from the creation of the PFA through its 
service by law enforcement and finally the relinquishment and return of the 
firearms, ammunition, and other weapons. 


e. PFAD will send automatic messages using the Commonwealth Law 
Enforcement Assistance Network (CLEAN) to agencies notifying them of 
PFAs as they relate to firearms relinquishment. 


f. The court’s order shall require the defendant to relinquish such firearms, 
ammunition or other weapons and any firearm license within 24 hours of the 
service of a Temporary Order or the entry of a Final Order or the close of the 
next business day as necessary by closure of the Sheriff’s Office, except for 
cause shown at the hearing, in which case the court shall specify the time for 
relinquishment of all of the defendant’s firearms. 


g. A defendant subject to a temporary order requiring the relinquishment for 
firearms, ammunition or other weapons shall, in lieu of relinquishing specific 
firearms, other weapons or ammunition, which cannot be reasonable 
retrieved within the time frame for relinquishment due to their current 
location, provide the sheriff or the appropriate law enforcement agency with 
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an affidavit listing the firearms, ammunition or other weapon and their 
current location.   


h. If the defendant, within the time for relinquishment fails to provide the affidavit or 
fails to relinquish any firearm, ammunition or other weapon ordered to be 
relinquished which are not specified in the affidavit, the sheriff or the appropriate 
law enforcement agency shall, at a minimum, provide immediate notice to the court, 
the plaintiff and appropriate law enforcement authorities.   


i. The defendant shall not possess any firearms, ammunition or other weapons 
specifically listed in the affidavit provided to the sheriff or the appropriate law 
enforcement agency pursuant to his clause during the duration of the temporary 
order. 


 
2. Relinquishments pursuant to Act 79 of 2018: 


 
a. When an order from the court is presented, which orders the relinquishment 


of any firearms, ammunition or other weapons, the West Norriton Twp. PD 
shall accept and secure the firearms, ammunition or other weapons being 
relinquished immediately and without delay      (PLEAC 4.10.2). 


b. In securing custody of a relinquished firearm, ammunition or other weapons, 
the receiving officer shall immediately provide the subject who is 
relinquishing with a signed and dated written receipt, which shall include a 
detailed description of each item and its condition, in compliance with 18 
Pa.C.S. §6105.2(b) (2) (related to relinquishment of firearms and firearms 
licenses) (PLEAC 4.10.2.A). 


 
i. The signed and dated receipt shall be the form prescribed by the 


Commonwealth of Pennsylvania.   
ii. If securing large amounts of ammunition, there may be a general 


descriptor attached to the entry, but it should include the caliber, type, 
and estimated quantity.  


iii.  West Norriton Twp. PD property/evidence management requirements 
apply for reporting and final disposition of the firearms, ammunition or 
other weapons collected. 


 
3. PFAD Entry and Tracking: 


 
a. To facilitate the statutory mandate, the Pennsylvania State Police (PSP) and 


Pennsylvania Coalition Against Domestic Violence have developed a process 
within the Protection from Abuse Database (PFAD) system to help record, 
monitor and track these relinquishments. 


b. The West Norriton Twp. PD has designated members for meeting data entry 
requirements.  These members will be responsible to input firearms, 
ammunition, and other weapons into the PFAD in the event a defendant 
relinquishes these items to the West Norriton Twp. PD. 
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c. The PFAD entry does not substitute entry into the West Norriton Twp. PD RMS 
and property/evidence management system or for other requirements under the Act. 


d. Subjects relinquishing firearms, ammunition or other weapons may do so at 
any time and the West Norriton Twp. PD will be required to update the 
PFAD system as soon as reasonably practical. 


 
4. Disposition and Return of Firearms, Ammunition or Other Weapons: 


 
a. Firearms, ammunition, and other weapons relinquished to the West Norriton 


Twp.  PD shall be maintained and stored in the West Norriton Twp.  PD facility 
in a manner consistent with agency policies regarding evidence management. 


b. Upon any court order presented, which orders the return of any relinquished 
firearms, ammunition or other weapons, the West Norriton Twp. PD shall 
comply with said order, providing the following conditions for return have 
been met in compliance with 18 Pa.C.S. §6108.1 (a.1) (related to Return of 
relinquished firearms, other weapons and ammunition and additional relief): 


 
i. The firearms, other weapons or ammunition relinquished must not be 


evidence of a crime (18 Pa.C.S. §6108.1 (a.1) (1)) (PLEAC 4.10.2.B.1). 
ii. The defendant or owner must not be otherwise prohibited by applicable 


Federal or State law, or another condition, including, but not limited to, 
bail, from taking possession of the firearms, other weapons or 
ammunition seized (18 Pa.C.S. §6108.1 (a.1)(2)) (PLEAC 4.10.2.B.2).  


iii. The defendant or owner must have been given a clearance by the 
Pennsylvania State Police Instant Check System Unit (PICS) or through the 
National Instant Criminal Background Check System (NICS), requested by 
the Sherriff’s Office (18 Pa.C.S. §6108.1 (a.1)(3)) (PLEAC 4.10.2.B.3). 


 
c. In all instances where firearms, ammunition or other weapons are returned, 


the returning officer shall complete supplemental reporting in the West 
Norriton Twp. PD RMS which includes all details of the transaction related 
to the return and disposition and also includes updates to the West Norriton 
Twp. PD property/evidence management system for proper accounting. 


 
5. Reporting and Document Assistance: 


 
a. Police department reporting is required for all aspects of the relinquishing, 


handling, collection and disposition of firearms, ammunition and other 
weapons relinquished pursuant to Act 79. 


b. The Montgomery County District Attorney’s Office has provided assistive 
guidance relating to the necessary procedures and the completion of forms 
associated with the provisions of Act 79 and the PFA process. Refer to the 
Montgomery County District Attorney’s Office Memorandum relating 
to Firearms Relinquishment Procedure Pursuant to Act 79 of December 
6, 2019 that is included with the order as APPENDIX A.  
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REQUESTS: 
 
Public records will be available for inspection and copying at the West Norriton Township Police Department during normal 
business hours with the exception of holidays.   
 
Requests shall be in writing and directed to the Chief of Police at the West Norriton Township Police Department at 1630 W. Marshall 
St. Jeffersonville, PA 19403.  Written requests shall include the date of the request, the name and address of the requester and a clear 
description of the records sought.  There shall be no limitations on the number of records requested and there shall be no requirement to 
disclose the purpose for the request. This policy shall be posted in the Department lobby and on the Department website. 
 
FEES: 
 
Copies - $0.25 per page 
Certification of a Record - $1 per record  
Specialized Documents (blue prints etc.) – Actual Cost 
Facsimile/Microfiche/Other Media – Actual Cost 
Accident Reports - $15   (A full report of the police investigation of any vehicle accident shall be furnished to any person involved in 
the accident, his attorney or insurer, and to the Federal Government, branches of the military service, Commonwealth agencies, and to 
officials of political subdivisions and to agencies of other states and nations and their political subdivisions. ) 
 
RESPONSE: 
 
Police Department employees shall cooperate with those requesting records to review and/or duplicate original Police Department 
documents while taking reasonable measures to protect Police Department documents from the possibility of theft and/or 
modification.   
 
All personal information, such as dates of birth and/or social security numbers from all persons mentioned in any records shall be 
redacted by the Police Department to help eliminate the possibility of identity theft. 
 
The Chief of Police shall review all written requests for access to public records.  As soon as possible, but no later that five business 
days after receiving a written request to access public records, the Chief of Police shall respond to all such requests in a manner 
consistent with Act 100 of 2002, the Open Records Law.   
 
APPEALS PROCESS 


If a written request is denied or deemed denied, the requester may file an appeal within fifteen (15) business days of the mailing date 
of the response or within15 business days of a deemed denial with the:  


Appeals Officer      Commonwealth of  Pennsylvania 
Montgomery County District Attorney’s Office  Office of Open Records 
P.O. Box 311      Commonwealth Keystone Building 
Norristown, PA. 19404     400 North Street 4th Floor 
610-278-3090      Harrisburg, PA 17120-0025 
daopenrec@montcopa.org     717-346-5343 
       openrecords@state.pa.us 
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4.14.1 SEXUAL ASSAULT TESTING AND EVIDENCE COLLECTION 
 


A. POLICY: 
 
It is the policy of the West Norriton Township Police Department to comply with the 
requirements of the Sexual Assault Testing and Collection Act (SATEC), PA Title 
35, §§ 10172.1 – 10172.4, otherwise known as Act 27 of 2015. 


 
B. PURPOSE: 


 
It is the purpose of this policy to ensure that the West Norriton Township Police 
Department appropriately and timely delivers sexual assault kits, often referred to as 
“rape kits,” to a laboratory for testing.  This practice will prevent the unnecessary 
backlog of untested sexual assault kits and will further the investigatory process to 
ensure the identification of involved person(s). 


 
C. PROCEDURE: 


 
1. Whenever the West Norriton Township Police Department is made aware that a 


sexual assault collection kit exists pertaining to any incident which occurs within 
West Norriton Township, a member of the Department shall take possession of 
the kit within 72 hours of being notified of its existence. 


 
2. In all cases in which the victim of sexual assault, or a victim advocate acting at 


the victim’s direction has provided written notice of consent to forensic testing, 
the West Norriton Township Police Department shall submit the sexual assault 
kit evidence awaiting testing to an approved laboratory within 15 days for 
testing. 


 
3. In all cases in which the victim of sexual assault has not provided consent to 


forensic testing, the sexual assault kit evidence shall be preserved and stored for 
a period of no less than two years, unless consent is provided before that period. 


 
4. The sexual assault kit shall be stored in compliance with the policy developed as 


per Act 27.  The Pennsylvania Bulletin, 46 Pa.B. 7927, dated 12/17/2016, 
outlines procedures for storage which shall be followed by the West Norriton 
Township Police Department. The following best practices for the storage and 
preservation of sexual assault evidence have been identified: 
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Long Term Storage Conditions Matrix: 
 
 


Type of Evidence: Frozen: Refrigerated: Temperature 
Controlled: 


Room 
Temperature: 


Liquid Blood Never Best ----- ----- 
Urine Best ----- ----- ----- 
Dry biological stained item ----- ----- Best ----- 
Hair ----- ----- Best Acceptable 
Swabs with biological material ----- ----- Best (dried) ----- 
Buccal swabs ----- ----- Best ----- 
DNA extracts Best (liquid) Acceptable 


(liquid) 
Acceptable 


(liquid) 
----- 


Wet items (if they cannot be 
dried) 


Best Acceptable ----- ----- 


 
Definitions: 


 
Frozen: Temperature is maintained thermostatically at or below -10°C (14°F) 
Refrigerated: Temperature is maintained thermostatically between 2°C and 8°C 
(36°F and 46°F) with less than 25% humidity. 
Temperature Controlled: Temperature is maintained thermostatically between 
15.5°C and 24°C (60°F and 75°F) with less than 60% humidity. 
Room Temperature: Temperature is equal to the ambient temperature of its 
surroundings; storage area may lack temperatures and humidity control methods. 


 
5. An annual report shall be filed each year as per the requirements of the Pennsylvania 


State Police.  Act 27 requires that each law enforcement agency report any 
backlogged evidence to the Pennsylvania State Police prior to January 31.  
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4.3.1 MISSING PERSONS 
 


A. When an officer receives a missing persons report they shall immediately respond to the 
scene and take all pertinent information on the subject and the circumstances surrounding 
the disappearance.  The information shall be put on the West Norriton Township Police 
Department incident reporting system. If the missing person is between the ages of 18 and 
20 years inclusive an investigation shall be commenced immediately and the person shall 
be entered into N.C.I.C.  The investigating officer shall also fill out a Missing Persons 
Declaration form to determine if the person is an adult, 18 years of age or older, and falls 
under one of the four categories in the law.  If the adult missing person does not fall under 
one of the four categories they may not be entered into N.C.I.C. or C.L.E.A.N. as a missing 
person.  The four categories are:   


 
1.   Disability - A person who is missing and who is under physical/mental disability, 


thereby subjecting himself/herself or others to personal and immediate danger.  
 
2.   Involuntary - A person who is missing under circumstances indicating that the 


disappearance was not voluntary. 
 
3.   Endangered - A person who is missing under circumstances indicating that his/her 


physical safety is in danger. 
 
4.   Catastrophe - A person is missing after a catastrophe (e.g. plane crash)     


 
B. When it is established that it is a legitimate missing person the officer shall enter all 


the information into a missing persons report in the National Crime Information 
Center (N.C.I.C.) and the Commonwealth Law Enforcement Assistance Network 
(C.L.E.A.N.) through the Montgomery County Communications Center. 


  
C. When possible, the investigating officer shall check all known places that the person 


might be within the Township and request the appropriate jurisdiction to check other 
known places outside the Township. 


 
D.        Missing Juveniles       


 
1.   Definitions 


 
a. The term missing juvenile refers to a person who is; 
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i. Younger that 18 years of age and,  
ii. Whose whereabouts are unknown to his or her parent, guardian, or 


responsible party. 
 


b. Officers should be aware that they may encounter several types of missing 
juvenile cases.  They are defined as follows: 


 
i. The non-family abduction in which a juvenile is taken by an 


unknown individual, through force, or persuasion, usually in 
furtherance of additional victimization. 


ii. The family abduction in which a non-custodial family member flees 
with the juvenile, usually in direct violation of a court ordered 
custody arrangement. 


iii. The runaway juvenile, most often a teenager, who leaves voluntarily 
for a variety of reasons 


iv. The lost or otherwise missing juvenile, who becomes separated from 
parents or caretakers under circumstances not indicating the 
likelihood of an abduction or voluntary absence. 


v. The thrown-away juvenile whose caretaker makes no effort to 
recover the juvenile who has run away or who has been abducted or 
deserted.  While not necessarily reported to authorities as missing, 
juveniles in this category frequently require the services of law 
enforcement. 


 
c. While all missing juvenile incidents should be investigated immediately and 


thoroughly, those involving unusual circumstances indicate a heightened 
likelihood of risk to the juvenile and therefore, require an intensive response.  
The term unusual circumstances refer to a missing juvenile who is; 


 
i. Under the age of 18 years 
ii. Believed to be one or more of the items noted below: 


 
(a)  Out of the safety zone for his or her age, developmental stage, 


and/or physical condition 
(b) Mentally diminished 
(c) Drug dependent, including both prescription and illicit substances 
(d) A potential victim of foul play or sexual exploitation 
(e) In a life threatening situation 
(f)  Believed to be with others who could endanger his or her welfare 
(g) Is absent under circumstances that would cause a reasonable 


person to conclude that the juvenile should be considered a risk. 
 


iii. Whose disappearance involves circumstances that would cause a reasonable 
person to conclude that the juvenile should be considered a risk. 
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2.   Questions concerning parental custody occasionally arise in relation to missing 
juvenile reports.  It shall be the policy of the West Norriton Township Police 
Department to accept the report of a missing juvenile even if custody has not 
been formally established.  Reporting parties shall be encouraged to obtain legal 
custody as soon as possible;  however, since safety of the missing juvenile(s) is 
paramount, members of this police department shall open a case when it can be 
shown that the child has been removed, without explanation,  from his or her 
usual place of residence. 


 
a. If custody can be established through court documents, the officer shall 


obtain a copy of the court document and as soon as practical establish with 
the issuing court that the court document is valid. 


 
3.   The investigating officer assigned to the report of a missing juvenile shall; 


 
a. Respond promptly to the scene of the report 
b. Interview the parent(s) or person who made the initial report 
c. Obtain a description of the missing juvenile including photograph(s) and 


video tapes or compact discs.  Gather all other pertinent information. 
d. Verify that the juvenile is in fact missing.  The officer shall cause a through search 


of the juvenile’s home and all out buildings within the boundaries of the property to 
make sure the juvenile is not within these areas.  If, in the opinion of the 
investigating officer and the shift supervisor a search of the area around the 
residence is warranted, assistance from other agencies, the local fire department 
and/or ambulance squads may be called for.  Note:  A search of the home should be 
conducted even if the juvenile was last seen elsewhere. 


e. Confirm the juvenile’s status.  Custodial issues could play a role in the disappearance. 
f. Identify the circumstances of the disappearance.  Does an unusual circumstance exist? 
g. Determine when and where the missing juvenile was last seen. 
h. Interview the individual(s) who last had contact with the missing juvenile. 
i. Identify the missing juvenile’s zone of safety for his or her age, developmental stage 


and physical and mental state. 
j. Obtain a description of the suspected abductor(s) and other pertinent information. 
k. Provide detailed descriptive information to Montgomery County Emergency 


Dispatch Services for broadcast and to other responding law enforcement agencies. 
l. Identify and interview everyone at the scene. 
m. Secure and safeguard the crime scene. 
n. Record if the missing juvenile has access to an on-line computer, cellular 


telephone, and/or pager. 
o. Prepare necessary reports and completing appropriate forms 
p. Brief the shift supervisor or OIC of the situation to make a determination if 


additional resources are needed.   
 


4.   When the person reported missing is under the age of 18 years the officer shall 
immediately conduct an investigation regardless of the age of the child and the 
circumstances of the missing child  
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5.   When the missing person is under the age of 18 years the officer shall attempt to 
determine if the child is missing as a result of a child custody dispute.  If this is the 
case the investigating officer shall notify the appropriate police agency where the 
suspected child abductor resides to try to determine if the child is there.  The 
officer shall obtain a full and complete description of the child to include last 
known clothing and physical description and all pertinent information surrounding 
the disappearance of the child.  An immediate entry shall be made of the child into 
N.C.I.C. and C.L.E.A.N.   


 
6.   The responding officer shall make an entry into the Unidentified Persons File 


through C.L.E.A.N. immediately upon: 
 


a. taking custody of an unidentified living child, such as an infant, or 
b.   a physically or mentally disabled child, or discovering an unidentified 


deceased child 
 


7.   Upon the discovery of an unidentified deceased child the pertinent information shall 
be entered into the CLEAN Unidentified Persons File by the responding officer. 


 
8.   In all cases where the missing person is a child under the age of 18 years, in accordance 


with Act 106 of 1990, specifically section 402-A, the investigating officer shall notify 
the school district where the child last attended and the Pa. Department of Health, 
Division of Vital Records of the missing child so they may make a record of it in case 
somebody asked for the child's school records or birth certificate.   


 
9.   When taking the missing persons report for a juvenile make sure that all information is 


taken especially the D.O.B. and Place of Birth.  If the child was born outside of the Pa. 
then the Department of Health need not be notified.  The school district must be 
notified in all cases.   


 
10.  Notification of both the Department of Health and the school district must be 


made on the appropriate forms and faxed to the following numbers: 
 


Division of Vital Statistics  Norristown School District 
FAX  (724) 656-3079   FAX (610) 630-5137 


 
11.  When the juvenile is found and returned home the Department of Health and the 


school district shall again be notified of the return of child so they may clear the 
alerts from their records.   


 
12.  When searching for a missing juvenile the investigating officer shall cause a search of 


the juvenile’s house and all out buildings within the curtilage of the property to make 
sure that the child is not within these areas.   
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E. If, in the opinion of the investigating officer and the Shift Supervisor, a search of the area 
around the residence is warranted assistance from the local fire departments and/or 
ambulance squads may be called for.  


 
F. Once the missing person has been located it is the responsibility of the officer 


receiving the information to ensure that they cancel the missing persons message that 
was put into N.C.I.C. and C.L.E.A.N in a timely manner. 


