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1. DEPARTMENT ORGANIZATION AND AUTHORITY 

GENERAL ORDER 1 EFFECTIVE: 06/06/1996 

REVISED: 02/16/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this order is to describe the organization of the Ayden Police Department and 

the responsibility / authority of its members. 

 

II. ORGANIZATION AND DEFINITIONS 

A.  Police System – The complete Ayden Police Department consisting of sixteen full-time 

officers, four full-time telecommunicators, two part-time telecommunicators and ten reserve 

officers.  Each officer is responsible for day-to-day police functions.  The Ayden Police 

Department is staffed by one Chief of Police, one Captain, four Sergeants, six full-time Patrol 

Officers, one Special Operations Officer, one Investigator, one Community Police Coordinator, 

one Animal Control Officer and ten reserve Patrol Officers. 

B.  Chief of Police – Responsible for the day-to-day operations of the Ayden Police Department. 

C.  Captain – Responsible for the administrative operation, field activities, telecommunications, 

and animal control of the Ayden Police Department. 

D.  Lieutenant – Responsible for the patrol division and part-time reserve officers of the Ayden 

Police Department. 

E.  Sergeants – First-line supervisor of all field activities 

F.  Patrol Officer – Responsible for the patrol of city buildings, parking lots, and other town 

property.  Responsible for the protection of life and property. 

 

G.  Special Operations Officer – Responsible for conducting narcotics investigations, 

surveillance, undercover operations as may be assigned by the Chief of Police. 
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H.  Investigator – Responsible for conducting criminal investigations of felony and misdemeanor 

crimes as assigned by the Chief of Police and acting in a uniformed patrol capacity when needed. 

I.  Community Police Coordinator – Responsible for coordinating community policing programs, 

representing the department at community police meetings, coordinate departments 

participation in the Torch Run and Special Olympics activities, and any other activities or 

projects as assigned by the Chief of Police. 

 

III. DISCUSSION 

The Ayden Police Department is headquartered in Ayden, North Carolina.  The Department 

follows a para-military chain of command.  The Department is charged with the prevention of 

crime, protection of city employees, and the investigation of depredations.  To accomplish this 

mission, the Department operates from one main downtown office and two substations which 

handles all calls for serviced received from city employees, citizens, other police agencies and 

other governmental agencies. 
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2. RULES OF CONDUCT 

GENERAL ORDER 2 EFFECTIVE: 06/10/1996 

REVISED: 02/16/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

This order establishes the rules of conduct for employees of this Department.  Knowledges of 

these rules will help employees maximize their personal effectiveness while minimizing 

exposure to civil liability, criminal prosecution, and administrative disciplinary action.  To further 

assist in these regards, the Department has indicated (in parentheses following each rule) the 

severity category of the rule.  This will help employees understand, in advance, the potential 

consequences of rule violations.  Violations of Category A rules will be treated most seriously.  

Category B and C rule violations, while all unacceptable, are of declining severity.  Category C 

violations generally are least serious.  Multiple rule violations, especially in one incident, or in 

close chronological sequence, will be treated very seriously, regardless of severity category.  

Employees are expected to obey all Rules of Conduct.  Serious and/or multiple rule violations 

will result in disciplinary action up to, and including, termination of employment. 

 

II. DEFINITIONS 

 

The following definitions apply throughout the Rules of Conduct of the Ayden Police 

Department. 

 

A.  Chief of Police – The Chief Executive Officer of the Ayden Police Department.  The term shall 

also apply to the Chief’s designee acting in his absence. 

 

B.  Department – The Ayden Police Department 
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C.  Directive – Any rule, regulation, procedure, policy, order or other written statement or 

instruction issued by the Ayden Corporation or by the authority of the Chief of Police or a 

designee and made applicable to any and/or all employees of the Department. 

 

D.  Employee – Any person, either sworn or civilian, who is employed by the Ayden Police 

Department in any capacity, or who works at any task under the direction and supervision of the 

Ayden Police Department or any of its personnel. 

 

E.  Officer – Any sworn law enforcement officer of the Ayden Police Department having arrest 

and law enforcement authority. 

 

F.  Order – Any instruction or command given by an employee of the Department to another 

employee of the Department who is under his/her supervision. 

 

G.  Proper Authority – That officer, supervisor, or other person who in a given situation bears 

decision making responsibility as defined by the Department’s rank structure and table of 

organization. 

 

H.  Supervisor – Any employee who has been granted, by the Department, authority to oversee 

the activities of other employees. 

 

I.  Citizen – Any member of the general public including Ayden employees. 

 

J.  City Employee – An employee of the Ayden municipality who is not a member of the Ayden 

Police Department (this term is used to distinguish Police Department employees from other 

department employees.) 
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III. RULES OF CONDUCT 

 

A.  Following are the rules of conduct of the Ayden Police Department: 

 

 1.  Knowledge of Regulations 

  a.  Employees shall familiarize themselves with and understand all rules, regulations, 

directives, and written procedures of the Department. 

  b.  Employees who do not understand their duties or responsibilities shall read the 

relevant directives, rules, etc. and shall consult their immediate supervisor for clarification and 

explanation. 

  c.  Employees shall maintain an updated manual of Department rules, procedures, and 

other directives and shall consult that manual as needed. 

  d.  When dealing with a situation for which there are no regulations or established 

procedures, employees shall consult their immediate supervisor for direction. 

  e.  If a supervisor gives an order, the supervisor is responsible for that order.  If the 

employee perceives an apparent conflict between the supervisor’s order and the rules, 

regulations, directives, or written procedures of the Department, the employee shall seek 

clarification or confer with a higher authority.  Criminal activity or rule violations by any 

employee can be reported to the Chief of Police or other appropriate authority. 

 2.  Violation of Rules (A, Subject to Discretion). 

 Employees shall not commit any acts or make any omissions which constitute a violation of any 

of the rules, procedures, General Orders, or other directives of the Department. 

 3.  Chain of Command (C) 

Employees shall conduct Departmental business through accepted channels unless written 

procedures or orders from proper authority permit otherwise.  This rule does not prohibit any 

employee from reporting apparently unlawful or improper conduct to any appropriate person.  

This is not intended to deter the quality process. 
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 4.  Insubordination (A) 

a. Employees shall promptly and courteously obey any lawful order of a supervisor. 

b. Employees shall not intentionally insult any supervisor. 

5.  Employee-In-Charge (C) 

When two or more employees of equal rank are simultaneously employed in the same 

operation, the senior employee shall be in charge, except when otherwise directed by proper 

authority.  This shall be determined by date of hire or by date of last promotion. 

6.  Unsatisfactory Performance (A) 

a. Employees shall maintain sufficient competence to properly perform their duties and 

assume the responsibilities of their position. 

b. Employees shall perform their duties in a manner which will maintain the highest 

standard of efficiency in carrying out the functions and objectives of the Department.  

Unsatisfactory performance may be demonstrated by a lack of knowledge of the 

applications of laws to be enforced; unwillingness or inability to perform assigned tasks; 

the failure to conform to work standards established for an employee’s rank, grade, of  

position; the failure to take appropriate action on the occasion of a crime, disorder, or 

other condition serving police attention; neglect of duty; the display of cowardice; 

absence without leave, of the physical or mental inability to perform required duties. 

c. In addition to other indications of unsatisfactory performance, the following will be 

considered unsatisfactory performance: repeated poor evaluations and records 

repeated violations of orders, rules, procedures, or other directives of the Department. 

7.  Unbecoming Conduct (A) 

a. Officers shall conduct themselves at all times, both on and off duty, in a manner which is 

in keeping with the highest standards of the law enforcement profession. 

b. Conduct unbecoming of an officer shall include that which brings the Department into 

disrepute, reflects unfavorably upon the officer as a member of the Department, 

damages or affects the reputation of any member of the Department, or impairs the 

operations of the department or any of its personnel. 
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c. Civilian employees of the Department are prohibited from engaging in any conduct 

which brings the Department into disrepute, reflects unfavorably upon the reputation of 

that employee, or impairs the operation of efficiency of the Department or any of its 

personnel. 

8.  Immoral Conduct (A) 

Employees shall not engage in any conduct which impairs their ability to perform their duties or 

causes the Department or any employee of the Department to be brought into disrepute. 

9.  Residence and Telephone Requirements (C) 

a. Employees shall have a functional telephone in their residences. 

b. Employees shall inform their supervisor and the Department Personnel Officer of any 

change in their permanent address or telephone number before the end of the next 

business day after making such change. 

10.  Reporting for Duty 

Employees shall report for all duty assignments, including court, Grand Jury appearances, and 

training, at the time and place required by assignment or orders, and they shall be physically 

and mentally prepared and properly equipped to perform their duties. 

11.  Absence from Duty (B) 

a. Employees shall not be absent from duty without first obtaining permission from proper 

authority. 

b. Employees who are unable to report for duty shall notify the appropriate supervisor 

prior to the beginning of their scheduled duty tours.  This notification shall occur at least 

4 hours prior to the scheduled beginning of the tour of duty unless the employee is 

unable to do so.  In such cases, the notification must be as far in advance of the 

scheduled tour as possible. 

c. Employees shall not feign illness or injury, falsely report themselves sick, ill, or injured, 

or otherwise deceive or attempt to deceive any proper authority of the Department as 

to the condition of their health or that of their families. 
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12.  Neglect of Duty (B) 

a. While on duty, employees shall not engage in any activities or personal business which 

would cause them to neglect or be inattentive to their assigned responsibilities. 

b. Employees shall remain awake, alert, and attentive while on duty.  If unable to do so, 

they shall so report it to their supervisor, who shall determine the proper course of 

action. 

c. Officers shall take any official action required by federal, state, or local law, applicable 

city ordinances, or by Department directive, or by a particular duty assignment.  This 

includes but is not limited to conducting investigations and related conducting 

investigations and related activity; preparing and submitting appropriate reports and 

documentation; responding to emergencies, calls for service, or any other 

circumstances indicating a need police involvement. 

d. Employees shall not leave their assigned duty post during a tour of duty except as 

authorized by proper authority. 

e. Employees shall take any action which is required or is responsible and appropriate in 

connection with their performance of their assigned duties. 

f. Officers shall take prompt and responsible action in any emergency or in any situation in 

which substantial and irreversible damage would result from the failure to take police 

action, whether on or off duty. 

g. Employees shall, whether requested or not, assist any employee involved in an 

emergency in which additional assistance would be critical to the successful 

performance of Department function. 

h. Officers shall respond to all radio communications directed to them. 

13.  Employment Outside the Department (C) 

Employees shall adhere to all regulations, procedures, and other directives governing off-duty 

employment established by the Department. 
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 14.  Political Activity (A) 

Employees may not engage in political activity when on duty (other than voting or registering to 

vote), nor may employees attempt to speak on behalf of the Ayden Police Department when 

engaging in political activity off-duty, except with prior approval of the Department. 

 15.  Conformance to Laws (A) 

a. Employees shall obey all laws of the United Sates and of any state and local jurisdiction 

in which they may be present and shall obey all administrative regulations enacted 

pursuant to local, state, or federal law. 

b. Employees shall not obey any order which they know or should know requires them to 

commit an illegal act. 

c. Any employee convicted of any criminal offense (including traffic law violations) must 

notify the Chief of Police in writing within 48 hours of the conviction.  The term 

“conviction” includes guilty pleas and pleas of nolo contender or no contest.  In addition, 

each employee is required to report any action that results in suspension or revocation 

of the employee’s operator’s license.  If the employee is on vacation, the report is 

required within 48 hours of the return to duty. 

16.   Associations (B) 

Employees shall avoid associations of dealings with persons who they know, are under criminal 

investigation or indictment or who have a criminal record, except as necessary to the 

performance of official duties or where unavoidable due to family relationships. 

 17.  Visiting Prohibited Establishments (B) 

Employees shall not knowingly visit, enter, or frequent a house of prostitution, gambling house, 

or establishment wherein the laws of the United States, the State, or the local jurisdiction are 

regularly violated, except in the necessary performance of duty. 

 18.  Gambling (A) 

Employees shall not engage or participate in any form of illegal gambling except in the necessary 

performance of duty and while acting under orders. 
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 19.  Possession or Use of Alcohol or Drugs While on Duty (A) 

See General Order No. 9 (Substance Abuse) 

 20.  Use of Tobacco (C) 

Officers shall not use tobacco in any form in the following circumstances: 

a. On duty while engaged in any activity involving direct contact with the general public 

unless that other person is not offended by the use of tobacco products. 

b. On duty while engaged in traffic direction or control. 

c. Any place where the use of tobacco is prohibited by law. 

d. When the use of tobacco is prohibited by City of Department policy or directive. 

21.  Identification (C) 

a. Officers shall carry their police identification cards on or about their persons while on 

duty, except when impractical or dangerous or harmful to the progress of a criminal 

investigation. 

b. Officers shall furnish their names and Department identification numbers to any person 

requesting that information when are on duty or presenting themselves as police 

officers, except when withholding of such information is necessary to the performance 

of police duties or is authorized by proper authority. 

22.  Abuse of Position (A) 

a. Employees shall not use their official position of identification for: 

1) Personal or financial gain; 

2) Obtaining privileges not otherwise available to them except in the performance of their 

duty; 

3) Avoiding the consequences of illegal acts. 

b. Employees shall not lend to another person their official identification cards of badges 

or permit them to be photographed or otherwise reproduced without the prior approval 

of the Chief of Police. 

c. Employees shall not permit the use of their names, photographs, or official titles which 

identify them as police officers or as employees of the Police Department in connection 
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with testimonials or advertisements of any commodity or commercial enterprise 

without the prior approval of the Chief of Police. 

d. Employees shall take no part, either directly or indirectly, in sales promotions, 

solicitations, fund raising campaigns, or similar activities while representing themselves 

as police officers or as employees of the Department or authorize others to conduct 

themselves in a manner that would leave the impression they are representing the 

Department, without the prior approval of the Chief of Police. 

e. In the absence of prior Department approval, employee who are on duty or acting in an 

official capacity shall not recommend or suggest (except in the transaction of personal 

business with family and close friends) a particular product, professional service, or 

commercial service.  In cases where a service is necessary and the person needing the 

service is necessary and the person needing the service is unable or unwilling to procure 

it or request assistance, officers proceed in accordance with established Departmental 

procedures. 

f. Employees shall not interfere with or attempt to influence the lawful business of any 

person. 

g. Employees shall not knowingly make false accusations or false criminal charges. 

23.  Gifts and Gratuities (A) 

a. An employee shall not use his or her position to solicit any form of gift, gratuity, or 

service for gain. 

b. An employee shall not accept from any person, business, or organization any gift if it 

may reasonably be inferred that the person, business, or organization: 

1) Seeks to influence an official action or to affect the performance of an official 

function; 

2) No employee of the Department or any of its consolidated subsidiaries shall 

solicit, accept, offer, or grant gifts, services, entertainment, or favors of more 

than nominal value or beyond an ordinary social amenity or normal business 

sales promotion, advertising or normal business sales promotion, advertising, or 

publicity as a business inducement from or to any person, firm, or corporation 
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dealing with or being solicited for business from or by the Department, except 

when a variance has been approved in advance by the Chief of Police as 

appropriate and reasonable in the conduct of the Department’s business. 

c. An employee may not accept any form of reward for the performance of his or her duty 

without the prior approval of the Chief of Police. 

24.  Public Statements and Appearances (A) 

a. Employees shall treat the official business of the Department as confidential and shall 

disseminate information regarding Departmental operations only in accordance with 

established Departmental Policies. 

b. Employees shall not divulge the identity of persons giving confidential information in a 

criminal investigation, except as required to do so for official reasons by proper 

authority or by court order. 

c. Employee shall not publicly criticize or ridicule the City, the Department, or its 

personnel. 

d. Employees shall not address public gatherings, appear on radio or television, prepare 

any article for publication, act as correspondents to a newspaper or other periodical, 

release or divulge investigative information, or release any other information 

concerning the activities of the Department while holding themselves out as 

representing the Department in such matters without permission from proper authority. 

25.  Courtesy (C) 

a. Employees shall be courteous and tactful in the performance of their duties and shall 

promptly respond to all requests for assistance in accordance with Department 

procedures. 

b. Employees shall not sue profane or intentionally insulting language toward any other 

employee of the Department or any City Employee. 

c. Employees shall promptly return phone calls from citizens and/or City employees. 

26.  City Employee/Citizen Complaints (C) 

a. Employees shall follow established procedures for processing complaints. 
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b. Employees may attempt to amicably resolve complaints by citizens or other City 

Employees, but they shall not attempt to prevent any complainant from lodging a 

formal complaint against any individual employee or against the Department. 

27.  Use of Weapons (A) 

Officers shall carry and use firearms only in accordance with law and established Department 

procedures and directives. 

28.  Use of Force (A) 

a. Officers shall use no more force than reasonably necessary in the performance of their 

lawful duties and shall then do so only in accordance with department directives and 

the law. 

b. Officers shall comply with Department procedures and directives concerning the 

documentation, reporting, and investigation of the use of physical force. 

29.  Arrest, Search, and Seizure (B) 

Officers shall not make any arrest, search, or seizure which they know, or should know, is not in 

accordance with the law and Department procedure or directives. 

30.  Intervention (C) 

a. Officers shall not interfere with or take action in cases being handled by other officers of 

the Department or by other governmental or police agencies unless: 

1) Authorized to intervene by proper authority; or 

2) The intervening officer reasonably believes that a grave injustice would result 

from failure to take immediate action. 

b. Officers shall not undertake any investigation or other official action which is not part of 

their regular duties without obtaining permission from their supervisor unless the 

exigencies of the situation require immediate action.  Any officer taking such an action 

must notify his or her immediate supervisor as soon as possible after the incident 

occurs. 
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31.  Improper Use of Theft of Property and Evidence (A) 

Employees shall not convert to their own use, manufacture, conceal, destroy, remove, tamper 

with, or withhold any property or evidence in connection with an investigation or other police 

action, and shall not steal any City property, or convert to their own use, except in accordance 

with established Department procedures and/or directives. 

32.  Use of Department Equipment (B) 

Employees shall utilize Department equipment, including vehicles, only for its intended purpose 

in accordance with all laws and Department procedures and/or directives and shall not abuse, 

damage, or through negligence lose Department equipment, or convert any City property to 

their own use. 

 33.  Radio Communications (C) 

Officers shall keep available radio communications equipment turned on and always operating 

while on duty, unless authorized by proper authority to do otherwise. 

34.  Department Reports   

a. Employees shall submit all necessary reports on time and in accordance with established 

Department procedure and/or directives. 

b. Reports submitted by employees shall be accurate and complete. 

35.  Participation in Administrative Investigations (A) 

Upon the order of the Chief of Police, a designee or superior officer, employees who are 

involved in administrative investigations and who have been guaranteed that no statement that 

they are ordered to make can be used against them in a criminal prosecution shall: 

1) Truthfully answer all questions 

2) Submit to any medical, ballistics, chemical, or other test, photographs, or line-ups 

required in a particular administrative investigation being conducted by the Department 

in order to assess job performance and/or fitness for duty. 

3) Provide other information which is relevant and material to the investigation and which 

narrowly related to job performance and/or fitness for duty. 
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36.  Legal Processes Brought by or Against Employees (C) 

Employees shall immediately report in writing directly to the Chief of Police or a designee any 

criminal charges brought against them and any other court actions brought against them as a 

result of the performance of duty or which involve the employee’s fitness for duty.  Employees 

shall also notify the Chief or his designee in writing before filing claims for damages or entering 

into any legal compromise or settlement (other than with the Town) regarding events which 

resulted from the performance of duty. 

 37.  Supervision (B) 

a. Supervisors are charged with insuring compliance with all applicable laws, the 

Department’s policies, directives Standard Operating Procedures, and General Orders by 

those employees under their supervision.  Supervisors are responsible. 

b. Employee who supervises any other employees shall perform their duties completely, 

diligently, promptly, professionally, and satisfactorily. 

38.  Truthfulness 

a. Employees are prohibited from intentionally making any materially false statement(s) in 

connection with their performance of official duties. 

b. Employees are prohibited from failing to disclose material information in connection 

with performance of their duties. 

c. Any falsification of or any failure to disclose information relevant to suitability or fitness 

for employment which is discovered after an individual is hired can result in the 

termination of that employee. 

39.  Sexual, Ethnic, Racial, or Religious Harassment (A) 

No employee shall intentionally subject any fellow employee to harassment with respect to 

their race, sex, age, national origin, religion, or disability. 

 40.  Offensive or Inappropriate Behavior and Material (B) 

No employee shall engage in behavior or display material that would be considered offensive 

inappropriate by fellow employees of the public.  Offensive or inappropriate behavior includes 

derogatory remarks concerning race, sex, age, national origin, religion, or disability. 
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3. PERSONNEL PROCEDURES 

GENERAL ORDER 3 EFFECTIVE: 06/10/1996 

REVISED: 02/17/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

This order outlines Department procedures related to personnel and training records, 

promotions, evaluations, discipline, and the receipt and investigation of allegations of 

employee’s misconduct. 

II. PROBATION 

All employees appointed shall be considered on probation for one (1) year from date of 

employment. 

III. RECORDS 

The Department shall maintain, for each employee, a personnel file.  A medical record will be 

separately maintained and kept confidential by the Medical Department, consistent with 

applicable law(s). 

IV. OATH OF OFFICE 

All Ayden officers, prior to assuming the status of sworn peace officers, will take an oath of 

office to enforce the law and uphold the Constitution of the United States and, where 

applicable, the Constitutions of the United States wherein these officers will exercise 

jurisdiction. 

V. PROCEDURES (CAREER DEVELOPMENT, TRAINING, PROMOTIONS) 

A. Responsibilities of Supervisory Officers 

1. Periodically, a supervisory officer shall meet with each employee for career counseling.  

This counseling shall occur at least annually and will include an examination of: 

a. Employee’s performance record; 
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b. A review of training programs applicable to the employee’s duties 

 

2. The Chief of Police shall ensure that any employee, upon receiving a promotion or a new 

assignment, attends relevant training as soon as practicable. 

B. Promotions 

1. When a vacancy exists, all qualified candidates who apply will be considered. 

2. The selection process will be governed by Town of Ayden and Departmental personnel 

guidelines. 

C. Police Training 

1. Attendance 

Members of the Department must attend any assigned training programs.  Attendance 

will be documented by either the instructor, or in cases where the training is at location 

other than the Department, documentation will be furnished by those responsible for 

the training.  There are cases where attendance at a training program may be excused 

such as court appearance or sickness.  Any absence must be properly excused by the 

appropriate police supervisor.  The time lost must be made up before any certificate of 

completion will be issued.  Certificates of completion will be issued to those students 

who successfully complete any training program.  A copy of such certification will be 

provided to the Chief of Police for inclusion in the employee’s training file. 

2. Expenses 

All expenses will be handled within guidelines set forth in the corporate travel expense 

reimbursement policy. 

3. Remedial Training 

Remedial training is directed at solving or curing a particular problem or improving 

performance in a particular area, within a designated time and with clearly defined, 

expected results. 
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4. Training Records 

a. The Chief shall maintain a training record which includes: 

1) Date of training; 

2) Type of training received; 

3) Any certificate received; 

4) Attendance; 

5) Score. 

b. The Chief shall maintain files on all in-house training courses or presentations, 

including: 

1) Course content (lesson plans); 

2) Personnel attending; 

3) Performance of individual attained as measured by tests, if administered, or 

competency 

5. Instructors 

Instructors enlisted from outside the Department must be approved by the Chief of 

Police.  These instructors must have a demonstrated skill I their areas of instruction.  

Compensation will be determined by the Director. 

a. Before being allowed to instruct any state-mandated courses at the 

Department, instructors will receive, at a minimum, training I the following 

subjects: 

1) Lesson plan development; 

2) Development of performance objectives; 

3) Instructional techniques; 

4) Learning theory; 

5) Testing and evaluation techniques; 

6) Resources. 

b. Normally, officers selected and trained as instructors in a particular subject will 

be expected to teach it when needed. 
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6. In-Service Training 

All sworn personnel of the Department will, as required by law, attend in-service 

training.  Such instruction may include: 

a. Changes or revisions in the State and Federal Codes. 

b. Classes required at the direction of the Director, such as: 

1) Supervisory and management training; 

2) Policy and procedure training; 

3) Any other training as deemed necessary. 

c. Semi-annual firearms training and qualifications. 

d. Voluntary and required training. 

7. Non-sworn Personnel 

All newly appointed non-sworn personnel will receive the following training from the 

Chief of Police or a designee: 

a. Orientation about the Department’s role, purpose, goals, policies, and 

procedures; 

b. Working conditions, rules, and regulations. 

8. Advanced Education 

Employees are encouraged to seek additional higher duration.  Expenses incurred may 

be reimbursable.  Tuition Assistance 

VI. DISCIPLINE 

The Department abides by the philosophy that discipline must be applied consistently and 

uniformly.  The Department does not provide employees with lists of specifically prohibited 

behavior.  One list of examples of such behavior appears in the General Order, “Rules of Conduct,” 

but no list can be all inclusive.  Employees are expected to have a reasonable perception of what 

constitutes proper behavior, based on training and the observance of the behavior of officers 

generally. 
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A. Any employee can be relieved from duty (with pay) whenever the Chief of Police has reasonable 

grounds to believe that the employee has engaged in conduct of such a serious nature that he 

cannot be allowed to continue working or that the employee is not fir for duty mentally or 

physically.  An internal investigation shall follow: 

1. If a ranking police officer relieves an employee from duty, he must promptly report such 

action to the Chief of Police, as well as send a written report explaining the 

circumstances. 

2. If the necessity to relieve from duty is not immediate, the behavior or actions of the 

employee shall be deemed a matter for internal investigation. 