 
G. AMBER ALERT – is a statewide program designed to put out an alert for missing 


child statewide should the circumstances of the disappearance meet the established 
criteria. 


 
1.   The criteria needed to activate the AMBER ALERT system are as follows: 


 
a. the child must be under the age of 16, or under the age of 18 and have a 


proven mental or physical disability; and 
b. the police must believe the child is in danger of serious bodily harm or death. 


 
NOTE: Family Abductions are NOT excluded, provided the above criteria are 
met and the circumstances support activating the Pa. Amber Alert Plan. 


 
2.   Once the above criteria are met the incident information is called into the PSP 


Consolidated Dispatch Center in Harrisburg at 717-346-5430 County Radio.  
The investigating officer may also call in to make sure the information was 
delivered.  Tell the Dispatcher that you are requesting an Amber Alert.   


 
NOTE: This information can be sent on a CLEAN Message to PSP but it should 
be followed up with a phone call this number.    


 
3.   Once the criteria have been approved the system will be activated by PSP.  


 
H. DNA 
 


1. The West Norriton Township Police Department shall ensure that any of the missing 
child’s DNA is delivered to the Pennsylvania State Police in accordance with 44 Pa. 
C.S. 2316.2 for submission to the National Missing and Unidentified Persons 
System. 


 
2. The West Norriton Township Police Department shall ensure that DNA samples 


from the unidentified deceased child shall be collected and submitted to the 
Pennsylvania State Police in accordance with Pa. C.S 2316.4 for law enforcement 
identification purposes.   
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4.4.1  MANDATORY FINGERPRINTING  
 


A.  Purpose  
 


The purpose of this general order is to provide members with guidelines on 
mandatory fingerprinting requirements.  
 


B.  Policy  
 


It is the policy of the West Norriton Township Police Department to comply with 
Section §9112 of the Pennsylvania Crimes Code (Title 18) in regard to mandatory 
fingerprinting requirements.  
 


C.  Procedure  
 


1. Mandatory fingerprinting  
 
a. Fingerprints of all persons arrested for a felony, misdemeanor, summary 


offense which becomes a misdemeanor on a second arrest after conviction of 
that summary offense and private complaints shall be taken by the Police 
Department, and within 48 hours of the arrest, shall be forwarded to, and in a  
Manner and such a form as provided by the Central Repository. 
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1.1.1 OATH OF OFFICE 
 


A. PURPOSE:   
 


To provide the officers of the West Norriton Township Police Department with a clear 
understanding of the law enforcement agency role, and the significance and solemnity of 
the oath of office. This policy shall also require officers to adhere to a Code of Ethics. 


 
B. POLICY: 
 


It shall be the policy of the West Norriton Township Police Department, 
Montgomery County, Pennsylvania to have all sworn members adhere to and 
subscribe to our role, Oath of Office and the Code of Ethics.   


 
C. PROCEDURES: 
 


Each member of the West Norriton Township Police Department, prior to assuming 
sworn status, is required to take and abide by an Oath of Office.  Said oath shall swear or 
affirm to support, obey, and defend the Constitution of the United States and 
Pennsylvania Constitution and the laws of Pennsylvania and the ordinances of West 
Norriton Township with fidelity.  The new officer will also acknowledge that they will 
uphold, obey and enforce the law without consideration to a person’s race, color, sex, 
religious creed, sexual orientation, age, national origin, ancestry, handicap or disability.  
Each officer will also be provided with a Code of Ethics as adopted by the International 
Association of Chiefs of Police.  The President of the Board of Commissioners of West 
Norriton Township and the Chief of Police shall designate a person so empowered, e.g. 
Notary Public, Magisterial District Justice, Judge of the Court of Common Pleas of the 
Commonwealth of  Pennsylvania to administer this oath orally and the signed original 
document shall be placed in the Officer’s personnel file.   
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 WEST NORRITON TOWNSHIP  
POLICE DEPARTMENT 


 
Oath of Office 


 
 


I,                                                      , do solemnly swear (or affirm) that I will support, 


obey, and defend the Constitution of the United States of America; the Constitution 


and Laws of the Commonwealth of Pennsylvania, the Laws and Ordinances of the 


Township of West Norriton, the Rules and Regulations of the West Norriton Police 


Department; and the Law Enforcement Code of Ethics; and that I will faithfully 


discharge the duties of my office as police officer with fidelity, to the best of my ability.   


I will uphold, obey and enforce the law without consideration to a person’s race, color, 


sex, religious creed, sexual orientation, age, national origin, ancestry, handicap or 


disability. 


 


 


                                                                                            
Witness     


   Officer 
 
 
 
 
 
 
 
 
 
                                                  
              Notary Public 
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Law Enforcement Code of Ethics 
 
 
 
AS A LAW ENFORCEMENT OFFICER, my fundamental duty is to serve mankind; to 
safeguard lives and property; to protect the innocent against deception, the weak 
against oppression or intimidation, and the peaceful against violence or disorder, 
and to respect the Constitutional Rights of all men to liberty, equality and justice. 
 
I WILL keep my private life unsullied as an example to all; maintain courageous calm 
in the face of danger, scorn, or ridicule, develop self-restraint; and be constantly 
mindful of the welfare of others.  Honest in thought and deed in both my personal 
and official life, I will be exemplary in obeying the laws of the land and the 
regulations of my department.  Whatever I see or hear of a confidential nature or 
that is confided to me in my official capacity will be kept ever secret unless 
revelation in the performance of my duty.   
 
I WILL NEVER act officiously or permit personal feelings, prejudices, animosities, or 
friendships to influence my decisions.  With no compromise for crime and with 
relentless prosecution of criminals, I will enforce the law courteously and 
appropriately without fear or favor, malice or ill will, never employing unnecessary 
force or violence and never accepting gratuities. 
 
I RECOGNIZE the badge of my office as a symbol of public faith, and I accept it as a 
public trust to be held so long as I am true to the ethics of police service.  I will 
constantly strive to achieve these objectives and ideals, dedicating myself before 
God to my chosen profession......Law Enforcement. 
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1.10.1   TRAINING RECORDS OF EMPLOYEES    
 


A.   The West Norriton Township Police Department shall maintain accurate and updated 
records of employee’s certifications and/or attendance at training programs. 


 
B.   Records of employees shall include the following minimum information: 
 


1.   Employee’s name. 
 
2.   Course name or topic area. 
 
3.   Date(s) of the training and hours of instruction. 
 
4.   Copies of any certificate received. 
 
5.   Test scores (if available). 


 
C.   Training record copies may be included in the employee’s personnel file consistent 


with the policies of West Norriton Township and the West Norriton Township Police 
Department. 


 
D. It shall be the responsibility of each employee to provide the Chief of Police with a 


copy of any confirmation of course attendance, schedule or certificate of 
achievement /attendance as soon as possible following the employee’s receipt of that 
information. 
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1.10.2 TRAINING RECORDS OF IN-HOUSE CLASSES         
 


A. The Training Officer shall maintain accurate and updated records of training 
programs conducted in-house or attended by employees outside the Department. 


 
B. Records of training classes shall include the following minimum information: 


 
1.   Course name or topic area. 
 
2.   Course content (Lesson Plans), for all in-house training programs taught by 


departmental instructors. 
 
3.   Names of agency attendees, including a copy of the class roster for all  


in-house training courses. 
 
4.   Performance documentation. 
 


a.   Individual attendee’s performance ratings as indicated by test the scores or 
other measurement devices if administered consistent with provisions of the 
General Order. 


b.   Copies of all certificates of attainment or attendance. 
 


 


WEST NORRITON TOWNSHIP 
POLICE DEPARTMENT 


   
 


Subject:  Training Records of In-House Classes Policy #   1.10.2 
 Accreditation 1.10.2  
 Effective Date:  August 27, 2008 Revised Date:  


By Authority Of: Chief A. Dale Mabry Signature:   








General Order 1.10.3 - Entry Level Training  Page 1 of 1 
 


1.10.3 ENTRY LEVEL TRAINING       
  


A. All newly sworn police officers will successfully complete basic recruit training in 
accordance with the Municipal Police Officers Education and Training Commission 
(MPOETC). 


 
B. This will be accomplished prior to any routine assignment in any capacity in which 


the officer is allowed to carry a firearm or is in a position to make an arrest, except 
as part of a formal field training program. 


 
C.   No officer shall be hired by the West Norriton Township Police Dept. who cannot pass the 


physical fitness standards and educational prerequisites as outlined in 53 Pa.C.S.A.ss2164(8) 
the Pennsylvania Municipal Police Officer’s Education and Training Act, Act 120. 
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1.10.4 FIELD TRAINING PROGRAM 
 


A. PURPOSE 
 
It is the purpose of this policy to establish guidelines for the training of all newly 
hired police officers. This policy will improve the efficiency of the new officer and 
will improve the quality of service to the community, while providing a measurable 
means of supervision and evaluation of a new officer. The program is designed to 
orient the officer with the West Norriton Township Police Department’s geographic 
locations and patrol characteristics to include criminal patrol, criminal 
investigations, traffic, work habits, knowledge of Department policies, procedures, 
and township ordinances, as well as all other functions and activities of the Police 
Department. 
 


B. POLICY 
 
It is the policy of the West Norriton Township Police Department to require all new 
trainees to participate in and satisfactorily complete a Field Training Program.  
 


C. DEFINITIONS 
 


FIELD TRAINING PROGRAM: The process of providing formal orientation, 
instruction, and supervision consisting of 336 hours during an eight week period to a 
new police officer by an experienced Field Training Officer in accordance with the 
guidelines established in this policy. At the discretion of the Chief of Police, a new 
hired officer with previous police experience and training shall be required to 
participate in a modified field training program.  The modified field training 
program shall be a minimum of 168 hours during a four week period.   
 
FIELD TRAINING OFFICER (FTO): An experienced police officer who has been 
appointed by the Chief of Police or his designee to oversee and supervise the field 
training of a new police officer. 
 
TRAINEE: Any newly hired police officer. 


 
D. PROCEDURES 


 
1. Selection and Qualification of Field Training Officer (FTO)      
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a. The FTO must be an experienced full-time police officer and be selected by 


the Chief of Police or his designee. 
b. The FTO should have thorough understanding of the day-to-day operations 


and activities of the Department. 
c. The FTO should be skilled in interpersonal relations, verbal and cognitive teaching 


skills, with good communications capabilities to facilitate a coach/pupil relationship. 
d. The FTO should also possess the ability to exhibit qualities such as maturity, 


fairness, dependability, leadership, discipline, and loyalty. 
e. The FTO must be an active willing participant committed to the field training 


program and the overall improvement of the Department. 
f. The FTO should possess advanced police skills such as accident investigation 


skills, advanced patrol tactics, emergency driving skills, photographic skills, 
tactical weapon craft, physical evidence collection, major crime scene 
containment, processing suspects, and radio operations. 


g. The FTO shall complete training a recognized course of training as a Field 
Training Officer and will meet with the FTO Supervisor and the Chief of 
Police to discuss the program and review the FTO policies as needed as 
determined by the Chief of Police 


 
2. Responsibilities of Field Training Officers      


 
a. The FTO will be responsible for the training and evaluation of all assigned 


officers. This field training and evaluation will include the following: 
 


i. Road tour, familiarization of the township, police station.          
ii. Department Policy Manual, memos, directives, bulletins, and work schedule.   
iii. Officer safety, tactics, and arrest procedures. 
iv. Proper use of Department radios. 
v. Making traffic stops and high-risk stops. 
vi. Filing traffic and non-traffic citations, criminal complaints and juvenile 


referrals. 
vii. Crimes Code, Vehicle Code, and township ordinances. 
viii. Computer system and all aspects of report writing. 
ix. Fingerprinting and processing arrested subjects. 
x. Criminal and accident investigations. 
xi. Familiarization with the crime scene processing kit. 
xii. Crime Scene and death scene processing. 
xiii. Court preparation, testimony, chain of evidence, witness notification, 


subpoenas, continuances, and case law. 
xiv. Certification and instruction in the proper use of all Department-issued 


equipment. 
xv. Uniforms and proper daily preparation for duty. 
xvi. Transportation of prisoners and station security. 
xvii. Operation of VASCAR, ESP, Tracker, and Accutrak. 
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xviii. Introduction to other township employees and their individual 
functions within the township. 


xix. Within 30 days of employment the new officer shall be given basic 
familiarization with what accreditation is and how it fits into the 
organization.   


 
b. It will be the responsibility of the FTO to familiarize the trainee with a rotation of 


field assignments that the trainee will likely be assigned to during his/her career.   
c. The FTO will complete a daily evaluation form for all activities involving the 


trainee.  Evaluation forms will be submitted with all other paperwork to the 
Chief of Police or his designee. 


d. The FTO is responsible for supervising all activities undertaken by or 
assigned to the trainee.  


e. The FTO will recommend remedial training for any trainee assigned to him, 
when necessary. 


f. The FTO will submit a biweekly report, which will cover the progress or lack 
of progress the trainee has made for the period.  This report will be submitted to 
the Chief of Police or his designee. 


 
3. Responsibilities of the FTO Supervisor                              


 
a. Supervise both the FTO and trainee in all activities they participate in. 
b. Monitor progress of the trainee biweekly from the evaluation forms. 
c. Review all written evaluations and add comments and suggestions.  This will 


provide a more objective evaluation of the trainee’s work. 
d. Conduct an evaluation of each FTO and the progress the FTO has made with 


the trainee and make recommendations on a biweekly basis.  
e. The FTO Supervisor will act as a liaison with the Police Academy that the 


new officer graduated from and have access to a new officers police academy 
records to determine what areas of study were taught and where the emphasis 
was placed to better direct the FTO in accomplishing the job of orientating 
the new officer.   


 
NOTE: The FTO will serve as an observer and evaluator, except where it is 
necessary for him/her to intervene if the trainee is about to perform an unsafe 
act, bring embarrassment to himself/herself, or the Department, violate a law or 
violate a Department policy.  This is the final preparation before the trainee 
begins working without direct supervision. 


 
4. Conclusion of FTO Training Program 


 
a. At the conclusion of the FTO training program the Chief of Police or his designee 


will meet with the FTO and the trainee to determine whether or not the trainee 
has successfully completed the program. If the trainee has successfully completed 
the training, the trainee will be authorized to work without the supervision of a 
FTO. If the trainee has not successfully completed the program, the Chief of 
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Police may authorize additional training in the trainee’s unsatisfactory 
performance categories or assign a different FTO. 


 
E. Mentorship 


 
1.  When an officer successfully completes the Field Training Program, a senior 


officer on his or her assigned squad will serve as their mentor for the remainder 
of their probationary year. The mentor will continue to impart the positive aspects 
of the West Norriton Township Police culture and continue to assist the probationary 
officer in career development. 


 
2.  After the probationary year, an officer’s mentor will be their immediate supervisor. 


The mentor will continue in the role as described above and encourage 
employee retention. Goals such as appropriate leadership and development 
opportunities will be afforded to officers through the evaluation process. 
The Deputy Chief will serve as the mentor for the sergeants. 
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1.10.5 ANNUAL MANDATORY TRAINING REQUIRERMENTS    
 


A. Mandatory training shall be attended on an annual basis by all police officers 
including, at a minimum: 


 
1.   Annual Updates. 


 
a.   Municipal Police Officer’s Education and Training Commission (M.P.O.E.T.C.) 


mandatory training requirements for updates involving: 
 


(i.)    Crimes Code – Title 18. 
(ii.)   Vehicle Code – Title 75. 
(iii.)   Rules of Criminal Procedure. 
(iv.)   Search and seizure case law. 
(v.)    Judicial Code – Title 42. 
(vi.)    Juvenile Law. 
(vii.)    Any other topic area determined by the M.P.O.E.T.C. 


 
b.   Firearms training. 


 
(i.)    Municipal Police Officer’s Education and Training Commission 
            (M.P.O.E.T.C.) mandatory training requirements for firearms 
             re-qualification. 


 
c.   Use of force policy and procedures. 
 


(i.)    In accordance with General Order 1.3.10 G 
 
d.   Less lethal weapons policy and procedure. 
 
      (i.)    In accordance with General Order 1.3.4 
 
e.   Cardio-pulmonary resuscitation (CPR). 
 
      (i.)    Municipal Police Officer’s Education and Training Commission 
   (M.P.O.E.T.C.) mandatory training requirements for CPR. 
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f.    Additional mandatory training as required by the Municipal Police        
Officer’s Education and Training Commission (M.P.O.E.T.C.), this 


   Department, or any other legal mandate. 
 
2.   Mandatory training shall be attended at a minimum of every three years  
 by all police officers for continuous certification in: 


 
a.   First Aid. 


 
(i.)  Municipal Police Officer’s Education and Training Commission  


(M.P.O.E.T.C.) mandatory training requirements for First Aid. 
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1.10.6 FUNCTIONS REQUIRING SPECIALIZED TRAINING 
 
A.   Specialized training positions. 


 
1.   Many positions within the West Norriton Township Police Department require  


specialized training either prior to assignment or as a part of continued training                     
within the assignment. 
 


2.   Assignments that require specialized training prior to assignment include: 
 


a.   Firearms Instructor. 
b.   Non-Lethal Weapons Instructor. 
c.  Accident Re-constructionist. 
d.   State Mandated Course Instructor. 
e.   First Aid/CPR Instructor. 
f.   CMSWAT Officers 
g.  Bicycle Patrol Officer 


 
3.   Assignments that require specialized training after assignment include: 
 


a. Bicycle Officer 
b. CMSWAT Officers 


 
4. Bicycle Officers shall receive in-service training at a minimum of every three 


years and CMSWAT Officers shall receive in-service training on at least a 
monthly basis.  


 
5. Officers who are assigned to use a department drone shall complete all required 


licensure to perform those duties in accordance with FAA guidance.    
     


B.    Specialized training, as outlined in Sub-Sections 2 and 3 above, will include: 
 


1.   Development and/or enhancement of the skills, knowledge, and abilities 
particular to the specialization. 
 


2.   Management, administration, supervision, personnel policies of operations or 
administration in each function or component. 
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3.   Performance standards of the function or component. 
 
4.   The department’s policies, procedures, rules and regulations specifically related 


to the function or component. 
 
5.   Supervised on-the-job training. 


 
C.   In addition to the development of specific skills, personnel assigned to specialized 


activities should be aware of the administrative requirements and relationships of the 
specialized function or component to other parts of the department. 


 
D.    Training initiated prior to assignment. 


 
1.   Training may be required of personnel assigned to specific duties and may be 


initiated prior to assignment or as soon as training is available. 
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1.2.1 STATUTORY REQUIREMENTS 
 


A. Legally Mandated Authority 
 


1. The Constitution of the United States of America, the Constitution of the 
Commonwealth of Pennsylvania, the Pennsylvania Rules of Criminal Procedures, and 
the Pennsylvania First Class Township Code define the limits of law enforcement 
authority as it pertains to the enforcement of laws, statutes, and ordinances. 


 
2. On November 15, 1924 the Montgomery County Court of Quarter Sessions decreed 


West Norriton Township to be a Township of the First Class. 
 
3. Section 1401 of Act of June 24, 1931 (P.L. 1206, No. 331) the Pennsylvania First Class 


Township Code states that “the board of township commissioners shall, subject to the 
civil service provisions of this act, appoint and fix the number, rank and compensation 
of the members of the township police force.” 


 
4. Section 1403 of Act of June 24, 1931 (P.L. 1206, No. 331) the Pennsylvania First Class 


Township Code states  “policemen shall be ex-officio constables of the township and 
may, without warrant and on view, arrest and commit for hearing any and all persons 
guilty of a breach of the peace, vagrancy, riotous or disorderly conduct or drunkenness 
or who may be engaged in the commission of any unlawful act tending to imperil the 
personal security or endanger the property of the citizens, or violating any of the 
ordinances of the township for the violation of which a fine or penalty is imposed.” 


 
5. The West Norriton Township Police Department was first established as a full-time 


police department in 1936. 
 
6. Officers of the West Norriton Township Police Department are authorized to carry 


firearms during the performance of their duties as authorized under Pa. Crimes Code 
Sections 505, 506, 507 and 508 relating to Use of Force.  Pa. Crimes Code Section 
6106 relating to Firearms not to be carried without a license specifically exempts police 
officers from having to have a license to carry a firearm in public.   
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1.2.2 COMPLIANCE WITH CONSTITUTIONAL REQUIREMENTS 
 


A. Interviews            
 


1.   Defined – A non-accusatory conversation in which, through questions and  
 answers, the police interviewer tries to develop investigative and behavioral 
      information that will test the veracity of statements made by a suspect, victim,  
 or witness. 


 
2.   Procedures 


 
a.   Interviews may occur in a variety of circumstances and locations 
b.   Officers conducting interviews shall be aware of the nature of questions,  
      their location, the interviewed persons’ location, and the conditions present  
   when conducting interviews so that the subject does not have any reason to  
 believe that he/she is in custody. 


 
B. Interrogations         


 
1.   Defined – An accusatory procedure designed to elicit from the subject a  


confession, or an acknowledgement that he/she did not tell the truth during an 
initial statement, whether that person is a suspect who originally denied involvement in an 
incident, or a victim who fabricated the nature of the alleged offense. 


 
2.   Procedures 


 
a.   Non-custodial interviews/interrogations 


 
i.    Miranda warnings are not required to be given to a subject by officers 


when the subject is being interviewed or interrogated, but is not in custody. 
 


b. Custodial interrogations 
 


i.    The test for determining whether a person is being subjected to custodial  
interrogation, so as to require Miranda warnings, is whether he/she is  
physically deprived of his/her freedom in any significant way or is placed  
in a situation in which a person would reasonably believe that his/her  
freedom of action or movement is restricted by such interrogation. 
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ii.    Officers shall provide, verbally and/or written, Miranda warning  
 advisements whenever a person is subjected to custodial interrogation.  
iii.    When providing written Miranda warnings during custodial interrogations, 


officers should use a Q&A format.  Each page of the statement should be  
signed or initialed by the officer and person giving the statement 


 
c.   All original rights forms and written statement(s) received shall be kept in the  


case folder for that case. 
 


C. Access to Counsel        
 


1.   Officers shall consider the following procedure when safeguarding a detainee’s  
access to counsel during interrogation: 


 
a.   Right to counsel 


 
i.    When a subject has been placed under arrest by an officer, and the subject 


is being subjected to a custodial interrogation he/she shall be advised of the  
right to speak to counsel through the Miranda warning advisement.  If they  
do not waive the right, the interrogation shall not proceed, unless the  
detainee waives the right at a later time.  


ii.    When a detainee requests to speak to an attorney before, or during a  
custodial interrogation, the officer shall cease questioning.  


 
b.   Waiver of right to counsel 


 
i.    Detainees may waive their right to counsel following the Miranda warnings, 


however officers shall document that the waiver was a knowing and  
intelligent waiver e.g., that the detainee knew of his/her right to consult with  
counsel before answering questions and he/she freely chose to proceed with  
the interrogation without exercising that right.  A detainee’s waiver of his/her 
right to counsel shall be documented. 


ii.    If the suspect waives his/her right to counsel after receiving the Miranda  
warnings, law enforcement officers are free to question him/her.  But if a  
suspect requests counsel at any time during the interview, the officer shall not 
subject him/her to further questioning until a lawyer has been made available 
or the suspect freely reinitiates conversation.  Caution should always be used 
when a suspect freely reinitiates conversation.  A call may be made to an ADA 
to determine if the interview shall continue. 


iii.    The officer must ensure that the suspect clearly requests counsel. 
A suspect must articulate his/her desire to have counsel present sufficiently  
enough that a reasonable police officer in the circumstances would understand 
the statement to be a request for an attorney.  If the statement fails to meet the  
requisite level of clarity, the interrogating officer is not required to stop  
questioning the suspect.   
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D. Search and Seizure (in-custody) – Officers should consider the following  
procedures when searching a person in custody and seizing property: 


 
1.   Search 


 
a.   All subjects taken into custody shall be searched by an officer.  When  


possible, a search will be conducted on scene.  In the case that a subject who  
was not searched is turned over to another officer, that officer shall be  
informed that the subject was not searched.  If circumstances on scene do not  
allow for a search to be conducted, one will be completed as soon as reasonable.  


b.   All efforts shall be made for a same gender search, officer to subject incustody.  
When reasonable, officers from another department may be requested.  Officer 
safety is always the primary consideration.  If a same gender search is not 
possible; the search should be conducted in front of another officer/witness. 
When possible, the back of the hand should be used during the search, if it does 
not interfere with officer safety. 


 
2.   Seizure 


 
a. All property taken from a person in custody and subject to detainment shall be  


seized.  The officer shall inventory the property on a property record form as 
outlined in General Order 3-003 Property and Evidence. 


b. All contraband/evidence located on a subject searched shall be seized.  The  
contraband/evidence shall be properly packaged and turned into the Evidence 
Custodian as outlined in General Order 3-003 Property and Evidence. 
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1.2.3 WARRANTLESS SEARCHES AND SEIZURES       
 
A. When an officer is in a situation where he believes that there may be evidence of a crime 


concealed from the officer’s plain view the officer may request that the property owner or 
person in control of the property consent to a search of their property.  If this request is 
made and the owner grants the request the investigating officer shall fill out and have the 
owner sign a "Consent to Search" form before making the search.  The investigating officer 
shall fill out the form fully and answer any questions that the property owner may have. 


 
B. Crime Scene Exception       
 


1.   Immediate and warrantless search of the premises for may be conducted for 
 


a.   Victims who may be in need of medical help 
b.   Other victims who may be in danger 
c.   The perpetrator 
d.   Persons who may launch an attack against police 
e.   Evidence in plain view would be seizable 


 
2.   Further search may require a search warrant 


 
C. The United States Supreme Court, in Terry vs Ohio, has ruled that a police officer has the 


right to conduct a "pat down" search of an individual if the officer has reason to believe that 
the person may be armed and dangerous and there may be criminal activity afoot.  Based 
on this Supreme Court Ruling and others, officers of West Norriton Township Police 
Department may stop a person and conduct a "pat down" search of the person if they have 
an articulable reason to believe that the person is armed and that there may be criminal 
activity afoot.  This search is to be done for the officer’s safety.  A "pat down" search is 
defined as running the officer's hands over the person’s body on the outside of the persons 
clothing for the sole purpose of discovering any hidden weapons on the person's body.  The 
officer may not go inside the person’s pockets or clothing unless they can feel something 
that feels as though it may be used as a weapon.  If something is found then the officer may 
go into that area of the persons clothing to determine what the article is and if it is a 
weapon or threat. 


 
D. Warrantless Vehicle Searches – Current Pennsylvania Supreme Court rulings have held that 


officers must obtain a search warrant for a suspect’s vehicle unless; 
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1. Probable cause exists that the car contains evidence of  
 criminal activity, AND 
 
2. Unless the police search or impound the vehicle, occupants 
 of the vehicle are likely to drive away and the contents of  
 the car may never again be located by the police,  AND 
 
3. Exigent Circumstances exist. 
 
4. Whenever a vehicle search is completed with the consent of the  
 owner/operator the following documents shall be completed; 


 
a. A Consent to Search Form 
b. An Incident Report  


 
5. Without a search warrant, exigent circumstances, or a consent search, vehicle searches 


shall be limited to plain view searches.  A plain view search is, technically, not a 
search.  To make a plain view seizure of property (contraband, fruits or 
instrumentalities of a crime) two requirements must be met: 


 
a. The seizure must take place where the officer has legally 
 observed the property; and 
b. It must be immediately apparent to the officer that the items 
 he/she observes may be evidence of a crime, contraband,  
 or otherwise subject to seizure. 
c. The officer may not move items, look inside or underneath  


or behind them to find any contraband.  If such movement is necessary, officers 
shall obtain a search warrant or consent to search from the owner/operator. 


  
E. Officers are permitted to enter, with force if necessary, premises without a warrant 


under exigent circumstances in order to conduct protective searches when they have 
reasonable grounds to believe that a person within is in immediate need of assistance or 
a perpetrator is present.  If in the course of such a search, evidence is discovered in 
plain view, it may be seized without a warrant or noted for later removal.  Any searches 
beyond these require a search warrant.  


 
F. Where articulable exigent circumstances exist at a scene, officers may enter and search 


an area without a warrant if the officers believe that there is a danger to the public or a 
person. 


 
G. Any vehicle towed and impounded at the direction of a West Norriton Township Police 


Officer from public or private property, within or outside of the Township is to be 
Inventory Searched for valuables.  Whenever a vehicle is taken into custody for the 
purpose of storage or safekeeping until the owner is identified, located, or released from 
custody, it is to be searched.  Custody of the vehicle must be lawful and necessary.   
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Items of personal property that are of greater than ordinary value and items of a 
potentially dangerous nature will be removed from the vehicle and secured pending 
transmittal to the property room for safekeeping and return to the owner. 
 
A locked vehicle may be opened with the use of a door opening device provided that 
there is no apparent danger of damaging the lock or the vehicle in attempting to open 
the doors.  Locked trunks are not to be forced open but may be Inventory Searched if a 
key is available. An exception to physically forcing a door or a trunk open may be 
when it is known or exigent circumstances exist to believe that valuables are being 
stored in these areas.   


 
Articles of personal luggage which are closed but UNLOCKED must 
be Inventory Searched for valuables and removed from the vehicle and taken to Police 
Headquarters.  They are to be turned over to the West Norriton Township Police 
Department Property/Evidence personnel for the purpose of safekeeping and storage. 


 
Vehicles are not to be unnecessarily searched, that is to say, seats removed, 
headliners ripped open or the vehicle damaged to any extent unless it is  
known or exigent circumstances exist to believe valuables are being  
stored in these areas. Containers may be examined during an Inventory Search of the 
vehicle or its trunk.  Containers that are sealed should not be opened unless it is  
known or exigent circumstances exist to believe that valuables are being  
stored in them. Items of contraband and/or potential evidentiary value are to be 
removed from the vehicle and secured if found while conducting the Inventory  
Search.  They are to be taken to the West Norriton Township Police Department   
Property/Evidence custodian for safekeeping and storage. 


 
The items taken from a motor vehicle are to be listed on West Norriton Township 
Police Department Property Record form.  The items seized for safekeeping should  
be taken West Norriton Township Police Department  Property/Evidence personnel for 
safekeeping and storage. 
 
Items found in the vehicle that are not contraband or needed as evidence shall be listed 
on the Auto Inventory and Tow Log.  These items may be listed by the number of 
items, such as 5 CDs, 2 jackets, etc., as opposed to listing each individual item. 
 
The Inventory Search Procedure should be conducted immediately before the vehicle is 
towed.  If this is impractical, the search can be conducted at a later time but as soon as 
possible.  This should be noted in the Incident Report as to the reason for the delay if 
any. All items of known or suspected value are to be taken and placed in protective 
custody by the officer conducting the search.  All seized items are to be inventoried and 
listed on the property record.  All seized items are then to be taken to the West Norriton 
Township Police Department Property/Evidence room and turned over to the proper 
personnel.  Once received by the Property/Evidence personnel a copy shall be made of 
the property record and placed inside of the vehicle searched.  
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H. Other situations in which warrantless searches and seizures of persons and/or property 
may be justified include, but are not limited to: 
 
1. Plain view 


 
2. Abandonment 


 
3. Open Fields 


 
4. Articulable exigent circumstances  


 
I. Search warrants  


 
1.  For searches of occupied structures via a search warrant, officers will knock and 


announce their presence and say “ police - search warrant” and similar verbiage. 
Officers will continue to knock and announce until let into the structure or thirty 
seconds have passed. Officers may then make entry to the structure, using force 
to do so if needed. 
 


2.  Officers may make entry after the initial knock and announce and prior to the end 
of thirty seconds if evidence of flight, attack on police or others, imminent hazard, 
or destruction of contraband is seen or heard. 
 


3.  “No knock” search warrants are permitted only if approved by the Montgomery 
County District Attorney’s Office and the issuing authority for situations where 
knocking and announcing would present an immediate threat to police. 
 


4.  Search warrants and the manner in which they were served will be documented. 
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1.2.4 ARRESTS MADE WITH OR WITHOUT A WARRANT  
 


A. Officers shall arrest persons by warrant in accordance with the following procedures. 
 


1.   Title 234, the Pennsylvania Rules of Criminal Procedure. 
 


a.  Governs criminal proceedings in all courts, including courts not of record. 
All actions involving arrests by warrant for the Penal Laws of the 
Commonwealth of Pennsylvania must follow these rules. 
 


2.   Chapter 4, Part D (1), Rule 430, Issuance of Arrest Warrant. 
            


a. Court case arrest warrant issuance. 
b. Summary warrant issuance. 


 
3.   Chapter 5, Part B (1), Rule 509, Use of Summons or Warrant of Arrest in Court cases 


provides that the issuing authority shall issue a warrant of arrest when: 
 


a.  The offense charged is punishable by a sentence to imprisonment of more 
than five years or the defendant is charged with more than one offense and 
one of such offenses is punishable by a sentence to imprisonment of more 
than five years. 


 
B. Where the arrested person is taken into physical custody and detained at 


the police station, for however slight a period of time, an Arrest  
Report with all the information requested shall be completed and filed. 


 
C. All persons arrested for a felony, misdemeanor, or summary offense that becomes a 


misdemeanor after a first conviction, such as Retail Theft, shall be fingerprinted and 
photographed. If the person is to be arraigned at this time they shall be taken before a 
Magisterial District Justice either in person or by video conference.  If they are not to be 
arraigned immediately and there are no other extenuating circumstances, such as an 
uncertainty about their identity, they may be fingerprinted and photographed at the station.  If 
they are fingerprinted at the station the fingerprints shall be submitted to the Pennsylvania 
State Police Central Repository within 48 hours.  Persons arrested by summons or who are to 
be fingerprinted by court order because of a conviction from a private complaint may be 
fingerprinted and photographed either at the station or by Livescan.   
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D. The arrested person, having completed the booking process and when immediate 
arraignment is not possible, will be lodged in an available cell pending arraignment.   


 
E. Following the arrest and detention, however slight, the arrested person shall, as soon as 


possible based on all factors such as condition of the arrested person, availability of the 
Magisterial District Judge, etc., be given an arraignment before the Magisterial District 
Judge on call.  It should be remembered the United States Supreme Court has ruled in 
certain cases that an arraignment must take place within six (6) hours of arrest, and this 
criteria must be met since failure will result in the suppression of any and all statements 
taken prior to arraignment.    


F. For any of the following offenses, a police officer shall, upon view, have the right of 
arrest without warrant upon probable cause when there is ongoing conduct that 
imperils the personal security of any person or endangers public or private property: 


1. Under Title 18 (relating to crimes and offenses) when such offense constitutes a 
summary offense:  


18 Pa.C.S. § 5503 (relating to disorderly conduct). 


18 Pa.C.S. § 5505 (relating to public drunkenness). 


18 Pa.C.S. § 5507 (relating to obstructing highways and other public passages). 


18 Pa.C.S. § 6308 (relating to purchase, consumption, possession or 
transportation of liquor or malt or brewed beverages). 


G. A non-traffic citation will be issued by the arresting officer for summary 
offenses under the Pennsylvania Crimes Code and/or West Norriton Township 
Ordinances, in the following instances and manner, as prescribed by the 
Pennsylvania Rules of Criminal Procedure: 


 
1. Where the arresting officer observed violations of a summary nature; such as disorderly 


conduct, open burning, solicitors, or public drunkenness, a Non-Traffic Citation should 
be issued on the scene and the person released with these exceptions; 


 
a. Where the arrested person is obviously too intoxicated to take care of himself, or is 


a hazard to himself or others due to his condition. 
b. Where the arrested person is extremely disorderly or combative 
c. Where the arrested person continues to harass or threaten other members of the 


public. 
d. Where the arresting officers reasonably feels that any of the above criteria are met, 


the arrested person should be taken into physical custody and if charged with a 
misdemeanor or felony offense, then undergo the booking process as outlined in 
Sections B, C, and D of this order.  
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e.   If the arrested person is charged with only Public Drunkenness under Section 5505 
of the Pennsylvania Crimes Code then the arrested person may be lodged in a cell 
until such time as he is sober enough to take care of himself at which time he may 
be released or he may be released to a responsible party. 


 
H. If a person is arrested for a misdemeanor or felony the person shall be advised of their 


Miranda Warnings only if questioning will occur as outlined in General Order 1.2.2.  
 
I.          Warrantless Arrests - Officers may make an arrest without a warrant if the  


offense is a felony, a misdemeanor committed in the officers presence, a  
violation of Chapter 39 of the Pennsylvania Crimes Code relating to Theft, 
or any other misdemeanor offense where non-view warrantless arrest has  
been statutorily authorized such as a violation of Section 3802 of the  
Pennsylvania Vehicle Code relating to Driving Under the Influence.  Refer  
to Rule 502 of the Pennsylvania Rules of Criminal Procedure for further 
information and direction.      


  
J. ALTERNATIVES TO ARREST, PREARRAIGNMENT CONFINEMENT,  


AND/OR PRETRIAL RELEASE 
 


1. The power of arrest granted to police officers is one of the alternatives  
available to them under circumstances that require some form of police 
action.  Additional alternatives that are effective and still allow an officer  
an alternative to arrest and/or pre-arraignment confinement are summary 
citations and minor misdemeanor cases: 


 
a. Procedures in Summary Cases - Chapter 4 of the Pennsylvania 


   Rules of Criminal Procedure, Title 234, outlines the procedures to 
   be used in summary cases.  Rule 441, Procedure Following Arrest 
   Without Warrant states: 
    


i. When a defendant has been arrested without a warrant, the  
 defendant shall be either released from custody pursuant to  
 paragraph (b) or taken before the proper issuing authority 
 under paragraph (c). 
ii.    When a defendant has been arrested without a warrant, the  
 arresting officer may, when the officer deems it appropriate,  
 promptly release the defendant from custody when the  
 following conditions have been met: 


 
(a)  the defendant poses no threat of immediate physical harm to any other 


person or to himself or herself: 
(b)  the arresting officer has reasonable grounds to believe that the defendant 


will appear as required 
(c)  a citation shall be issued to the defendant at the time of release and     


therefore the case shall proceed in accordance with Rules 405-409 as if 
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the proceedings had been instituted by issuing a citation to the 
defendant. 


 
iii. When the defendant has not been released from custody under paragraph (b),  
 


(a)  the defendant shall be taken without unnecessary delay before the 
issuing authority when available pursuant to Rule 117 where a citation 
shall be filed against the defendant, and  


(b)  the defendant shall enter a plea 
(c)  if the defendant pleads guilty, the issuing authority shall impose 


sentence.  If the defendant pleads not guilty, the defendant shall be given 
an immediate trial unless: 


 
1)  the Commonwealth is not ready to proceed, or the defendant requests 


a postponement or is not capable of proceeding, and in any of these 
circumstances, the defendant shall be given the opportunity to 
deposit collateral for appearance on the new date and hour fixed for 
trial; or  


2) the defendant’s criminal record must be ascertained before trial as 
specifically required by statute for purposes of grading the offense 
charged, in which event the defendant shall be given the opportunity 
to deposit collateral for appearance on a new date and hour fixed for 
trial, which shall be after the issuing authority’s receipt of the 
required information. 