B. Only the Chief of Police can order the suspension of employee without pay. 

C. Penalties 

The following penalties are available: 

1. Oral reprimand; 

2. Written reprimand 

3. Suspension without pay; 

a. Any suspended officer must return his or her badge, identification card, issued 

firearm, and town assigned vehicle to the Chief of Police. 

b. During a suspension, the employee shall not perform any duties. 

4. Demotion; 

5. Dismissal from Department. 

In addition to any of the foregoing, the Chief of Police can deny or reduce ay annual bones 

and/or any merit pay increase. 

D. Dismissal 

Dismissals are made in instances of serious misconduct or revocation of an officer’s certification 

(i.e., licensure). 

E. Reporting Legal Proceedings (See Rule of Conduct Number 36) 

Any employee arrested for or charged with any crime or named as a defendant in any criminal 

or civil proceedings, must inform the Chief of Police in writing as soon as possible.  Employees 

also must report citations or arrests for reckless driving, DWI, or any other traffic offenses.  
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Failure to notify the Department of the foregoing shall be cause for disciplinary action.  See Rule 

of Conduct 15(c) regarding required reporting of convictions. 

VII. SEVERITY CATEGORIES OF COMPLAINTS 

A. Unacceptable conduct is divided into three categories according to severity of misbehavior. 

1. Category C (least severe) 

Examples: tardiness, poorly prepared reports, rudeness. 

2. Category B (moderate severity) 

Examples: absence from duty; neglect of duty. 

3. Category A (most severe) 

Category A offenses include acts of such severity as to merit suspension without pay of 

dismissal at a single occurrence.  Category A offenses may be punished by suspension 

without pay, demotion, or dismissal. 

B. Every allegation of employee misconduct shall be documented on Form IA-1.  Form IA-1 shall 

remain in the Internal Affairs file, and a copy will be forwarded to the Chief’s Office. 

VIII. PROCEDURE FOR RECEIVING AND PROCESSING ALLEGATIONS OF EMPLOYEE MISCONDUCT 

A. All complaints shall be taken and processed, whether made in person, by mail, or over the 

telephone.  In cases in which the complainant cannot appear at a Department office, 

Department personnel may visit the individual at his or her home, place of business, or any 

other location to take the complaint.  Before a formal investigation is concluded, a formal 

statement should be sought from the complainant.  Every allegation of employee misconduct 

shall be documented on Form IA-1. 

1. Every complaining party shall be referred to a supervisor so that the complaint can be 

received. 

2. Without exception, every allegation of employee conduct which would constitute a 

violation of Department rules shall be documented on Form IA-1 and an investigation 

initiated. 

3. The Chief of Police or a designee shall send letter to each complainant, informing them 

that their complaint will be investigated thoroughly, and appropriate action taken if the 

evidence supports the allegation(s) of misconduct. 
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B. Allegations of employee misconduct, whether made in person, by telephone or by mail, must be 

referred to the Office of the Chief. 

C. Any allegation of employee misconduct serious enough to require immediate action, such as 

suspension from duty, shall be referred promptly to the Chief of Police or a designee, along with 

all available evidence associated therewith. 

D. Department shall maintain separate file containing copies of all complaints and a copy of any 

Form IA-1 

IX. INTERVIEW PROCEDURES (To be followed when an employee is questioned in connection with 

an allegation of misconduct) 

A. The interview of any Department employee shall be conducted at a reasonable hour, 

determined by the relative urgency of the investigation. 

1. Before the interview begins, the employee shall be informed whether the investigation 

is criminal or administrative. 

2. In a criminal investigation (i.e., when the allegation is of appears to be criminal and the 

employee is under arrest, or is likely to be arrested, or is likely to be made the subject of 

a criminal prosecution) prior to the start of any interview the employee shall be 

informed of his constitutional right to remain silent.  In such cases, the employee cannot 

be disciplined for refusing to answer or to provide a statement. 

a.   Prior to Chief of Police of the Ayden Police Department, or a designee ordering 

an employee to answer questions or disciplining that employee for any refusal, 

he must advise the employee that the investigation is administrative and that 

no statement which he is ordered to make can or will be used against him in a 

criminal prosecution.  The employee must also be informed that refusal to 

answer truthfully can be the basis for disciplinary action.  (See Employee 

Disciplinary Interview Form (IA-2) 

b.    In an administrative investigation, the employee will not be allowed the 

presence and assistance of counsel or anyone else during the interview. 

B. Town own desks, lockers, storage space, rooms, offices, equipment, work areas and vehicles are 

subject to inspection to retrieve town property or to discover evidence of work-related 
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misconduct.  Private property can be stored in areas mentioned above; however, privacy shall 

not be expected.  Any such inspection will be prepared only with the approval of the Chief. 

X. ADJUDICATION OF ALLEGATIONS OF EMPLOYEE MISCONDUCT 

A. Each allegation of employee misconduct shall be adjudicated in one of the following ways: 

1. Sustained: The investigation established that employee misconduct occurred. 

2. Not Sustained: 

a. The investigation established that the allegation(s) is/are false; or 

b. There was insufficient evidence to prove the truth of the allegation(s); or 

c. The employee conduct which formed the basis for the complaint or allegation(s) 

was appropriate and lawful and in compliance with Departmental policy. 

3. Information File: Allegations of employee misconduct which have been investigated and 

are so lacking in merit and/or substance that the preparation of Departmental charges 

would serve no useful purpose shall be placed in an Information File pending receipt of 

additional information relevant to that investigation. 

a. Information Files shall be maintained in the Chief’s Office. 

b. The decision to place a complaint and investigation into an Information File shall 

be that of the Chief. 

B. The accused employee shall be notified of the final disposition of each allegation of misconduct 

as soon as is practical. 

C. The complainant will be informed by the Chief of the disposition of each complaint. 

XI. PERFORMANCE EVALUATIONS 

All evaluations will be discussed with the employee by the immediate supervisor and a written copy 

will be placed in the personnel file.  Each evaluation will be reviewed by the next higher rank (above 

immediate supervisor) before it becomes a permanent record in the employee’s personnel file.  All 

newly hired officers will be evaluated monthly during their one-year probation period. 
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XII. PROMOTIONS AND TRANSFERS 

Promotions and Transfers will be in accordance with policies specifically established for the Ayden 

Police Department, as they may be changed from time to time at the discretion of the Town of 

Ayden. 

XIII. FORMS 
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Form IA-1 
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Form IA-2 
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Form IA-3 
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4. PREVENTION OF BLOOD BORNE PATHOGENS 

GENERAL ORDER 4 EFFECTIVE: 06/10/1996 

REVISED: 02/17/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to provide officers with guidelines for preventing the contraction of 

the AIDS virus, Hepatitis B and other bloodborne pathogens. 

II. POLICY 

It is the responsibility of the Ayden Police Department to take all reasonable measures to allow its 

members to perform their duties in a safe and effective manner.  The safe performance of daily 

operations is threatened by the AIDS and Hepatitis B viruses that can be contracted through 

exposure to infected blood and several types of bodily secretions.  Therefore, it is the policy of this 

Department to continuously provide employees with information and education on prevention of 

these diseases, provide up-to-date safety equipment and procedures that will minimize their risks of 

exposure and to institute post-exposure reporting, evaluation and treatment for all officers exposed 

to these diseases. 

III. DEFINITIONS 

A. Bodily Fluids: Blood, semen, and vaginal fluids or other secretions that might contain these 

fluids such saliva, vomit, urine, or feces. 

B. Exposure Control Plan: A written plan developed by the Police Departments and available to 

all Police employees that details the steps taken to eliminate or minimize exposure and 

evaluate the circumstances surrounding exposure incidents. 

C. Personal Protective Equipment (PPE): Specialized clothing or equipment worn by officers for 

protection against the hazard of infection. 
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D. Universal Precautions: Procedures promulgated by the Centers for Disease Control (CDC) 

that emphasize precautions based on the assumption that all blood and bodily fluids are 

potentially infectious of the AIDS (HIV) viruses. 

IV. PROCEDURES 

A. General Disease Prevention Guidelines 

1. The Department’s exposure control plan shall provide the overall strategy for limiting 

exposure to HIV and HBV viruses and responding to potential exposure incidents. 

2. This Department subscribes to the principles and practices for prevention of HIV and 

HBV exposure as detailed in the “universal precautions” prescribed by the CDC and the 

federal regulations of the Occupational Safety and Health Administration (OSHA).  

Where otherwise not detailed I this policy, officers shall be guided by these practices 

and procedures. 

B. Workplace Controls and Personal Protective Equipment 

1. To minimize potential exposure, officers should assume that all persons are potential 

carriers of HIV and HBV. 

2. When appropriate protective equipment is available, no officer shall refuse to arrest or 

otherwise physically handle any person who may carry the HIV or HBV virus. 

3. Officers shall use protective gear under all appropriate circumstances unless the officer 

can demonstrate that in a specific instance, its use would have prevented the effective 

delivery of health care or public safety services or would have imposed an increased 

hazard to his safety or the safety of another co-worker. 

a. All such instances shall be reported by the officer to their supervisor and shall 

be investigated and appropriately documented to determine if changes could be 

instituted to prevent similar occurrences in the future. 

4. Disposable gloves shall be worn when handling any persons, clothing, or equipment 

with bodily fluids on them. 

5. Masks in combination with eye protection devices, such as goggles or glasses with solid 

side shields or chin-length face shields, shall be worn whenever splashes, spray, spatter 
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of droplets or potentially infectious materials may be generated and eye, nose, or 

mouth contamination can be reasonably anticipated. 

6. Gowns, aprons, lab coats, clinic jackets, or other outer garments shall be worn as 

determined by the degree of exposure anticipated. 

7. Plastic mouthpieces or other authorized barrier/resuscitation devices shall be used 

whenever an officer performs CPR or mouth-to-mouth resuscitation. 

8. All sharp instruments such as knives, scalpels, and needles shall be handled with 

extraordinary care and should be considered contaminated items. 

a. Searches of automobiles or other places should be conducted using a flashlight, 

mirror, or other devices where appropriate.  Subsequent to a cautions frisk of 

outer garments, suspects should be required to remove all sharp objects from 

their person. 

b. Needles shall not be recapped, bent, broken, removed from a disposable 

syringe, or otherwise manipulated by hand. 

c. Needles shall be placed in Departmentally provided, puncture-resistant, 

leakproof containers that are marked as biohazardous when being collected for 

evidence, disposal, or transportation purposes. 

9. Officers shall not smoke, eat, drink, or apply makeup around bodily fluid spills. 

10. Any evidence contaminated with bodily fluids shall be completely dried, double bagged 

and marked to identify potential or known communicable disease contamination. 

C. Custody and Transportation of Prisoners 

1. Officers should avoid putting their fingers in or near any person’s mouth. 

2. Individuals with bodily fluids on their persons shall be separated from other persons prior to 

being transported.  The individual may be required to wear a suitable protective covering if 

he is bleeding or otherwise emitting bodily fluids. 

3. Officers have an obligation to notify relevant support personnel during a transfer of custody 

when the suspect has bodily fluids present on his person or has stated that he has a 

communicable disease. 
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4. Officers shall document on the appropriate arrest or incident form when a suspect taken 

into custody has bodily fluids on his person or has stated that he has a communicable 

disease. 

D. Housekeeping 

1. Supervisors and their employees are responsible for the maintenance of a clean and sanitary 

workplace and shall conduct periodic inspections to ensure that these conditions are 

maintained. 

2. Any protective coverings used in laboratory evidence custody or enforcement operations for 

covering surfaces or equipment shall be removed or replaced as soon as possible following 

actual or possible contamination. 

3. Officers shall remove clothing that has been contaminated with bodily fluids as soon as 

practical and with as little handling as possible.  Any contacted skin area shall be cleansed, 

as described below in section E. 

4. Contaminated laundry and personal protective equipment should be bagged or 

containerized at the location where it is use in Departmentally supplied bags but shall not be 

sorted, rinsed, or cleansed at that location. 

5. Officers shall discard actual or potentially contaminated waste materials at proper locations 

such as hospitals, rescue squads, etc.  All such disposal shall conform with established 

federal, state, and local regulations. 

E. Disinfection 

1. Any unprotected skin surfaces that contact bodily fluids shall be thoroughly washed as soon 

as possible with hot running water and soap for at least 15 seconds before rinsing and 

drying. 

a. Alcohol or antiseptic towelettes may be used where soap and water are unavailable. 

b. Disposable gloves should be rinsed, if possible, before removal and hands and 

forearms should be washed. 

c. Skin surfaces shall be washed as soon as feasible following the removal of any 

personal protective equipment. 



44 
 
 

 

 

d. All open cuts and abrasions shall be covered with waterproof bandages before 

reporting to duty.   

2. Disinfection procedures shall be initiated whenever bodily fluids are spilled or an individual 

with bodily fluids on his person is transported in a Departmental vehicle. 

3. Non-disposable equipment and areas upon which bodily fluids have been spilled shall be 

disinfected as follows: 

a. Any excess bodily fluids should first be wiped up with disposable absorbent 

materials, provided in the PPE. 

b. A freshly prepared solution of one part bleach to 10 parts water or a fungicidal or 

micro-bactericidal disinfectant shall be used to clean the area or equipment. 

F. Supplies 

1. Supervisors are responsible for maintaining an adequate supply of disease control supplies 

in a convenient location for all affected personnel in their unit.  This includes, but is not 

limited, ensuring that: 

a. Personal protective equipment in appropriate sizes, quantities and locations are 

available and; 

b. First aid supplies and disinfecting materials are always readily available. 

2. All Departmental vehicles shall be stocked with an Ayden Police Personal Protective 

Equipment Kit. 

3. Officers using supplies stored in their vehicles are responsible for ensuring that they are 

replaced as soon as possible. 

G. Vaccination, Exposure, Evaluation, and Treatment 

1. All officers of this Department who have been determined to be at risk for occupational 

exposure to the Hepatitis B virus shall be provided with the opportunity to take the HBV 

vaccination series at no cost.  The vaccination shall be provided if desired only after the 

officer has received the required Departmental training and has not previously received the 

vaccination series, and/or previously received the vaccination series, and/or has not already 

developed the Hepatitis B antibody. 
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2. Any person who has unprotected physical contact with blood or other bodily fluids of 

another person while in the line of duty shall be considered to have been potentially 

exposed to HB and/or HIV. 

3. In cases of exposure, a supervisor shall be contacted who shall take appropriate steps to 

document the means and circumstances under the exposure occurred. 

4. Immediately after exposure, the officer shall proceed to the designated health care facility 

for tests of evidence of infection and treatment of any injuries. 

a. The Town of Ayden shall arrange for continued testing of the officer for evidence of 

infection. 

b. Unless disclosure to an appropriate Departmental official is authorized by the officer 

or by state law, the officer’s medical evaluation, test results and any follow-up 

procedures shall remain confidential. 

5. Any person responsible for potentially exposing an officer of this Department to a 

communicable disease shall be encouraged to undergo testing to determine if the person 

has a communicable disease. 

a. Criminal charges may be sought against any person who intentionally exposes an 

officer this Department to a communicable disease. 

6. Officers who test positive for HIV or HBV may continue working as long as they maintain 

acceptable performance and do not pose a safety and health threat to themselves, the 

public or other members of this Department. 

a. The Town of Ayden shall make all decisions concerning the employee’s work status. 

7. All members of this Department shall treat employees who have contracted a 

communicable disease fairly, courteously and with dignity. 

H. Record Keeping 

1. The Town of Ayden shall maintain an accurate record for each officer with occupational 

exposure. 

I. Training 

1. This agency’s training coordinator shall ensure that all members of the Ayden Police 

Department complete course of instruction on prevention of bloodborne diseases. 
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2. All affected employees shall receive annual refresher training and additional training 

whenever job tasks or procedures are modified in a manner that may alter their risk of 

exposure. 

3. All trainees shall have access to applicable regulations pertaining to the regulation of 

bloodborne pathogens. 

4. The training coordinator shall ensure that complete records are maintained on officer 

training to include information on the dates and content of training sessions, names and 

qualifications of persons conducting the training and the names and job titles of all persons 

attending the training sessions. 
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5. OFF-DUTY EMPLOYMENT 

GENERAL ORDER 5 EFFECTIVE: 06/10/1996 

REVISED: 02/17/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

PURPOSE 

The purpose of this general order is to establish the procedure for Ayden Police Employees to obtain 

permission to work in off-duty employment situations. 

A. Before engaging in ay outside (off-duty) employment of business activity, an employee shall 

submit a written request for permission to accept o engage in off-duty employment to his 

supervisor who will forward the request through the chain-of-command to the Chief of Police 

for final approval.  Off-duty employment activities of employees are subject to the following 

regulations: 

1. Outside employment for police or security related positions may be approved in some 

circumstances, however only within the territorial jurisdiction of the Ayden Police 

Department.  This employment shall be arranged by the Chief of Police or a designee.  

No employee may hold law enforcement certification with any other city, county, or 

state police agencies. 

2. The employment shall not render the employee unavailable during an emergency, or 

physically or mentally exhaust the officer to the point that his performance on duty will 

be affected. 

3. Employment shall not in any way conflict with the objectives of the Department, impair 

its reputation, or compromise its law enforcement authority. 

4. The employee’s Ayden issued equipment shall not be used unless authorized by the 

Chief of Police. 

5. Each employee while engaged in off-duty employment shall conduct himself in 

accordance with the highest Department standards. 



48 
 
 

 

 

6. Any employee, at the discretion of his supervisor(s), may be called back on-duty at any 

time, irrespective of his/her off-duty employment. 

B. The decision of the Chief to issue of deny permission work outside the Department is final and 

appeal to high levels will not be considered. 
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6. PERSONAL APPEARANCE AND CLOTHING REGULATIONS 

GENERAL ORDER 6 EFFECTIVE: 06/10/1996 

REVISED: 02/17/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this order is to establish regulations regarding the personal appearance of officers 

while on and off duty. 

II. HAIR STYLES 

A. All male officers shall conform to the following standards of appearance: 

1. Hair – can cover no more than the top half of the ears and ca extend down to the shirt 

collar.  Hair must conform to a neatly groomed appearance and in no case shall the 

length and/or bulk of the hair be excessive or present a ragged or extreme appearance.  

Sideburns shall not extend below the earlobe. 

2. Facial Hair – Beards are not allowed except for documented medical reasons.  

Moustaches must be neatly trimmed and shall not exceed 1/4 inches beyond the 

corners of the mouth.  “Handlebar” moustaches are not allowed. 

B. All female officers shall conform to the following standards of appearance. 

1. Female officers shall wear their hair neatly styled or combed.  Hair cannot extend past 

shoulder length.  Ponytails and braids are prohibited. 

2. Long hair can be worn pinned up in a neatly groomed manner.  If it is worn up and 

begins to dishevel, it must be put up again or worn down, meeting the regulations 

described in B.1 just above. 

III. UNIFORMS AND PERSONAL EQUIPMENT 

All employees of the Ayden Police Department are responsible for conforming with the standards 

relating to the wearing of uniforms and equipment described herein.  No apparel or equipment shall 

be worn or carried except as authorized by the Chief of Police. 
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A. Wearing of Uniforms and Equipment 

1. Hat 

Police officers shall wear issued hats for the following occasions: 

a. Traffic control 

b. Funerals and funeral escorts 

c. Parades 

d. Formal occasions 

e. When directed by the Chief of Police 

f. At the discretion of the supervisor 

2. Shirts 

The Chief of Police or a designee shall specify dates for wearing winter and summer 

uniforms. 

a. Winter shirts 

Long sleeve shirts must be worn with a clip-on tie by uniform personnel. 

b. Summer shirts 

Uniform personnel shall wear summer shirts when authorized.  A tie is not 

authorized for the summer shirt. 

Collar insignia shall be centered ½ inch from the collar point toward the 

neck seam and ½ inch from the bottom edge.  T-shirts worn under the 

summer shirt shall be V-neck or black crewneck.  White crew neck T-shirts 

are not authorized. 

3. Collar Stars 

Police officers may purchase and wear small collar stars.  If worn, collar stars shall 

be placed in the apex of each corner of the collar. 

4. Badge 

The badge shall be worn in the badge holder of the outermost garment. 

5. Name Tag 

The name tag shall be worn centered above the right breast pocket with the bottom 

of the plate lined up with the top line of the pocket. 
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6. Accessory Pins/Insignia 

Pins and ribbons shall be worn centered directly above the name tag. 

7. Whistles may be carried and worn by uniform personnel.  Whistles, when worn, 

shall be worn with the chain hooked underneath the right shoulder epaulet and the 

whistle placed in the right breast pocket.  The chain shall be placed under the right 

corner of the pocket flap. 

8. Jackets 

The only emblems sewn on the jacket will be those issued by the department or 

authorized by the Chief of Police.  No collar insignia will be shown, however, 

Sergeants and above will wear rank insignia on the epaulets with the outside edge ¾ 

inch from the outside seam of the epaulet. 

9. Leather gear shall be worn as issued by the department or approved for wear by the 

Chief of Police or a designee. 

10. Additional Equipment 

• Firearms and the appropriate number of rounds according to the weapon and 

magazine capacity shall be issued by the Chief of Police or a designee. 

• Employee ID card shall be issued through the Office of the Chief of Police 

New employees shall inspect equipment issued to them and report any damage or unusual wear 

to their immediate supervisor before accepting the equipment.  Employees shall not mark issued 

equipment with initials or other personal marks.  Items marked in such a manner shall be considered 

damaged and shall be billed to the employee upon termination. 

A copy of an “Inventory of Issued Equipment” shall be maintained on file with the Chief of Police 

or a designee. 

B. Normal Re-Supply 

1. To replace worn or damaged equipment, employees shall obtain a “Request for Personal 

Issue Form” from their immediate supervisor.  This form should be signed by the supervisor 

after verifying the items requested need replacing. 
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2. The completed “Request for Personal Issue Form” will be submitted to the other Chief of 

Police or a designee.  When the requested order is filled, the employee will be contacted. 

3. Employees will report to the Chief of Police or a designee to return the worn damaged items 

and pick up the replacement equipment.  For each replacement item received, a like item 

must be turned in to the Chief of Police or a designee. 

4. A copy of the completed request form will be maintained on file. 

C. Emergency Replacement 

1. When the situations necessitate the immediate replacement of damaged equipment, the 

police officer shall complete the necessary forms and receive replacement items after 

submitting the damaged equipment to the Chief of Police. 

2. If the Chief of Police or a designee is unavailable, the police officer shall take the damaged 

equipment to the Chief of Police or designee at the earliest possible time. 

3. A copy of the completed forms will be maintained on file in the Office of the Chief of Police. 

D. Lost/Damaged Equipment 

1. Clothing and equipment lost or severely damaged by an employee while in the line of duty 

shall reported in writing to the employee’s immediate supervisor, who will provide the 

necessary form to obtain replacement item(s).  A copy of the written report and the 

replacement issuance form will be maintained on file in the Office of the Chief Police. 

2. Clothing and equipment of the type listed above which is lost or severely damaged as a 

result of an employee’s negligence shall be reported in writing to his immediate supervisor 

who will provide the proper form for reimbursement and for replacement or reported 

item(s). 

a. Replacement of lost/damaged equipment resulting from employee negligence shall 

be made at the employee’s expense.  Cost of the item shall be obtained from the 

Office of the Chief of Police, and compensation shall be made within thirty (30) days 

in the form of cash, money order, or check made out to the Town of Ayden. 

b. Failure to make compensation as outlined above may result in disciplinary action as 

set forth in Rules of Conduct/Disciplinary Actions. 
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E. Special Assignments 

1. The dress and hair style of officers of the Department on special assignment are subject to 

the discretion and approval of the Chief of Police. 

F. Termination Procedure 

1. Upon an employee’s termination, the employee shall, within 72 hours, submit issued Ayden 

Police Department equipment to the Chief of Police or a designee. 

a. Uniforms shall be clean and returned on hangers. 

b. Leather gear and other equipment shall be clean and in serviceable condition. 

2. Lost or equipment damaged in excess of normal wear must be compensated for.  

Compensation must be made in the form of cash, money order, or check made out to the 

Town of Ayden. 

3. All equipment must be submitted to the Chief of Police or designee. 

a. Identification card 

b. Prescription drug card 

c. Insurance card 

d. Firearms and ammunition 

e. Hand-held radio and associated equipment 

f. Department owned or leased mobile phone 

4. Upon termination the employee must contact the mobile phone company and renegotiate 

their contract if authorized to have a personal mobile phone which is receiving a special rate 

of rent as being used for law enforcement.  The Chief of Police or a designee will contact the 

mobile phone company and advise them that the terminated employee is no longer 

authorized to receive the police department rental rate.  The employment status of the 

employee will not be revealed to the mobile phone company. 

5. The employee will receive a signed receipt for all returned or compensated equipment and a 

copy will be kept on file in the Office of the Chief of Police. 
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G. Plainclothes Officers 

1. The Ayden Police Department furnishes each plain clothes officer with a clothing allowance. 

The amount is to be determined by the Town Board, Town Manager, and the Chief of Police 

on a yearly basis. 

IV. ORNAMENTS, JEWELRY, AND OTHER ARTICLES OF ADORNMENT 

A. Officers must not wear any items that would create a safety hazard.  Officers must maintain a 

conservative appearance and wear no articles that would call excessive attention to themselves 

or otherwise deter from their professional image as police employees. 