 
(d)  if the defendant is under 18 years of age and cannot be given an 


immediate trial, the issuing authority promptly shall notify the defendant 
and the defendant’s parents, guardian, or other custodian of the date set 
for the summary trial, and shall release the defendant on his or her own 
recognizance. 


 
2. Minor Misdemeanor Cases - Chapter 5 of the Pennsylvania Rules of Criminal 


Procedure, Title 234, governs Procedures in Court Cases.  Rule 519, Procedures in 
Court Cases Initiated by Arrest Without Warrant states,beginning with subsection (B) 
RELEASE: 


 
a. The arresting officer shall promptly release from custody a defendant who has been 


arrested without a warrant, rather that taking the defendant before the issuing 
authority, when the following conditions have been met: 


 
i. the most serious offense charged is a misdemeanor of the second degree or 


misdemeanor of the first degree in cases arising under 75Pa. C.S. 3802, 
ii. the defendant poses no threat of immediate physical harm to any other 


person or to himself or herself; and 
iii. the arresting officer has reasonable grounds to believe that the defendant 


will appear as required 
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b. When the defendant is released pursuant to paragraph (B)(1), a complaint shall be 
filed against the defendant within 5 days of the defendant’s release. Thereafter, the 
issuing authority shall issue a summons, not a warrant of arrest, and shall proceed as 
provided in Rule 510.       


 
3. Informal Resolution  - Officers should keep themselves aware of alternative solutions to 


problems that they may confront on the job.  There are many agencies available to help 
people with various problems.  Many of these agencies are listed on the back of the 
Victim's Rights form that is given to the victim's of certain crimes.  Officers can also get 
further information about what types of services are available to settle problems without 
arrest by contacting the Montgomery County Emergency Dispatch Center and advising  


 them of the type of problem.   
 
4.  Written Warnings - Officers may decide to issue a written warning in the  
 case of a summary violation.  If the written warning is issued the officer  
 should fill the warning in with all pertinent information and issue it to the  
 violator.  If it is a warning that requires some action be taken by the violator 
 then the violator should be advised as to exactly what is expected of him.   
 If the warning does not require that the violator do anything, as in a warning 
 for speeding or a red light, then the violator should be advised of this and  
 cautioned about the violation.  It is up to the issuing Officer if he wishes to  
 keep all his written warnings.  They should be marked on his Daily Log for  
 the day to show some of the Officer's activities.   The issuance of  
 written warnings is a discretionary decision to be made by the issuing 
 officer.  This decision should not be made lightly and should be made while 
 keeping in mind and following the guidelines as set forth in section 1.2.6. 


 
K. USE OF DISCRETION 


 
1. Discretionary power is the power of free decision, or latitude of choice within certain 


legal bounds.  When this power is poorly exercised, discretionary power may be viewed 
by the public as favoritism, bias, or corruption.   


 
2.  Therefore, it is imperative that officers take into consideration when  
 exercising discretionary power the goals and objectives of the department, 
 the best interests of the public we serve, any mitigating circumstances, and  
 the volatility of the situation at hand. 
 
3. Discretionary actions shall never in any way be based upon or influenced by 
 race, color, religion, ethnic or national origin, sex, sexual orientation, 
 pregnancy, child care needs, age or disability of any person. 
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1.2.5 STRIP/BODY CAVITY SEARCH 
 


A. PURPOSE: 
 


These guidelines establish procedures for officers of the West Norriton Township 
Police Department to conduct strip searches and body cavity searches upon 
individuals who are in custody pursuant to an arrest affected on probable cause. 


 
B. POLICY: 
 


The use of the post-arrest strip searches and body cavity searches may, under certain 
specific conditions be necessary to secure concealed evidence and to ensure the 
safety of police officers, civilians, other prisoners and the security of the cell block.  
Accordingly, when conditions require such searches, it is the policy of the West 
Norriton Township Police Department to conduct such searches in a reasonable 
manner which upholds the privacy interests possessed by arrestees, both adults and 
juveniles, under the law, while satisfying the safety interests of the West Norriton 
Township Police Department. 


 
C. PROCEDURES: All procedures shall apply to both adults and juveniles. 


 
1.   Definitions 


 
a. Strip Search – The removal or rearranging of some or all of an arrestee’s 


clothing, including the under garments of such person, so as to permit only a 
visual inspection of any or all skin surfaces of the arrestee.  


b. Body Cavity Search – The inspection of a person’s anus, genitalia, and 
mouth by medical personnel under sanitary conditions, which is conducted 
manually or by means of a medical instrument. 


c. Medical Personnel – A physician, registered nurse, or practical nurse 
licensed to practice medicine by a governmental agency. 


 
2.   Strip Searches 


 
a. All strip searches shall be conducted pursuant to applicable law, affording 


minimum embarrassment and maximum privacy for the arrested person. 
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b. Officers shall only conduct a strip search upon a person following his or her 
arrest when the following conditions are present: 


 
i.   The person to be strip searched has been arrested pursuant to probable 


cause; and 
ii.    There is a separate reasonable suspicion to believe the arrested person 


is concealing a weapon, a controlled dangerous substance, as defined 
by “The Pennsylvania Controlled Substance, Drug, Device and 
Cosmetic Act,” 35 P.S. 780-101-780-144, or evidence of a crime, on 
his or her outer person. 


 
 c.  After a finding of reasonable suspicion to believe the arrested person is concealing a 


weapon, a controlled substance, or evidence of a crime, a West Norriton Township 
Police Officer will inform the arrested person of his/her intention to perform a strip 
search, thus, giving the arrested person the opportunity to voluntarily surrender the 
suspected contraband. 


 d.  Strip searches shall only be conducted in a controlled environment of the West 
Norriton Township Police Department, with no less than two police officers 
present, with at least one officer being of the same sex as the person searched. 


 e.  All strip searches conducted under this section shall be performed where the search 
cannot be observed by persons not physically conducting the search or not absolutely 
necessary to conduct the search and all video monitors shall be turned off. 


 f.  Prior to initiating any strip search, officers shall take the necessary 
precautions to prevent blood borne pathogen (body fluids) contamination.  
Necessary precautions may include the wearing of rubber gloves or other 
protective equipment. 


 g.  The arrested person shall remove every article of clothing, including wigs 
and limb prosthetics, and he or she shall give these articles to the West 
Norriton Township Police Officer for inspections. 


 h.  When the West Norriton Township Police Officer visually observes a weapon, a 
controlled substance, or evidence of a crime during the strip search, the officer 
shall remove the item and begin West Norriton Township Police Department 
standardized evidentiary collection procedures. 


 i. Should the arrested person resist the strip search, and become violent, additional 
officers of the same sex as the arrested person shall restrain the arrested person and 
assist in the strip search.  Only sufficient force will be applied in order to complete 
the search. 


j. Should the arrested person resist the strip search, and the number of officers needed 
to restrain him is insufficient, the following procedure shall be followed: 


 
i.    Officers of the opposite sex may be called upon to subdue the 


prisoner   before he or she is strip searched. 
ii.    Once the person is subdued and properly restrained (handcuffs, 


shackles, etc.), the officers of the opposite sex shall leave the room 
before the search is conducted. 
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k.  During the performance of a strip search of a male arrestee based on reasonable 
suspicion, the West Norriton Township Police Officers shall request the male 
arrestee to lift his genitals.  Should the male deny the request to lift his genitals, 
the West Norriton Township Police Officers shall obtain a search warrant based 
on probable cause to effectuate the lifting of the genitals.  An officer shall only 
conduct a warrantless lifting of the male genitals of the arrested person when the 
following conditions are present. 


 
i.    There is separate probable cause to believe the arrested person is concealing 


a weapon, a controlled dangerous substance, as defined by “The 
Pennsylvania Controlled Substance, Drug, Device and Cosmetic Act,” 36 
P.S. 780-101-780-144, or evidence of a crime. 


ii.    An extreme emergency exists, which requires the protection of the 
lives of the arrested person, other prisoners or officers, or it is 
necessary to prevent serious breaches of security or destruction of 
evidence; and 


iii.    A valid exception to the warrant requirement exists. 
 


l.  During the performance of a strip search of an arrestee based on reasonable 
suspicion, the West Norriton Township Police Officer shall request the arrestee 
to deeply bend forward at the waist.  Should the arrestee deny the request to bend 
his or her waist, the officer shall obtain a search warrant based on probable cause 
to effectuate the bending of the arrestee’s waist when the following conditions 
are present: 


 
i.    There is separate probable cause to believe the arrested person is 


concealing a weapon, a controlled dangerous substance, as defined by 
“The Pennsylvania Controlled Substance, Drug, Device and Cosmetic 
Act,” 35 P.S. 780-101-780-144, or evidence of a crime; 


ii.    An extreme emergency exists, which requires the protection of the 
lives of the arrested person, other prisoners or officers, or it is 
necessary to prevent serious breaches of security or destruction of 
evidence, and 


iii.    A valid exception to the warrant requirement exists. 
 


3.   Body Cavity Searches 
 


a.   All body cavity searches shall be conducted pursuant to applicable law, affording 
minimum embarrassment and maximum privacy for the arrested person. 


b.   Prior to the application for a search warrant to conduct a body cavity search, West 
Norriton Township Police Officers shall obtain the authority of the Chief of Police 
or designee as assigned by the Chief of Police to permit such actions. 


c.  The body cavity search shall only be conducted in a hospital or doctor’s office by 
medical personnel using sanitized medical instruments and the necessary 
precautions to prevent blood borne pathogen (body fluids) contamination.  
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Necessary precautions for the medical personnel may include the wearing of 
rubber gloves or other protective equipment. 


d.   A body cavity search shall only be conducted upon a person following his or 
her arrest when the following conditions are present: 


 
i.    The person whose body cavity is to be searched has been arrested pursuant 


to probable cause; 
ii.    There is a separate probable cause to believe the arrested person is 


concealing a weapon, a controlled substance, as defined by “The 
Pennsylvania Controlled Substance, Drug, Device and Cosmetic 
Act,” 35 P.S. 780-101-780-144, or evidence of a crime, in his or her 
anus, genitalia, or mouth; and 


iii.    A search warrant is obtained prior to the search. 
 


e.   A West Norriton Township Police Officer shall only conduct a warrantless body 
cavity search upon an arrested person when the following conditions are present: 


 
i.    The person whose body cavity is to be searched has been arrested 


pursuant to probable cause; 
ii.    There is separate probable cause to believe the arrested person is 


concealing a weapon, a controlled substance, as defined by “The 
Pennsylvania Controlled Substance, Drug, Device and Cosmetic 
Act,” 35 P.S. 780-101-780-144, or evidence of a crime; and 


iii.    An extreme emergency exists, which requires the protection of the 
lives of the arrested person, other prisoners or officers, or it is 
necessary to prevent serious breaches of security or destruction of 
evidence, and 


iv.   A valid exception to the warrant requirement exists. 
 


f.   Prior to the commencement of a mouth body cavity search, after a finding of 
probable cause to believe the arrested person is concealing a weapon, a 
controlled substance, or evidence of a crime within his or her mouth, and/or a 
search warrant is obtained, a West Norriton Township Police Officer will 
inform the arrested person of his/her intention to perform the body cavity 
search, thus, giving the arrested person the opportunity to voluntarily 
surrender the suspected contraband.   


g.   When the requirements of subsection “C5” in this section are met, the West 
Norriton Township Police Officer shall attempt to conduct the search with 
medical personnel present, in a hospital or doctor’s office, and take 
precautions to prevent blood borne pathogen (body fluids) contamination. 


h.   When the requirements of subsection “C5” in this section are met and the officer 
has determined that it is impossible to transport the arrested person to a hospital or 
doctor’s office due to applicable exigencies, the officer shall secure the custody of 
the arrested person and obtain medical personnel to conduct the search in a 
controlled environment at the West Norriton Township Police Department. 
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i.   All body cavity searches shall be conducted in a controlled environment with 
no less than two police officers present, with at least one officer being of the 
same sex as the person searched. 


j.   All body cavity searches shall be performed where the search cannot be observed 
by persons not physically conducting the search, not designated under subsection 
“C7” to observe the search, or absolutely necessary to conduct the search and, if 
at the station, all video monitors shall be turned off. 


k.  When the West Norriton Township Police Officer visually observes a weapon, a 
controlled substance, or evidence of a crime during the body cavity search, the officer 
shall obtain the item from the medical personnel conducting the search and begin West 
Norriton Township Police Department standardized evidentiary collection procedures. 


l.   Should the arrested person resist the body cavity search, and become violent, 
additional officers of the same sex as the arrested person shall restrain the 
arrested person and assist in the body cavity search.  Only sufficient force 
will be applied in order to complete the search. 


m.  Should the arrested person resist the body cavity search, and the number of 
officers needed to restrain him is insufficient, the following procedure shall 
be followed: 
 
i.    Officers of the opposite sex may be called upon to subdue the 


prisoner before his or her body cavity is searched. 
ii.    Once the person is subdued and properly restrained (handcuffs, shackles, 


etc.), the officers of the opposite sex shall leave the room before the search 
is continued. 


 
4.   Reporting                


 
a.  The officer authorized under applicable law and the preceding rules and 


regulations to conduct the strip search or body cavity search, shall prepare an 
incident report of the strip search or body cavity search to include but not 
limited to: 


 
i.    Name of person subjected to the search. 
ii.    Name of person conducting the search and all persons present. 
iii.    Name of supervisor approving the search. 
iv.   Time, date and place of search. 
v.    Narrative explaining the reason for the strip or body cavity search and 


results of the search.       
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1.3.1 USE OF FORCE 
 


A. PURPOSE:  
 


The purpose of this regulation is to establish guidelines and procedures governing 
the use of force and weapons by all officers of the West Norriton Township Police 
Department.  The purpose of this directive is to state department policy regarding 
West Norriton Township Police officer’s use of deadly force and less lethal force. To 
establish policies/guidelines under which the use of force to include deadly force by 
police officers is permissible. 


 
B. POLICY: 


 
It is the policy of the West Norriton Township Police Department to limit the use of 
force to those situations of absolute necessity.  All officers will use only the amount 
of force they deem reasonable and necessary on any particular occasion.  It is a 
priority of the West Norriton Township Police Department to actively protect life, 
and secondarily protection of property. This order is to establish policy and 
procedures for the use of physical (less lethal and deadly) force as well as for the 
carrying and use of weapons including firearms or other possible deadly weapons 
carried and used by officers of the West Norriton Township Police Department. This 
order is for departmental use only and does not apply in any criminal or civil 
proceeding. Violations of this order will only form the basis for Departmental 
administrative actions. Violations of State and Federal laws might form the basis for 
civil or criminal sanctions in a recognized judicial setting.  The policies and 
procedures outlined in the general order shall followed by the officers of the West 
Norriton Township Police Department when they are on duty and when they are 
functioning as a police officer assigned to another specialized unit, such as the 
Montgomery County Drug Task Force or CMSWAT. 


 
C. USE OF FORCE 


 
1.  Peace Officers (law enforcement officers) as defined in Chapter 5 of the Pennsylvania 


Crimes Code (18 Pa. C.S.A. ss501) will only use the reasonable amount of force 
necessary to effect a lawful objective in conformance to the provisions of the 
Pennsylvania Crimes Code, other Pennsylvania statutory provisions and applicable 
Pennsylvania and Federal Court decisions.  This includes: using force to protect 
themselves or others affecting a lawful arrest in which case the minimal amount of force 
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will be used, or detaining an individual in custody.  Excessive and indiscriminate use of 
force is prohibited and will be disciplined accordingly.  The use of excessive force by a 
police officer is the ultimate in discourtesy and misconduct.  Brutality is the use of force 
where it is not required.  The justifiable use of force where it is authorized under the law 
in making an arrest, in preventing the escape of a criminal or in protecting the life of the 
officer or another person is not brutality.     


 
2. An officer may only use as much force as he/she believes is necessary to: 


   
a.   detain an offender, make the physical arrest, and keep the detention 
b.   overcome resistance 
c.   prevent escapes or recapture after an escapee 
d. protect the officer and/or others 


 
3. When an officer must use force in one of the situations listed above he/she  


shall use such force as is necessary while following the “Use of Force 
Continuum”.  The “Use of Force Continuum” is a logical progression through 
stages of force that are available to an officer while performing his/her duties.  
Which level of force an officer uses is determined by the amount of resistance 
and the threat to the officer. The levels of force are: 


 
Level 1 – This category consists of fundamental procedures supportive of the 
initiation and continuation of compliance and cooperation.   
Response – Verbal Commands – This level relies on the professional officers’ 
wide variety of communication skills, capitalizing upon the general population’s 
acceptance of authority. 
 
Level 2 – This level includes options centered around the gaining of control via 
procedures that are primarily psychologically manipulative with minimal contact 
for control 
Response – Contact Controls – In this first stage of non-compliance, the officer 
must deploy tactical talents to assert control and gain cooperation. 
 
Level 3 – Due to the introduction of a physical component to the subject’s non-
compliance, the officer now must call upon the tactics of encounter and possibly 
the deployment of supportive force. 
 
Response – Compliance Techniques – The officer must deploy sufficient force to 
overcome the subject’s moving or non-moving resistance, remaining vigilant for 
signs of more aggressive behavior from the subject. 
 
Level 4 – Due to the combative nature of the confrontation, the officer must now 
deploy tactical procedures centering upon active, force-enhanced 
countermeasures. 
 







General Order 1.3.1 - Use of Force  Page 3 of 3 
 


Response – Defensive Tactics – Confronted with the subject’s assaultive acts, the 
officer is justified in taking appropriate steps to immediately cease the  
assaultive action and gain and maintain control of the subject once compliance is achieved. 
 
Level 5 – At this level, the tactical options are directed toward officer survival 
and self-preservation. 
 
Response – Deadly Force – Facing an assaultive situation that reaches the 
ultimate degree of danger, the officer must deploy absolute and immediate tactics 
to stop the lethal threat and secure conclusive compliance and control 


 
D. The use of force will cease to be applied when the suspect is restrained or otherwise 


controlled. 
 
E. This General Order applies to the use of less lethal force and deadly force.  The use 


of deadly force is described specifically in section IV. 
 
F. Less lethal force will only be used in appropriately identified areas and then only in 


an amount necessary to effect a lawful arrest. 
 
G. Less lethal force will cease to be applied when the suspect's assaultive  behavior 


ceases or is restrained. 
 
H. The type and amount of non-lethal force used by an officer will be determined by the 


actions of the suspect. The use of neck restraint control techniques is prohibited. 
 
I. The provisions of this policy do not distinguish between adults and juveniles and, 


regardless of age, the only consideration of the officer, before using force, should be 
the capacity of the subject to inflict death or serious bodily injury. 
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1.3.10 Annual In-Service Training 
 


A. Officers of the West Norriton Township Police Dept. are required to pass, at least annually, 
a qualification course with any firearms that they are authorized to carry.  Skill and 
qualification training for all firearms shall be evaluated by a certified instructor in that type 
of firearm. 