V. EXCEPTIONS 

A. Officers of the Department on special assignment, where their dress and hair style must be 

conducive to the nature of the assignment and the clientele dealt with, are exempt from this 

order for the duration of the assignment.  For the purpose of this regulation, the Chief of Police 

or a designee shall determine what constitutes a special assignment within the meaning and 

intent of this exemption. 
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6-A. TATTOO AND BODY MODIFICATION POLICY 

GENERAL ORDER 6-A EFFECTIVE: 09/30/2016 

REVISED: 02/17/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to establish personal appearance guidelines exceeding personal hygiene and 

grooming standards. The Ayden Police Department recognizes the personal appearance of its sworn personnel, 

when in the public eye, has a direct impact on public confidence and thereby on the ability of individual 

personnel to perform their official duties. It is the policy of the Ayden Police Department that sworn members 

maintain a professional appearance that will encourage public confidence in the members of this department.  As 

such the following policy will apply to sworn members and potential applicants of the Ayden Police Department. 

A. Definitions 

Body modification means but is not limited to: tongue splitting or bifurcation, the complete or trans-dermal 

implantation of any object(s), abnormal shaping of the ears, eyes, or nose, abnormal filing of the teeth, branding or 

scarification. Body modification should not include those procedures medically necessitated by deformity or injury, 

or generally accepted cosmetic change or augmentation by a licensed medical professional. 

II. POLICY 

A. Tattoos/Body Art/Branding 

Ayden Police Department members will acquire no visible tattoos, scarification, or brand 

that is visible while on duty in any authorized uniform or attire. Incumbent sworn 

personnel shall not be required to remove or cover existing tattoos, branding or body art 

that existed prior to the implementation of this policy but shall not add to or receive 

additional tattoos, branding, or body art in violation of this policy. Tattoos, body art, 

piercings, or brands that are extremist, indecent, sexist, or racist are prohibited, regardless 

of location on the body, as they are prejudicial to good order and discipline. In addition, 

tattoos, body art, piercings, or brands that advocate or symbolize gang affiliation, 



56 
 
 

 

 

supremacist, or extremist groups or drug use is prohibited. 

A waiver may be obtained from the Chief of Police for those personnel requiring a medical 

tattoo or those personnel requesting a tattoo or brand symbolic of a civil union or 

marriage on the ring finger. 

a. Extremist tattoos or brands are those affiliated with, depicting, or symbolizing extremist 

philosophies, organizations, or activities.  Extremist philosophies, organizations, and 

activities are those which advocate racial, gender, or ethnic hatred or intolerance; 

advocate, create, or engage in illegal discrimination based on race, color, gender, 

ethnicity, religion, or national origin. 

b. Indecent tattoos or brands are those that are grossly offensive to modesty, decency, or 

propriety, morally shock the senses due to their vulgar or disgusting nature. 

c. Sexist tattoos or brands are those that advocate a philosophy that degrades or demeans 

a person based on gender. 

d. Racist tattoos or brands are those that advocate a philosophy that degrades a person 

based on race, ethnicity, or national origin. 

B. Body Modification and Piercings: 

Ayden Police Department members will acquire no visible body modifications, or piercings that 

visible while on duty in any authorized uniform or attire. 

a. Examples of such prohibited modifications or piercings include, but are not limited to: 

1. Forked tongues. 

2. Foreign objects inserted under the skin to create a design or pattern. 

3. Piercings and enlarged or stretched out holes in the nose, lips, scalp, ears, or face. 

4. Intentional shaping of the ears or teeth. 

5. Intentional scarring. 

C. Dental Ornamentation 

Ayden Police Department members will acquire no dental ornamentation.  This policy in no way 

precludes members from utilizing clinically necessary devices for the purpose of aligning their 

jaws or teeth, or from having their teeth capped in such a way as the teeth appear normal. 
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a. Examples of such dental ornamentation include: 

1.   The use of metals or other veneers for the purpose of ornamentation of the teeth. 

2.   Natural, capped, or veneers providing ornamentation designs, jewels, or other 

markings/symbols on the teeth. 

D. Incumbent Personnel and Applicants: 

Incumbent sworn agency personnel, serving at the time of the adoption of this policy, will report any 

current visible tattoos, body modifications, branding, dental ornamentation, or body art that is visible in 

any approved uniform or attire to their supervisor within seven calendar days, via departmental 

memorandum after the adoption of this policy. The supervisor will be responsible for documenting any and 

all tattoos, branding, or body art that is in violation of this policy in the form of a departmental 

memorandum. The acquired documentation will be maintained in the employee’s official personnel file 

which is secured within the Chief of Police’s office for future documentation and verification purposes as 

may become necessary. 

Potential applicants, applying for sworn or civilian employment with the department shall be screened 

during applicant processing at which time a determination shall be made as to whether an applicant is in 

violation of this policy. In the event an applicant is found to be in violation of this policy, and they are 

approved by the Chief of Police to proceed through the hiring process, the potential applicant must agree 

to have any and all visible tattoos, branding, or body art in violation of this policy, covered while on duty 

or acting in any official capacity as an Ayden Police Officer. The covering of the visible tattoos, branding, 

or body art in violation of this policy shall be to the satisfaction of the Chief of Police or his/her designee. 

This agreement by the potential employee will be memorialized in the form of an official signed 

acknowledgement which will be maintained in the employee’s official personnel file. Any violation of this 

policy by a potential applicant may result in disqualification from the hiring process. 
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7. HARASSMENT 

GENERAL ORDER 7 EFFECTIVE: 06/10/1996 

REVISED: 02/17/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

To discourage sexual harassment in the workplace and to provide a mechanism for the reporting 

and investigation of incidents of sexual harassment and a means of disciplining offenders. 

II. DEFINITIONS 

A. Harassment – Persistently disturbing, irritating, or tormenting a person with respect to their 

race, sex, age, national origin, religion, or disability. 

B. Sexual Harassment – Unwelcome sexual advances, requests for sexual favors, and other verbal 

or physical conduct of a sexual nature constitute sexual harassment when: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of 

individual’s employment. 

2. Submission to or rejection of such conduct by an individual is used as the basis for 

employment decisions affecting such individual; or 

3. Such conduct has the purpose of effect unreasonably interfering with an individual’s 

work performance or creating an intimidating, hostile, or offensive working 

environment. 

In general, sexual harassment can take two forms. First, sexual harassment exists when an 

employee is requested or required to engage in or submit to a sexual act as a term or condition 

of a job benefit or assignment.  Second, sexual harassment may arise when the comments, 

conduct, or actions of the employer, supervisors, or co-workers create an unwelcome and 

hostile work environment for an employee based on the gender.  Both denigrate the workplace 

and must be prevented. 
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III. POLICY 

The Ayden Police Department will not tolerate sexual harassment by any of its employees or guests. 

IV. REPORTING 

An employee who witnesses or has knowledge of any harassment will report it directly to the 

appropriate authority as soon as possible.  In addition, supervisors with such knowledge are 

responsible for taking immediate action to prevent further occurrences. 

All sexual harassment in the workplace shall be reported to one or more of the following persons: 

Chief, or the immediate supervisor of the reporting person.  As soon as possible after receipt of a 

complaint by any of the preceding persons, that person shall notify the Chief of Police.  In the event 

that the Chief is accused, the complainant shall notify the Town Manager. 

The Chief (or the Town Manager) shall immediately notify Ayden’s town board.  The board will 

initiate a thorough and formal investigation within seventy-two hours of receiving the complaint. 

In substantiated cases where the offender is a police department employee, the Chief shall initiate 

corrective and disciplinary measures, in compliance with the Town’s policies.  Such measures shall 

range from transfer and/or counseling through dismissal of the offender.  Where the offender is not 

a police department employee, the town will take appropriate corrective and disciplinary measures. 
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8. SUBSTANCE ABUSE 

GENERAL ORDER 8 EFFECTIVE: 06/10/1996 

REVISED: 02/17/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. POLICY 

The police department policy on drugs forbids the employment as police officers of persons who 

use drugs which may impair their sensory, mental, or physical functions.  Police officers who use 

or possess such substances, whether on duty or off duty, are subject to dismissal.  Police officers 

who are convicted in connection with any activity with respect to such substances will also be 

subject to dismissal. 

II. PRESCRIPTION DRUGS 

A police officer who uses a prescription or over-the-counter drug which could impair his or her 

sensory, mental, or physical functions must promptly notify his or her supervisor.  If after 

review, the supervisor believes that the use of the prescription or over-the-counter drug may 

have an adverse effect upon the officer’s sensory, mental, or physical functioning, the officer 

will be withheld from service pending further evaluation from a medical doctor. 

III. DRUG SCREENING 

See Town of Ayden “Substance Abuse Policy” Dated: 2/12/1996 

IV. DRUG AND ALCOHOL REHABILITATION SERVICES 

See Town of Ayden “Substance Abuse Policy” Dated: 2/12/1996 
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9. EMPLOYEE MENTAL HEALTH SERVICES 

GENERAL ORDER 9 EFFECTIVE: 06/10/1996 

REVISED: 02/18/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to outline this law enforcement agency’s response to personnel 

requiring mental health services. 

II. POLICY 

The duties and responsibilities of the law enforcement profession are often emotionally 

demanding and difficult, and officers generally risk experiencing stress and related emotional 

difficulties.  Emotional problems may have a negative impact on personnel performance, and, in 

extreme instances, may present a danger to the welfare and safety of officers, their families, the 

general public and fellow officers.  Therefore, it is the policy of the Ayden Police Department to 

provide all personnel with access to mental health services to help them preempt and resolve 

emotional difficulties and, under emergency conditions, to take those measures necessary in the 

provision of mental health services to ensure the well-being and safety of officers and the 

general public. 

III. DEFINITIONS 

A. EAP – (Employee Assistance Program) 

The Town of Ayden has contracted with the Pitt County Department of Mental Health, to 

provide service to any employee who requests the assistance or who is found to need assistance 

by the Chief of Police and a designee. 



62 
 
 

 

 

IV. PROCEDURES 

I. Mental health service providers are available to all employee of the Ayden Police Department 

and their families as allowed by insurance coverage or agency policy.  Use of these services shall 

be treated in the same manner as any other work-related illness or disability. 

1. The services of mental health professionals may be invoked by employee self-referral, 

referral of a supervisor or peer counselor through the agency chief executive or by 

policy following life-threatening, traumatic experiences. 

2. Supervisory personnel are responsible for continuously monitoring personnel 

performance and behavior and shall be alert to behavioral indicators that suggest 

emotional problems.  These include, but are not limited to, 

a. Uncharacteristic or repeated citizen complaints, particularly those related to 

excessive force; 

b. Abrupt changes in prescribed officer response or behavior such as excessive 

tardiness, absenteeism, abnormal impatience, irritability or aggressiveness, or 

repeated instances of overreaction or failure to act in the line of duty; 

c. Irrational or bizarre thoughts or actions; 

d. Unexplained changes in work habits or patterns of leave usage; 

e. Erratic mood swings; and 

f. Indications of alcohol or drug abuse. 

3. Supervisory personnel who observe or receive information regarding the above types of 

behavior shall consult with the employee for an explanation and, where necessary, may 

confer with peer counselors or mental health professionals for guidance. 

4. Where circumstances indicate, the supervisory officer shall suggest a voluntary self-

referral to the subject officer.  Where emotional impairment/dysfunction is suspected, 

either prior to or following these consultations, supervisory personnel may contact the 

employee’s commanding officer to determine whether an administrative referral to 

mental health professionals is warranted. 

5. Under emergency conditions, when an officer’s behavior constitutes a significant danger 

to himself or others, a supervisory officer may order his direct and immediate referral 
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for mental health evaluation.  The mental health professional shall be contacted for 

instructions prior to referral, and transportation shall be provided for the subject officer. 

6. In instances where the commanding officer believes that an employee is experiencing 

serious or debilitating emotional or psychological problems, he shall direct that the 

employee be interviewed by an agency-authorized mental health service provider. 

a. A written copy of the referral order shall be forwarded to the subject officer and 

to the Chief of Police. 

b. The Chief of Police or a designee shall take all necessary steps to ensure the 

confidentiality of the referral order and its contacts and shall restrict access to 

those persons with a legitimate need to know. 

7. The mental health professional shall 

a.   Maintain the confidentiality of all communications concerning the referral and 

its findings; 

b.   Acknowledge receipt of the order and advise whether the officer responded; 

and 

c.   Advise the agency’s Chief of the officer’s fitness for duty and provide 

recommendations for assignment. 

8. Following the mental health assessment, an employee may be returned to the original 

duty assignment, reassigned to alternative duty, placed on temporary light duty, or 

placed on administrative leave as deemed appropriate. 

a.   An employee’s work status shall be reevaluated every 30 days while under the 

care of a mental health professional or until such care has been terminated. 

b.   An officer may be returned to regular duty, his work assignment may be 

modified, or he may be temporarily or permanently relieved from duty at any 

time in accordance with recommendations of the mental health professional.  

The employee’s powers of arrest may also be terminated or suspended in 

accordance with the above recommendations. 

c.   Reinstatement to regular duty of any employee requires the affirmative 

recommendation of an agency-authorized psychologist/psychiatrist. 
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9. Job security and promotional opportunities shall not be jeopardized by an employee 

solely for having participated in psychological counseling services.  However, failure to 

seek treatment to correct deficiencies in job performance may reduce or eliminate 

promotional consideration or jeopardize continued employment. 
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10. GRIEVANCE PROCEDURES 

GENERAL ORDER 10 EFFECTIVE: 06/10/1996 

REVISED: 02/18/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to provide a procedure whereby employees may resolve disputes or 

complaints concerning the terms of conditions of their employment. 

II. POLICY 

This department recognizes that every employee has the right to be treated fairly in matters rising 

from employment in the Ayden Police Department; that each employee should have the 

opportunity to be heard fully any time his right to fair treatment has been violated; and that a 

carefully designed grievance process can help to reduce personnel dissatisfaction, increase morale, 

identify problems  in the organization and increase the positive perception employees have of their 

employment with the Ayden Police Department.  Therefore, whenever an employee believes that he 

has been treated unfairly with regard to the terms and conditions of this employment, he may 

initiate proceedings as specified in this policy in order to resolve those matters. 

III. DEFINITION 

Eligible Employee: All permanent, probationary, or part-time employees.  Part-time employees are 

those who work no set hours per week and receive no insurance or other employee benefits. 

IV. PROCEDURES 

A. Conditions and Limitations 

1. The grievance procedures set forth in this policy are applicable only to eligible 

employees. 

2. This grievance procedure shall not be used in addition to other grievances procedures as 

may be in effect through the governing jurisdiction of the eligible employee’s collective 
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bargaining agreement.  Under no circumstances shall more than one procedure be used 

to redress the same grievance, although use of this or other procedures does not 

preclude employees from seeking legal remedies as appropriate. 

3. The department retains the right under applicable laws and regulations to direct 

employees in the performance of their duties; to take the necessary means to achieve 

the proper ends under emergency situations; and to hire, promote, transfer, and assign 

employees as well as to suspend, demote, discharge, or take disciplinary action against 

such employees for just cause. 

4. This grievance procedure is not applicable to matters for which an appeal process is 

otherwise provided and may not be used in addition to or in replacement of those 

processes. 

5. The scope of the employee grievance must 

a.   Clearly define the situation in question through a written allegation of the 

specific wrongful act or situation, the harm done and the facts upon which it is 

based; 

b.   Arise out of an act of failure to act that directly relates to the working 

conditions of the eligible employee or to the employee’s employment 

relationship; 

c.   Define a matter within the control of the department; and 

d.   State such relief sought that is within the power of the department to grant. 

B. Grievance Procedure 

1. Step one - immediate supervisor.  An employee who believes that elements of his 

working environment are unsatisfactory and can be made more effective should take 

the following measures: 

a.   Discuss the specific problem with his immediate supervisor.  A problem that 

results from a specific event or action must be presented within seven days.  

The supervisor’s decision regarding the matter shall be rendered in writing to 

the employee within seven calendar days following the conference.  The 
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employee has the right to the presence of a representative of his choosing 

during this conference. 

b.   If the problem cannot be resolved through the conference and/or the 

employee wishes to document the grievance for further action, he may submit a 

formal written grievance to his intermediate level supervisor.  Employees who 

do not have an intermediate level supervisor may submit their grievance 

directly to the department’s Chief. 

2. Step two - intermediate level supervisor.  Grievances submitted to an intermediate level 

supervisor shall be in writing on the designated department form.  The grievance must 

a.   Be submitted within seven days following receipt of the immediate 

supervisor’s response; 

b.   Include a copy of the immediate supervisor’s decision and justification; 

c.   Specify the employee’s grievances and the specific remedy requested; 

d.   Provide a response to the immediate supervisor’s decision; and 

e.   Be responded to by the intermediate level supervisor within seven days of 

receipt. 

3. Step three - Chief.  If the matter is not satisfactorily resolved in step two, the problem 

may be presented in writing to the Chief, together with a copy of all preceding 

responses, within seven days following the response of the employee’s intermediate 

supervisor.  The Chief shall meet with the affected employee and a representative of his 

choosing if so desired.  A written response will be provided to the employee within 

seven days after the receipt of the appeal from the employee. 

4. Written responses to grievances – Written responses to grievances shall include the 

following: 

a.   Notation of the time, date, and person who received the grievance. 

b.   Analysis of the facts or allegation in the grievance. 

c.   Affirmation of denial of the allegations. 

d.   Identification of the remedies or adjustments, if any, to be made. 
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5. Time limits – If a grievance is not processed by the aggrieved employee within the 

specified time limits provided in this policy, the grievance shall be conserved void.  If the 

department fails to process a grievance within the time limits specified, the employee 

may initiate action by proceeding to the next step.  However, employees are 

encouraged to make a reasonable attempt to determine the reason for the delay. 

6. Time extensions – All times specified in this procedure are subject to scheduled 

vacations, sick leave, other authorized leave necessary for the proper conduct of 

departmental business.  Additionally, involved parties may request one extension not to 

exceed seven days by providing written notice to the other parties prior to the 

expiration of the time limit established for that step. 

7. Withdrawal of grievance – At any time during the grievance process, the employee may 

withdraw the grievance by making written notification of the withdrawal available to all 

parties involved in the grievance process. 

8. Coordination of grievance procedures – The Chief of Police shall designate an officer 

who shall coordinate this department’s grievance procedures as established within 

these guidelines.  This officer shall also be responsible. 

a.   Maintaining and controlling all records all records relating to grievances in a 

manner that will ensure their confidentiality; and 

b.   Preparing written reports analyzing grievances filed as directed by the 

department’s chief executive. 

C. Appeal Hearing 

Once the department’s grievance procedure has been exhausted, an employee and his 

representative have the right to explain and argue the grievance before an appeal panel.  The 

panel consists of appointed representatives from this department’s parent jurisdiction, a 

departmental representative who is responsible for explaining the department’s position and 

any other city employee who the aggrieved employee may select as his representative.  The 

hearing is informal, and no record will be kept of the proceedings, although there is a right to 

cross examination.  Findings of the appeal panel shall be rendered within 15 days of the hearing 

and are binding upon all parties involved. 
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11. LINE OF DUTY DEATHS 

GENERAL ORDER 11 EFFECTIVE: 06/10/1996 

REVISED: 02/18/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

This policy is designed to prepare the Ayden Police department for the event of an active-duty 

officer’s death in the line of duty and to direct the agency in providing proper support for the 

deceased officer’s family. 

II. POLICY 

It is the policy of the Ayden Police Department to provide liaison assistance to the immediate 

survivors of an active-duty officer who dies in the line of duty and to provide tangible and emotional 

support during this traumatic period of readjustment for the surviving family. 

III. DEFINITIONS 

A. Line-of-Duty Death: The death of an active-duty officer by felonious or accidental means during 

the course of performing police functions while on- or off- duty. 

B. Survivors: Immediate family members of the deceased officer to include spouse, children, 

parents, siblings, fiancée, and/or significant others. 

IV. PROCEDURES 

A. Death Notification 

The following procedures should be adhered to in cases of line-of-duty deaths and in cases of 

critically injured officers with poor prognosis of survival.  These procedures should be followed 

whenever possible with the understanding that the wishes of the family take precedence over 

the desires of the agency.  Officers providing services and assistance to family members and 

survivors shall take all possible measures to accommodate their need, wishes and desires, but 

should not make promises to family members that they are not sure can be met. 
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1. The name of the deceased officer shall not be released to the media or other parties 

before immediate survivors living in the area are notified. 

2. The Chief of Police will designate an officer to inform the immediate family of the 

officer’s condition or death.  If not immediately available, the senior ranking officer will 

make the appointment. 

3. Notification of the immediate family should be made as soon as possible and, if possible, 

coincidental with command notifications. 

4. Notification of survivors in the immediate area shall be made in person and, whenever 

appropriate, with another person such as a chaplain.  Whenever the health of 

immediate survivors is a concern, emergency medical services personnel shall be 

requested to stand by. 

5. If the opportunity to get the family to the hospital exists prior to the officer’s death, 

notification officers shall inform he hospital liaison officer that the family is on its way.  

In such cases, immediate transportation should be provided for survivors rather than 

waiting for any other members of the departmental delegation to arrive.  If the officer 

has died, notification should be made to the survivors in a as forthright and empathetic 

a manner as possible. 

6. Communication of information concerning the officer and the incident shall, whenever 

possible, be restricted to the telephone to avoid interception by the media or others.  

Should the media obtain the officer’s name prematurely, the ranking officer should 

request that the information be withheld until proper notification of survivors can be 

made. 

7. The notification officer shall be responsible for identification of additional survivors 

outside the area and shall make any notifications as desired by the immediate family.  

Such notifications shall be made by contacting the law enforcement agency in that 

jurisdiction and requesting that a personal notification be made. 

8. The notification officer shall submit a written report to the Chief of Police specifying the 

identity, time, and place of survivors notified. 
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B. Assisting Survivors at the Hospital 

Whenever possible, the Chief of Police shall join the family at the hospital shall serve as or 

designate a hospital liaison officer who shall be responsible for coordinating the arrival of 

immediate survivors, departmental personnel, the media, and others and assume the following 

responsibilities: 

1. Arrange for waiting facilities for immediate survivors and a press staging area.  The 

desires of the surviving family members should be followed with regard to their 

accessibility to other officers and friends. 

2. Ensure that medical personnel provide pertinent medical information on the officer’s 

condition to the family before any other parties. 

3. Assist family members, in accordance with their desires, in gaining access to the injured 

or deceased officer. 

4. Provide hospital personnel with all necessary information on billing for medical services.  

The liaison officer should ensure that all medical bills are directed to the appropriate 

departmental authority and that they are not forwarded to the officer’s family or other 

survivors. 

5. Arrange transportation for the family and other survivors upon their departure from the 

hospital. 

6. Ensure that immediate family members are provided with appropriate assistance at the 

hospital. 

C. Appointment of Department Coordination Personnel 

The designated departmental officer(s) shall begin serving in the following capacities: 

department liaison, funeral liaison, benefits coordinator, and family support advocate.  These 

assignments will be made in writing to departmental personnel and the surviving family 

members will be informed of those designated.  In addition, the Chief of Police or a designee will 

1. Make additional personnel assignments to assist in handling incoming phone calls and 

inquiries and to direct the public to appropriate personnel; 
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2. Ensure that the employee assistance program is implemented to assist surviving family 

members and emphasize the family’s right to psychological services; and 

3. Ensure that other officers are provided the opportunity to participate in critical incident 

stress debriefings. 

D. Department Liaison 

The department liaison officer will serve as a facilitator between the family and the law 

enforcement agency.  This individual will normally be a commanding officer in order to expedite the 

tasks of employing departmental resources and the delegation of assistants.  This officer will work 

closely with the funeral liaison officer to ensure that the needs and requests of the family are 

fulfilled.  This includes, but not necessarily limited to, the following: 

1. Providing oversight of travel and lodging arrangements for out-of-town family members. 

a. Neither the Town of Ayden nor the Ayden Police Department are financially 

responsible for the above arrangements. 

2. Identifying alternative churches and reception halls that will accommodate the law 

enforcement funeral.  These alternatives will be presented to the family, who will make the 

final determination. 

3. Coordinating all official law enforcement notifications and arrangements to include the 

honor guard, pallbearers, traffic control, and liaison with visiting law enforcement agencies. 

4. Assisting family members in dealing with general media inquiries and informing them of 

limitations on what they can say to the media specifically. 

5. Providing liaison with the media to include coordination of any statements and press 

conferences.  The departmental liaison shall also ensure that members of the agency are 

aware of restrictions regarding release of any information that might undermine future legal 

proceedings. 

6. Ensuring that security checks of the survivor’s residence are initiated immediately following 

the incident and for as long necessary thereafter. 
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E. Funeral Liaison 

The funeral liaison officer acts as facilitator between the decedent officer’s family and the 

department during the wake and funeral.  The funeral liaison officer is responsible for: 

1. Meeting with family members and explaining his responsibilities to them; 

2. Being available to the family prior to and throughout the wake and funeral; 

3. Ensuring that the needs and wishes of the family come before those of the department; 

4. Assisting the family in working with the funeral director regarding funeral arrangements; 

5. Relaying any investigation; 

6. Determining the need for travel arrangements for out-of-town family members and any 

other special needs of the family during the funeral and reporting this information to 

the department liaison; and 

7. Briefing the family members on the procedures involved in the law enforcement 

funeral. 