 
B Less lethal weapons qualifications shall be conducted annually. The instructor shall be a 


certified instructor in the type of weapon being carried and the instructor shall document all 
training and keep such records in the officer’s personnel file. Such records shall include the 
officer’s name, the date, the time and the type of instruction provided as well as any 
applicable grading, if any. If an officer fails to qualify with their less lethal weapons their 
authority to carry it shall be revoked until they re-qualify. Annual training shall also be 
conducted on empty-hand control, arrests and defensive techniques.  


 
C. The West Norriton Township Police Dept. Firearms Instructor shall be trained and 


certified as a Range Officer through a recognized course of instruction and taught by 
certified instructors as determined and approved by the Chief of Police.   


 
D. The Firearms Instructor shall keep a record of all training and of each officer's scores.  


Copies of the scores shall be given to the Chief of Police.  The Firearms Instructor shall 
also keep a file on all weapons noting any maintenance issues and repairs and who the 
weapon is assigned to. All repairs to the firearms shall be made by a certified Armorer.   


 
E. Officers who fail to pass the qualification course shall be required to undergo a remedial 


course of instruction.  Officers shall have 10 days to pass the course or their authority to 
carry a firearm or less lethal weapon will be revoked.  If an officer's authority to carry a 
firearm is revoked they shall be re-assigned to a non-uniform administrative duty and 
given another 10 days to pass the course.  If the officer again fails to pass the course in 
this time period he/she shall be suspended without pay and given another 10 days to 
successfully pass the course.  If the officer fails to pass the qualifications course within 
the final 10 day period the officer shall be terminated for failing to maintain minimum 
standards.  Any officer who is injured or has other mitigating circumstances which 
prohibit the officer from qualifying may request permission from the Chief of Police to 
delay qualifying for that year.   


 
In the event of an "Accidental Discharge" of a firearm, a written report shall be prepared as 
per section XII subsection D.  The officer involved in the accidental discharge shall be 
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required to undergo immediate re-qualification with his/her weapon prior to returning to 
full duty.  Should the officer fail to meet the qualification standards the Firearms Officer 
shall immediately notify the Chief of Police in writing.  The Chief of Police shall then 
revoke the officer’s authority to carry a firearm and the officer must then follow the 
procedures as set down in subsection F of this section to re-qualify.  


 
F. The type and amount of non-lethal force used by an officer will be determined by the 


actions of the suspect. The use of neck restraint control techniques is prohibited. 
  


G. POLICY TRAINING                
 


1. As part of the yearly firearms qualification procedure each officer shall receive training 
on the Use of Force Policies General Orders 1.3.1 through 1.3.10 and this training shall 
include training in the Use of Force, the Force Continuum and the use of Deadly Force, 
de-escalation and duty to intervene. 


   
2.   The Firearms Instructor shall keep a record of the training sessions as described 


in subsection A of this section and it shall include the date, time, place, and name 
of the instructor of each session for each officer.   


 
H.  NEW WEAPONS OR WEAPONS SYSTEMS 
 


1. All personnel shall demonstrate satisfactory skill and proficiency as applicable 
on any newly implemented weapon or weapon system before approval is granted 
to carry and/or use such weapon or weapon system on duty, and if applicable, off 
duty. 


 
I. NEWLY HIRED OFFICERS 


 
1. All newly hired personnel shall demonstrate satisfactory skill and proficiency 


and/or qualification, as applicable on all agency authorized lethal and less 
lethal weapons and/or weapon systems before approval is granted to carry and/or 
use such weapon and/or weapon system(s) on duty and if applicable off duty. 
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1.3.11 TASER POLICY 
 


A. PURPOSE 
 
   The purpose of this policy is to provide officers with guidance and direction on the use of 


the X-26 Taser. 
 
B. POLICY 
   


It is the policy of this agency to use only that level of force that reasonably appears 
necessary to control or otherwise subdue violent or potentially violent individuals 
Electronic control weapons may be used by authorized and trained personnel in 
accordance with this use of force policy and additional guidelines established herein. 


 
The X-26 Taser, manufactured by Taser International, is available to the members of 
this department for use to control a dangerous or violent subject when deadly force is 
NOT justified and attempts to control the subject by other tactics have been ineffective 
or there is a reasonable expectation that it is unsafe for the officer(s) to approach within 
contact range of the subject.  The X-26 Taser may be used to subdue individuals who 
pose an immediate risk to themselves or others or to safely affect an arrest.  The X-26 
Taser will be assigned to all officers of this department upon successful completion of 
training by a certified Taser International Instructor. This department will hold the right 
to revoke the carrying privileges for officer(s) who misuse or demonstrate lack of 
proficiency with the weapon. 


 
C. DEFINITIONS 
 


1. X-26 TASER: An Electro-Muscular Disruption (EMD) weapon that utilizes 
compressed nitrogen to shoot two small probes up to 21 feet. These probes are 
connected to the weapon by high-voltage insulated wires.  When the probes make 
contact with the subject, they transmit an electrical pulse along the wires and into 
the body through up to two and a quarter inches of clothing.  The probes do not 
have to penetrate flesh or cause bodily harm to be effective.  The X-26 Taser may 
also be used as a contact device. 


 
2. ELECTRO-MUSCULAR DISRUPTION (EMD):  Electrical signal, which 


overrides the central nervous system and directly controls the skeletal muscles.  The 
EMD effect causes an uncontrollable contraction of the muscle tissue, debilitating 
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the subject regardless of pain tolerance or mental focus.  The output does not 
damage an implanted pacemaker and there is a slight risk of loss of bladder and/or 
bowel control. 


 
3. DATAPORT:  Every time the X-26 Taser is fired, it stores the downloadable time, 


date, and duration and battery power on a data port located at the back of the unit. 
 
4. AFID CARTRIDGE TRACKING:  Every time an air cartridge is fired, up to 40 


small confetti-like microdot ID tags called AFIDS are ejected.  Each AFID is 
printed with the serial number of the cartridge fired, allowing the department to 
identify which officer fired the cartridge.    


 
D. PROCEDURES 


 
1. Authorized Users/Training 
 


Only officers who have successfully completed the approved Taser International 
training course sponsored by a certified Taser International Instructor shall be 
authorized to carry the X-26 Taser. Training consists of specific training courses 
and demonstrated competency under hands-on testing that has been monitored by a 
certified X-26 Taser Instructor. X-26 Taser training shall be conducted annually. 


 
2. Weapon Readiness 


 
a. The device will be carried in an approved holster consistent with department 


training. The holster shall be worn on the officers support (non-gun) side or if 
worn on the officers gun side the holster shall be mounted in a cross draw 
fashion so that the X-26 Taser may only be drawn by the officers non-gun hand. 


b. The device shall be carried fully armed with the safety on in preparation for 
immediate use when authorized. 


c. Officers authorized to use the device shall be issued a minimum of one spare 
cartridge as a back-up in case of cartridge failure, the need for redeployment, or 
in case the first cartridge’s leads break during engagement. The spare cartridges 
shall be stored and carried in a manner consistent with training and the 
cartridges replaced consistent with the manufacturer’s expiration requirements. 


d. Only agency approved battery power sources shall be used in the X-26 Taser. 
Each officer shall ensure that the batteries of the X-26 Taser are properly 
charged at the beginning of their duty shift. 


 
3. Deployment 


 
a. The  X-26 Taser is generally analogous to the Oleoresin Capsicum 
  (OC) spray On the use of force continuum and decisions to use the X-26 Taser 


involve the same basic justification.  As such, the device is prohibited from 
being used: 
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i. In a punitive or coercive manner. 
ii. On a handcuffed/secured prisoner, absent overtly assaultive behavior 


that cannot be reasonably dealt with in any other less intrusive fashion. 
iii. On any suspect who does not demonstrate their own overt intention (1) to use 


violence or force against the officer or another person or (2) to flee in order to 
resist/avoid detention or arrest (in cases where officers would pursue on foot). 


iv. In any environment where an officer knows that a potentially flammable, 
volatile, or explosive material is present (including but not limited to OC 
spray with volatile propellant, gasoline, natural gas, or propane) 


iv. In any environment where the subject’s fall could reasonably result in 
death (such as in a swimming pool or on an elevated structure). 


 
b. In preparation for firing the X-26 Taser shall be pointed in a safe direction, taken 


off safe, and then aimed. Center mass of the subject’s back should be the primary 
target where reasonably possible; center mass of the chest or the legs is the 
secondary targets. The X-26 Taser SHALL NOT be aimed at the head or the face 
of the subject. 


c. Fixed sights should be used as the primary aiming device and the laser dot as the 
secondary aiming device. When practical loud verbal commands shall be used prior 
to discharging the X-26 Taser. 


e. Upon firing the device, the officer shall energize the subject the least number of 
times and no longer than necessary to accomplish the legitimate operational 
objective.  The subject may be secured as soon as practical while disabled by 
the X-26 Taser power to minimize the number of deployment cycles.  


f. The device may also be used in certain circumstances in a “touch stun” mode.This 
involves removing the cartridge and pressing the unit against an appropriate area of 
the body based on training. It is important to note that when the device is used in this 
manner it is: 


 
i. Primarily a pain compliance tool due to lack of probe spread. 
ii. Minimally effective when compared to conventional cartridge type 
 deployments. 
iii. More likely to leave marks on the subject’s skin. 
iv. Subject to the same deployment (use) guidelines and restrictions as that 


of the X-26 Taser in cartridge deployments. 
 


g. The X-26 Taser shall be pointed at the ground in a safe direction with the Safety 
activated during loading, unloading, or when handled in other than an operational 
deployment. 


h. When practical, the officer armed with the Taser shall announce “Taser, Taser” to 
the other officers on the scene prior to discharging the X-26 Taser. 


 
4. Aftercare 


 
a. The X-26 probes shall be removed after the discharging officer has visually  
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Inspected the contact site.  If the probes penetrated the skin, the discharging 
officer shall remove the probes as outlined in training. 


b. Photographs of the contact site shall be taken if the probes penetrated the skin.  
Photographs shall also be taken if any injury occurs as a result of a secondary fall. 


c. Once the probes have been removed, they will be treated as a biohazard sharps. 
d. The discharging officer shall enter the photographs, expended cartridge with Probes 


and a limited number of microdots into evidence. 
e. The discharging officer shall complete a Use of Force report. 
f. Any subject exposed to the X-26 Taser’s probes or contact points who receives 


an electrical charge must be offered the opportunity to be examined by medical 
personnel, either EMS on the scene, or emergency room personnel. Thoroughly 
document the subject’s acceptance or refusal of the offer for medical treatment. 


 
5. Signing out the X-26 Taser 


 
a. The X-26 Taser shall be signed out at the beginning of the shift and the serial 


number shall be written on the daily activity log. The X-26 Taser shall be 
returned at the conclusion of the shift. 


 
6. Training/Certification Requirements 


 
a. The authorization to carry and/or use the X-26 Taser is granted by the 


department to officers based upon the completion of specified training courses 
and demonstrated competency under hands-on testing that has been monitored 
by a certified X-26 Taser Instructor.  The certification of the X-26 Taser will be 
conducted annually. 
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1.3.11 DE-ESCALATION OF USE OF FORCE INCIDENTS 
 


A. De-escalation in Law Enforcement - the concept of de-escalation tactics is in the 
central part of the framework that officers used to assess and manage risk through 
justifiable and reasonable intervention. The officer selects an appropriate option for 
control, based on the situation. 


 
1. De-escalation includes acting or communicating either verbally or nonverbally 


during a potential use of force encounter to stabilize the situation and reduce the 
immediacy of the threat(s) involved with the encounter.  


 
2. Officers shall apply the use of de-escalation techniques and other alternatives to 


force consistent with his or her training whenever feasible and appropriate before 
resorting to force applications to reduce the need for force or the level of force 
applied. 


 
3. Officers will whenever possible and when such a delay is without bad outcomes 


(will not compromise the safety of the officer or another person and will not 
result in the destruction of evidence, enhance or allow for the risk of escape or 
promote further criminal commission or crimes), the officer should attempt to 
allow the individual who force is to be directed the time and opportunity to 
submit to verbal commands prior to the time force is applied. 


 
B. Successful uses of De-escalation - This process forms a small but critical portion of what is 


known as the officer’s risk assessment and plan.  The process where an officer clearly, 
concisely, and effectively analyzes and later explains the events that occurred before, during 
and after a use of force incident is called “legal articulation.” Officers will not necessarily be 
judged by what they believe. Their intervention will be measured against what a reasonable, 
trained, prudent police officer would do faced a similar set of circumstances. Police officers 
are also trained to continually monitor risk during an interaction with the public as things can 
change very quickly. Police officers must always be ready to shift tactics. 


 
C. De-escalation Techniques - De-escalation techniques may include one or more of the 


following techniques: 
 


1. Advisements and identification. 
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2. Warnings. 
 
3. Command presence. 
 
4. Tactical repositioning. 
 
5. Verbal persuasion. 


 
6. Containment. 


 
D. Potential for De-escalation - The list below is a partial list of events where de-


escalation techniques may be applied when situationally appropriate: 
 


1. Mental health crisis. 
 
2. Personal crisis. 
 
3. Developmental disabilities. 
 
4. Victims and witnesses. 
 
5. Arrestees. 


 
E. Factors in Decision to De-escalate –  
 


1. Medical conditions. 
 
2. Physical limitations. 
 
3. Language or communications barrier. 
 
4. Drug interaction or influence of substances. 
 
5. Mental impairment. 
 
6. Developmental disability. 
 
7. Behavioral crisis. 


 
8. Environmental. 
 
9. Time. 
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F. Essential Understandings by Officers in the De-escalation Process: 
 


1. Tactical repositioning does not equate to total retreat by the police from the “hot zone” or 
require surrender of any tactical advantage. Instead this is a technique where officers 
create a “buffer” allowing more distance between the subject and the responding officers. 
This enlarged area has many benefits including increased time for decision-making and 
increase time for compliance with commands. 


 
2. De-escalation tactics and techniques are actions used by officers, when safe and without 


compromising law enforcement priorities, that seek to minimize the likelihood of the 
need to use force during an incident and increase the likelihood of voluntary compliance. 


 
3. When safe and feasible under the totality of the circumstances, officers shall attempt to 


slow down or stabilize the situation so that more time, options, and resources are 
available for incident resolution. 


 
4. De-escalation may take the form of scene management, team tactics, and/or individual 


engagement. Even when individual engagement is not feasible, de-escalation techniques 
including some scene management and team tactics such as time, distance and shielding 
should still be used unless doing so would create undue risk of harm to any person due 
to the exigency/threat of the situation. 


 
5. The overall goal of de-escalation is to promote thoughtful resolutions to situations and to 


reduce the likelihood of harm to all persons involved. De-escalation is reviewed and 
evaluated under the totality of the circumstances present at the time of the incident. 
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1.3.2 DEADLY FORCE 
 


A.   A “peace officer” (law enforcement officer) as defined in Chapter 5 of the Pa. Crimes Code 
(18Pa. C.S.A. subsection 501) shall only use deadly force when reasonable and justified to 
effect lawful objectives and prevent death or serious bodily injury to the officer or others 
when an officer reasonably believes that there is an immediate threat of death or serious 
bodily injury in conformance to the provisions of the Pennsylvania Crimes Code, other 
Pennsylvania statutory provisions, and Pennsylvania and Federal Court decisions.  Discretion 
to use a firearm or deadly force rests with the officer and proper justification and evaluation of 
the circumstances is required before an officer employs deadly force or a firearm.  An officer 
shall employ Deadly Force against another human being only when he/she believes that such 
force is necessary to prevent death or serious bodily injury to himself/herself or such other 
person, or when he/she believes both that: 
 
1. Such force is necessary to prevent the arrest from being defeated by resistance or 


escape; and  
 
2. The person to be arrested has committed or attempted a forcible felony or is attempting to 


escape and possesses a deadly weapon, or otherwise indicates that he/she will endanger 
human life or inflict serious bodily injury unless arrested without delay. 


 
3. A police officer is justified in using deadly force against another when he 


reasonably believes that such force is necessary to prevent death or serious 
bodily injury to himself or to another person. 


 
B.    A police officer is justified in using deadly force against another in order to prevent 


the commission of a violent felony or to prevent that person from fleeing arrest or 
custody when the officer reasonably believes that no other means exists to prevent 
that commission or escape, and: 


 
1.   The officer knows or reasonably believes that the person fleeing possesses a 


deadly weapon which he has used or indicates he is about to use, or; 
 
2.   The person has committed, has attempted to commit, or is attempting to  


        commit one of the following crimes; murder, voluntary manslaughter, rape, 
kidnapping, involuntary deviate sexual intercourse, arson or aggravated assault 
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causing serious bodily harm. 
 


3.  Where feasible, the officer shall identify himself or herself as a law enforcement 
officer and warn of his or her intent to use deadly force. 


 
 C.    A police officer may use a firearm to destroy any animal which: 


 
1.   Possess an immediate threat of serious bodily harm to the officer or another. 
 
2.   Is obviously mad, vicious, feral or wild and cannot otherwise be prevented from 


attacking or harming any person. 
 
3.   Appears to be suffering from a serious injury or disease, but only after making 


every reasonable attempt to contact the animal’s owner or the SPCA if the 
animal is domestic, or the game warden, if the animal is wild and only after 
notifying the supervisor-on-duty. 


 
 D. A police officer will not: 


 
1.   Fire warning shots.           
 
2.    Fire shots to summon help. 


 
3.   Shoot at or from a moving vehicle, except as the ultimate measure of defense of 


self or another when the actor is using deadly force. 
 
4.   Use a firearm as a threat in situations where deadly force could not justifiably be employed. 
 
5.   Act on assumption.  Unless the actor (offender) presents an immediate danger     


to the officer or another, it is better that the actor (offender) escapes than to have 
the officer use deadly force based on insufficient or incomplete information. 


 
6.   Fire his/her weapon when it would endanger innocent people. 


     
E. Reporting Discharges of Firearms 


 
1. The discharge of any firearm by either on-duty or off-duty personnel (except test 


or target firing at a range or when hunting) will be reported as follows: 
 


a.   Cases where the weapon was not discharged at a person and no injury to a 
      person resulted, i.e., accidental discharge or destruction of animals. 
b.   The officer will complete a Use of Force Report.  The officer will provide 


the shift supervisor with all spent shells and will draw fresh ammunition. 
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c.   The shift supervisor or detective will provide the Chief of Police with copies 
of all reports. 


 
d.   The Chief of Police will convene a shooting review board under command of 


the Deputy Chief as required under Section H of this General Order. 
e.   In cases where the weapon was discharged at any person or where the 


discharge resulted in injury or death to any person the police dispatcher will 
be notified immediately and asked to dispatch medical aid, the shift 
supervisor, and/or the on-call detective. 


f.   The shift supervisor or detective will notify: 
 


i.     the proper police personnel according to department call out 
procedures; 


ii. The patrol supervisor on duty or, if no supervisor is working, the zone 
officer will have the responsibility of calling the Investigation Unit 
for assistance.  This is to be done in the following order: 


 
(1) If a detective is needed before 4 AM - call the 3 to 11 man 
(2) If a detective is needed after 4 AM - call the 9 to 5 man 
(3) If neither of the above can be reached - call the 1 to 9 man 
(4) If none of the above can be reached, the patrol supervisor/zone 


officer is to call the Deputy Chief 
(5) If the Deputy Chief is unavailable, the patrol supervisor/zone officer is 


to begin the investigation, if necessary, and continue to attempt to 
contact the Investigation Unit/Deputy Chief until successful. 


 
iii.   the coroner, in cases where death has occurred; 
iv.   any other aide he deems necessary including off-duty personnel. 


 
g.   The officer or officers involved will make no statement to anyone except to      
      department investigating and command personnel. 
h.   The shift supervisor or responding detective will be responsible for the following: 


 
i.    See to the welfare of the involved officers and transporting them to 


the station or other designated area. 
ii.    Securing the scene. 
iii.   Conducting a preliminary field investigation. 
iv.    Locating all witnesses and transporting them to the station or other     


designated area where they will be sequestered. 
v.    Securing the weapons of the involved officers with ammunition intact 


for processing. 
vi.    Assist the investigators. 
vii.   See that the involved officers are issued replacement weapons and ammunition. 
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F. Investigation of Discharges 
 


1.   The Detective Division will be responsible to investigate all firearms discharges. 
   
2.   The assigned detectives will conduct a full investigation of each incident and will 


be responsible for the preparation of all investigative reports. 
 
3.   All firearms involved will not be cleaned or unloaded prior to examination. 
 
4.   The Deputy Chief will convene a shooting review board and copies of all reports and 


statements, diagrams, etc., pertaining to the incident will be forwarded to the board. 
 


G. Post-Shooting Procedures Concerning Human Confrontation Discharge 
 


1.   At the scene the officers will make statements to no one except department 
investigators and command personnel. 


 
2.   The officers will surrender their weapons to investigating personnel.  Spent shell casings 


shall be left untouched until properly documented and secured as evidence. 
 


H. Shooting Review Board 
 


1. The shooting review board shall function as an administrative tool to provide the 
Chief of Police with information and recommendations regarding discharge of 
firearms by police personnel. 


 
2. The board will be under the command of the Deputy Chief of Police and 


composed of: 
 
a. Firearms Training Officer 
b. A Detective (not the detective assigned to investigate the incident) 
c. A Patrol Sergeant (not the direct supervisor of the officers involved) 


 
3. The board will investigate all cases which are subject to this Deadly Force 


Policy. The board will review each case and present its’ findings in writing to the 
Chief of Police within one week of being convened.  A copy of the findings will 
also be entered in the case folder and officer personnel file. 


4.  The board may find that the shooting was: 
 


a. Within policy 
b. Not within policy 
c. Not within policy but the existence of extenuating circumstances justified the action. 
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1.3.3 USE OF FORCE PROHIBITIONS  
 


A. A police officer will not: 
 


1.   Fire warning shots.           
 
2. Fire shots to summon help. 
 
3.   Shoot at or from a moving vehicle, except as the ultimate measure of defense of 


self or another when the actor is using deadly force. 
 
4.   Use a firearm as a threat in situations where deadly force could not justifiably be 


employed. 
 
5.   Act on assumption.  Unless the actor (offender) presents an immediate danger     


to the officer or another, it is better that the actor (offender) escapes than to have 
the officer use deadly force based on insufficient or incomplete information. 


 
6.   Fire his/her weapon when it would endanger innocent people. 
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1.3.4 Less Lethal Weapons 
 


A. ASP  
 


1.   Officers may use an ASP type any time they are on duty if they have a current 
certification or re-certification from a qualified instructor.   


 
 2.  Generally, an officer may need to use the ASP in the following circumstances; 


 
a.  To overcome resistance to an arrest  
b.  To protect the officer or another person(s) from bodily injury 
c.  To prevent a suicide, or an individual from injuring themselves 


 
3.   Officers will not strike a subject in any vital area to include the head or neck.  


Batons will be used to strike a subject's long bones, i.e.,arms, legs;  or joints, 
hips, shoulders, or elbows.  Batons will not be used to choke, unless the use of 
deadly force would be justified.   


 
  4.   Officers are not permitted to strike with a metal or aluminum type  
         flashlight unless the use of deadly force would be justified.   
  


B. OC Chemical Sprays 
 


1.   Definitions 
 
a.   OC - a chemical agent made from Cayenne Pepper 
b.   OC Chemical Spray - any individual protective device that is used for non-lethal 


defense that sprays a chemical compound containing OC 
    


2.   Officers are permitted to carry OC Chemical Sprays while they are on duty to be 
used lawfully and in accordance with this policy.  Officers shall carry only OC 
Chemical Sprays that are approved by the Department.   


 
3. Generally, an officer may need to use the OC Chemical Spray in the following 


circumstances; 
 


a.   To overcome resistance to an arrest 
b.   To protect the officer or another person(s) from bodily injury 
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c.   To prevent a suicide, or an individual from injuring themselves 
 


4.   Procedure 
 


a.   Spray directly into the subjects face (eyes, mouth, nose).  Usually a direct hit at the 
face will instantly shut the eyes and affect the respiratory system. 


b.   Occasionally a panic stricken subject’s breathing may be abnormally shallow, 
preventing deep inhalation of the mist into the lungs even though the subject's eyes 
are totally closed.  In this case immediately create a safe distance between yourself 


 and the subject.  Apply a second spray toward the subject's nose and mouth.  
Stop spraying when the attackers resistance stops.   


 
5.   Prohibited Use 


 
a.   Once a violent person has been subdued and brought under control there is no 


justification for use or for the continued use of OC sprays against the subject.   
b.   OC Spray will not be used against an individual who merely uses verbal abuse toward 


an officer unless the individual’s actions are, in the opinion of the officer, an 
indication of a possible imminent assault on the officer. 


c.   OC Spray will not be used to elicit information from any person. 
 


6.   Storage 
 


a.   Store at room temperature  
b.   FLAMMABLE:  DO NOT STORE NEAR HEAT OR OPEN 
 FLAME 
c.   PROLONGED EXPOSURE TO SUNLIGHT AND TO  


TEMPERATURES ABOVE 120 DEGREES MAY CAUSE 
 BURSTING OF CANISTER 
d.   Prolonged exposure to temperatures below 32 degrees will  
 result in slower discharge 
e.   Proper storage is important to maintain the proper aerosol pressure.  


 
C. Mossberg model 500 pump action shotgun using CTS Model 2581 Super-Sock bean 


bag round ammunition.  
 


1. Mossberg model 500 pump action shotgun using CTS Model 2581 Super-Sock 
bean bag round ammunition is available to the members of this department for use 
to control a dangerous or violent subject when deadly force is NOT justified and 
attempts to control the subject by other tactics have been ineffective or there is a 
reasonable expectation that it is unsafe for the officer(s) to approach within contact 
range of the subject.  The Mossberg model 500 pump action shotgun using CTS 
Model 2581 Super-Sock bean bag round ammunition may be used to subdue 
individuals who pose an immediate risk to themselves or others or to safely affect 
an arrest.    
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D. In the event a subject forcibly acquires one of these devices from and officer it is 
presumed that it will be used on the officer and it is to be considered a serious threat to 
the officer’s life.  This act will automatically escalate the force continuum to level five. 


 
E. Use of Unauthorized Weapons in Emergency Life Threatening Situations 


 
1. Officers of the West Norriton Township Police Department are authorized to use 


whatever type of weapon necessary to protect themselves in an emergency life 
threatening situation. 
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1.3.5 RENDERING AID AFTER USE OF LETHAL OR LESS LETHAL WEAPONS   
      
A. It is the duty of all officers to render aid to any person who is injured, is suspected to 


be injured or alleges to be injured as a result of an officer using lethal or less lethal 
weapons.  Such aid is to be rendered to the injured party until such time as medical 
assistance arrives on the scene.  Officers should keep their own safety in mind while 
rendering such aid and may restrain the suspect as needed to preserve officer safety.  
Such aid may be simple observation of the person until assistance arrives or 
rendering first aid or CPR depending on the injury.   


 
B. If a firearm or other lethal weapon is used and injury occurs officers shall  


use whatever means possible to control or stop any bleeding until medical  
assistance arrives.  Officers shall also do whatever they can to keep the  
injured person calm and still until medical assistance arrives.   


 
C. If a less lethal weapon is used and an injury occurs officers shall use 


whatever means possible to control or stop any bleeding until  medical  
assistance arrives.  Officers shall also do whatever they can to keep the  
injured person calm and still until medical assistance arrives. 


 
D. If OC Sprays are used officers shall use the following procedure; 


 
1.   Subjects who are sprayed with OC Sprays should be monitored and  


verbally assured that they are safe and that they will be all right.  The  
subject should be told to calm down (relax) and try to breath normally. 


 
2.   Subjects who are sprayed with OC Sprays should be removed to  


uncontaminated air and faced into the wind when possible.  They may be 
allowed to use cool water to rinse the OC Spray from their face.  Open their eyes 
and flush with cool water.  If burning persists, place an ice pack on the eyes and 
affected areas to reduce inflammation.  DO NOT RUB.  Cool water will allow 
even quicker recovery from the effects.  Keep subject upright, sitting, or lying 
down.  Do not allow them to curl up.  This could cause difficulty in breathing.   


 
3.   If any subject sprayed with OC Sprays is wearing contact lens, they should 


remove them.  Cleaning affected skin areas with soap and water will expedite 
recovery since the resin that sticks to the skin will be removed.  The subject, if 
wet from the OC Spray, should dry before transporting.  This will only take a 
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few minutes and will probably be accomplished before the subject can get into a 
vehicle.  If the subject is still wet with the OC Spray the transporting officer 
could become slightly contaminated.   


 
4.   All symptoms should disappear within 15 to 45 minutes with no after effects.  If 


symptoms persist beyond the normal 45 minutes full recovery rate period 
without any relief to eyes, skin and respiratory system, GET MEDICAL 
ATTENTION PROMPTLY. 


 
E. Area Decontamination 


 
1.   OC Spray is not a particulate; it is biodegradable and does not require any special 


decontamination.  Normal ventilation will remove OC Spray from the 
environment within 45 minutes.  Machine wash all affected clothing. 


 
2.   OC Spray's active agent drifts with the air and will disappear as soon as the 


enclosed area is ventilated by opening windows and doors.  This is in sharp 
contrast to other chemical agents which can linger for weeks or months. 
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1.3.6 USE OF FORCE REPORTS 
 


A. Officers shall fill out a USE OF FORCE report form anytime an officer uses any type of force 
from level three or above in the Use of Force Continuum with the exception of handcuffing, or 
is alleged to have used force upon another person, no matter how slight.  The form is to be 
filled out for both lethal and less lethal force.  The Use of Force form will be filled out 
anytime an officer points a deadly weapon (handgun, shotgun, rifle) at anybody while on duty.  


    
B. Use of Force forms will be completed before the officer leaves at the end of his/her shift.  


If extenuating circumstances, i.e. the officer is injured, then the shift supervisor will 
complete the form before the end of his/her shift.  If more than one officer is involved 
and/or officers from another department are involved all involved officers whose actions 
included the use of force as defined by this Order shall submit a Use of Force form.   


 
 C. Officers will fill in all applicable areas of the Use of Force form and in the  
  narrative section will describe what took place and why the force was used. 
 


D. All Use of Force reports shall be forwarded to the Chief of Police or his designee for 
review and approval. 


 
E Officers shall fill out a Use of Force form anytime that their firearm is discharged.  This 


will include; 
  


1.   Firing the weapon at a person whether or not the person is hit. 
 
2.   Firing the weapon for the lawful destruction of an injured animal. 
 
3.   In the case of an accidental discharge of the weapon 


 
F. Officers do not have to fill out the Use of Force form for discharging a firearm under the 


following conditions; 
 


1.   Firing at an approved range 
 
2.   During approved training exercises or situations 
 
3.   When discharging a firearm for recreation. 
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G. Reporting discharge of firearm; 
 


1. Cases resulting in injury or death; 
 
a.   The Police Radio will be notified immediately from the scene and advised to 


dispatch medical assistance if needed.  The Shift Supervisor or OIC will 
immediately respond to the scene and immediately notify or cause to be 
notified the following; 


 
i.       The Chief of Police 
ii.      The on duty or on call detective 
iii.     The Montgomery County District Attorney or his designated representative 
iv.     The Montgomery County Detective Bureau 
v.      The Montgomery County Coroner's Office if needed 


 
b.   The officer who fired the weapon will not make any statement, except to 


investigating personnel or the Chief of Police, unless otherwise authorized by the 
Chief of Police or his designated representative. 


 
c.   The first supervisor or command officer at the scene will be responsible for 


the following; 
 
i.  securing the scene 
ii. conducting a preliminary field investigation 
iii. taking the involved officer, if not incapacitated, directly to the police station 


or other designated area 
iv. taking all witnesses, if not incapacitated, to the police station or other 


designated area and keeping them sequestered in separate quarters pending 
interview 


v. ensuring that the involved weapon is immediately seized with ammunition 
intact and sealed and guarded for prints and ballistics examination as 
required 


vi. render assistance to the assigned investigators 
vii. submit a detailed report concerning the aspects of his/her investigation to the 


Chief of Police, the assigned investigators, and members of the District 
Attorney's Office if appropriate. 


 
2.   Cases not resulting in injury or death: 


 
a.   The Police Radio will be notified immediately from the scene and advised to 


dispatch medical assistance if needed.  The Shift Supervisor or OIC will 
immediately respond to the scene and immediately notify or cause to be notified the 
following; 


 
i.       The Chief of Police 
ii.      The on duty or on call detective 
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iii.     The Montgomery County District Attorney or his designated representative 
iv.     The Montgomery County Detective Bureau 
v.      The Montgomery County Coroner's Office if needed 


 
b.   The officer who fired the weapon will not make any statement, except to 


investigating personnel or the Chief of Police, unless otherwise authorized by 
the Chief of Police or his designated representative. 


 
c.   The first supervisor or command officer at the scene will be responsible for 


the following; 
 


i.  securing the scene 
ii. conducting a preliminary field investigation 
iii. taking the involved officer, if not incapacitated, directly to the police 


station or other designated area 
iv. taking all witnesses, if not incapacitated, to the police station or other 


designated area and keeping them sequestered in separate quarters pending 
interview 


v. ensuring that the involved weapon is immediately seized with ammunition 
intact and sealed and guarded for prints and ballistics examination as 
required 


vi. render assistance to the assigned investigators 
vii. submit a detailed report concerning the aspects of his/her investigation to 


the Chief of Police, the assigned investigators, and members of the District 
Attorney's Office if appropriate. 
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1.3.7 Administrative Leave               
 


A.   Any officer directly involved in a shooting or other type of incident where the 
officer’s actions resulted in the death or serious bodily injury to another person  


 shall, at the discretion of the Chief of Police or his designee, be placed on 
administrative leave directly upon completion of the preliminary report of the  


  incident. This leave shall be without loss of any pay or benefits pending the results 
of the investigation. Assignment to administrative leave is solely to allow the officer 
an opportunity to deal with the extreme stress resulting from an incident of this type 
and shall not be interpreted to imply or indicate that the officer has acted improperly. 


 
B.   While on administrative leave the officer shall: 
 


1.  Undergo counseling and debriefing with a department approved psychologist or 
psychiatrist and shall continue to attend sessions until the doctor has determined 
that the sessions may be terminated. 


 
2.  Remain available for interviews and statements to assist the investigative 


personnel with their investigation. 
 
3.  Be subject to recall to duty at the discretion of the Chief of Police with the 


approval of the doctor.  Upon return to duty, the officer may be assigned to 
duties as deemed appropriate by the Chief of Police. 


 
4.  Have made available to him the services of a member of the clergy in order to help 


the officer deal with the moral and ethical after effects of the incident. 
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1.3.9  Weapons Qualifications 
 


A. Proficiency in use of agency issued weapon 
 


1. All officers are required to pass a qualification course, at least annually, for any 
lethal weapon before they can carry the weapon.  Less lethal weapons qualifications 
shall be conducted according to the manufacturer’s specifications or at least every 2 
years.  This includes weapons that are carried on duty and off duty.    


 
2. The weapons that fall under this section include any firearm that is to be carried 


by the officer, a shotgun, an ASP baton, or OC Chemical Sprays. 
 
3. Officers must obtain yearly re-qualification on any weapon that requires such re-


qualification either by law or by Departmental Policy.   
 
4. The West Norriton Township Police Dept. Firearms Instructor shall be trained by a 


qualified organization in this field and shall maintain a high proficiency in this area. 
 


B. Weapons training and qualifications 
 


1. The qualification course for firearms to be used under subsection A of this section shall 
be one that is recommended by the Firearms Instructor and approved by the Chief of 
Police.  Officers must obtain a qualifying score of at least 75% to pass the course. The 
Firearms Instructor shall inspect all firearms used prior to the qualifications course to 
insure that the firearms are in good working order and safe. At the time of re-certification 
the instructor shall inspect the less lethal weapons to insure that they are safe, not 
corroded or leaking and in good working order.  No less lethal weapon shall be carried 
that does not pass this inspection.  A weapons inventory list shall be maintained for all 
weapons owned and authorized by the Department.  This list shall contain the make, 
model, type, caliber, serial number and where the weapon is located. When new weapons 
are purchased they shall be added to the list and when weapons are taken out of service 
they shall be expunged from the list.  


 
2. The West Norriton Township Police Dept. Firearms Instructor shall be trained and 


certified as a Range Officer through a recognized course of instruction and taught by 
certified instructors as determined and approved by the Chief of Police.   
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3. The Firearms Instructor shall keep a record of all training and of each officer's scores.  
Copies of the scores shall be given to the Chief of Police.  The Firearms Instructor 
shall also keep a file on all weapons noting any maintenance issues and repairs and 
who the weapon is assigned to. All repairs to the firearms shall be made by a certified 
Armorer.   


 
4. Officers who fail to pass the qualification course shall be required to undergo a 


remedial course of instruction.  Officers shall have 10 days to pass the course or their 
authority to carry a firearm or less lethal weapon will be revoked.  If an officer's 
authority to carry a firearm is revoked they shall be re-assigned to a non-uniform 
administrative duty and given another 10 days to pass the course.  If the officer again 
fails to pass the course in thistime period he/she shall be suspended without pay and 
given another 10 days to successfully pass the course.  If the officer fails to pass the 
qualifications course within the final 10 day period the officer shall be terminated for 
failing to maintain minimum standards.  Any officer who is injured or has other 
mitigating circumstances which prohibit the officer from qualifying may request 
permission from the Chief of Police to delay qualifying for that year.   


 
In the event of an "Accidental Discharge" of a firearm, a written report shall be 
prepared as per section XII subsection D.  The officer involved in the accidental 
discharge shall be required to undergo immediate re-qualification with his/her weapon 
prior to returning to full duty.  Should the officer fail to meet the qualification standards 
the Firearms Officer shall immediately notify the Chief of Police in writing.  The Chief 
of Police shall then revoke the officers authority to carry a firearm and the officer must 
then follow the procedures as set down in subsection F of this section to re-qualify.   
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1.4.1 CHAIN OF COMMAND PROTOCOL 
 


A. PURPOSE 
 
This general order is established to set policy guidelines for direction, chain of 
command, obedience of orders and agency communication and cooperation. 
 


B. POLICY 
 
It is the policy of the West Norriton Township Police Department to follow the 
guidelines of this general order.  
 


C. CHAIN OF COMMAND PROTOCOL    
 


1. In the event of an emergency, and until the Chief of Police can be notified, 
respond, and assume command, the highest ranking officer on the scene shall be 
responsible for incident command system (ICS) functions. 