F. Benefits Coordinator 

The benefits coordinator is responsible for 

1. Filing workers’ compensation claims and related paperwork; 

2. Presenting information on all benefits available to the family; 

3. Documenting inquiries and interest in public donations to the family and establishing a 

mechanism for receipt of such contributions, as appropriate; 

4. Preparing all documentation of benefits and payments due survivors to include the 

nature and amount of benefits to be received by each amount of benefits to be received 

by each beneficiary, the schedule of payments and the name of a contact person or 

facilitator at each benefit or payment office; 

5. Filing all benefits paperwork and maintaining contact with the family in order to ensure 

that benefits are being received.  A copy of benefits documentation should be provided 

to all survivors affected and explained to each of them; and 

6. Advising the surviving family of the role of police associations and organizations and the 

nature of support programs that they sponsor for law enforcement survivors. 
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G. Family Support Advocate 

The family support advocate serves in a long-term liaison and support capacity for the surviving 

family.  The duties of that individual include: 

1. Providing contact with surviving family members in order to keep them abreast of 

criminal proceedings relating to the death of their family member; 

2. Accompanying surviving family members to criminal proceedings, explaining the nature 

of the proceedings, and introducing them to prosecutors and other persons as required; 

3. Identifying all support services available to family members and working on their behalf 

to secure any services necessary; 

4. Maintaining routine contact with family members to provide companionship and 

emotional support and maintain an ongoing relationship between the department and 

the immediate family; and 

5. Relating the concerns and needs of the family to those individuals or organizations that 

may assist and encourage others to visit and help, as necessary. 
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12. CAREER DEVELOPMENT 

GENERAL ORDER 12 EFFECTIVE: 06/10/1996 

REVISED: 02/18/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to define the career development program of the Ayden Police 

department which is designed to improve the skills, knowledge, and abilities (SKA) of all 

personnel in order to successfully meet departmental tasks and objectives. 

II. POLICY 

The ability of the Ayden Police Department to meet current and long-range goals and objectives 

in an efficient and effective manner is largely dependent upon the level of skill, knowledge, and 

ability members bring to their individual assignments, duties, and responsibilities.  Therefore, it 

is the policy of the Ayden Police Department to provide, to the degree possible, counseling, 

training, and professional development opportunities, and assistance to members in choosing, 

preparing, entering, and progressing in agency job assignments and job specialties as well as 

individual professional growth opportunities that will promote production, efficiency, and 

effectiveness in job performance and improve the overall level of job satisfaction. 

III. PROCEDURES 

A. Career Development Program Overview 

This agency’s career development program is based on career counseling and in-service 

training. 

1. Career counseling offers guidance to individuals for choosing, preparing, entering, 

and progressing in job assignments and serves to identify; 

a. The skills, knowledge, and abilities of each employee relative to present and 

future job assignments; 
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b. In-service training requirements; and 

c. The extent to which training fulfills the employee’s and department’s 

expectations and needs. 

2. In-service training shall be provided in order to 

a. Maintain and enhance employee’s SKAs needed to perform the duties and 

responsibilities of the assigned job and to stimulate interest or professional 

skills in specialized assignments; and 

b. Provide advanced levels of instruction for specialized assignments and 

enhance an employee’s overall potential for upward mobility and job 

satisfaction. 

3. In addition to career counseling and in-service training the Ayden Police Department 

shall encourage and favorably consider an employee’s efforts to continue his formal 

education and shall, to the degree possible, facilitate such efforts through 

adjustment of work schedules and related responsibilities.  Employees who receive 

a broad general education have a better opportunity to understand the community 

and society in which law enforcement operates, communicate more effectively with 

citizens, and are better equipped to employ new ideas and concepts in their work. 

4. The Chief of Police or a designee shall ensure that all command and supervisory 

personnel receive orientation training necessary to provide career development 

opportunities to all personnel within their command who wish to take advantage of 

them.  The orientation training shall include information on: 

a. General counseling techniques; 

b. SKA assessment techniques; 

c. Salary, benefits, and training opportunities within the department; 

d. Educational opportunities and incentive programs; 

e. Awareness of the cultural background of ethnic groups in the program, 

when applicable; 

f. Record-keeping requirements and techniques; 

g. Availability of outside resources; and 
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h. Affirmative action requirements as they relate to providing equal 

opportunities for self-development and advancement within the agency. 

5. The Chief of Police or a designee shall ensure that appropriate files and records are 

maintained to administer and evaluate the program to include, but not be limited 

to, the following: 

a. SKA inventories completed by officers on an annual basis. 

b. Career specialty and proficiency training records. 

c. Current inventory or resources used in the career development program to 

include a description of the external and internal training and related 

resources available, trainers, and contact persons. 

B. Skills, Knowledge, and Abilities (SKA) 

The SKA inventory is a key component of this agency’s career development program and 

shall be maintained by the agency’s training coordinator.  Copies of these documents shall 

be made available to this agency’s personnel function and to the individual employee’s 

supervisory officer/career counselor.  The inventory will be used to 

1. Identify the formal education, training, and capabilities of all newly hired 

employees, to include: 

a.   Educational background; 

b.   Training courses completed; 

c.   Work experience; 

d.   Vocational or other skills; 

e.   Foreign languages; and 

f.   Special treatment 

2. The SKA inventory will also be used; 

a.  In conjunction with employee performance evaluations, to assist career 

counselors in identifying training and related opportunities.  (Note: The 

personnel function shall maintain an inventory of career specialties within the 

Ayden Police Department together with the SKAs needed for each specialty.) 
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3. The SKA inventory shall also be administered on an annual basis to all sworn 

personnel to document training received whether department-sanctioned or self-

initiated.  Employees are required to supply this information to the training 

coordinator together with appropriate documentation. 

4. A copy of the employee’s training record will be forwarded to each employee on an 

annual basis for review and verification. 

C. Career Counseling 

Career counseling serves to link identified employee career needs, desires individual skills 

(SKA’s) with available resources that will assist in the attainment of those personal and 

departmental goals and objectives. 

1. In order to adequately provide career counseling services, command and 

supervisory personnel shall be trained to 

a. Assess the SKAs of individual employees; 

b. Assess the SKAs required by the department for specialized assignments; 

c. Prepare a career planning schedule; 

d. Utilize the resource inventory; 

e. Administer a performance evaluation; and 

f. Provide feedback and recommendations to the employee. 

2. Designated career development counselors shall 

a. Conduct, at the time of each eligible employee’s annual performance 

appraisal, a frank and open discussion of the member’s strengths and 

weaknesses as they relate to current duties and responsibilities; 

b. Determine whether the employee is interested in receiving career 

counseling as provided herein and provide such counseling as requested; an 

c. Maintain records pertinent to the career counseling component of the 

career development program. 

3. Command personnel shall ensure that all career counseling is conducted in 

accordance with this policy and will provide the following information to the agency 

Chief or a designee on an annual basis: 
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a. The total number of employees under his command who received career 

counseling during the specified period. 

b. The number of personnel whose career goals tend toward management, 

supervision, investigative assignment, or specialized assignments. 

c. An assessment of the in-service training required by his personnel in order 

to assist them in meeting career goals. 

4. Career counseling is not mandatory and employees who do not wish to receive such 

counseling shall inform their supervisor at the time of their performance review.  

Counselors shall record this fact at the time of the interview. 

D. In-Service Training 

The Ayden Police Department shall provide proficiency and career specialty in-service 

training as an essential component of the career development program.  Proficiency training 

shall provide job-related instruction designed to refresh basic skills and provide additional 

SKAs necessary to maintain competence in job assignments.  Career specialty in-service 

training shall concentrate on areas of individual interest and specialization consistent with 

the employee’s career goals to enhance upward mobility and/or job satisfaction. 

1. Proficiency training will be scheduled on a periodic basis by this agency’s training 

coordinator. 

2. Career specialty training will be scheduled on an individual basis through 

supervisory personnel and the training coordinator prior to or upon assignment to a 

specialized duty. 

3. In-service training for supervisors (sergeants and lieutenants) shall include, but not 

limited to, the following: 

a. Establishing objectives 

b. Planning and evaluating organizational performance 

c. Decision making 

d. Problem identification 

e. Fiscal management 

f. Organizational behavior 
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4. In-service skill development training shall be provided to all newly appointed 

supervisory personnel.  This training shall consist of but not be limited to the 

following: 

a. Management techniques 

b. Labor relations and contracts 

c. Grievances procedures 

d. Employee relations 

E. Educational Leave/Scheduling Academic Study 

The Ayden Police Department will grant leave to employees for the purpose of undertaking 

academic or vocational instruction consistent with the career development objectives of the 

employee and the needs of the agency. 

1. Paid leaves of absence will normally be approved if they involve attendance at a state or 

federal academy, workshop, job-related seminar, or training for which any tuition or 

expense would be paid from the agency’s training budget. 

2. The agency will consider granting leaves of absence without pay in accordance with 

established personnel policy for employees who wish to further their education at their 

own expense. 

3. Commanding officers may exercise discretionary latitude in realigning work scheduling 

of employees who are pursuing academic or other departmentally authorized career 

development training so that they may attend classes.  Such adjustments may not 

conflict with procedures for assigning officers to watch schedules and must be 

administered equitably. 

F. Professional Affiliation 

The Ayden Police Department recognizes the value of participation by members in 

professional associations and related organizations having goals and objectives compatible 

with the law enforcement profession.  The Ayden Police Department encourages officers to 

participate in such organizations recognizing that they are often beneficial to the career 
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development of the individual and the attainment of agency goals and objectives.  

Affiliations of this nature are of three general types: 

1. Law enforcement alumni associations are compared graduates of academies or 

other programs such as the FBI National Academy, the Southern Police Institute, the 

Northwestern University Traffic Institute. 

2. Professional service associations are organizations composed of members who 

share common interests and goals in professional development of the law 

enforcement profession, such as the International Association of Chiefs of Police. 

3. General law enforcement associations are composed of members who are eligible 

to join by virtue of their law enforcement employee status such as this state’s law 

enforcement officer’s association. 
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13. CIVILIAN PERSONNEL 

GENERAL ORDER 13 EFFECTIVE: 06/10/1996 

REVISED: 02/19/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to establish this agency’s commitment to and procedures for hiring 

and using civilian personnel. 

II. POLICY 

The efficiency and effectiveness of law enforcement agencies is enhanced when sworn and non-

sworn personnel are appropriately used to perform those functions that are best suited to their 

special knowledge, skills, and abilities.  Therefore, the Ayden Police Department shall employ 

civilians for selected functions that do not require the authority of a commissioned officer, 

thereby freeing sworn personnel for enforcement functions and capitalizing upon the talents of 

all employees. 

III. PROCEDURES 

A. Civilian Position Classifications 

The Ayden Police Department has approved a number of functions as suitable for civilian 

placement.  In conjunction with the development of the annual budget, command staff will 

assess which additional positions, if any, should be authorized for civilian employment.  

Current civilian-designated functions include but are not necessarily limited to the following: 

• Communications 

• Detention 

• Animal Control 

B. Authorized Duties 
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Duties and responsibilities of civilian employees shall be defined in job descriptions 

maintained in this agency’s personnel office.  In addition, the following shall be observed 

with respect to civilian employee: 

1. Civilian employees shall not be requested to perform duties and responsibilities for 

which a commission as a sworn law enforcement officer is required. 

a. However, in urgent circumstances, when a female officer is not available, a 

female civilian employee may: 

• Temporarily act as an observer during the care of detention of a female, 

or 

• Act as a witness during the photographing of a female crime victim 

2. Civilian personnel shall not use their employment status with the Ayden Police 

Department as authority for or responsibility to enforce the law.  Civilian employees 

have no authority to take enforcement actions beyond those authorized for any 

citizen under the laws of this state. 

3. When on light-duty status, sworn personnel may be assigned temporarily to 

designated civilian positions only if: 

a. Additional qualified personnel are needed to assist in the job assignment, 

and 

b. The officer has or can be readily provided with the requisite knowledge and 

skills to adequately perform duties of the position. 

C. Applicant Screening 

1. Procedures for screening applicants for civilian positions shall conform to agency 

policy for sworn officers unless otherwise specified by the personnel job description. 

2. All civilian employees assigned or having access to criminal history records, 

fingerprint files, investigative records, tactical information, emergency 

communications or other assignments or materials of a sensitive nature shall 

undergo a background investigation to include a criminal history check prior to 

employment. 

D. Identification 
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1. All civilian employees shall be issued an agency identification card containing an up-

to-date photograph. 

2. Civilian employees may wear their personal identification card while in the law 

enforcement agency and/or when dealing with the public as a police employee. 

E. Training 

1. Civilian personnel of the Ayden Police Department shall be provided with the 

following: 

a.   Pre-service training, as required, that will prepare them for their job 

assignments and integrate them as productive members of the Ayden Police 

Department; and 

b.   In-service training that will maintain basic skills and develop new 

knowledge, skills, and abilities for career development. 

2. All newly appointed civilian personnel will receive an orientation program 

introducing them to the Ayden Police Department, to include the following: 

a.   Agency role, purpose, goals, policies, and procedures, 

b.   Working conditions, rules and regulations, and rights and responsibilities of 

employees. 

3. Certain civilian positions within the Ayden Police Department require training on 

specific job responsibilities prior to assuming the position.  Field training and 

formalized classroom instruction in these areas shall be successfully completed 

before duties are assumed. 

4. Courses designed specifically for civilian employees will be provided on a periodic 

basis by and through the training authority of the Ayden Police Department.  

Announcements of course availabilities shall be provided to all affected employees 

in a timely manner.  Participation depends upon supervisory approval. 

F. Performance Appraisal 

Civilian employees are subject to periodic performance appraisal in conformance with 

schedules and procedures established by this agency’s personnel authority. 
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14. HANDLING ANIMAL COMPLAINTS 

GENERAL ORDER 14 EFFECTIVE: 06/10/1996 

REVISED: 02/19/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this General Order is to establish a procedure for the effective and uniform 

handling of all animal complaints within the Town of Ayden. 

II. POLICY 

It is the policy of the Ayden Police Department to provide a safe and adequate resolution to all 

animal complaints within the corporate limits of the Town of Ayden. 

III. ANIMAL COMPLAINT PROCEDURE 

A. Animal complaints will be handled in the following manner: 

1) Collect information from the complainant: 

i. Name, address, telephone number; 

ii. Type of animal causing problem; 

iii. Type of problem 

2) Advise the complainant that the Animal Control Officer will be notified.  Advise 

the complainant when they can expect to be contacted by the Animal Control 

Officer. 

3) Document the information into the Animal Control Officers complaint notebook 

on the appropriate forms. 

4) When necessary an officer will accompany the Animal Control Officer to the 

scene of the complaint and assist. 

B. Animal bite complaints will be handled in the following manner: 

1) Collect information from the complainant/victim. 
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2) Complete an incident report and the animal control complaint form in dispatch 

(When Animal Control Officer is on duty, he/she will complete these reports) 

3) Have officers attempt to locate the animal which cause the bite. 

4) Notify the Animal Control Officer of the bite.  If same occurs while the Animal 

Control Officer is not on duty he/she will not be required to report to work 

unless the animal is located and cannot be captured. 

5) Notify the Pitt County Rabies Control Office of the bite.  If same occurs after 

regular business hours or on holidays or weekends, the Pitt County Sheriff’s 

Office must be contacted, and they will page the Rabies Control Officer on call 

and have them contact the Ayden Police Department. 

6) If the animal’s owner can be found, have them restrain the animal and confine 

the animal to their property and obtain the owners name, address, and 

telephone number and relay this information to the Animal Control Officer and 

the Rabies Control Officer.  Advise the animal’s that Animal Control and Rabies 

Control will be contacting them. 

7) If the animal’s owner cannot be found, try to confine the animal, or keep it in 

sight until the Animal Control Officer and/or Rabies Control Officer arrives to 

capture it. 

8) In some rare incidences it may be necessary to destroy the animal (because of 

its vicious nature) to protect the public.  In this instance try not to injure the 

animal’s head.  This is to protect the integrity of the animal’s brain which is 

examined by veterinarians to determine if the animal has rabies. 

C. Animal Traps 

1) Animal traps will be delivered and set up upon request by the Animal Control 

Officer.  The Animal Control Officer will demonstrate the trap usage and explain 

how the trap is baited and what hours the trap may be set.  The Animal Control 

Officer will also have the requesting person sign a receipt for the trap.  At no 

time will officers transport the animal traps in their patrol vehicles, as this can 

cause damage to the vehicle. 
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2) The owner of the property on which the trap is set is responsible for baiting the 

trap.  The traps should only be set Monday through Friday during normal 

business hours.  This is because the Animal Control Officer will not be called out 

to remove animals from the traps during his/her off-duty hours. 

3) If an animal caught in the trap has a rabies tag on the collar, it will be held in the 

Town kennel as required by ordinance.  If the animal has not rabies tag it will be 

handled as required by ordinance. 

4) It is the responsibility of the Animal Control Officer to be sure the kennel is 

clean and that any confined animals are fed and watered. 

5) If the Animal Control Officer is off-duty or not available, the shift supervisor on 

the day shift shall assure that the animal is fed, watered, and receiving adequate 

care. 

D. Surrender of Unwanted Animals 

1) Anytime a citizen wishes to surrender an animal because it is no longer wanted, 

they should be told that the Animal Control Officer will contact them during 

his/her next tour of duty. 

2) The Animal Control Officer shall assure that the required forms and releases are 

obtained and that the animal is handled as required by ordinance. 

E. Logging Animal Complaints 

1) All animal complaints must be logged into the Animal Control Logbook. 

2) When officers use the animal control truck, the key must be logged out in the 

key logbook. 

3) Even if there is an incident/operations report done on an animal complaint, it 

must be logged into the animal control log, and a copy of this complaint 

attached to the incident/operations report. 
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15. USE OF DEFENSIVE ACTIONS 

GENERAL ORDER 15 EFFECTIVE: 09/23/2020 

REVISED: 02/19/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this General Order is to establish departmental policy and procedures regarding 

the use of deadly and non-deadly force. 

II. DISCLAIMER 

This directive is for department use only and should not be construed as creating a higher legal 

standard of safety or care, in an evidentiary sense, with respect to third party claims.  Violations 

of this directive will only form the basis for departmental administrative actions.  Violations of 

law will form the basis for civil and criminal sanctions in a recognized judicial setting. 

III. POLICY 

The value of human life is immeasurable in society.  Police officers have been delegated 

tremendous responsibility for the protection of life and property and the apprehension of 

criminal offenders.  The officer’s responsibility for protecting life must include their own. 

It is every officer’s responsibility to weigh all other reasonable means of apprehension and 

control before resorting to the use of force.  When an officer determines that force is necessary, 

he/she is authorized to use force only to the degree sufficient to overcome resistance or to 

protect themselves, or another person. 

North Carolina General Statute 15A-401(d), entitled Use of Force in Arrest, defines the legal 

responsibilities of sworn officers in the State when using force. 

IV. DEFINITIONS 

1. Force - Compulsion by physical means; physical contact or action beyond mere restraint.  

(The application of handcuffs does not constitute the use of force.) 
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2. Deadly Force – That degree or level of force, which is likely to cause death or serious 

physical injury, or which the officer reasonably believes will create a substantial risk of death 

or serious physical injury. 

3. Reasonable Belief – That belief which, in light of all facts and circumstances as they appear 

to an officer at the time of an encounter, would cause an ordinary and prudent person to 

believe it necessary to protect themselves or a third party from death or serious bodily 

injury. 

4. Imminent Threat – A threat of immediate danger or harm to the officer or any third party. 

5. Serious Physical Injury – A bodily injury that creates a substantial risk of death causes 

serious or permanent disfigurement or results in long-term loss or impairment of the 

functioning of any bodily member or organ. 

V. DEPARTMENTAL RULES 

1. Protection of self/others – An officer is justified in using force upon another person when and to 

the extent that they reasonable believe it necessary: 

a. To prevent the escape from custody or to effect an arrest of a person who they 

reasonable believe has committed a criminal offense, unless they know that the arrest is 

unauthorized; or 

b. To defend themselves or third person from what they reasonable believe to be the use 

or imminent use of physical force while effecting or attempting to effect an arrest or 

while preventing or attempting to prevent an escape. 

2. Duty to Intervene 

Officers possess an affirmative duty to intervene to protect the constitutional rights of citizens 

from infringement by other law enforcement officers in the use of force context.  Depending on 

the facts as presented to the officer, the officer may have a constitutional duty to intervene.  An 

officer may violate a person’s constitutional rights if the officer: (1) knows that a fellow officer is 

violating an individual’s constitutional rights; (2) has a reasonable opportunity to prevent the 

harm; and (3) choose not to act.  Therefore, the duty to intervene requires an APD officers are 

expected to intervene immediately to prevent the use of such excessive or unnecessary force.  

APD officers are expected to intervene immediately to prevent the use of such excessive or 
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unnecessary force.  This directive applies to all APD officers, notwithstanding the rank or 

position of the officer(s) involved.  Furthermore, officers shall report these observations to a 

supervisor(s) as soon as reasonable feasible to do so. 

No Retaliation – Officers, regardless of rank, are prohibited from any form of retaliation, 

including but not limited to, intimidation, coercion, or adverse action against another law 

enforcement officer who makes or attempts to make and intervention in good faith, and/or 

reports the officer, to prevent misconduct from occurring. 

Discipline – Officers, regardless of rank, who fail to intervene when necessary to do so, will be 

subject to disciplinary action up to and including dismissal. 

3. Use of De-escalation Tactics and Techniques 

When time and circumstances reasonably permit, officers shall use de-escalation tactics in order 

to reduce the need for force.  De-escalation tactics and techniques are actions used by officers 

that see k to minimize the likelihood of the need to use force during an incident and increase 

the likelihood of voluntary compliance. 

Officers shall consider whether a subject’s lack of compliance is a deliberate attempt to resist or 

an inability to comply based on factors including, but not limited: 

• Medical conditions 

• Mental impairment 

• Developmental disability 

• Physical Limitation 

• Language barrier 

• Drug interaction 

• Behavioral crisis 

An officer’s awareness of these factors should then be balanced against the facts of the 

incident facing the officer in order to decide which tactical options are the most appropriate 

to bring the situation to a safe resolution. 
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Mitigating the immediacy of a threat gives officers time to utilize other options and/or call 

for additional officers or specialty units.  The number of officers on scene may increase the 

available force options and may increase the ability to reduce the overall force used. 

Options available may include: 

• Placing physical barriers between an uncooperative subject and an officer 

• Decreasing the exposure to potential threat by using: 

o Distance 

o Cover 

o Concealment 

• Communication from a safe position intended to gain the subjects compliance; 

• Avoidance of physical confrontation, unless immediately necessary 

• Department specialty units: 

o Crisis Intervention Team (CIT) Officers 

VI. DEADLY PHYSICAL FORCE 

An officer is justified in using deadly physical force upon another person only: 

a. To defend themselves or a third person from what they reasonably believe to be the use 

or imminent use of deadly physical force. 

b. To effect an arrest, or prevent the escape from custody, of a person who they 

reasonably believe is attempting to escape by means of a deadly weapon, or who by 

their conduct or any other means indicates that he presents an imminent threat of 

death or serious physical injury to others unless apprehended without delay. 

c. During the course of an arrest or investigation, an officer may draw and point their 

weapon whenever the officer reasonably believes that such actions is necessary to 

protect against an imminent threat of death or serious physical injury to themselves or 

others. 

VII. REPORTING REQUIREMENTS 

1. An officer is required to complete a Use of Defensive Actions Report (APD#4) whenever the 

officer: 



92 
 
 

 

 

a. Applies force with or without the use of deadly or non-deadly weapons; and/or 

b. Takes any action that results, or is alleged to have resulted, in the injury or death of 

another person; and/or 

c. Deploys his/her K-9 partner off lead to apprehend a suspect or; 

d. Discharges their firearm for other than training or recreational purposes. 

The report will be completed and submitted before the end of the officer’s duty shift. 

VIII. LIMITATIONS & PROHIBITIONS ON USE OF FORCE 

1. Officers are authorized to discharge a firearm at another person in the performance of duty only 

when deadly force is justified.  Officers will fire their weapons only to stop and prevent an 

assailant from completing a potentially deadly act.  For maximum stopping effectiveness and 

minimal danger to innocent bystanders, that objective is best accomplished by shooting at the 

center of the target presented. 

2. Officers are prohibited from discharging firearms when it appears likely that an innocent person 

may be injured, except as an ultimate measure of self-defense or in the defense of another 

person when the suspect or violator is using deadly force. 

3. Officers are prohibited from using the restrain hold commonly called the “choke hold” or other 

similar compliance holds that choke or restrict a person’s ability to breathe or the flow of blood 

to the brain, except when the officer reasonably believes there is an imminent threat of serious 

physical injury or death to themselves or a third person and that they have no other reasonably 

alternative for defending themselves or a third person. 

4. Officers are prohibited from carrying or using a slapjack or blackjack. 

5. Officers will refrain from striking an individual in the head with type of impact weapon.  The 

striking of an individual in the head with an impact weapon constitutes the use of deadly force, 

and the officer must be in fear of imminent death or serious physical injury before deadly force 

is justified. 

6. Display of Firearm: 

Except for general maintenance, storage, or authorized training, officers should not draw, point, 

or exhibit their firearms unless circumstances create reasonable cause to believe that it may be 

necessary to lawfully use the weapon in conformance with state law and the General Order.  
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The pointing of a firearm towards another constitutes force but does not constitute deadly 

force. 

7. Moving Vehicles: 

Officers shall not discharge a firearm at, or from, a moving vehicle except as the ultimate 

measure of self-defense or defense of another person when the suspect of violator is using 

deadly force. 

8. When deadly force is justified, no distinction is to be made concerning the assailant’s age.  Self-

defense and imminent threat of death or of serious physical to the officer or a third party shall 

be the only elements required for employing deadly force. 

9. Shooting or Killing Animals 

a. For self defense 

b. To prevent substantial harm to the officer or another; or 

c. When the animal is so badly injured that humanity requires its relief from further 

suffering.  Officers should obtain supervisory approval before dispatching an injured 

animal and make arrangements for proper disposal of any carcass. 

10. Warning Shots 

A police officer shall not use their firearm to fire a warning shot. 