 
2. In emergency or exceptional situations when only minimal preparation can occur 


the sequential order of command will be as follows: 
 


a. In the absence of the Chief of Police, unless otherwise designated by the Chief of 
Police, the Deputy Chief of Police will, upon notification, respond to the incident 
and perform ICS functions until relieved by the Chief of Police. 


b. In the absence of the Deputy Chief of Police, the Administrative Sergeant 
will, upon notification, respond to the incident and perform ICS functions 
until relieved by the Deputy Chief or Chief of Police. 


c. In the absence of the Administrative Sergeant, the Patrol Sergeant in charge 
will, upon notification, respond to the incident and perform ICS functions 
until relieved by the Administrative Sergeant. 


d. In the absence of a Patrol Sergeant, an on duty-ranking officer will perform 
ICS functions until relieved by the Administrative Sergeant, the Deputy 
Chief of Police, or the Chief of Police. 


e. During incidents of responsibility not covered by Departmental Orders or Regulations 
where equal rank or grade are concerned due to the absence of the Chief of Police, 
seniority of service in grade will determine the Command Officer in charge. 
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C. Single operation command involving personnel of different functions. 
 


1. During incidents where personnel of different functions are involved the shift 
supervisor shall be in command until relieved by a higher ranking officer. 


 
D. Direct command of organizational components. 


 
1. During normal day-to-day operation, command responsibilities will be the 


responsibility of the Deputy Chief of Police or, in the absence of the Deputy 
Chief of Police, of a person designated by the Chief of Police. 
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1.4.2 OBEDIENCE TO ORDERS AND CONFLICTING ORDERS           
 


A. Supervisory accountability. 
 


1. Supervisors will be held accountable for the performance of the employees under 
their immediate supervision.  Although supervisors may free themselves of the 
actual performance of a given task, a supervising officer cannot excuse 
himself/herself from responsibility for the accomplishment of the task. 


 
B. Obedience to orders. 


 
1. Employees are required to obey any lawful order of a supervisor, including any 


order relayed from a supervisor by an employee of the same or lesser rank. 
 


C. Conflicting orders. 
 


1. Any employee who receives an order that conflicts with any previous order or 
instruction will advise the supervisor or person who issued the second order. 


 
2. Responsibility for countermanding the original order rests with the supervisor 


who issued the second order. 
 


3. In the event neither issuing supervisor can be readily advised, the employee will 
carry out the most recent order and advise a supervisor of the conflict as soon as 
possible. 
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1.4.3 WRITTEN DIRECTIVES 
 
A. PURPOSE 
 
 The purpose of this policy is to familiarize police officers with the procedures of the 


Police Department regarding the responsibility for the contents, maintenance and 
security of all manuals issued by the Department. 


 
B. WRITTEN DIRECTIVES 


 
1. The Written Directives System for the West Norriton Township Police Dept. consists 


of three main sections.  They are the GENERAL ORDERS, the PERSONNEL 
ORDERS, and the SPECIAL ORDERS. 


 
2. General Orders are issued for the purpose of announcing adoption or revision of  
      policies and procedures of the police department. 


  
3.   Personnel Orders are issued with instructions to a specific officer or Division within the 


police department.  
 
4.   Special Orders are issued for the purpose of dispensing specific information and 


instructions to any and all members of the department.   
 


C. Issuing Authority  
 


1.   Only the Chief of Police has the authority to issue or change GENERAL ORDERS, 
PERSONNEL ORDERS, or SPECIAL ORDERS.  In the absence of the Chief of Police 
his designee shall have this authority. 


 
2. All proposed policies shall be reviewed by the Chief of Police, the Deputy Chief of 


Police and all appropriate supervisory personnel as determined by the Chief prior to their 
issuance. 


 
D. Memoranda                                    


 
1.   Memoranda are written information issued within the police department either between 


officers or groups of officers.  
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2.   Memoranda are written to disseminate any information that an officer feels is relevant to 
any or all other officers. 


 
3.   Memoranda may be issued by the sergeants or the detectives and may go to any other 


member of the police department. 
 


D. All General Orders, Personnel Orders, and Special Orders shall contain a date of issue and 
an effective date  They will also contain a notation at the bottom as to whom the order was 
distributed to. 


 
E. All orders, as needed, shall be reviewed, updated and reissued.  All orders that are issued as 


revisions shall have a revision date on them to indicate when they were changed.   
 


F. Manuals shall be indexed and all General Orders numbered to allow for quick access and 
retrieval of information. 


 
G. As part of the General Order system the West Norriton Township Police Dept. shall 


establish and maintain a Mission and Values Statement, which will state the purpose and 
ideals of the West Norriton Township Police Dept.   


   
H. Cancellation of Orders        


 
1.   All General Orders shall remain in effect until cancelled or superseded. 
 
2.   Special Orders shall remain in effect until cancelled by the issuing authority. 
 
3.   Existing orders, policies and procedures not covered by a General Order or Special Order 


are to be considered in effect unless repealed. 
 


I. All affected personnel shall receive training on any new or revised policy related to 
an accreditation standard. 
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1.4.4 DISSEMINATION AND STORAGE OF WRITTEN DIRECTIVES 
 


A. All officers will be held responsible for the subject matter of the Department Orders.  They 
will be provided with a copy of all General Orders and familiarize themselves with all 
Personnel Orders and Special Orders that directly affect them. 


 
B. All policies shall be stored within the PowerDMS system and are available to all officers at 


any time.  
 
C. When a new or revised policy is issued it shall be entered into the PowerDMS system and 


all officers will be notified of the entry.   
 
D. Each officer shall be responsible for reading and understanding the new or revised policy, 


complete the attached test, if any is attached, and then sign off on the policy within the DMS 
system. 


 
E.  A copy of the Departmental Manual shall be kept in the Departmental computer system within 


the PowerDMS system where all officers shall have access to it at all times. 
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1.5.1 SELECTION PROCESS 
 


A. POLICY 
 


It is the policy of the West Norriton Township Police Department to follow these 
guidelines as established, along with the established guidelines of the West Norriton 
Civil Service Commission rules. 


 
B. PURPOSE 
 


The purpose of this order is to insure that the Police Department has an effective and 
fair selection process that results in the appointment of those individuals who best 
possess the skills, knowledge, and abilities necessary for an effective Police Agency.  
The West Norriton Township Police are civil service employees and therefore the 
guidelines set forth by the Commonwealth of Pennsylvania must be met regarding the 
hiring of uniform police personnel and their promotions. 


 
C. SELECTION PROCESS 


 
1. The Chief of Police is responsible for initiating the selection process.  His 


request for additional police personnel is forwarded to Board of Commissioners 
for their approval.  Once granted, the selection process is set in motion.  The 
Civil Service Commission is charged with compiling an eligibility list. 


 
2. An advertisement is prepared and placed in regional and local newspapers and other 


appropriate mediums stating what position(s) is/are available.  The advertisement will 
have minimum qualifications listed, along with the time and dates applications are 
available for pick-up at the Township Office.  Upon completion of the application, 
the applicant will submit the application along with the appropriate test fee cost. 


 
3. The applicants will be given a study guide, date for the exam, and the location of the exam.   
 
4. A written exam is administered to all candidates at the same time. The written 


examination is conducted under the auspices of the Civil Service Commission.  Tight 
security is maintained at all times.   


 
5. Applicants who meet the required grade on the written exam are scheduled for 


oral exams before a board approved by the Civil Service Commission.  Each 
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candidate is asked the same set of questions.  The results of the members of the 
oral board are averaged to achieve a score for each candidate.  This number is 
used to rank the applicants.  The number of available positions will determine 
how many will continue with the selection process.  


  
6. A background investigation shall be conducted on each candidate.   
   
7. The West Norriton Board of Commissioners is presented those application 


packages that finished highest in the selection process. The Board of 
Commissioners may then conduct their own personal interviews.  The Board of 
Commissioners, by state law, is allowed to recommend only three (3) candidates 
for each opening. 


  
8. Additional examinations – candidates will ONLY be hired after passing all examinations: 
 


a.   Candidates will be required to pass a physical examination, including a drug 
screening, by a licensed physician chosen by and paid for by the Township in 
accordance to the requirements of the Pennsylvania Municipal Police 
Officer’s Education and Training Commission. 


b.   The psychological examination shall be conducted by a licensed Psychiatrist 
chosen by the Township and will follow the requirements and procedures as set 
forth by the Pennsylvania Police Officer’s Education and Training Commission. 


c. Candidates must pass a relevant Voice Stress Analyzer Examination or equivalent. 
d. Candidates must pass a job relevant Physical Agility Test. 


 
9. All records of the final applicants who were not selected for the positions will be 


retained on file for a period of one (1) year, and only personnel involved in the 
selection process may have access to the material.  Tight security is to be 
maintained through the entire selection process.      


 
10. Background Investigations 
   


a. A background investigation shall be conducted on each candidate.  The Chief 
of Police will assign a member of the Department to conduct the 
investigations.  Each officer will follow guidelines that include the following: 
 
i. Verification of the applicants credentials, education, employment 


record, age, residence, citizenship, drivers license and driving history. 
ii. Review any criminal record and/or traffic record. 
iii. Conduct interviews with at least three personal and professional 


references 
iv.. Conduct interviews with prior employers. 
v. Education verification 
vi. Employment history verification 
vii. Review of relevant national or state decertification records, if available 
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viii. Consistent with the First Amendment and all applicable laws, a check 
of publicly available internet and information sharing sites to identify 
activity that promotes or supports unlawful violence or unlawful bias 
against persons based on race, ethnicity, national origin, religion, 
gender identity, sexual orientation, or disability.   


 
11. Medical Examination 
 


a. Candidates will be required to pass a physical examination, including a drug 
screening, by a Pennsylvania-licensed physician, physician's assistant, or 
certified nurse practitioner chosen by and paid for by the Township in 
accordance to the requirements of the Pennsylvania Municipal Police 
Officer’s Education and Training Commission. 


 
12. Psychological Examination 
 


a.    The psychological examination shall be conducted by a Pennsylvania 
licensed psychologist chosen by the Township and will follow the 
requirements and procedures as set forth by the Pennsylvania Police Officer’s 
Education and Training Commission. 


 
13. Recruitment 
 


a.  Recognizing the need for diversity in the law enforcement profession 
and the diverse nature of our community, the department will actively 
recruit for a variety of different types of candidates by efforts including, 
but not limited to: participating in a consortium testing process (which 
advertises broadly), visiting colleges and police academies, alerting 
minority advocacy groups such as the NAACP, and advertising on 
social media and through other platforms.  
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1.5.5 TRAINING FOR NON-SWORN PERSONNEL     
 


A.   Non-sworn police personnel shall be assigned and afforded training in accordance   
with the responsibilities and duties befitting the confidentiality and sensitivity of 
their employment.  Training shall be provided as needed and when available. 
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1.6.1 ACCOUNTING 
 


A. POLICY 
 


It shall be the policy of the West Norriton Township Police Department to follow the 
guidelines of this policy with regards to the receipt and documenting of all monetary 
funds received by the Department. 


 
B. PURPOSE 
 


To provide the employees of the West Norriton Township Police Department with 
an effective means of receiving and documenting of funds received through daily 
activity which causes such receipt. 


 
C. ACCOUNTING SYSTEM 


 
1.   All accounting for funds and cash used by the West Norriton Township Police 


Department is done by the Township Manager of West Norriton Township, 
Montgomery County. 


 
2.   The accounting system used by the West Norriton Township provides for a monthly 


report of the General Fund of the Township which includes balances for the various 
departments within the Township.  All funds received by the West Norriton Township 
Police Department shall be documented on a balance sheet and identifies the initial 
balance, credits, debits and cash on hand and are turned over to the Township Manager 
of West Norriton Township and/or the Township Representative and are deposited into 
the General Fund. 


 
3.   With the exception of the two Petty Cash accounts and a drug fund the West Norriton 


Township Police Department does not deal with cash.  Except for making change, all 
disbursements of funds by the Township is done by check and by the Township Manager 


 
D.       DISBURSEMENT OF FUNDS       


 
1. Monies will be released on approval of the Chief of Police only. 
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2. A receipt will be required before reimbursement.  In the event a receipt is unobtainable, a 
written explanation will be required when applying for reimbursement. 


 
3. Expenditures of over $100 for a single item will require permission of the Chief of Police. 
 
4. The following positions shall be the only people authorized to disburse funds for the West 


Norriton Township Police Department: 
 


a. Chief of Police 
b. Detective Sergeant 
c. Office Manager 
d. Lead Clerk 
e. Clerk. 
 


5. All employees of the West Norriton Twp. Police Department are authorized to receive 
funds during the course of their duties.  All funds shall be accounted for as per this 
policy. 


 
E. POLICE REPORTS (Accident/Incident Reports)   


  
1. Dispatcher/Receptionist will complete a Request for Police Reports form when a 


civilian requests a copy of a report.  The amount of money received shall be 
indicated in the bottom section of the form. 


 
2. If request is received through the mail, upon filling request, make a copy of the 


request noting on it the date report was mailed. 
 
3. All funds are locked in the Lead Clerks Desk and turned over to the Township at 


the end of the month.  The Lead Clerk shall obtain a receipt for the funds turned 
over to the Township each month. 


 
F. WARRANTS         


 
1. Officers receiving monies upon serving warrants will receipt the warrant, listing 


amount received, date received and the officer’s signature. 
 
2. The defendant’s copy will be left with the person from whom the fine was received. 
 
3. The police copy and money will be returned to the office along with the department 


warrant service sheet and turned over to Administration for handling. 
 


G. DISTRICT JUSTICE FINES 
 


1. Fines may be collected only if the total amount due can be verified with district 
justice before accepting payment. 
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2. Make sure person has signed the back of his/her copy of the citation on the “I 
plead guilty” line. 


 
3. Turn over to Administration for handling. 
 


H. TOWNSHIP CHARGES (Parking Tickets/Dog Cage Fines/Alarm Permits/Alarm 
Fines/Photos) 


 
1. All officers receiving funds from any source will issue a receipt to the person 


from who received. 
 
2. Forward funds to Administration for handling with the following information- 


date received, amount, reason and officer’s name. 
 
3. If the office is closed, funds and explanation are to be turned over to the 


Administration as soon as possible for handling. 
 
4. Office staff will issue a receipt to the party from who received and make notation 


in office section of receipt book. 
 
5. If received through the mail, record in proper book and forward to bookkeeper 


with explanation. 
 


I. LOST/FOUND MONEY 
 


1. If money is found by department personnel on duty and not claimed by the owner, it 
will become department property and may be used for department purposes. 


 
2. If turned in by a citizen, monies may be claimed by that citizen if it is not claimed by the 


original owner (with proper proof) within 60 days from the day it was turned in. 
 


J. CONFISCATED MONEY 
 


1. All funds confiscated will be handled according to department policy for evidence. 
 


K. DONATIONS 
 


1. Gifts received from any individual/organization will be used for the purpose 
stated by the donor. 


 
L. INVESTIGATION DIVISION – DRUG INFORMATION EXPENDITURES  


 
1. In the event it becomes necessary during the course of an investigation to 


transfer funds to an individual (C.I.) for the purchase of information and/or 
evidence, the following procedure is to be followed, basing the decision on: 
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a. Current status of the case - what is needed to activate, make arrest,       
recover property or clear the case. 


b. Evaluate the importance and timeliness of the informant’s information.  Is the 
information worth the funds expended?  Could it lead to solving a crime, 
making an arrest, recovering property now or in the future? 


c. Has the informant been used before, either by us or another agency? 
d. Are you comfortable dealing with the informant?  Do you feel he will produce results? 
e. If uncomfortable with informant, are the potential results worth the expenditure? 


 
2. Distribution of Funds 


 
a. No funds over $100 will be released to any one informant at any one time 


without the accompaniment of the officer or without an arrest being 
imminent (ex. buy-bust). 


b. An exception to the rule can occur in those cases of major importance by first 
obtaining the approval of the Deputy Chief or the Chief of Police. 


c. In situations requiring on-the-spot decision, expenditures of up to $50 can be 
made by the investigating officer without approval or filing the Imprest Fund 
form.  However, at the first opportunity the investigating officer will 
complete the Imprest Form procedure. 


 
M. FOOD ALLOTMENT 


 
1. Any food allotment reimbursements for food and non-alcoholic beverages must 


be accompanied by a receipt. 
 
2. The feeding of prisoners will be done only when the actor is held in our custody 


for a minimum of 6 hours at the discretion of the supervisor before feeding 
him/her.  Food allotment is $5/prisoner for each meal. 


 
3. If the officer is out of town on a major investigation for an extended period of 


time (minimum 4 hours) during normal eating hours, then an allotment for lunch 
and supper will be allowed for each officer. 


 
4. If the officer has requested assistance from an outside agency (for work on a township 


case) then that officer may feed the assisting officer at township’s expense.   
 
5. No food allotment will be granted for any officer conducting an investigation 


within the township except if circumstances dictate that it would be detrimental 
to delay the progress of the case. 


 
N. TRAINING 


 
1. The township will pay for: 


 
a. Registration fees 
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b. Materials needed 
c. Mileage for personal car when police vehicle is not available, at the current 


rate as established by the Internal Revenue Service. 
d. Toll road fees 
 


2. If an officer is required to live away from home, the following expenses will be 
paid in addition to the above: 


 
a. Lodging accommodations, with prior approval by the Chief  
b. Food allowance: 


 
i. Breakfast  $10.00 
ii. Lunch       $15.00 
iii. Dinner    $25.00 


 
c. Personal phone calls will be reimbursed in the amount of $5.00 for a period 


of 5 days. 
 


3. No food expense will be reimbursed for attending schools, seminars, etc. which 
do not require the officer to stay overnight. 


 
O. QUARTERLY REPORTS                  


 
1. A quarterly report of all transactions involving the petty cash account and the 


drug fund of the West Norriton Township Police Department shall be issued to 
the Chief of Police. 


 
2. The report shall include totals for all funds received, all funds expended and 


balances for all accounts. 
 
3.  All other budgetary accounts of the West Norriton Township Police Department 


shall be audited by the West Norriton Township Finance Department.  
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1.7.1 OUTSIDE EMPLOYMENT 
 


A. Purpose: 
 


To establish a policy to regulate when and where an officer of the West Norriton 
Township Police Department may seek and obtain outside non-police related 
employment while still employed by the West Norriton Township Police 
Department. 


 
B. Policy: 
 


It shall be the policy of the West Norriton Township Police Department to adhere to 
the provision of this General Order with regards to officers working at jobs outside 
of the police department. 


 
C. Other Than Police 


 
The nature of law enforcement tasks require department personnel to have the ability to 
work irregular duty schedules which are subject to change in meeting department needs.  
Additionally, it is necessary that an employee have adequate rest to be alert during his tour 
of duty.  For these reasons and because certain occupations inherently conflict with the 
primary responsibilities of the department, the department may impose conditions on 
outside employment or may prohibit it altogether.  Determination of the degree of 
limitation will be based upon the interest of the department in furthering professionalism, 
protecting the reputation of the employees and the department and ensuring the department 
receives full and faithful service in return for its expenditure of resources.  Therefore, the 
following guidelines will be established: 


 
1. Prior to engaging in any outside employment, either by oneself or other 


employers, the officer will submit a written request for permission to do so to the 
Chief of Police via channels. 