11. Off Duty Actions 

a. Off duty officers should refrain from taking forcible police action except in 

circumstances that seriously threaten life, valuable property, or public order.  In other 

circumstances, the appropriate police action is to request assistance of an on-duty 

officer at first opportunity. 

b. Officers should carefully consider the risks to themselves and to others that may be 

caused by sudden confrontation with armed criminals or suspects before taking any 

action while off duty.  No unarmed off-duty officer will be subjected to disciplinary 

action for failure to take action if that action would reasonably require being armed. 
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IX. USE OF DEFENSIVE TACTICS 

1. Uniformed members of the Department may be equipped with OC Pepper Spray, a collapsible 

police baton, and a flashlight while on duty.  Only agency personnel demonstrating proficiency 

in the use of these tools will be approved for carrying and using them as weapons. 

These tools may be used in the event that force becomes necessary and are preferred over the 

use of other police equipment and/or fists.  Uniformed officers who are trained in the use of OC 

Pepper spray and the collapsible police baton will these tools whenever they are out of the 

patrol vehicle for the of taking enforcement action. 

Newly hired sworn employees will not be authorized to carry lethal and less than lethal 

weapons until they are issued copies of the Ayden Police Department Policy and Procedure 

Manual and have been instructed on the Department’s General Orders concerning Use of 

Defensive Actions and OC Spray. 

2. When effect an arrest by use of force, they will do so in compliance with N.C.G.S 15A-401. 

3. Unconventional Weapons 

Officers may be required to defend themselves against an attack with whatever means are 

available, which may include items not normally considered to be authorized weapons.  

Incidents involving the use of unconventional weapons will not be considered as evidence 

establishing the inappropriate use of force.  Each incident resulting in an injury or death will be 

investigated to determine the factual circumstances surrounding the event. 

4. When an officer employs defensive tactics, he or she shall, as soon as practical, notify their on-

duty supervisor.  The on-duty supervisor shall conduct an investigation to determine the facts.  If 

there are visible injuries, or if the person in custody alleges to be injured, photographs shall be 

taken to verify the injuries.  Injuries alleged or sustained by officers during a Defensive Actions 

incident shall be photographed.  Statements will be taken from all witnesses and shall become 

an addendum to the Use of Defensive Actions Report. 

X. USE OF FORCE CONTINUUM 

1. When it appears reasonably necessary for an officer to use force, they shall adhere to the 

following Use of Force Continuum, time and circumstances permitting: 

a. Verbal Direction 
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b. Show of Force (Back Up) 

c. OC Spray or Unarmed Self-defense techniques, dependent upon the environment 

and/or circumstances.  OC Spray is preferred over the use of grappling or striking 

techniques. 

d. Departmentally issued impact weapon(s) 

e. Taser/ECD 

f. Deadly Force 

2. Unarmed Self Defense 

Unarmed self-defense techniques are to be used to stun or surprise an individual in order to 

create time to employ a control hold or restraining device.  Permitted unarmed self-defense 

techniques are those taught in B.L.E.T or in In-service training approved by the department. 

3. Police Batons and Flashlights 

Striking methods with collapsible or straight police baton and/or flashlight are to be used to stun 

or surprise an individual in order to create time to employee a control hold or restraining device.   

Strikes to suspects will be made in accordance with established training for the less than lethal 

weapon used. 

Blows to the head or back of the neck are not permitted under this directive, unless deadly force 

is warranted, and the firearm is inaccessible or fails to function. 

XI. POST INCIDENT RESPONSE PROCEDURES 

1. Subsequent to all use of force incidents, the involved officer(s) will 

a. Determine the physical condition of any injured person and render first aid when 

appropriate. 

b. Notify the telecommunications operator of the incident and location. 

c. Request necessary emergency medical aid. 

2. The involved officer(s) will remain at the scene (unless they are injured) until the arrival of 

appropriate investigators.  However, if circumstances are such that the continued presence of 

the officer at the scene might cause a more hazardous situation to develop (violent crowd), the 

ranking officer at the scene shall have the discretion to instruct the officer to respond to 

another, more appropriate location. 
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3. The officer will protect his/her weapon for examination and submit said weapon to the 

appropriate investigator. 

4. The officer shall prepare a detailed report of the incident. 

5. The officer shall not discuss the case with anyone except supervisory and assigned investigative 

personnel the District Attorney, the officer’s attorney, psychologist, clergy, or immediate family. 

6. Following incidents involving deadly force or any other critical incident where an officer’s 

actions will undergo scrutiny of a criminal investigation, the officer’s supervisor should: 

a. Assign an officer to provide companionship and support to the involved officer during 

the preliminary investigation and see to the officer’s basic needs. 

b. Review with the officer the events and activities that will likely take place, such as an SBI 

investigation, required psychological debriefing, etc. 

c. Ensure that the officer is interviewed and allowed to wait in an area separate from areas 

used to interview suspects.  A period of rest and recovery for the officer may be 

appropriate prior to the interview. 

7. Incident Review 

a. The involved officer will forward the Use of Defensive Actions (APD#4) through their 

chain of command to the Chief of Police.  These reports will remain on file for three 

years unless they become part of an internal affairs investigative file. 

b. The involved officer’s supervisor, Lieutenant, or Captain will conduct a preliminary 

administrative investigation of each use of force/defensive actions incident, note their 

comments on the Defensive Action Report, and forward the report and attached 

interviews and other documents to the appropriate command supervisor. 

c. The Lieutenant or Captain will review all reports and may recommend referral of the 

incident to Internal Affairs for further follow up.  The reviewing supervisor will forward 

all reports and documents to the Chief of Police. 

d. The Chief of Police will review all Defensive Action Reports and determine what, if any, 

further action is required. 

8. Investigation of Deadly Force 
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a. The Chief of Police may request that the State Bureau of Investigation (SBI) assume 

responsibility for any criminal investigation involving the use of deadly force. 

b. An administrative investigation will be required for each incident involving the use of 

deadly force.  This investigation will be the responsibility of the Chief of Police or his/her 

designee and will be subordinate to any criminal investigation. 

c. In the event of any traffic crash involving an officer operating a Town vehicle and 

resulting in the immediate death of another, the On-duty or On-Call command 

supervisor will request that the North Carolina State Highway Patrol assume 

responsibility for the investigation. 

9. Weapon Discharge in another Jurisdiction 

a. In the event that an officer’s weapon is discharged in another jurisdiction, the officer 

will be responsible for immediately notifying the appropriate law enforcement agency 

that agency in that jurisdiction and contact an on-duty Ayden Police Department 

supervisor as soon as possible. 

10. Weapon Discharge Off Duty 

a. In the event that an officer discharges their weapon outside the line of duty, the officer 

will immediately notify a Command Supervisor.  The officer should secure the area of 

the shooting, if appropriate, and await the arrival of the supervisor.  The supervisor will 

determine if an investigation required and, if so, will conduct an investigation as if the 

weapon discharged within the officer’s official capacity.  If the supervisor determines 

that an investigation is not required, the officer will forward a memorandum detailing 

the facts of the incident to their supervisor as soon as practical. 

11. Weapon Discharge by Non-Employee 

a. In the event that an individual who is not employed by the Department discharges and 

officer’s weapon under circumstances requiring a report by an employee, the office will 

follow procedure as if he/she had fired the weapon. 

12. Psychological Debriefing 

a. In all cases where any person has been seriously injured or killed as a result of actions of 

a police officer, the involved officer(s) may be required to undergo a debriefing with a 
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psychologist.  The purpose of this debriefing will be to allow the officer to express their 

feelings and to deal with the moral, ethical, and or psychological aftereffects of the 

incident.  The debriefing shall not be related to any department investigation of the 

incident and nothing discussed in the debriefing will be reported to the department.  

The debriefing session will remain protected by the privileged physician -patient 

relationship. 

b. In all cases where any person has been injured or killed as a result of firearm discharge 

or motor vehicle crash involving a police officer, the involved officer will have available 

to him/her the services of a Psychologist.  The purpose of this offer is to provide the 

officer with a source of professional consultation to aid them in dealing with the 

potential moral ethical after-effects of an incident.  The services shall not be related to 

any department investigation of the incident, and nothing discussed will be divulged to 

the department.  The consultation will remain protected by the privileged relationship. 

13. Administrative Assignment 

a. An officer directly involved in a deadly force incident shall be temporarily assigned to 

administrative duties.  Administrative reassignment shall also be used as appropriate for 

incidents involving death or serious injury. 

b. While assigned to administrative duties, the officer shall be available for official 

departmental interviews and statements regarding the shooting incident.  The officer 

shall not discuss the incident with anyone, except the District Attorney, departmental 

personnel assigned to the investigation, the officer’s private attorney, the officer’s 

psychologist, the officer’s chosen clergy and the officer’s immediate family. 

c. The officer may be required to remain on administrative assignment for a period of time 

as deemed appropriate by the officer, his/her psychologist, and the Chief of Police. 

14. Training 

a. A certified weapons instructor will monitor all Department training on the use of lethal 

of less than lethal weapons, an employee who fails to demonstrate proficiency is 

demonstrated through remedial training.  Remedial training shall be documented in the 

employee’s training file. 
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15. Firearms 

a. All sworn employees will be required to complete annual in-service training on firearms 

qualifications, to include a review of this General Order and legal updates regarding the 

use of force.  This training shall be documented in each officer’s training file. 

b. An officer shall not be permitted to carry a duty weapon on and off duty weapon on or 

off duty until they have successfully completed annual in-service training a qualified 

with the weapon. 

16. Other Authorized Weapons 

a. At least every two years, officers authorized to carry the flashlight, collapsible baton, or 

other authorized less-than-lethal weapon will successfully complete in-service training 

on the use of each weapon.  This training shall be documented in the officer’s training 

file. 

XII. FORMS 
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Ayden Police Department 

Defensive Actions Report 

This report is to be completed by the officer involved in the Use of Defensive 

Action before the end of duty day. 

 

 
1. OCA No. Date. Time 

 

2. Subjects Name. Age Race Sex    
 

3. Subjects Address.     

 
4. Location of incident.     

 
5. Officer(s) Involved (1)     

 
(2)    

 

6. Subjects Actions (Explain in detail in Incident Summary.) 
 

OAssault on L.E.0 

OAggressive Actions 

0 Passive Resistance 

0   Resist, Delay and Obstruct L.E.0 

(Fight, struggle, shove, strike, possess weapon, etc.) 

(Sitting, lying down, refuse to move, etc.) 

 
 

 

7. Officer Actions: ( Describe action taken in Incident Summary.) 

Physical Force O Baton O 

Canine O Firearm0 OtherO 

 
Flashlight0 OC Spray 0 

 

8. Injuries: None Apparent O Subject Injuredo Officer lnjuredo 

Describe Injury and Treatment, if any: 

 
9. Was the subject identified on line 2 arrested ( ) yes ( ) No 

Charges 

If not arrested or charged, explain 

10. Witness Information 

Name Address   

Phone number     
 
 

 

1 

AYDEN POLICE DEPARTMENT FORM 4  
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11 Summary Of Incident 
Describe the actions of the subject and defensive actions taken. Information should be detailed 

enough for follow- up investigation should it become necessary. Describe relevant events 

leading up to officer’s use of defensive tactics. ( Attatch copies of investigative reports, arrest 

reports,etc) Attach Additional Pages as needed. 
 
 
 
 
 
 
 
 
 
 
 

Signature of Reporting Officer    

Date 

 
12. Supervisor Review/comments 

 

 
Seupervisor Signature    

Date 

13. Division Commander Review/Comments 
 
 

 
Division Commander Signature    

Date 

14. Chief Of Police Review/Comments 
 

 
Chief of Police Signature    

Date 
 
 
 
 
 
 
 
 
 

 

AYDEN POLICE DEPARTMENT FORM 4  



102 
 
 

 

 

16. FORCIBLE ENTRY INTO PRIVATE PREMISES 

GENERAL ORDER 16 EFFECTIVE: 06/10/1996 

REVISED: 02/20/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

This order explains the law and Department policy regarding Forcible Entry into Private 

Premises.  Personal privacy right in homes and offices are accorded the greatest Constitutional 

protection; any law enforcement intrusion into those places will be closely scrutinized.  

Understanding the law and Department policy will allow officers to perform their duties 

lawfully, confidently, and wisely and to reduce their risks of evidence suppression, civil liability, 

and criminal prosecution. 

I. DEFINITIONS 

The following definitions apply throughout this Order: 

A. Private Premises – private homes, apartments, offices, sleeping quarters, and other similar 

premises in which a very high degree of privacy can be reasonably expected. 

B. Forcible Entry – any entry, however slight, of private premises without a legally sufficient 

consent from a person who reasonably appears to have capacity to grant such consent. 

C. Exigent Circumstances – although this term is not used in this order, it is often used by 

courts and others to describe those occasions when serious and/or dangerous conditions 

make warrantless entry urgently necessary.  To foster a more specific understanding of this 

term, officers may consider as examples of “exigent circumstances” any situations in which 

this order permits forcible, warrantless entry into private premises. 

II. THE WARRANT AND PROBABLE CAUSE REQUIREMENTS 

A. A warrant is generally required to justify a forcible entry into private premises.  

Exceptions to that rule are explained in this order. 
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B. Whether or not a warrant is required to justify a forcible entry, an officer must always 

have, prior to such entry, probable cause to believe that the person or evidence sought 

is present in the premises at the time of the entry. 

[Note: the “other emergencies” described in Subsection VII below are obviously not 

always subject to this rule.] 

C. When a warrant is required for a forcible entry, the type of warrant required is a search 

warrant.  An exception to that rule exists for forcible entry to arrest a person in 

premises which the officer has probable cause to believe are the private residential 

premises of the person to be arrested, in which case an arrest warrant is sufficient. 

III. WARRANTLESS ENTRY TO ARREST 

Officers may enter private premises without a warrant or consent in order to arrest someone in 

the premises only if: 

A. Someone is likely to be killed or seriously injured unless immediate warrantless action is 

taken; or 

B. A serious and/or dangerous criminal offender is likely to escape apprehension and/or 

prosecution unless immediate warrantless action is taken; AND 

C. There is probable cause to arrest the person sought; AND 

D. There is probable cause to believe that the person to be arrested is physically present in 

the premises at the time of the entry. 

IV. WARRANTLESS ENTRY TO PRESERVE EVIDENCE 

A. If there is probable cause to believe that critical evidence of a serious and/or dangerous 

offense is located within private premises and that the evidence is almost certain to be 

destroyed or removed unless immediate warrantless action is taken, the officer may 

enter without a warrant or consent to secure the premises while awaiting the arrival of 

a search warrant. 

B. Once the premises are secured, no further search shall be conducted unless or until: 

1.   A search warrant for the premises is on scene; or 

2.   Consent to search has been obtained; or 
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3.   New or additional emergency circumstances arise necessitating additional 

warrantless search. 

V. CRIME SCENES 

A. For purposes of this subsection, a “crime scene” is a location where a serious crime has 

very recently occurred and where there is an apparent need for investigative action 

and/or emergency services.  (Examples: homicide scenes, fire scenes, scenes of 

burglaries or break-ins.) 

[Note: the mere presence of contraband or evidence in private premises does not make 

those premises a “crime scene” for purposes of this section.] 

B. Upon arriving at a crime scene in private premises, the officer may enter the premises 

without a warrant or consent in order to: 

1. Locate and secure perpetrators; and/or 

2. Provide assistance to injured or others requiring emergency assistance; and/or 

3. Locate and secure evidence which is likely to be lost or destroyed by the mere 

passage of time. 

C. Once the actions described in the preceding paragraph are completed, no further search 

shall be conducted unless or until: 

1.   A search warrant for the premises in on scene; or 

2.   Consent to search has been obtained; or 

3.   New or additional emergency circumstances arise necessitating further search. 

VI. OTHER EMERGENCIES 

A. Officers may enter private premises without a warrant or consent if it reasonably 

appears that such action is urgently necessary in order to: 

1. Prevent death or serious injury; or 

2. Proved needed emergency medical assistance; or 

3. Guard against the imminent threat of substantial property damage. 

B. Once the actions described in the preceding paragraph are completed, no further search 

shall be conducted unless or until: 

1.   A search warrant for the premises in on scene; or 
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2.   Consent to search has been obtained; or 

3.   New or additional emergency circumstances arise necessitating further search. 
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17. INVESTIGATIVE PROCEDURE; CONSTITUTIONAL LAW 

GENERAL ORDER 17 EFFECTIVE: 06/10/1996 

REVISED: 02/20/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

A. Adherence to Law 

Investigative procedures and associated uses of police authority often implicate individual rights 

protected by the federal constitution and various state laws.  In order to investigate effectively 

and lawfully, officers must understand the relationship between police authority and individual 

rights, particularly in certain critical situations.  This Order explains several of those relationship 

and situations.  It is the policy of this Department that officers shall respect and obey the law, 

most particularly that which involves constitutionally protected rights. 

B. State Law Considerations 

Ayden officers enforce laws and exercise police authority police authority inside the Ayden 

territorial jurisdiction.  It is the responsibility of individual officers and their supervisors to lean 

and obey applicable state law.  Specifically, Department supervisors and managers are hereby 

charged with responsibility for assuring that their subordinate officers know and understand the 

provisions and/or requirements of applicable state law.  If applicable state law is more 

restrictive of police authority than is the federal constitution (and this Order), state law shall 

control and be obeyed by Officers.  Any provisions of this order inconsistent with such (more 

restrictive) state law shall be disregarded. 

C. Law Enforcement Authority 

1. All Ayden officers, prior to assuming the status of sworn peace officers, will take an oath 

of office to enforce the law and uphold the Constitution of the United States, The State 

of North Carolina, and the Town of Ayden where those officers exercise jurisdiction. 

D. Training 
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This Order covers a number of subjects which have been dealt with in basic and in-service 

training received by Department employees over a period of many years.  Also, such training has 

covered many related matters which are not discussed in this Order.  It is possible that some 

past training has been inconsistent, unclear, and/or inaccurate.  Any past departmental training 

that is inconsistent with this Order hall be disregarded.  In the event that any officer believes 

that nay on-going Departmental training is inconsistent with this Order, that officer shall 

immediately report his belief to his immediate supervisor, who shall assure that the Chief of 

Police is informed promptly of the concern. 

II. DEFINITIONS 

A. Arrest – Any seizure of a person that exceeds the limits of an investigative detention in terms of 

duration, involuntary movement, and/or use of force. 

B. Interrogation – Any words or conduct on the part of police (other than those normally attendant 

to arrest and custody) that police should know are reasonably likely to elicit an incriminating 

response from the suspect. 

C. Investigative Detention – A seizure of a person that is reasonably brief, is (generally) conducted 

in one location (short movements 

D. Juvenile – This term shall be defined according to applicable state law in the state where officer 

is transacting business with a young person. 

E. Probable Cause – Facts and circumstances which, taken together with reasonable inference in 

light of an officer’s training and experience and measured in terms of common sense, would 

establish a fair probability that… 

1. (to arrest) a crime has been committed and that a particular person committed it; or 

2. (to search) evidence of a crime or contraband is in a particular place. 

F. Reasonable Suspicion – Facts and circumstances which, taken together with reasonable 

inferences in light of an officer’s training and experience and measured in terms of common 

sense, would case an officer to suspect that… 

1. (to stop) a person has been, is, or is about to be, involved in criminal activity; or 

2. (to frisk) a person is armed with a quickly accessible weapon and constitutes a danger to 

the officer. 
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[NOTE: this is often referred to as “articulable suspicion.”] 

G. Search – A police action which infringes upon a person’s reasonable expectation of privacy. 

H. Seizure of a Person – An officer-citizen contact in which the officer’s works and/or actions would 

cause a reasonable (innocent) person to believe that he is not free to refuse to participate in the 

contact. 

[NOTE: No seizure has occurred, however, until the person submits to a show of authority 

by police or until force is used by the police.] 

I. Seizure of Property – A significant interference (by police) with a possessory interest in property. 

J. Voluntary Contact – An officer-citizen contact in which the officer’s words and/or actions would 

cause a reasonable (innocent) person to believe that he is free to refuse to participate in the 

contact. 

III. INVESTIGATIVE PROCEDURE/CONSTITUTIONAL LAW 

This section is divided into these three major sub-sections: investigative contacts, interrogation, 

search, and seizure.  This information is not a complete substitute for needed training.  Rather, it 

is a guide to a number of critically important principles which may be addressed I training as 

well. 

A. Investigative Contacts/Seizures of Persons 

There are three forms of investigative contacts: voluntary contact, investigative detention, and 

arrest.  Investigative detentions and arrests are seizures of persons and require special factual 

justification. 

1. Voluntary Contact is permitted without probable cause or reasonable suspicion.  It can 

be a highly effective investigative environment and is unlikely to cause evidence 

suppression and/or civil liability.  Therefore, it is the preferred form of contact, where 

circumstances permit. 

2. Investigative Detention(s) may be conducted only if there is (at least) reasonable 

suspicion of criminal activity on the part of the person(s) to be detained.   

[NOTE: Patterned, “check-point” type stops generally do not require reasonable 

suspicion.] 
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a. Use of Force and/or restraints is permitted only if reasonably necessary to effect 

or to maintain safely an investigative detention.  Excessive force is prohibited.  

(See General Order #15). 

b. Involuntary Movement of a detained person from one place to another is 

prohibited except for short distances reasonably necessary for safety and/or 

security.  Generally, such movement will be permitted only within one locale, or 

area, and may not involve transportation in a vehicle. 

[NOTE: If a detained person is willing to move voluntarily, or if there exists 

probable cause to arrest the detained person, movement is permitted.] 

c. Duration – Investigative detentions shall be limited in duration to a reasonably 

brief period of active and diligent investigation.  In serious matters where 

circumstances require it, up to approximately one hour of diligent investigation 

may be permitted, provided reasonable suspicion continues. 

3. Arrest shall be made only if there is probable cause to believe that the person to be 

arrest has committed a crime for which the officer has authority to arrest.  Searches, 

processing of arrestees, and charging procedures shall be in accordance with 

Department training and applicable state law. 

4. Discontinuation of Arrest Custody 

a. If following arrest but before commitment to jail custody, probable cause to 

arrest evaporates (because of new information or realization of an error), the 

officer shall release the arrestee as quickly as possible in a reasonably safe place 

(of the arrestee’s choosing, if possible).  In such cases, the officer shall 

document the arrest (and reasons for it) as well as the release from custody 

(and reasons for it) and shall also notify a supervisor of those transactions as 

quickly as possible. 

b. If, after commitment of an arrestee to jail custody, an officer discovers new 

information (and/or realizes an error) which causes probable cause to 

evaporate, the officer shall immediately consult with a supervisor and with the 

appropriate prosecutor’s office in order to determine the procedure for causing 



110 
 
 

 

 

the release of the arrestee.  Thereafter, the officer and supervisor shall proceed 

diligently in an effort to effect promptly (through lawful process) the release of 

the arrestee from custody. 

5. Juveniles shall be seized and handled only as is permitted by applicable state law. 

B. Interrogation Procedure 

1. Voluntariness – Threats, intimidation, physical abuse and/or deprivation, promises of 

reward, and other similar coercions are prohibited in connection with interrogation. 

2. Miranda Warnings – Officers shall advise arrestees of those rights prescribed in Miranda 

v. Arizona prior to any effort to interrogate.  Interrogation may proceed only if the 

arrestee waives Miranda rights.  A waiver occurs when an arrestee clearly indicates an 

understanding of his rights and a willingness to answer questions without an attorney 

present. 

a. Non-Custodial Interrogation: Miranda warnings are not required for non-

custodial interrogation and therefore shall not be given in such circumstances.  

For purposes of this sub-section, “non-custodial” means that police have not 

said or done things that would cause a reasonable (innocent) person to believe 

that he has already been arrested. 

b. Juveniles: Interrogation of juveniles shall be conducted only as permitted by 

applicable state law.  Any provision of this policy which is inconsistent with 

applicable state law shall be disregarded. 

c. Re-warnings of Miranda rights shall be given only under circumstances which 

warrant reasonable doubt that the arrestee understands that the earlier rights 

warning is still applicable.  Re-warnings are not required following every short 

break in interrogation.  (Examples of circumstances which might warrant re-

warnings include complete change of interrogators, change of interrogation site, 

a break of more than a few hours, etc.) 

d. Exceptions to the Miranda Warning Requirement: 

Certain types of questions by police do not require prior Miranda warning and 

waiver although they might elicit incriminating information.  They are: 
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1) Routine booking and processing questions attendant to arrest and 

custody; 

2) General, on-scene, questioning of persons present (example: officer 

arrives at the scene of a crime or disturbance, walks up to someone, 

and asks “what happened here?”); 

3) Questioning during traffic stops and other investigative detentions in 

which the officer’s words and actions would not cause a reasonable 

person to believe that he has already been arrested; 

4) Questions asked out of urgent necessity to dispel an imminent threat to 

public safety. 

e. Form of Warning and Waiver: Miranda warnings and waivers need not 

necessarily follow any particular, precise language or phrasings.  Ayden officers 

shall assure, however, that Miranda warnings clearly convey the following 

messages: 

1) You have the right to remain silent; 

2) Anything you say can be used against you in court; 

3) You have the right to a lawyer to assist you prior to and during any 

questioning; 

4) If you want a lawyer but cannot afford one, one will be appointed to 

represent you at no cost to you prior to any questioning. 

Prior to in-custody interrogation, the officer must receive clear affirmative 

response to the following questions: 

1) Do you understand these rights? 

2) Are willing to answer questions now without a lawyer present? 

3. Procedure Following Assertion of Rights 

a. Assertion of Right to Silence by In-custody Suspect:  In this event, officers shall 

cease all interrogation efforts immediately and attempt no further interrogation 

on any matter unless or until: 
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1) At least several hours have passed since the most recent attempt by 

police to interrogate, or 

2) The suspect initiates new discussion with police of his involvement in 

criminal activity, or 

3) The suspect leaves custody 

4) Then, an officer may attempt to obtain a waiver of rights using standard 

Miranda warning and waiver procedures (if the suspect is no longer in 

custody, there no requirement of a Miranda warning and waiver.  The 

suspect’s choice to meet and talk with police will show his waiver.) 

b. Assertion of Fifth Amendment [Miranda] Right to Counsel by In-custody 

Suspect: In this event, officers shall cease all interrogation efforts immediately 

and no officer will attempt any further interrogation on any matter unless or 

until: 

1) Counsel is actually present at any subsequent interrogation, or 

2) The suspect initiates new discussion with police of his involvement in 

criminal activity, or 

3) The suspect leaves custody. 

4) Then, an officer may attempt to obtain a waiver of rights using standard 

Miranda warning and waiver procedures.  (If the suspect is no longer in 

custody, this right is no longer applicable and Miranda warnings and 

waiver are not necessary.) 

c. Assertion of Sixth Amendment Right to Counsel by Formally Charged Suspect: In 

this event, officers shall cease all interrogation efforts regarding the formally 

charged crime immediately and attempt no further interrogation regarding the 

formally charged crime unless or until: 

1) Counsel is actually present at any subsequent interrogation, or 

2) The suspect initiates new discussion with police of his involvement in 

criminal activity, or 
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3) Then an officer may attempt to obtain a waiver of rights by advising the 

suspect that he has been formally charged with a particular (names) 

offense, that police wish to discuss the formally charged matter, and 

then using standard Miranda warning and waiver procedures. 

[NOTE: For purposes of this Order, a person has been “formally 

charged” only if he has been indited by a grand jury or has been to court 

for “arraignment” or for a “probable cause hearing.”] 

C. Search and Seizure 

Searches and seizures of persons, places, and property are regulated by the Fourth 

Amendment to the United States Constitution.  The guiding principle of the Fourth 

Amendment, and therefore of the law of search and seizure, is “reasonableness.”  Any 

search and/or seizure which is not “reasonable” under the “totality” (all) of the 

circumstances violates the Fourth Amendment and is unconstitutional.  Officers shall 

strive carefully and energetically to assure that their actions are at all times 

“reasonable.”  To this end, a working definition of “reasonable” is offered.  A police 

action is “reasonable” if there are good, lawful, reasons for it. 

[NOTE: Several especially important (and highest risk) areas of search and seizure law – 

use of force and forcible entry into private premises – are dealt with separately in 

General Orders 15 and 16.] 

1. The Warrant Requirement: Searches and seizures generally require a search warrant in 

order to be reasonable.  If an officer, should need to obtain a search warrant, the officer 

shall notify a supervisor who will arrange for any assistance that the officer may require.  

The form, issuance, execution, and service of search warrants is regulated by state 

statutory law.  Also, state law may require warrants for certain arrests, even though the 

arrest is made outside private premises.  Officers and supervisors shall assure that 

applicable state law regarding warrants is carefully followed. 

2. Exceptions to the Warrant Requirement: Some search and /or seizure actions do not 

require warrants but are nevertheless subject to strict legal requirements and 

procedural rules.  Following is a summary of those requirements and rules: 
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a. Frisk: this is a limited, “pay-down” type, protective search of outer clothing and 

quickly accessible carried belongings.  It is permitted only during lawful officer – 

citizen contacts and only if the officer has reasonable suspicion that a person is 

armed and constitute a danger to the officer or another person.  If the subject is 

in of beside a vehicle, and if the officer reasonably suspects the presence of 

weapon(s) that could be quickly reached and used against him, he may conduct 

a limited search of quickly accessible portions of the passenger compartment 

for weapons. 

b. Search Incident to an Arrest: This is a full search for evidence and weapons 

within the area of immediate access of an arrestee.  It is permitted pursuant to 

every lawful arrest and must be conducted contemporaneously with the arrest.  

Probable cause to arrest is required but the search may be conducted whether 

or not there is any reason to believe evidence and/or weapons will be found. 

4) The search may extend to the person, his clothing, and carried 

belongings, and the area to which he has immediate access 

(sometimes called “lunge area”).  If the subject is seized from a 

motor vehicle, the search may extend to the accessible portions of 

the passenger compartment, even if, by the time of the search, the 

subject has been removed from the vehicle and secured. 

5) Caution: Strip searches and visual body cavity inspections are 

prohibitive except in truly exigent circumstances involving high 

levels of probable cause to believe that weapons and/or critical 

evidence of serious crimes are preset and that the only means 

reasonable available to remove the threat of access by the arrestee 

is to conduct such a search.  In such a case, the officer shall make 

every reasonable effort to maximize the personal privacy of the 

arrestee and shall have the search conducted by an officer of the 

same sex as the arrestee, if at all possible.  Body cavity probes and 
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searches are strictly prohibited except when conducted by medical 

personnel and with authorization from the officer’s supervisor. 

6) In the event that an arrestee wants or needs access to certain areas 

for his convenience and/or comfort, the officer shall inform the 

arrestee that such access is conditional up on the arrestee’s consent 

to a prior search by the officer of the areas to which access is 

requested.  If the arrestee consonants, the appropriate search shall 

be conducted.  If consent is withheld, the arrestee shall not be 

allowed the requested access.  These strict rules are absolutely 

necessary for officer protection and survival as well as the safety of 

the arrestee and others. 

7) Arrestees shall be handcuffed before transportation.  Handcuffing 

shall precede searches, except if immediate frisk is required by 

circumstances, in which case handcuffing shall occur as quickly 

thereafter as possible. 

c. Inventory Search:  This search is permitted pursuant to the lawful impoundment 

of a person’s property by action or order of police in furtherance of a criminal 

investigation.  In this Department, it will likely occur (if at all) in the context of a 

police ordered towing of a persons’ vehicle.  The inventory allows discovery and 

proper caretaking of dangerous instrumentalities and of valuable or important 

property, and it enables the Department to defend successfully against false 

claims of theft and/or property loss.  It is the policy of this Department that all 

vehicles (and other property) which are impounded be searched and 

inventoried except those that are simply being removed from city property and 

released (because they have been left there without permission or authority).  

In any event, search and inventory shall extend only to areas and containers 

within the vehicle that can be opened and accessed without breakage or 

damage. 
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d. Plain View Seizure: This seizure of property is permitted when an officer who is 

lawfully present in an area sees in plain view an item that the officer has 

probable cause to believe is contraband or other evidence of a crime, and that 

can be seized without any additional privacy intrusion.  Said another way – the 

officer is not lawfully present in the place from which the seizure can be 

accomplished.) 

e. Probable Cause Search of a Motor Vehicle in a Public Area: This search is 

permitted when an officer has probable cause to believe that evidence of crime 

is in an apparently operable motor vehicle that is in a public area.  No additional 

or exigent circumstances are required, and the search may extend to any area 

within the vehicle that could reasonably contain the evidence sought.  Closed 

containers may be opened and searched if there is probable cause to belie they 

contain evidence of crime.  Breakage is permitted if reasonably necessary to 

reach criminal evidence.  For purposes of this sub-section, a “public area” is any 

area on which public vehicular traffic is normally permitted.  (Examples: streets, 

highways, grocery or mall parking lots, apartment complex parking lots, etc.) 

f. Consent Search: This search is permitted when, during a lawful officer – citizen 

contact, a person who has a reasonable expectation of privacy in an area (e.g., 

owner, resident, tenant, vehicle operator) voluntarily grants permission for 

police to search that area.  [NOTE: compliance with an order or demand by 

police is not a “voluntary” grant of permission.]  This search does not require 

probable cause or reasonable suspicion but is limited to those areas 

“reasonably” within the consent.  (Example: during a lawful stop, and officer 

asks a vehicle operator for “permission to search this car for drugs.”  Permission 

is granted.  Unless the driver objects or withdraws consent, the consent search 

may extend to any containers within the vehicle that can be opened without 

breakage.)  Consent may be withdrawn at any time; if it is withdrawn, the officer 

shall immediately stop the search (unless, by that time, other lawful search 

justifications are present.) 
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g. Open Field and Woods/Abandoned Property:  Certain areas, though sometimes 

on private property, do not involve a reasonable expectation of privacy.  

Therefore, an officer is permitted to walk through open fields and/or woods 

without a search warrant.  An officer may inspect, without a search warrant, the 

contents of trash receptacles in common areas of multi-tenant commercial or 

residential premises.  An officer may pick up and examine the contents of items 

or containers which are apparently discarded in public areas.  Whether or not 

there is a reasonable expectation of privacy (and therefore a search warrant 

requirement) depends on all circumstances surrounding a particular situation.  

In general, the closer an officer gets a to a single-family residence, the greater 

(and more reasonable) are privacy expectations and the more likely it is that 

probable cause or a search warrant will be required.  However, if an officer uses 

common, regularly used public pathways (e.g., front walks) to reach the front 

door of a residence in order to make an inquiry, the officer has not intruded 

upon any reasonable expectation of privacy; no justification is required for such 

an action. 

D. Other Actions 

Investigative actions and uses of authority that are not dealt with explicitly in this (or 

another) Order shall be conducted (if at all) in strict compliance with Departmental 

training, applicable state lawns, and federal constitutional requirements.  Officers shall 

consult with their supervisors regarding any questions that may arise.  Officers and 

supervisors shall contact the Departmental training manager and/or legal counsel if 

questions have not been answered clearly and appropriately. 
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18. INVESTIGATIONS 

GENERAL ORDER 18 EFFECTIVE: 06/10/1996 

REVISED: 02/19/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this Order is to establish guidelines for the general conduct of preliminary and 

follow-up investigations. 

II. PROCEDURE – PRELIMINARY INVESTIGATIONS 

A. General 

The preliminary investigation begins when the first unit arrives at the scene of a crime 

(or a citizen requests assistance). 

B. A preliminary investigation consists of, but is not limited to the following: 

1.   Provide aid to the injured 

2.   Protect the crime scene; 

3.   Decide if an offense has been committed; 

4.   Attempt to determine suspects’ identity and appropriately effect arrest(s)’ 

5.   Furnish relevant information to other field units, (e.g., descriptions, direction of 

travel, etc.); 

6.   Obtain complete identification of all witnesses; 

7.   Determine accurate details of offense; 

8.   Arrange for collection of evidence; 

9.   Obtain written statements from witnesses and suspects; 

10. Decide the necessity and degree of surveillance; 

11.  Accurately record all pertinent information in appropriate reports. 

C. Supervisory Responsibilities 
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The supervisor or senior officer shall ensure that a complete investigation has been 

made and shall review, approve, and sign crime reports 

D. Crime Scene Control 

Officers shall limit access to crime scenes to those persons immediately connected with 

the investigation.  Investigating offices shall apply this rule to other officers of the 

Department, other agencies, or the community regardless of rank or position. 

E. Case Status 

A patrol officer making an initial report of crime will indicate in the report whether the 

case should be closed.  The reviewing officer shall approve (or disapprove) the 

recommendation.  Such a recommendation shall be based on the following: 

1. Witness availability; 

2. Suspect’s name; 

3. Suspect’s location’ 

4. Suspect’s description; 

5. Suspect’s identity; 

6. Vehicle description; 

7. Traceable property; 

8. Modus operandi information; 

9. Physical evidence information; 

10. Presence of relevant physical evidence; 

11. Judgement of investigating officer, based on available information, that case is 

solvable; 

12. Likelihood that the suspect(s) committed the crime. 

III. PROCEDURES: FOLLOW-UP INVESTIGATIONS 

A. Occasionally, additional information will be required at the end of the tour of duty of the 

assigned officer.  I such cases, the assigned officer’s immediate supervisor will decide 

whether the investigation should be discontinued until the assigned officer’s next tour of 

duty, continued by the assigned officer, or reassigned to a relieving officer. 
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B. The investigation officer shall ensure that each officer who works the case prepares a 

supplemental report.  A case file of these reports shall be maintained by the investigating 

officer. 

C. In serious cases, supervisors shall ensure that each officer who responds submits a 

supplemental report detailing what he/she saw, heard or did. 

D. A follow-up investigation consists of, but is not limited to, the following activities: 

1. Non-criminal cases 

a. Interview complainants and witnesses. 

b. Decide if information of suspicious activity relates to criminal activity. 

c. Distribute information to proper persons and/or agencies. 

d. Locate lost property and return same to owner. 

e. Make necessary notifications, conduct necessary inspections, etc. 

f. Record information. 

2. Criminal Cases 

a. Review and analyze reports of preliminary investigations. 

b. Record information obtained during follow-up investigation. 

c. Review Departmental records for investigative leads. 

d. Seek additional information from other officers, informants, contacts in community, 

other investigators/agencies, etc. 

e. Interview victims and witnesses. 

f. Interrogate suspects. 

g. Arrange for appropriate dissemination of information. 

h. Plan, organize, and conduct searches. 

i. Collect physical evidence. 

j. Recover stolen property. 

k. Arrange for analysis of evidence. 

l. Review results from laboratory examinations. 

m. Identify and apprehend the offender. 

n. Check suspect’s criminal history. 
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o. Determine if other crimes have been committed by the suspect. 

p. Arrange pretrial conference with prosecuting attorney. 

q. Notify victims and witnesses of necessary court appearances. 

r. Testify in court. 

s. Plan, organize, obtain warrants, conduct searches. 

t. Arrange for necessary polygraph examinations. 

IV. ORGANIZED/VICE CRIMES AND POLICE INTELLIGENCE INFORMATION AND COMPLAINTS 

A. Officers may receive information on or complaints regarding organized crime, vice, or 

matters of law enforcement intelligence, demanding investigation.  Organized crime and 

vice activities and areas of police intelligence interest may include any of the following: 

1. Corruption, extortion, bribery; 

2. Illegal sale and distribution of liquor, tobacco, firearms, or controlled substances; 

3. Prostitution, pornography; 

4. Gambling; 

5. Theft/fencing rings; 

6. Loan sharking or labor racketeering; 

7. Terrorism, subversive activities, civil disorders. 

B. Officers receiving such information will prepare an incident/information report which 

should include the following information: 

1. Type of illegal/suspected activity, location, names, and addresses of suspects involved 

and information concerning the activities; and 

2. Complainant name, address, and telephone number. 

C. The reporting officer will conduct a preliminary investigation and will personally contact 

their supervisor concerning the reported information. 

V. DISPOSITION OF CASES 

A. The investigator shall maintain all necessary information regarding all cases assigned to him. 

The case file shall contain the original incident report, any supplementary reports, 

statements, reports of disposition of any property stolen, confiscated, recovered, or 
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otherwise pertinent to the case, plus arrest reports, and anything else the investigator 

deems pertinent. 

B. When the investigation is complete, the investigator shall close the case. 
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19. COLLECTION/PRESERVATION OF EVIDENCE 

 

GENERAL ORDER 19 EFFECTIVE: 06/10/1996 

REVISED: 03/01/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

The purpose of this order is to establish responsibilities for officers/investigators processing 

crime scenes and to establish guidelines for the proper documentation, collection, packaging, 

and submission of physical evidence to the forensic laboratory. 

II. PROCEDURES 

A. Responsibilities of First Officer on a Crime Scene 

1. Responding to the scene promptly and safely. 

2. Protecting the scene to prevent the destruction or contamination of evidence 

3. Preparing the original offense report. 

4. Locating items of evidence. 

5. Locating witnesses. 

6. Photographing and sketching the scene when appropriate. 

7. Collection of physical evidence when appropriate. 

8. Preservation and packaging of physical evidence. 

9. Submission of evidence to the forensic lab for analysis. 

B. Crime Scene Processing Equipment 

Officers/investigators responding to a crime scene will determine equipment needed for 

processing. 

C. Arrival at the Crime Scene 

The following procedures should be followed by the first officer on the scene: 
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1. Officers shall not rush into the crime scene: an armed suspect may still be present.  

Rushing into the scene may also result in accidental destruction or contamination of 

evidence. 

2. Officers shall first render aid to a victim at the scene unless the officer must immediately 

protect himself from a suspect still at the scene. 

D. Protecting the Scene 

1. The first officer at the scene shall establish a perimeter around the scene and direct 

assisting officers to help secure the scene. 

2. Crime scenes may be secured by the following methods: 

a. Police officers 

b. Barricades, rope, or banner guard used to define area to be protected 

c. Signs used to control access 

E. Notes and Reports – Valuable Records 

1. The officer must refer to original notes to complete all finished reports. 

2. Types of information the officer/investigator should record at the scene include: 

a. Case number; 

b. Date/time of arrival; 

c. Location of scene; 

d. Name of victim; 

e. Name of suspect, if known; 

f. Actions taken at scene; 

g. Name of collecting officer. 

F. Preliminary Scene Survey 

Officer/investigator actions at the crime scene should include the following: 

1. Observe and record (look but do not touch); 

2. Determine nature and extent of crime scene; 

3. Determine location of evidence; 

4. Determine order of collection; 
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5. Duplicate movement of perpetrator, and plan search accordingly; 

6. Note all existing conditions (lighting, environment, etc.); 

7. Note items out of place of damaged; 

8. Note relationship between items; 

9. Complete field sketch. 

G. Crime Scene Sketch 

1. Time and date of preparation; 

2. Location of Offense; 

3. Location of items of evidence in the scene; 

4. Location and names of victims, witnesses, and suspects; 

5. Relationship of the crime scene to other rooms, buildings, or roads; 

6. Name of person preparing the sketch; 

7. Direction of north; 

8. What lights were on/off; 

9. What windows were open; 

10. Radio/television, on/off. 

H. Photographing the Scene 

At the end of the preliminary scene survey, complete photographs of the scene should be 

taken. 

1. Complete photos should be taken from several different locations; 

2. If an interior scene, a wide-angle lens should be used; 

3. Photograph the surrounding area thoroughly. 

I. Information to be Recorded on Photographs 

The officer processing the scene will maintain a record of each photo taken at the crime 

scene.  Information recorded when taking the photos will include: 

1. Type of camera used; 

2. Kind of lighting used (existing light or flash); 
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3. Date and time of exposure; 

4. Person taking photos; 

5. A brief description of subject in photos; 

6. Kind of film used; 

7. Case number. 

J. Midrange Photography 

Midrange photography is used to orient viewer as to the exact location of items of evidence 

in the scene. 

1. If possible, the officer should attempt to include two items of evidence into the field of 

view.  If this is not possible, a common item (desk, bed, table, etc.) should be included in 

all the midrange photos. 

2. Midrange photos should always be taken with a normal lens to prevent distortion. 

K. Close-up Photography 

Before any item of evidence is moved, a close-up photograph should be taken as follows: 

1. Fill field of vision with item. 

2. Take one close-up shot of item with a scale.  A ruler in the evidence collection kit can be 

used for this purpose. 

3. The officer can place a strip of masking tape across the face of the ruler, without 

covering the measuring instruments.  Information to be written on the tape include: 

a. Item number; 

b. Case number; 

c. Date 

d. Officer’s initials. 

L. Location of Evidence-Measurements 

Before collecting any item of evidence, take measurements using triangulation of 

coordinates method. 
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M. Collection of Evidence 

Each officer should be familiar with the proper method for the collection, packaging, and 

submission of different types of physical evidence to the lab.  When collecting items of 

evidence, the officer should consider: 

1. The use of tongs or tweezers where possible.  The officer should avoid touching the item 

of evidence with anything that might contaminate the item. 

2. Proper order of collection: 

a. The officer should collect perishable evidence first. 

b. If the destruction of evidence is not a concern, the officer should work his way 

through the scene, collecting in a logical sequence, trying to avoid disruption of 

other items of evidence. 

3. Collection of known samples:  The forensic laboratory can only compare known items 

with those showing similar characteristics.  Sufficient specimens or control must be 

submitted for comparisons of such items such as hairs, fibers, paint, glass, soil, and tool 

marks. 

4. Documentation of each item collected: All items of evidence collected by the officer 

processing the crime scene will be listed on the physical evidence recovery log.  For each 

item listed, the following information will be noted: 

a. A complete description of the item (including make, model, and serial numbers, if 

any). 

b. The source (from whom or location from which the item was obtained). 

c. The name of the person collecting the item. 

N. Marking Evidence 

1. Usually, marking and labeling of evidence may be a single process.  In instances where 

evidence is large, complete identifying data may be recorded directly on the evidence.  

This will include the officer’s name, date, time, location of recovery, item, number, and 

case number. 



128 
 
 

 

 

2. In other instances, the small size or nature of the item collected will not allow complete 

information to be noted directly on the item.  The container or attached tag should be 

marked in these cases. 

3. The crime scene search officer should establish the habit of marking similar items in the 

same location; for example, on the trouser band, or under the right front pocket of the 

trousers, on the right side of the handgun.  This will save time in court. 

4. Instruments that may be used for marking physical evidence include permanent markers 

(felt tip pens), scribes (diamond or awl), where labels are used, ball point pens. 

5. Each officer collecting the item of evidence will be responsible for marking or labeling 

the item at the time it first comes into custody. 

6. Each officer of investigator should develop his/her own identifying mark.  Initial or other 

mark is allowed. 

O. Packaging of Items of Evidence 

1. The collecting officer should choose a container suitable to the type of evidence to be 

packaged.  Considerations include: 

a. The size and weight of the item; 

b. Whether the item is moist; 

c. Wet (soaked). 

2. The officer should avoid any contamination of evidence by packaging all item separately. 

3. Fluids or stains should be rolled in paper (do not touch them). 

4. Pack the item to minimize interior movement within the package. 

5. Seal the package with tape. 

6. The collecting officer should initial across the seal. 

7. The officer should label the exterior of the package. 

8. Whenever possible, the package should be labeled before placing evidence in it, so as 

not to damage contents while writing on it. 

P. Latent Fingerprinting 

When processing the crime scene for latent fingerprints, the officer/investigator shall take 

the following into consideration: 
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1. The size of the item to be dusted. 

2. The type of surface. 

3. Potential for destruction if moved.  If movement or transporting will destroy latent 

prints, the object should be processed at the scene. 

Q. Complete Measurements 

Obtaining of wall, room, and building measurements is a last operation to be performed in 

the processing of the crime scene.  The complete measurements are vital in the production 

of the final crime scene sketch but must be obtained last so as not to damage or destroy 

items of evidence. 

R. Final Organized Search 

A final, thorough search should be conducted at the crime scene in case evidence may have 

been overlooked.  Whenever possible the use of a fresh officer on a final search is preferred; 

he may find what was previously overlooked. 

S. Preservation and Submission of Evidence to the Forensic Laboratory 

1. The responsibility for requesting lab examinations: 

a. Under normal circumstances, responsibility for the submission and request for lab 

examination is on the officer/investigator who processed the scene and took 

custody of the evidence. 

b. In those cases where there is more than one officer processing the scene, one 

officer will be appointed by the supervisor present to take custody of all evidence 

collected and to be responsible for the submission of same to the forensic 

laboratory for analysis. 

2. Preservation of perishable items: 

a. When a rapidly deteriorating item of evidence has been collected (for example, a 

liquid sample of semen, a blood-soaked shirt, etc.), it should be transported to the 

forensic laboratory the same day, and as soon as possible. 
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b. When an officer transports a perishable item to the laboratory for immediate 

analysis, the laboratory should be called first so they will be ready to receive the 

item. 

c. In those cases where immediate transport to the forensic lab is not possible: 

1) Refrigerate (no more than one week) and transport to lab. 

2) Air dry (no more than one week) and transport to lab. 

3) Non-perishable items of evidence: Avoid contamination and package properly. 

4) Many items submitted to the lab must be accompanied by a known specimen so 

a comparison can be made.  The investigating officer will be responsible for 

obtaining required known specimens, following legal procedures, and 

submitting them, along with the items of evidence, to the forensic lab for 

analysis. 

5) The request for laboratory examination:  The investigating officer is responsible 

for completing the request form and the included evidence. 

T. Property/Evidence Control 

1. Strict custodial accountability shall be maintained on all property held as property and 

evidence. 

2. The recovering officer will be responsible for properly packaging and labeling all items 

collected or recovered as property or evidence, to prevent any tampering, 

contamination, or destruction of same, and for maintaining strict chain of custody 

procedures.  Thereafter, all members of the Department who are in contact with the 

property and/or evidence shall maintain strict custody procedures as well. 

a. Reporting officers should, when possible, check all property against NCIC records. 

b. For property that may be lawfully released to the owner, the recovering officer shall 

immediately attempt to notify the owner (by telephone or letter) that the 

Department is holding his property and make arrangements to return the property 

to the rightful owner. 
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U. Special Considerations 

1. The officer/investigator processing the crime scene shall prepare a report giving an 

accurate account of events.  This information should be placed in the offense/incident 

report and will include: 

a. Date and time arrived at scene; 

b. The location of the crime; 

c. The name of the victim; 

d. The name of suspect(s); 

e. The officer’s actions at the scene; 

f. The case number(s). 

2. Failure to recover physical evidence and photographs:  When photographs are not taken 

or where physical evidence is not recovered from the scene of a serious crime against 

person or property, the officer shall prepare a separate report explaining the 

circumstances. 

3. Processing stolen vehicles:  Stolen vehicles shall be treated with the same care in 

processing for physical evidence as any other crime scene.  As with other recovered 

property, the owner shall be notified as well as the agency to which it was reported 

stolen. 

V. Legal Requirements/Chain of Custody 

Officers must understand legal principles regarding the handling and use of physical 

evidence.  As noted elsewhere in this order, officers must maintain a strict chain of custody 

on all evidence. 

1. Definition: A chain of custody is the serious of documented links between the time the 

evidence was obtained until presented in court.  The links are officers who handled the 

evidence; where, when, and how they did so; and how the evidence was securely stored 

within various periods to assure that no tampering occurred. 