 
2. Officers will describe in the request the type of business or employment, the 


hours to be worked (both daily and weekly), duties/job to be performed 
 
3.         Employment will be permitted under the following conditions: 
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a. Employment does not exceed 4 hours on any given day that the officer is   
scheduled to work for the department. 


b. Employment does not exceed 24 hours in any given week. 
c. Employment does not conflict with officers’ duties and responsibility as a   


police officer. 
 


D. Police Related 
 


1. All police related employment for agencies, other than West Norriton Township, 
will be as follows: 


 
a. Request will be forwarded to the Chief of Police via channels for approval. 
b. Details will be posted on officers bulletin board for volunteers.  In the event 


there is insufficient voluntary personnel to fill the detail, the Chief of Police 
or his designee may assign off-duty personnel to meet the commitment. 


 
E. NASD Details 


 
1.   This department has an agreement with the School District that only this 


department’s personnel will perform security duty at the high school, both for 
school related extra-curricular events and outside agencies that lease the 
facilities. 


 
2.   The number of police personnel for details will be set by this department based 


on the type of activity for a minimum of 4 hours at time and one-half rate of pay. 
 


a. Basketball - refer to NASD Detail in SOP Chapter 
b. Wrestling - follow rules of basketball, except detail will only consist of one   
      officer. 
c. Dance Details - will consist of a minimum of two officers. 
d. Prom Details - will consist of a minimum of two officers. 
e. Outside Agencies - follow the same procedure as an affair held by the School          


District. 
f.   The above rules also apply to details for agencies such as Burger King,                      


Westover Club, etc. 
g.   Any exception to this policy must be approved by the Chief of Police. 


 
F. Reporting off Sick 


 
1. No employee who has reported off from his regular tour of duty shall be permitted to 


work in any capacity, self-employed, outside employer, police related detail for a 
period of 24 hours beginning with the time his regular shift started. 


 
2. It is strongly recommended that an officer who worked in any capacity outside 


this department prior to his regular tour of duty not report off duty sick. 
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G. Extra Duty Employment 
 


1. Extra-duty employment is receiving compensation in return for providing services as a 
police officer by other than West Norriton Township. Extra duty employment is any 
secondary employment that is conditioned on the actual or likely use of law enforcement 
powers by the employee, such as a security guard or a bouncer. 


 
2. All employees are prohibited from engaging in or performing any extra duty employment 


while employed by the West Norriton Township Police Department. 
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1.8.1 CODE OF CONDUCT 
 


A. POLICY: 
 


The Code of Conduct adopted contains information and guidance necessary in the 
proper performance of the duties of the officers of the West Norriton Township 
Police Department. Reference should be made to General Order 5.1.9 Terms of 
Employment.  All such officers, regardless of rank or position, shall understand that 
no rules or regulations can be established which will embrace all cases arising in the 
general discharge of their duties. They shall know that exercise of the individual's 
discretion and common sense will be required in certain circumstances 


 


B. PURPOSE: 
 


The purpose of this general order is to provide officers with guidelines for the use of 
the Code of Conduct of the West Norriton Township Police Department 


 
C. Who is Subject to Disciplinary Action 


 
1. Officers of the department, regardless of rank, shall be subject to disciplinary 


action, according to the nature or aggravation of the offense, for violating his 
oath and trust by committing an offense punishable under the laws or statutes of 
the United States, the State of Pennsylvania, or township ordinances, or for 
failure, either willfully or through negligence or incompetence, to perform the 
duties of their rank or assignment; or for violation of any general order or rule of 
the department; or for failure to obey any lawful instruction, order or command 
of a superior officer.  Disciplinary action in all cases will be decided on the 
merits of each case. 


 
2. Departmental Authority to Discipline:   


 
a. Within the limitations set forth in the first class township code, the Civil Service 


Laws and Rules and the Township Ordinances, the departmental disciplinary 
authority and responsibility rests with the Township Manager.  The Chief of Police 
shall review any investigations and recommend appropriate disciplinary action to 
the Township Manager.  Oral reprimands, written reprimands and emergency 
suspension must be approved by police administration. 
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3. Other Supervisory Personnel May Take the Following Measures:   
 


a. Oral reprimand 
b. Written reprimand (subject to approval by the Chief of Police) 
c. Emergency suspension 
d. Written recommendations for other penalties 


 
4. Emergency Suspension:  


 
a. Any command or supervisory officer shall have the authority to impose emergency 


suspension until the next business day against an officer when it appears that such 
action is in the best interest of the department. 


 
D. Penalties 


 
1. The following penalties may be assessed against any officer of the department as disciplinary 


action: 
 


a. Oral reprimand 
b. Written reprimand 
c. Voluntary surrender to time-off in lieu of other action 
d. Suspension 
e. Demotion 
f. Removal from the service 
g. Extension of probationary period 


 
E. Follow-up on Emergency Suspensions  


 
1. An officer receiving an emergency suspension shall be required to report to the Chief 


of Police on the next business day at 9 AM unless otherwise directed by the Chief of 
Police or his designee.  The command or supervisory officer imposing or 
recommending the suspension shall also report to the Chief of Police at the same time. 


 
F. Reports of Disciplinary Action Taken or Recommended  


 
1. Whenever disciplinary action is taken or recommended, a written report must be  


submitted immediately containing the following information: 
 


a. Name, rank, badge number and present assignment of the person being disciplined. 
b. The dates(s) and time(s) of the misconduct and location(s). 
c. The section number(s) of this manual violated and common name of the infraction. 
d. A complete statement of the facts of the misconduct. 
e. The punishment recommended. 
f. The written signature, badge number and rank of the preparing officer and 


his position in relation to the officer being disciplined. 
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G. Distribution of Reports of Disciplinary Action   
 


1. The report shall be distributed as follows by the officer imposing or 
recommending disciplinary action: 


  
a. Original to the Deputy Chief then Chief of Police. 
b. Copy to officer’s Supervisor 


 
H. Informing the Person Being Disciplined  


 
1. The officer being disciplined shall be informed of the charges and penalties if 


any assigned by the Chief of Police.  Such charges shall be in writing.  The 
opportunity to justify/mitigate the officer’s actions shall be provided. 


 
I. Appeals from Penalties  


 
1. Appeals from penalties imposed as disciplinary measures may be taken as 


provided in the First Class Township Code, the Civil Service Laws and Rules, 
Township Ordinances, and the current police contract. 


 
J. Misconduct Observed by Police Personnel  


 
1. Whenever any command or supervisory officer observes or is informed of the 


misconduct of another officer which indicates the need for disciplinary action, he 
shall take authorized and necessary action and render a complete report of the 
incident and his actions to his commanding officer. 


 
K. Disciplinary Offenses   


 
1. The following is a list of the general categories of disciplinary offenses with specific 


types of offenses included within each category.  This list is not intended to be 
exhaustive and any rule or regulation not found in the police manual which is 
violated and is not specifically mentioned within any of the following categories will 
be treated comparably to a similar act which is mentioned.  This list includes, but is 
not limited to: 


 
a. Conduct Unbecoming an Officer - That is to say, if the officer: 


 
i. Acts in a disorderly manner prejudicial to discipline or likely to bring 


discredit to the reputation of the department.   
ii. Associates with known criminals or person engaged in unlawful activities.   
iii. Is insubordinate by word, act or demeanor. 
iv. Is guilty of oppressive or tyrannical conduct, is rude, profane or 


insulting to any officer of the department, regardless of rank. 
v. Uses obscene, abusive or insulting language to any officer of the department. 
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vi. Willfully or negligently makes any false complaint or statement 
against any officer of the department. 


vii. Assaults any officer of the department. 
viii. Endangers any officer of the department by withholding information 


which should have been reported. 
ix. Divulges any matter which is his duty to keep secret. 
x. Gives notice directly or indirectly to any person against whom any 


warrant or summons has been, or is about to be issued, except in the 
lawful execution of such a warrant or service or summons. 


xi. Without proper authority communicates to the public, press, or any 
unauthorized person any matter connected with the department or 
which otherwise should not be released. 


xii. Canvasses any member of the Board of Commissioners, any official of the 
Commonwealth, County, Township or the public with regard to any matter 
concerning the department without authority from the Chief of Police. 


xiii. Directly or indirectly solicits or accepts any gratuity, present, reward, gift, 
etc., without the consent of the Chief of Police or the Board of 
Commissioners. 


xiv. Uses profanity or acts in a rude or uncivil or insulting manner to the 
public or member thereof, in language or conduct. 


xv. While on or off duty, in uniform, in a public place, is improperly 
dressed or is dirty or untidy in his person, clothing or accouterments. 


xvi. While off duty and not in uniform, is unfit for duty by the reason of 
the use of drugs not legally prescribed by a physician. 


xvii. Without consent of his superior officer, while on duty or in uniform, 
or in parts of the uniform thereof, drinks or receives from any person 
any intoxicating liquor. 


xviii. Demands or endeavors to persuade any person to give him any 
intoxicating liquor, beer or drugs while he is on duty or in uniform. 


xix. If he enters, while on duty or in uniform, a premises licensed under the liquor 
laws, or any other premises where liquors are stored and distributed, when his 
presence there is not required in the execution of his duties. 


xx. Endorses the notes or obligations of others with no intention or 
expectation of paying the same if he is legally called upon to do so. 


xxi. Solicits any contracts, fees or any other business under any 
circumstances for attorneys or bondsmen. 


xxii. Permits unauthorized personnel in police vehicles. 
xxiii. Commits any act which violates any Federal, State, County, or Local statute. 
xxiv. Disobedience to Orders - If an officer disobeys, or without good and 


sufficient cause, omits or neglects to carry out any lawful order, rule, 
or regulation of the department, written or otherwise, he shall be 
considered in violation of this section. 


 
b. NEGLECT OF DUTY – That is to say if the officer: 







General Order 1.8.1 - Code of Conduct  Page 5 of 9 
 


i. Neglects or without good or sufficient cause, omits, promptly and 
diligently, to attend to or carry out anything which is his duty, as an 
officer of the department. 


ii. Fails to work his patrol area in accordance with orders, or leaves his 
patrol area or other place of duty to which he has been ordered 
without due permission or sufficient cause. 


iii. By carelessness or neglect, permits a prisoner to escape or fails to 
properly search the prisoner prior to the incarceration. 


iv. Fails, when knowing where an offender is to be found, to report the 
same or to make reasonable efforts to apprehend him. 


v. Fails to report anything which he knows concerning a criminal charge or fails to 
disclose any evidence which he or any person within his knowledge can give for 
or against any prisoner or defendant to a criminal charge. 


vi. Omits to make any necessary entry in any official document or book. 
vii. Willfully or negligently makes any false, misleading or inaccurate official 


statement. 
viii. Without good and sufficient cause, destroys or mutilates any official 


document or record, departmental or otherwise, or alters any entry therein. 
ix. Fails to report, in writing, offers or bribes or gratuities to permit illegal acts. 
x. Fails to account for, or to make a due and prompt return of any 


money or property received by him in his official capacity. 
xi. Feigns or exaggerates any sickness or injury with a view to evading duty. 
xii. Without reasonable excuse, is absent without leave from his shift, 


court, schooling or any other duty. 
xiii. Willfully or by carelessness causes any waste, loss or damage to any articles of 


clothing, automobile, book, document, or any other property that the department 
or the township issued to him or is used by him or entrusted to his care. 


xiv Fails to report any loss or damage as above, however caused, as well 
as failing to report any personal injuries received while on duty. 


xv. Fails to report for duty at the prescribed time. 
 


c. INTOXICATION – An officer is considered intoxicated if he: 
 


i. While on duty, is unfit for duty by reason of the use of intoxicating beverages 
or drugs. 


ii. While on duty in uniform, is unfit for duty by reason of the use of 
intoxicating beverages or drugs. 


iii. When reporting for duty, is deemed unfit for duty in any respect by his 
superior officer by reason of the use of intoxicating liquor, beer or drugs. 


 
d. VIOLATING ANY LAW – That is to say if the officer: 


 
i. Is convicted of any misdemeanor or felony. 
ii. Conspires or knowingly becomes involved in a criminal offense. 
iii. Fails to immediately report to his supervising officer any solicitation 


from anyone attempting to involve a officer in a criminal act.  
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L. PROFESSIONAL APPEARANCE - All uniformed officers shall report for work 
with their uniform in good clean order.  The uniform shall comply with the policies 
outlined in General Order 5.1.44 Dress Code.  Uniforms shall be clean and pressed 
and in good repair and officers shall present a professional appearance at all times.  


 
1. Grooming 


 
a.  Officers shall keep their persons clean and sanitary. 
b.  Hair Style 


 
i. Hair shall be neat and clean in appearance at all times while on duty 
ii.   Hair shall not interfere with the normal wearing of headgear, required 


for the performance of duties 
iii.    Female Officer’s hair shall not interfere with the normal wearing  
       of police headgear required for the performance of duties 
iv. Female Officer’s hair, while on duty, shall not extend below the bottom of 


the collar. 
v. Conspicuous pins, barrettes and combs are not authorized 


 
c.   Other Changes: 


 
i. Officers may not have an altered appearance while on duty if such 


change causes public attention or reflects negatively upon the 
Department or its professional image. 


 
d.   Facial Hair: 


 
i. The face shall be clean shaven with the exception of wearing a neatly trimmed 


mustache.  The lowest point of the mustache shall be no lower than the lowest 
point of the bottom lip and no more than ½” (one half inch) beyond. 


 
2. Body Modification 


 
a.    Tattoos/Branding 


 
i.    New tattoos, brandings or any other type of physical modification is  


not permitted if visible while the officer is wearing any uniform of the 
day, including short sleeved shirts. 


 
b.   Body Piercing 


 
i. Visible body piercings, with the exception of the ear, are not 


permitted unless covered by the appropriate uniform of the day. 
ii. Earrings, pierced or non-pierced, or any other “body jewelry” may  
 not be worn by officers while in the uniform of the day unless 


authorized by the Chief of Police. 
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3. Personal Hygiene 
 


a. All officers will maintain a high standard of cleanliness and personal hygiene. 
b.   No surgical dressing, bandages, or cosmetic foundations/make-up will be 


worn on normal exposed parts of the officer’s body unless its use is for short 
term medical reasons to protect an injury/infection, etc. 


 
M. SMOKING                


 
1. Policy 
 


It is the policy of the West Norriton Police Department to provide our personnel 
with a clean and healthful environment in which to perform their duties. 


 
2. Purpose 
 


The purpose of these guidelines is to establish a formal policy addressed to our 
officer’s well being and rights, as well as environmental concerns and laws. 


 
3. Regulations 


 
a. Officers are discouraged from smoking since it is regarded as a poor health habit. 
b. Since smoking is a fire hazard, no combustible material is to be stored in 


areas where smoking is permitted. 
c. Officers shall not smoke on duty while in direct contact with the public, nor 


shall a uniformed officer smoke in public view.  
d. Smoking is prohibited in police vehicles that have more than one officer 


assigned to that vehicle. 
e. Smoking is prohibited in all areas of the police building, including the public 


waiting area. 
 


N. DISCIPLINARY CODE PENALTIES 
 


1. The purpose of the following list of penalties is to guide command supervisory 
personnel and the Board of Commissioners, as well as to inform all officers of 
set penalties recommended by command and supervisory personnel for offenses 
listed. The list of penalties shall in no way limit any penalty the Chief of Police 
may recommend or the Township Manager may impose. 


 
2. Offenses not included in the following list shall result in penalties similar to 


those specified for listed offenses of comparable seriousness.  It should be noted 
that where one act results in overlapping violations, that violation which results 
in the most serious penalty shall be chosen rather than compiling all the penalties 
of the overlapping violations.  However, where the violations are not overlapping 
or where the violations result from a series of separate acts, the penalties will be 
cumulative. 
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3. Conduct Unbecoming an Officer 


 
Code     1st Offense  2nd Offense 3rd Offense 
Disorderly Conduct   1 - 10 Days 10 - 30 Days Dismissal 
Associating w/Criminals   5 - 10 Days 15 - 30 Days Dismissal 
Insubordination    1 - 10 Days 15 - 30 Days Dismissal 
Conduct to Members    1 - 10 Days 10 - 30 Days Dismissal 
Language to Members   1 – 10 Days 5- 10 Days      30 Days to 
Dismissal 
False Complaints to Members  5 - 10 Days 10-30 Days Dismissal 
Assault to Members   30 Days Dismissal     ---- 
Fighting     1 - 10 Days 10 - 30 Days Dismissal 
Divulging Information   5 - 10 Days 15 - 30 Days Dismissal 
Unauthorized Releases   5 - 15 Days 15 - 30 Days Dismissal 
Public Criticism of Officials  5 - 10 Days 10 - 30 Days Dismissal 
Public Criticism of Members  5 - 10 Days 10 - 30 Days Dismissal 
Canvassing Officials    5 - 10 Days 10 - 30 Days Dismissal 
Soliciting     1 – 10 Days 10 - 30 Days Dismissal 
Financial Involvements   1 – 10 Days     10 - 30 Days Dismissal 
Conduct Toward Public   1 - 10 Days 10 - 30 Days Dismissal 
Appearance in Public   1 – 10 Days 10 - 30 Days Dismissal 
Use of Drugs    Dismissal       ----                 ---- 
Use of Liquor    5 - 30 Days Dismissal     ---- 
Appearance in Bars   5 - 15 Days 15 - 30 Days Dismissal 
Use of Vehicle       1 - 10 Days 10 - 30 Days Dismissal  
Disobedience to Orders   5 - 15 Days 15 - 30 Days Dismissal 
Accepting Gifts    1 – 10 Days 10 – 30 Days  Dismissal 
 


4. Neglect of Duty 
 


Code     1st Offense 2nd Offense 3rd Offense 
Failure to Carry Out Duty   1 - 15 Days 15 - 30 Days Dismissal 
Leaving Patrol Area   1 - 15 Days 15 - 30 Days Dismissal 
Prisoner Escape    1 - 15 Days 15 – 30 Days  Dismissal 
Improper Search    1 - 15 Days 15 – 30 Days Dismissal 
Failure to Apprehend   1 - 15 Days 15 – 30 Days  Dismissal 
Withholding Information   1 - 15 Days 15 – 30 Days  Dismissal 
Failing to Record     1 - 10 Days 10 - 30 Days Dismissal 
Destruction of Records   10 – 30 Days Dismissal     ----      
Failure to Report Bribe Offer  5 - 15 Days 15 - 30 Days Dismissal 
Failure to Account for Funds  5 – 30 Days Dismissal     ----     
Fake Sickness or Injury   5 - 15 Days Dismissal     ---- 
Absence from Duty   5 - 15 Days Dismissal     ---- 
Damage to Property   1 - 15 Days 15 - 30 Days Dismissal 
Failure to Report Loss 
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    Or Damage    5 - 15 Days 15 - 30 Days Dismissal 
Lateness for Duty    1 - 15 Days 15 - 30 Days Dismissal 


 
5. Intoxication 


  
Code     1st Offense 2nd Offense 3rd Offense 
On-Duty     15 - 30 Days Dismissal     ---- 
On-Duty in Uniform   15 - 30 Days Dismissal     ---- 
Reporting for Duty   15 - 30 Days Dismissal     ---- 


 
6. Violating Any Law - Misdemeanor or Felony – Subject to Dismissal 


 
O. RECKONING PERIOD 


 
For all violations there shall be a reckoning period of one year, except for those 
offenses that require dismissal immediately. 


 