2. Officers shall rigorously maintain a strict chain of custody on all property and/or 

evidence. 
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20. INFORMANTS 

GENERAL ORDER 20 EFFECTIVE: 06/10/1996 

REVISED: 03/02/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this order is to help members of the Department develop and effectively use 

informants and their information.  Further, this order will help assure informant confidentiality 

and safety. 

II. PROCEDURE 

A. Definition 

For purposes of this order, and informant is defined as someone who provides useful 

information concerning criminal activity including vice, organized crime, or intelligence. 

1. A citizen or employee giving an officer information is an informant.  An arrested person 

who provides information about other participants in a crime is an informant.  A person 

who provides information about who committed a particular crime and who receives 

money from an officer as payment is an informant. 

An officer will develop a variety of information sources of informants.  In many cases, 

information will flow as a result of friendly, courteous conversations and questioning, by 

building rapport, by providing efficient police response, and by just listening and talking. 

B. Use of Police Informants 

1. Police officers will not make any deals with people concerning charging, pleading, or 

sentencing.  Police officers may, however, consult with the appropriate judicial official 

regarding these matters. 

2. In developing informants, officers shall ensure confidentiality of informant identities and 

transactions, but maintain accountability of information. 
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3. Informant information may become the basis for a variety of legal and police processes.  

The officer should carefully consider the possibilities of being required to identify an 

informant in the courtroom and the possibility of placing the informant in jeopardy. 

4. Officers shall deal with informants very carefully and professionally, particularly with 

those of the opposite sex or those whose sexual preferences may make an investigation 

susceptible to compromise. 

5. Use of juvenile informants is particularly sensitive so officers shall obtain parental 

permission and consult with the appropriate juvenile court personnel before using a 

juvenile as an on-going informant. 
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21. WANTED PERSONS 

 

GENERAL ORDER 21 EFFECTIVE: 06/10/1996 

REVISED: 03/02/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

 

I. PURPOSE 

The purpose of this order is to establish Department guidelines explaining investigation of 

wanted persons and the making of appropriate entries into the National Crime Information 

Center (NCIC) Computer System. 

II. PROCEDURES 

A. Wanted Persons 

1. For a person to be entered into NCIC files as wanted, one of the following criteria must 

be met: 

a. A federal warrant is outstanding; 

b. A felony or serious misdemeanor warrant is outstanding; 

c. Probation and parole violators must be federal violators or be convicted of a felony 

or serious misdemeanor; 

d. Juveniles must meet the criteria in (c) above and must be subject to trial as an adult 

for the charges placed. 

2. Making an NCIC Entry 

a. Before making an NCIC entry, the investigator will contact the appropriate 

prosecutorial official to determine whether extradition will be sought if the suspect 

is located.  Only upon receiving an affirmative response will an NCIC entry be made. 

3. Retention of Wanted Person Records 
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a. A wanted person entry for someone who has not been located or who has one 

locate message entered will remain in the NCIC file indefinitely.  The 

telecommunicator on duty must perform a clear function after receiving a locate 

message from the locating agency. 

b. The officer is responsible for taking action to clear an entry when a wanted subject 

is located or when a decision is made not to extradite a wanted person who has 

already been entered into the system. 

B. Articles/Property 

1. For articles to be entered into the National Crime Information center (NCIC), the 

following will be needed: 

a. Make 

b. Serial Number 

c. Model 

d. Type 

e. Date of Theft 

f. Case Numbers 

C. Guns 

1. The following as above will be needed along with the caliber of weapon.  On weapons 

under type list: shotgun, rifle, revolver, etc. 
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22. PRISONER RESTRAINT AND TRANSPORTATION 

 

GENERAL ORDER 22 EFFECTIVE: 06/10/1996 

REVISED: 03/02/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this Order is to establish procedures to ensure that prisoners are restrained and 

transported safely. 

II. PROCEDURES 

A. Handcuffs 

1. The hands of all subjects taken into arrest custody shall be handcuffed behind their 

back, except: 

a. When the subject has an injury that does not permit his/her arms to move safely 

behind the back; 

b. When the subject’s age, physical condition, or physical limitations indicate a risk of 

injury in this procedure. 

c. When the arrest environment is tactically unsafe for the officer and the defendant. 

2. Handcuffs shall be double-locked except when the arrest environment is tactically for 

the officer to double-lock the handcuffs. 

3. If a subject complains that handcuffs are too tight, the transporting officer shall ensure 

that unnecessary tightness, which may prevent proper blood circulation, does not occur. 

4. All arrestees will be handcuffed before being searched, except in circumstances 

requiring immediate frisk or other protective search. 

5. Except where exceptional circumstances require it, officers shall not handcuff a subject 

to a fixed object, such as posts, vehicles, building, fences, etc. 
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6. Plastic handcuffs may be used when officers take, into custody, several subjects at one 

time, or when a subject requires multiple restraints. 

B. General 

7. Officers shall comply with applicable state law requirements regarding transportation of 

arrested juveniles to jail or any other confinement facility. 

C. Searching the Prisoner 

The transporting officer shall always search a prisoner before placing him in a vehicle.  

Officers should never assume that a prisoner does not possess a weapon of contraband or 

that someone else has already searched the prisoner.  The transporting officer should 

conduct a search of the prisoner each time the prisoner enters custody of that officer. 

D. Searching the Police Vehicles 

The transporting officer shall search the vehicle before each prisoner transport to ensure 

that no weapons or contraband are available to the prisoner.  Further, after delivering the 

prisoner to his destination, officers shall again search their vehicles to ensure that the 

prisoner did not hide contraband, weapons, or other evidence. 

E. Positioning of Prisoners in the Transport Vehicle 

1. When one officer is transporting one prisoner, the prisoner will be positioned on the 

front or rear seat on the side opposite the officer (driver) with the safety belt secured. 

2. When one officer is transporting more than one prisoner, the prisoners will be located 

on the front and/or rear seat and the transporting officer will use seat belts to better 

secure the prisoners. 

3. If more than one officer is in the vehicle transporting prisoners: 

a. If there is one prisoner, one officer should position himself in the rea of the 

transporting vehicle with the one prisoner on the side away from the officer’s 

weapon. 

b. In a situation where more than one prisoner is transported by two officers in the 

same vehicle, the prisoners should be positioned on the rear seat and the assisting 
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officer should position himself in the front seat in order to see the prisoners at all 

times. 

F. Control of Prisoners While Transporting 

1. Observation 

a. The officer shall observe prisoners at all times, except as is required for safe driving 

and except for circumstances as in (b) below. 

b. In a situation where observation is not appropriate (woman prisoner needing toilet 

facilities and male transporting officer or vice versa), the officer should ensure that 

he has as much control of the situation as possible.  The prisoner should not be 

allowed in the facility with another person and the officer should ensure that there 

are not escape routes within the facility and that there are now weapons available 

to the prisoner. 

2. Stopping to provide law enforcement services while transporting 

When transporting a prisoner, the transporting officer will provide law enforcement 

services only in the following situations: 

a. When there is a need for the transporting officer to act immediately in order that a 

potential victim is not harmed. 

b. When a victim has been injured and assistance is required right away. 

c. When a crime is in progress and there is an immediate safety requirement that the 

suspect be apprehended. 

d. In all of the above situations, the transporting officer shall ensure that his prisoner is 

secure and protected. 

e. Under no circumstances shall an officer transporting a prisoner engage in a 

vehicular pursuit. 

3. Escape 

In the event a prisoner escapes while being transported, the transporting officer will use 

the following procedures: 

a. Assistance will be requested immediately from the jurisdiction the officer is in at the 

time of the escape. 
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b. The transporting officer will offer his services in order to recapture the escapee as 

soon as possible. 

c. The transporting officer will submit a written report as soon as he returns to the 

Department explaining the circumstances of the escape. 

4. Prisoner communication 

The officer shall exercise discretion in deciding whether to allow conversation between 

the transported prisoner and another party.  No force shall be used to silence a 

prisoner. 

5. Arrival at destinations 

When transporting prisoners from one facility to another, the transporting officer upon 

arriving at his destination with the prisoner will follow these procedures: 

a. Firearms will be secured in the designated place at the facility being entered. 

b. Restraining devices will be removed only when directed to do so by the receiving 

facility or when the officer is sure that the prisoner is properly controlled and 

secure. 

c. The proper paperwork (jail committal, property form, etc.) will be submitted to the 

proper person at the receiving facility and, in situations that require it, the office will 

ensure that proper signatures are obtained on paperwork to be returned to the 

Department. 

6. Medical Facilities 

When a prisoner is transported to a medical facility and is admitted by the attending 

physician, the officer will immediately notify the supervisor.  The supervisor will in turn: 

a. Seek assistance of hospital law enforcement personnel to insure control of the 

prisoner. 

b. Have the prisoner released from police custody, if appropriate, by contacting and 

seeking advice from the appropriate judicial official. 

G. Special Transport Problems 

1. Transport of prisoner by officer of different sex 
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a. When an officer of one sex transports a prisoner of another sex, an additional 

officer should be requested to accompany the transport whenever possible. 

b. When it is impractical to use a second officer, the transporting officer will at a 

minimum: 

1)   Attempt to contact the dispatcher by radio and request that the time and 

odometer mileage be logged.  Also record the same information on the arrest 

report. 

2)   The transporting officer should proceed directly to the destination by using the 

shortest practical route. 

3)   Upon arrival at destination, the transporting officer will contact the dispatcher 

by radio and request that the tie and the odometer reading be logged.  Also 

record same information on the arrest report. 

2. Handicapped prisoner 

a. When transporting a handicapped prisoner, the transporting officer will request 

assistance when needed in order that the transport may be completed in a manner 

that is the most convenient, comfortable, and safe for both the prisoner and the 

officer.  A Rescue Squad may be contacted for assistance.  The transporting officer 

will ensure that whatever special equipment or medicine is necessary for the 

prisoner to have is taken as well. 

b. When the handicap is such that no danger of escape or injury to the prisoner or 

officer exists, then the restraining devices may be inappropriate. 

3. Injured/sick prisoners 

a. At any time before, during, or after the arrest that the prisoner is injured or 

becomes sick, the officer will seek medical attention immediately.  Medical 

attention will be obtained before transporting the prisoner to the jail if the 

injury/sickness happens before arrival there. 

b. The transporting officer must exercise the same discretion as previously prescribed 

in using restraining devices on sick or injured prisoners.  Obviously, if a prisoner is 
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injured or sick enough to be totally incapacitated, restraining devices will not be 

appropriate. 

4. Mentally disturbed prisoners 

The transporting officer will request assistance when needed in order that the transport 

may completed in a manner that is the most convenient, comfortable, and safe for both 

the prisoner and the officer. 

H. Restraining Devices 

1. When prisoners must be restrained during transport, the following procedures shall 

normally be followed: 

a. A single prisoner will be handcuffed with both hands behind his back. 

b. In transporting more than one prisoner, each prisoner should be handcuffed in back. 

c. Under no circumstances will a prisoner be handcuffed to a part of the transport 

vehicle itself, such as the door post, protective screen barrier, etc. 

I. Documentation 

1. Prisoner identification 

When picking up a prisoner for transport at a detention facility, the transporting officer 

should ensure that he has the correct person by: 

a. Officer’s personal knowledge of the prisoner. 

b. Requesting verification by the jail custodian of the prisoner’s identity. 

 

 

 

 

 

 



142 
 
 

 

 

23. OLEORESIN CAPSICUM 

GENERAL ORDER 23 EFFECTIVE: 06/10/1996 

REVISED: 03/03/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. USE OF OLEORESIN CAPSICUM 

A. General Principles 

Oleoresin Capsicum is a liquid spray containing oleoresin capsicum in sufficient concentration to 

produce a short period of pain, gagging, and loss of vision.  Federal and state laws on use of force do not 

regulate the use of oleoresin capsicum by name.  However, the following general principles apply to all 

use of force by law enforcement, detention, or correction officers, including the use of oleoresin 

capsicum. 

The law requires all citizens to submit peacefully to arrest and to comply with lawful orders of an 

officer during the arrest and custody process.  Citizens must also refrain from conduct that reasonably 

appears to create an imminent threat of physical harm to an officer in the performance of lawful duty.  

Reasonably necessary force can be used to overcome resistance to lawful arrest, or to prevent physical 

injury to the officer or others. 

All force must be reasonably proportionate to the apparent need to overcome resistance to arrest 

or to defend against an imminent threat of physical injury.  Unreasonable and excessive force is never 

justified, nor is any force allowed to take and action which an officer knows, or reasonable should know, 

is unlawful.  Oleoresin capsicum cannot be used against a citizen who peacefully submits to arrest and 

complies with lawful orders during an arrest or stop. 

Citizens have a right to express verbal disagreement with an officer’s actions and no force can be 

used in response to offensive language alone.  Oleoresin capsicum cannot be used to retaliate against 

language that is merely offensive but is not imminently threatening.  Language that is imminently 

threatening, or loud shouting that significantly obstructs or delays performance of lawful duty is criminal 

and is not justified as mere verbal disagreement. 



143 
 
 

 

 

B. Rules on Oleoresin Capsicum – The Use of Force 

Oleoresin capsicum used in compliance with these guidelines is lawful nondeadly force.  Oleoresin 

capsicum used in compliance with these guidelines is authorized to effect a lawful arrest, to prevent 

escape from lawful custody, or to defend the officer of another from what the officer reasonable 

believes is the imminent use of any physical force. 

C. Oleoresin capsicum cannot be used against a person who: 

1) Submits peacefully to arrest and complies with lawful commands during a lawful arrest, or 

2) Complies with lawful commands during a valid investigative stop or stop for citation 

purposes, or while in custody or detention. 

3) Is expressing mere verbal disagreement that does not threaten or incite others to threaten 

an officer and is not significantly delaying or obstructing discharge of duty. 

D. An attempt at verbal persuasion and a warning are required before use of oleoresin capsicum, if 

it reasonably appears this can be done without risk to the safety of the officer or others.  Verbal 

persuasion attempt(s) and warning are not required when the defendant resists “open hand” 

technique(s), or resists more substantial force, or when it reasonably appears that there is a risk 

to the safety of the officer or others if use of oleoresin capsicum is delayed.  Nonthreatening 

suspects who do not pose a significant risk to officer safety should not be sprayed unless 

verbalizing, warning, and “open hands” technique(s) have been attempted and resisted.  This 

category includes suspects who are nonthreatening and are very young, or old, or infirm of 

disabled in an obvious manner. 

E. A person who refuses to submit peacefully to lawful arrest, or attempts to escape from lawful 

custody, or refuses compliance with lawful orders during arrest, detention, or custody is subject 

to the use of oleoresin capsicum: 

1) After the officer has attempted “open hand” technique(s) and the arrestee resists that 

attempt, or 

2) When the officer reasonably believes the use of “open hand” techniques will jeopardize the 

officer’s safety, or 
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3) When the circumstances reasonably indicate that attempting “open hand” control may lead 

to an escalation of force and accompanying risk of serious physical injury to the person 

being arrested or to any officer. 

F. A person who assaults an officer, or whose conduct reasonably appears to create an imminent 

threat to the safety of the officer or someone else, or who resists “open hand” techniques, or 

flees from lawful arrestor custody, is subject to use of oleoresin capsicum.  Attempt(s) at verbal 

persuasion and warning are not required. 

No warning is needed if an imminent threat exists to the safety of any person. 

Definition: “open hand” technique(s) include any touching or attempted touching by an officer, 

such as applying moderate pressure to turn, guide, or escort the person being arrested.  

Wrestling a suspect, pulling a suspect, and bending arms for handcuffing are open hand 

technique(s), as well, but they are higher levels of force than just described.  For purposes of this 

general order, the term “open hand” technique(s) does not include striking blow(s).  Striking 

blow(s) is an “empty hand” technique, but not an “open hand” technique. 

II. GUIDELINES FOR MONITORING A PRISONER’S MEDICAL CONDITION 

A. Introduction 

Any prisoner can suffer a medical emergency during an arrest or while in custody.  For prisoners 

with a bad heart condition, the emotional stress of arrest ay provoke a heart attack.  Prisoners 

with severe asthma can suffer a fatal bronchial attack from emotional or physical stress, even 

though force use to arrest was minimal.  Medical emergencies are not necessarily signaled by 

tell-tale symptoms.  Officers must be alert to a medical crisis in any prisoner, no matter how 

trivial the crime or uneventful the arrest. 

Officers must use reasonable care in responding to a prisoner’s medical needs.  The duty to use 

reasonable care does not require the provision of perfect medical care, and even perfect 

medical care cannot always save life.  Officers are not expected to have the skills of a physician. 

B. Guidelines for Officers 

1. For all prisoners, continually monitor the level of consciousness and breathing.  While 

uninterrupted monitoring is not possible, some officer should look at and talk to the 

prisoner on a frequent basis during custody.  Prisoners should not be left alone in a car or in 
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a room for any extended period of tie.  Do not assume a silent prisoner is asleep or 

harmlessly intoxicated. 

2. The following prisoners are in a “special attention” category for medical emergencies: 

a. Prisoners who run from officers, or violently resist restrain, or try to assault officers. 

b. Prisoner substantially impaired by alcohol or drugs. 

c. Prisoners who are breathing very rapidly, or sweating heavily, or exhibiting pallid skin. 

d. Prisoners engaging in deranged and irrational conduct or speech. 

e. Very obese prisoners, or prisoners with a known medical condition (for example, 

diabetes, a seizure disorder, asthma, or heart trouble) or prisoners who are of advanced 

age. 

For “special attention” prisoners, an officer should monitor a prisoner’s breathing and 

consciousness on an uninterrupted basis unless a law enforcement emergency prevents 

it.  If feasible, try to monitor a “special attention” prisoner at all times during and after 

arrest until the prisoner is released from custody or turned over to another agency if 

back-up officers are available, use two officers to transport “special attention” 

prisoners, whenever practical. 

“Special attention” prisoners should be asked if they are suffering any serious medical 

condition if a “special attention” prisoner wants to be taken to a health care facility, that 

request should be honored if possible.  “Special attention” prisoners should not be 

hogtied or handcuffed behind the back unless safety considerations make that too 

dangerous.  Look for a Medic Alert bracelet or necklace or card on “special attention” 

prisoners. 

3. If any prisoner, “special attention” or otherwise: 

a) Loses consciousness or 

b) Stops breathing, or 

c) Suddenly becomes incoherent, or 

d) Begins to hyperventilate, or 

e) Starts to look very sick, medical personnel should be called or make available 

without delay.  This duty may be satisfied by called for EMS, or by taking the 
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prisoner to a hospital, or to an EMS facility, if one is relatively near.  If a hospital or 

medical clinic is not close by, the prisoner should be transported by ambulance or 

rescue squad. 

4. Transport prisoners in an upright position with seat belt buckled.  Do not transport 

prisoners lying face down or face up on the back seat.  Do not “hog tie” prisoners by 

connecting foot and hand restraints.  Do not gag prisoners or cover the mouth or nose 

except with an approved mask attached according to training. 

III. GUIDELINES FOR CARING FOR PRISONERS AFTER OLEORESIN CAPSICUM USE 

A. If circumstances allow, do not attempt to forcibly handcuff a sprayed prisoner immediately 

after spraying.  Give the prisoner a brief opportunity, about 30 to 60 seconds, to react to the 

spray and overcome gagging or coughing.  This gives the prisoner an opportunity to overcome 

the temporary effects of oleoresin capsicum on the respiratory system unaffected by the 

physical stress of handcuffing. 

Some prisoners may panic and run blindly after being sprayed.  Officers should anticipate the 

need to prevent injury during a panic reaction.  Immediate restraint of a prisoner who panics 

may be necessary. 

B. Rinse the affected areas with water or other solution recommended by the manufacture.  Pour 

the liquid over the bridge of the nose so that it floods both eyes.  Encourage the prisoner to 

blink his eyes repeatedly. 

C. Tell the prisoner that he is O.K. and will stop gagging soon.  Assure the prisoner the pain will end 

soon, and he will stop hurting. 

D. Officers may handcuff a prisoner with hands in front if that is reasonably safe under the 

circumstances and allow the prisoner to remove contact lens.  Trained medical personnel may 

be able to help remove the contact lens from a sprayed prisoner. 

E. Expose the sprayed prisoner to fresh air and ventilation.  If circumstances permit after 

handcuffing the prisoner, delay putting the prisoner in a car for transportation until the 

Oleoresin Capsicum has had a chance to dissipate.  This delay may be as long as 15 minutes if 

the safety of officers is not at risk. 
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F. Tell the prisoner to remove and wash sprayed clothing.  Give the prisoner and opportunity to 

wash affected areas with soap and water after arriving at a holding or detention facility. 

G. Officers should initiate immediate medical attention when: 

1. Gagging or breathing difficulties persist beyond an initial period of 2 to 4 minutes, or 

2. The prisoner loses consciousness, sweats profusely, appears very sick, or 

3. Still significantly suffers from the effects of Oleoresin Capsicum more than 45 minutes after 

being sprayed. 

H. If circumstances permit, when a prisoner complains of any medical problem, offer to take the 

prisoner to a hospital or be seen by EMS personnel. 

I. Ask if the prisoner suffers from bronchitis, asthma, or emphysema, of similar respiratory 

disease.  If the answer is affirmative, initiate immediate medical attention – EMS, Rescue Squad, 

or the Emergency Room. 
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24. POSSESSION AND CARRYING OFF-DUTY WEAPONS 

GENERAL ORDER 24 EFFECTIVE: 06/24/1996 

REVISED: 03/03/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this order is to establish and define the policy regarding the possession and 

carrying of weapons, while off-duty, by officers of the Ayden Police Department. 

II. POLICY 

It is the policy of the Ayden Police Department to permit sworn members of the Department to 

possess and carry concealed, either their service weapon or authorized personal weapon while 

off-duty within the corporate limits of Ayden.  Carrying such weapons while concealed must 

conform with the provisions set forth in this order. 

III. AUTHORIZED WEAPONS 

Sworn officers of the Ayden Police Department are not required to carry a weapon while off-

duty but may do so at their option.  Sworn officers exercising the option to carry a weapon while 

off-duty are authorized to carry either their issued service weapon or authorized personal 

weapon.  If an officer elects to carry a personal weapon while off duty, the officer must be 

thoroughly familiar with the mechanics of the weapon and proficient (qualified) in its use.  The 

officer must obtain permission from the Chief of Police before carrying a non-issued weapon.  

Before carrying a non-issued weapon, the officer must present the weapon to the Chief of Police 

for inspection and registration. 

IV. SPECIAL CONDITIONS 

Authorization for a sworn member of the Department to carry weapons while off duty as 

provided by this order shall be subject to the following conditions: 
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1) Sworn members of the Department electing to carry their service weapons or an 

approved personal weapon while off-duty, inside or outside of the Town, must have in 

their possession the Department’s issued badge and official identification card. 

2) No officer will possess or carry a concealed weapon while consuming or under the 

influence of any intoxicating beverage or impairing substance. 

3) No member of the Department, while off-duty, shall wear a weapon in such a manner 

that attracts attention or is in open view to the public. 

V. CONCEALED WEAPONS OUTSIDE TERRITORIAL ARREST JURISDICTION 

A. Authority to Carry a Concealed Weapon 

Subject to the provisions outlined in this policy, off-duty officers while outside the territorial 

arrest jurisdiction of this Department may carry concealed weapon in any place in the State of 

North Carolina where a firearm may be lawfully possessed by a private citizen.  Laws regarding 

the possession of weapons vary from state to state.  Before carrying a weapon outside the State 

of North Carolina the officer should familiarize themselves with the laws of the other states and 

jurisdictions. 

B. Law Enforcement Authority 

An off-duty officer outside the territorial arrest jurisdiction of this Department is a private 

citizen without the authority to perform any act not lawful for a private citizen under 

identical circumstances, excepting only the possession of a concealed weapon.  The burden 

is on the officer to know and comply with all laws governing the possession and use of a 

deadly weapon by a private citizen. 

N.C. General Statute 15A-404 does not allow private persons to make arrests, but does give the 

private person the authority to detain another person when he has probable cause to believe 

that the person detained has committed in his presence: 

1) A felony, 

2) A breach of the peace 

3) A crime involving physical injury to another person, or 

4) A crime involving theft of destruction of property. 
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Detention by a private person must be reasonable considering the offense and the 

circumstances.  The amount of force that may be used to effect a detention by a private citizen 

not clearly defined by statute.  The detention may be no longer than the time required for the 

earliest of the following: 

1) The determination that no offense has been committed. 

2) Surrender of the person detained to a law enforcement officer. 

A private person who detains another must immediately notify a law enforcement officer and 

must, unless he releases the person earlier for the above reasons, surrender the person 

detained to a law enforcement officer. 

A private citizen may assist a law enforcement officer in effecting an arrest and preventing 

escapes from custody when requested to do so by the officer.  When so requested, a private 

citizen has the same authority to effect an arrest or prevent an escape as the officer making the 

request.  He does not incur civil or criminal liability for an invalid arrest unless he knows the 

arrest to be invalid.  Nothing in the statute constitutes justification for willful, malicious, or 

criminally negligent conduct by a private person that injures of endangers any person or 

property, nor shall it be construed to excuse or justify the use of unreasonable or excessive 

force. 

C. Training on Private Citizen Law Required 

Officers must successfully complete any required Departmental training on private citizen use of 

deadly force and restrictions on carrying a firearm for private citizens before carrying a 

concealed weapon while off-duty and outside the territorial arrest jurisdiction of the Town of 

Ayden. 

D. Specific Restrictions on Off-Duty Officers Outside Territorial Arrest Jurisdiction 

An off-duty officer of the Ayden Police Department outside the territorial arrest jurisdiction 

of this Department may not: 
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1) Use any force, deadly or non-deadly, or take any action to enforce the criminal law, or 

prevent a crime from occurring unless a private citizen is authorized under North 

Carolina law to take the same action under identical circumstances. 

2) Carry any firearm, concealed or open, in any building or on any premises where firearms 

are prohibited for a private citizen under North Carolina law, including 

• Educational Property (G.S. 14-269.2) 

• Places where an admission fee is charged for assembly (G.S. 14-269.3) 

• Places where alcoholic beverages are sold and consumed (G.S. 14-269.4) 

• Places where a parade or demonstration is taking place (G.S. 14-269.2) 

• On any federal property 

• Any property under the control of the State of North Carolina 

• On any property where prohibited by ordinance of a unit of local government 

• Any premises where the person in charge by sign or statement prohibits 

carrying a concealed handgun by private citizens. 

3) Carry any concealed weapon while off-duty, inside territorial arrest jurisdiction of 

the Department, while on suspension or while specially ordered or restricted by any 

superior officer of the Department. 

VI. COPY TO BE FILED WITH THE CLERK OF COURT 

The Chief of Police will file a copy of the order with the Clerk of Court of Pitt County pursuant to 

the provisions of General Statute 14-269. 
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25. FINGERPRINTING FOR OTHER THAN CUSTODIAL ARRESTS AND 

AGENCY HIRING PROCESSING 

GENERAL ORDER 25 EFFECTIVE: 03/04/2021 

REVISED: 03/04/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this order is to establish a procedure of taking inked fingerprints for the citizens of 

the Town of Ayden and surrounding area.  This is with the exception of those inked impressions 

taken during the course of processing an individual subsequent to a criminal arrest and the 

processing of any applicant for employment with the Town of Ayden. 

II. POLICY 

The Ayden Police Department is empowered to provide numerous services to the residents of the 

Town of Ayden, including assisting them by taking their inked fingerprints for employment, 

immigration, or whatever other purpose those residents’ request. 

III. PROCEDURE 

1. Scheduling 

Any person telephoning or appearing at the police department requesting to have inked 

fingerprints taken shall arrange through the on-duty desk personnel to have their 

fingerprints taken.  The taking of these fingerprints shall be performed between 9:30 a.m. 

(0930 hours) and 4:00 p.m. (1600 hours) Monday thru Friday excluding holidays.  The taking 

of these inked fingerprints will be performed as soon as possible, taking into account other 

calls for service.  This service will be assigned a low priority. 

2. Fee Schedule 

Whenever a person is fingerprinted for any purpose other than during processing for a 

custodial arrest, or employment with the Town of Ayden, such person shall render 

payment at that time.  Payment shall be made payable to the Town of Ayden in the 
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amount of fifteen dollars ($15.00).  all monies derived from this service be referred to the 

Town of Ayden business office to make payment for the service.  Receipts shall be issued 

by Town of Ayden business office personnel for all monies received for fingerprinting 

services.  Should any such fingerprint cards be returned to the applicant to be taken a 

second time, no fee shall be charged, provided the applicant produces the original card(s) 

at the time the subsequent set is made. 

3. Obtaining Inked Fingerprints 

Whenever any person appears at the police department to have their fingerprints taken, 

those fingerprints shall be taken by the Identification Technician.  If the Identification 

Technician is not on duty or is otherwise not available, the duty supervisor shall arrange to 

have said fingerprints taken. 
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26. WEARING OF BODY ARMOR 

GENERAL ORDER 26 EFFECTIVE: 03/01/2020 

REVISED: 03/04/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

The purpose of this general order is to provide law enforcement officers with guidelines for the 

proper use and care of body armor. 

II. POLICY 

It shall be the policy of the Ayden Police Department to maximize officer safety through the use 

of body armor in conjunction with the practice of prescribed safety procedures.  While body 

armor provides a significant level of protection, it is not a substitute for sound, basic safety 

procedures. 

III. PROCEDURE 

A. Issuance of Body Armor 

1. All body armor issued must comply with the current minimum standards prescribed by 

the National Institute of Justice. 

2. All full-time law enforcement officers shall be issued body armor. 

3. Body armor that is worn or damaged shall be replaced by the agency.  Body armor that 

must be replaced due to misuse or abuse by the officer shall be paid by the officer. 

B. Use of Body Armor 

1. UNIFORM PATROL DIVISION 

Each uniformed officer assigned to the Patrol Division will be required to wear the body 

armor any time they are in uniform and are functioning in the capacity of a sworn 

officer.  This shall include officers performing off-duty uniformed work and court 

appearances. 

2. DETECTIVE DIVISION 
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Each officer assigned to the Detective Division shall have at his/her disposal his/her 

body armor.  A detective shall have the discretion of wearing or not wearing his/her 

body armor based on the circumstances at hand.  If performing uniformed off-duty work 

he/she shall wear the body armor. 

3. SPECIAL OPERATIONS DIVISION 

Each officer assigned to the Special Operations Division shall have at his/her disposal 

his/her body armor.  A Special Operations Officer shall have the discretion of wearing or 

not wearing his/her body armor based on the circumstances at hand.  If performing 

uniformed off-duty work he/she shall wear the body armor. 

IV. EXCEPTIONS 

A. Once the body armor is issued, only the following exceptions will be recognized: 

1. Officers on administrative duty. 

2. An agency approved physician determines a medical condition that would preclude the 

use of body armor. 

3. Officers working undercover assignments that would be compromised by the use of 

body armor. 

V. CARE AND CLEANING OF BODY ARMOR 

A. Each law enforcement officer is responsible for the proper storage of body armor in 

accordance with the manufacturer’s instructions. 

B. Officers are responsible for reporting any damage or wear to the individual responsible for 

the uniform supply function. 
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27.  WRECKER ROTATION POLICY 

GENERAL ORDER 27 EFFECTIVE: 03/04/2021 

REVISED: 03/04/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

The wrecker rotation policy for the Ayden Police Department is established to provide a 

consistent policy for calling out tow truck operators when the removal of a motor vehicle is 

required. 

II. PRIORITY 

a) When more than one wrecker is required at the scene of an accident; follow first priority 

until sufficient In-town wreckers are dispatched. 

b) If there exists a condition where only one In-Town wrecker is available; the secondary 

priority may be used.  The investigating officer at his discretion may ask the single 

responding In-Town wrecker to remove multiple vehicles requiring towing if it is feasible to 

do so. 

c) If more than one In-Town Rotation Wrecker is available and is needed at the scene, then it 

shall be called before wrecker services on the Secondary Priority List. 

III. CALLING ROTATION WRECKERS 

a) Days: In the event a rotation wrecker is needed during the day, call the day number listed by 

the next wrecker listed on rotation.  If after five (5) rings you receive no response go to the 

next wrecker on the In-Town list.  Continue down the In-Town list until you reach a rotation 

wrecker.  If you do not get an In-Town wrecker go to the Secondary Priority list. 

b) Nights: In the event you need a rotation wrecker at night follow the same procedures as 

days.  Except call the night numbers listed by the wrecker service.  If more than one night 

number is listed, call each number before going on the next wrecker on the list.  Remember, 

let the telephone ring no less than five (5) times. 



157 
 
 

 

 

c) Weekends: in the even you need a rotation wrecker on the weekends/nights follow the 

same procedures above as outlined in (a) and (b).  Remember to let the telephone ring no 

less than five (5) times before you go to the next wrecker on the list. 

IV. ROTATION WRECKER REQUIREMENTS 

a) Any person who operates a tow truck/wrecker who wishes to be included on the 

Department’s Rotation Wrecker List must apply in person to the Chief of Police. 

b) All applicants must be of good character and have demonstrated their ability to tow vehicles 

safely.  Experienced operators will not be required to demonstrate their ability. 

c) All applicants must agree to update telephone numbers for notification. 

d) All applicants must agree to clean up the scene of an accident by sweeping the street velar 

of debris and glass and removing all parts of motor vehicles being towed. 

e) All applicants must agree to follow all General Statutes and town Ordinances regarding Tor 

Truck operations. 

f) All applicants must agree to releasing vehicles only as directed by the investigating officer or 

the Chief of Police when specific instructions are issued.  Normal towing of wrecked vehicles 

at the operator’s discretion. 

g) All applicants must agree to tow vehicles confiscated by the Department.  In the event the 

confiscated vehicle is awarded to the Department by the court for use by the Department, 

then operators shall be paid their towing fee and administrative fee not to exceed $100.00.  

no storage fee will be assessed to the Department on said vehicles. 

h) In the event a confiscated vehicle is not awarded to the Department, then the operator is 

free to assess towing and storage to the owner of said vehicle. 

i) All applicants must agree to notify the Chief of Police at the earliest possible time, in the 

event a conflict or problem should occur between members of the Department and the 

operator regarding this policy. 

j) All applicants must agree to notify the police despatcher when their tow truck/wrecker will 

be out of service for more than twenty-four (24) hours. 

k) All applicants must agree to notify the police dispatcher when their tow truck/wrecker 

returns to service, when prior notification of out of service has been made. 
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l) All applicants must agree to remove, store, and dispose of abandoned vehicles nuisance 

vehicles, and junked motor vehicles in compliance with Title IX Chapter 90, Abandoned 

Vehicles of the Code of General Ordinances of the Town of Ayden. 
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28.  ELECTRONIC RESTRAINT DEVICE 

GENERAL ORDER 28 EFFECTIVE: 01/19/2016 

REVISED: 03/04/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. INTRODUCTION 

a. Consistent with the Department’s policy of using the minimum amount of force 

necessary to control or otherwise subdue violent or potentially violent individuals, the 

Chief of Police has authorized the use of an electronic restraint device (Advanced Taser). 

b. The primary purpose for employing the Advanced Taser is to reduce the potential of 

injury to the officer and/or the offender.  It is designed to control higher levels of 

defensive resistance, active aggression, and some deadly force assaults.  The Advanced 

Taser should be utilized whenever lower forms of control have failed or when not 

applicable because the offender’s resistance is perceived as being at a dangerous level. 

c. The Advanced Taser X-26 and X2 are the electronic restraint devices utilized by this 

department. 

II. DISCUSSION 

a. The Advanced Taser is a weapon which when, employed against a dangerous subject, 

depends upon both kinetic (physical) fore and electrical current to cause loss of a 

subject’s ambulatory (voluntary motor) control. 

b. The Advanced Taser fires two darts connected to the device by fine wires.  Once the 

darts are in place, approximately 50,000 volts of electricity can be discharged into the 

subject at the control of the Advanced Taser operator.  The subject will be immobilized 

for a short period of time allowing members to subdue the subject.  Although the 

subject will be dazed for a short period of time, there are no permanent effects. 

III. TRAINING 
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a. Only officers who have completed a departmental approved training course conducted 

by a certified Taser Instructor will be authorized to operate an Advanced Taser.  Officers 

will be required to demonstrate proficiency with the Taser by successfully firing it at a 

stationary target. 

b. Officers authorized to use the Advanced Taser will be retrained and will demonstrate 

proficiency with the weapon at least biannually.  All training and proficiency must be 

documented by the instructor and maintained in the training files. 

c. If an officer fails to successfully complete any portion of the training or proficiency, 

testing will be scheduled for remedial training by a certified Taser Instructor.  If an 

officer fails to successfully complete the training and/or proficiency testing after 

remedial training, the officer will not be authorized to carry a Taser while on duty.  If, 

after failing to qualify on the second attempt, an officer wishes to carry a Taser, he/she 

may be authorized to attend another regular scheduled Taser class at the approval of 

the Chief of Police. 

IV. USAGE 

a. The Advanced Taser is a dangerous weapon and shall never be pointed at an individual 

unless it is intended to be used. 

b. The Advanced Taser will only be used when attempts to subdue a subject by verbal 

communications or other non-lethal force have been, or will likely be, ineffective. 

c. The Advanced Taser may be deployed only when an officer is confronted with an 

exigency that creates an immediate safety risk and that is reasonably likely to be 

reduced by the use of the Advanced Taser.  Such situations may include the following: 

1. Violent or threatening behavior; 

2. Flight to avoid arrest or detention in circumstances where an officer reasonably 

perceives that allowing the suspect to run would create an immediate safety 

risk to themselves or others; 

3. Other situations where an officer can articulate an immediate safety risk that is 

reasonably likely to be cured by the use of the Advanced Taser. 
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d. The Advanced Taser shall not be deployed in situations where individuals are non-

compliant or resistant, unless the non-compliance or resistance creates an immediate 

safety risk that can be mitigated by the use of the Advanced Taser. 

e. The Advanced Taser will not be discharged around flammable liquids, gases, solvents, 

blasting caps, or any other substance or object which could ignite or explode as a result 

of such discharge.  This will include any person who has been contaminated with any 

flammable liquid (including Oleoresin Capsicum if it is alcohol based.) 

f. The Advanced Taser shall not be used when the targeted individual likely to be critically 

injured or killed as a result of a fall due to the effects of the Advanced Taser, except as 

the only alternative to employing deadly force. 

g. The Advanced Taser shall not be used with any other electrical weapon.  A second 

Advanced Taser may be deployed in some circumstances but should be avoided unless 

absolutely necessary to control the individual. 

h. Additional Advanced Taser ammunition cartridges will be carried in their approved 

holders.  Loose cartridges carried in a pocket or other place can be ignited by static 

electricity causing serious injury to the holder or bystanders. 

i. All darts and cartridge packs used against an individual(s) shall be submitted as evidence 

and maintained for at least twenty-four months.  Darts removed from an individual will 

be considered a biohazard. 

j. Whenever possible, special care shall be taken to avoid hitting a suspect with the 

Advanced Taser darts in the following area: 

1. The face particularly the eyes, as blindness in one or both eyes may occur. 

2. The neck 

3. A woman’s breast 

4. Genitalia 

k. In non-lethal force situations, avoid using the Advanced Taser on: 

1. People in wheelchairs or in control of a vehicle. 

2. Pregnant Women 

3. People with known diseased or weak hearts. 
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4. Obvious debilitated people or elderly people who are a greater risk under most 

circumstances, especially from medical injuries or coronary problems. 

5. Children or people under 80 pounds. 

6. People with obvious or known neuromuscular disorders, e.g., Multiple Sclerosis, 

Muscular Dystrophy, Epilepsy. 

7. People known to be wearing a pacemaker, defibrillator, or other biomedical devices. 

 

V. PROCEDURES 

a. Field Officer Responding 

1. Upon encountering a situation, which may require the use of an Advanced Taser, 

request an Advanced Taser equipped backup officer, if available, and a supervisor. 

2. When practical, do not escalate the situation prior to the arrival of an equipped 

backup officer and a supervisor. 

b. Officers discharging an Advanced Taser shall: 

1. If practical, request the response of a supervisor if not on scene and broadcast that 

the use of the Advanced Taser is imminent. 

2. Once the decision has been made to use the Advanced Taser, if practical, loudly 

announce, “TASER, TASER.”  The purpose of this is to prevent other officers from 

mistaking the Advanced Taser for a firearm. 

3. Officers should be mindful that subsequent five-second cycles may be necessary if 

the subject continues to resist.  If practicable, the subject should be covered by 

secondary officers with lethal or other reasonable and appropriate force options as 

the Advanced Taser is not 100% effective in every situation. 

4. After the person has been subjected to the Advanced Taser and is in custody, the 

discharging officer shall proceed as follows: 

1. Notify Communications to call EMS to respond. Upon arrival of EMS 

personnel, the officer will notify them that the person has been subjected to 

the Advanced Taser and relate the approximate time the action occurred.  If 

the probes penetrate the skin, the puncture, sites shall be brought to the 
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attention of the officer’s supervisor and the EMS personnel.  Only EMS 

personnel or emergency room staff may remove the Advanced Taser 

probes. 

2. If there are any sights present on the person’s body from the probes, the 

officer attempt to take a photograph of the affected area.  Officers will not, 

however take a photograph if the affected area is that of a private area such 

as the breasts of females or genitalia. 

3. Examining the affected person, the EMS personnel will make the 

determination of whether the person should or should not be transported 

to the hospital.  Transportation to a medical facility will be by ambulance 

only.  The evaluation should include an examination to determine if the 

individual suffered any injury from the electrical charge or any fall 

associated with being immobilized. 

4. If probes used are non-longer impaled in the skin, the subject may be 

released to the custody of the officer(s) pending EMS evaluation. 

5. If transported to a hospital, the officer(s) shall obtain a Medical Clearance 

from the emergency room physician before transporting a subject shot by 

an Advanced Taser to detention facility.  This can be obtained from the 

physician if the subject has been treated in the emergency room.  If on-

scene, the subject must be evaluated by EMS to determine if release to the 

officer(s) is medically appropriate. 

6. Officers must be aware that one easily overlooked aspect of injury in 

shooting a subject with an Advanced Taser is that of falling from a standing 

position.  A thorough physical examination should be performed by EMS 

personnel. 

7. The air cartridges and probes used shall be tagged into evidence.  Since the 

probes will probably have blood on them (biohazard) the officer should 

wear protective latex gloves when handling.  The wires shall be wound 

around the cartridge.  The probes shall be inverted into the portals they 
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originally were deployed from (this will prevent the sharp ends from 

penetrating the evidence envelope.  Collect several AFID Tags from the 

scene and place them into the evidence envelope.  AFID Tags are small 

round confetti-like I.D. tags that are printed with the serial number of the 

cartridge fired. 

8. When used in a drive stun mode, with the cartridge removed, EMS should 

still examine the subject to determine if transportation to a hospital is 

warranted. 

c. Supervisor Responsibilities 

1. Respond to scenes where the Advanced Taser has been deployed. 

2. Investigate each incident in which an Advanced Taser is used and review the 

Incident Report and the Ayden Police Department Electronic Restraint Device Use 

Report (APD Form 11) 

3. If not already on the scene, summon EMS to administer emergency medical care. 

4. Ensure that photographs are taken of the probe penetration sites and any 

secondary injuries caused by falling to the ground, etc. 

5. Ensure that officers who used the Advanced Taser completes a Defensive Actions 

Report (APD Form 2) and the Ayden Police Department Electronic Restraint Device 

Use Report (APD Form 2) and the Ayden Police Department Electronic Restraint 

Device Use Report (APD Form 11).  The supervisor will ensure that this report is 

forwarded through the chain of command to the Chief of Police. 

VI. AFTER-ACTION REPORTING PROCEDURE 

a. The use of the Advanced Taser is considered a use of force.  Both the Departmental 

Defensive Actions Report (APD Form 2) and the Ayden Police Department Electronic 

Restraint Device Use Report (APD Form 11) will be completed.  The Departmental 

Defensive Actions Report (APD Form 2) shall be completed prior to the end of shift.  

However, the officer will be allowed up to 72 hours to complete the Ayden Police 

Department Electronic Restraint Device Use Report (APD Form 11).  It is the 
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responsibility of the on-duty supervisor to assure that these reports are submitted in a 

timely manner. 

b. All instances of Advanced Taser usage, including accidental discharges will be 

investigated by a supervisor and reported through the chain of command as a Defensive 

Actions Report (APD Form 2). 

c. The investigating supervisor will indicate in the report, in addition to other required 

information, the serial number of the unit used, the distance the darts were fired, the 

locations where the darts struck suspect, and an evaluation as to the effectiveness of 

the device. 

VII. ASSIGNMENT OF THE ADVAANCED TASER 

a. The on-duty supervisor shall be responsible for the dissemination of the Advanced 

Tasers to and from the officers. 

b. The Advanced Tasers must be stored in a secured area when not assigned to an officer. 

c. The supervisor is responsible for assuming that the Advanced Tasers functioning 

properly and have adequately charged batteries.  The batteries will be recharged at 

least every two weeks even if they are not utilized during that period of time. 

d. Supervisors will use the “AA” Nickel Metal hybrid Battery Charger to maintain a proper 

charge of the batteries. 

e. Tasers will be issued at the beginning of each tour of duty to certified, authorized 

officers, and shall make sure that the Tasers are turned back in at the end of tour of 

duty. 

VIII. MAINTENANCE 

a. All testing and maintenance shall be consistent with manufacturer’s specifications.  (See 

Advanced Taser X26 and X2 Operations and Instructions Manual) 

b. After each discharge, the firing bay shall be cleaned with an alcohol doused cotton 

swab.  This is to prevent the buildup of carbon residue that can cause the conduction of 

electrical output from the firearm around the ammunition cartridges. 
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c. Repeated test activations alone can completely deplete the battery.  Brief test 

activations of the Advanced Taser only indicate that its internal circuitry is functional 

and does not assure the operator that the battery is adequately charged. 

d. Batteries can be adversely affected by exposure to high temperatures and should not be 

stored in a vehicle. 

e. If stored in a cool, dry, environment, the ammunition should have a shelf life of up to 

five years.  Each cartridge has a printed expiration date.  Expired cartridges should be 

used for practice purposes.  Non-deployed cartridges should not be discarded. 

f. The Advanced Taser should not be left in direct sunlight as its plastic parts may brittle 

and fail. 

IX. FORMS 
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Ayden Police Department Electronic Restraint Device Use Report 

 
Subject’s Name Date/Time  

Location  Booked: Y / N 

Where Charges      

Officer’s Name              

Lt.    AIR TASER Serial #     

Medical Facility     Doctor    

OR#:  Fire DR#:     

Date of Incident:   Time of Incident:                                              

Location of the Incident:           

Officer (s) Involved: 

Nature of the Call or Incident:     

Type of Force Used (Check all that apply): ( ) Physical ( ) Less-lethal ( ) Firearm 

Nature of the Injuries and Medical Treatment Required:    

Admitted to Hospital for Injuries: Y / N 

Admitted to Hospital for Psychiatric: Y / N 

Medical Exam:  Y / N 

 Suspect Under the influence: Drugs / Alcohol 
 

Summary of the Actions of Officer (s) Involved:    

Was an Officer, Police Employee, Volunteer or Citizen Injured? Y / N 

Incident Type (Circle appropriate response (s) below}: 
 

Civil Disturbance Suicidal Violent Suspect Barricade Warrant Service Other 
 

Age: Sex: Height: Race: Build: ( ) Heavy ( ) Medium ( ) Trim 

Suspect wearing heaving clothes: Y /N 

Actual TASER application: Arc Display Only Display Only    

TASER: Is this a dart probe contact? Y / N Is this a stun gun contact? Y /N 

APD Form 11 
Approved 04/26/06 
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Was the subject under the influence of drugs or alcohol? (confirmed by) 

 

 

 

 

Describe the Danger 

 

 

 

 
Describe other means attempted to control the subject: (If not used, explain) 

 

Chemical Spray: 

 
 
 

Baton or Blunt Instrument: 

 

 

 

Authorized control holds: 

 

 

 

Photographs Taken (yes) (no) 

If not, explain: 

 

 

 

Fire Department Report # 
 

Report Completed by: 

 
 

ADDITIONAL INFORMATION 

 

 

 

 

 

 

 

 

 

 
APD Form 11 
Approved 04/26/06 

 
 
 
 
 

Present 
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TASER® weapon used: ( ) AIR TASER 34000-series ( ) ADVANCED TASER M-series 

 

Approximate target distance at the time of the dart launch: 
 
 

Need for an additional shot? Y / N 
 

Did dart contacts penetrate the subject’s skin? Y / N 
 

TASER: Did the application cause injury? Y / N If yes, was the subject treated for the injury? Y / N 
 

DESCRIPTION OF INJURY: 
 

 
 

APPLICATION AREAS — Points of contact 

 
SYNOPSIS: 

 

 

 

 

Need for additional applications? Y / N 
 

Did the device respond satisfactorily? Y / N 
 

Describe the subject’s demeanor after the device was used or displayed. 
 

 

 

 

APD Form l l 
Approved 04/26/06 
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29.  INSPECTIONS 

GENERAL ORDER 29 EFFECTIVE: 06/10/1996 

REVISED: 03/05/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

 

I. PURPOSE 

To establish an inspection system whereby the Department’s efficiency, effectiveness, and 

safety in carrying out its responsibilities can be assessed.  This is determined by comparing 

performance to previously established goals, objectives, policies, procedures, rules, regulations, 

and laws.  A thorough and accurate inspections program will assist in determining if actual 

performance meets expectations and if any action is required for change or elimination of a 

program, thus providing a valuable service to the organization. 

II. POLICY AND PROCEDURE 

A. It is the policy of the Ayden Police Department to conduct periodic inspections of 

functions, personnel, and equipment within the Department in accordance with the 

procedures established herein. 

B. Line Inspections are a primary responsibility of all supervisors at every level in the 

Department.  Line Inspections ensure employees are adhering to Departmental policies, 

procedures, rules, and regulations. 

C. All Departmental units should be aware that their operations are subject to 

unscheduled inspections at the discretion of the Chief of Police or a designee.  Such 

inspections may be of a general nature such as walk-throughs or more directed such as 

review of specific equipment and other areas of concern. 

III. PROCEDURES 

A. Line Inspections 

1. Each supervisor is responsible for the inspection of personnel, activities and 

equipment under his/her supervision and initiation of appropriate action in the 
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event of a failure, error, violations, misconduct, or neglect of duty by a subordinate.  

The frequency of line inspections depends on the purpose of the inspection.  On a 

daily basis, an employee’s appearance, demeanor, and the use and maintenance of 

equipment are subject to inspection, but usually informally by way roll call or 

observation by the supervisor. 

2. Less frequent, such as monthly, quarterly, or annual inspections will be conducted 

on equipment, facilities, and organizational components or functions.  A written 

report is required for any inspection which identifies a need for corrective action. 

3. Supervisors will conduct both announced and unannounced line inspections.  These 

will be conducted on a predetermined list of items which are to be inspected, 

establishing a time period for corrections and follow-up to ensure correction is 

made.  Failure to take corrective action may result in disciplinary action against a 

supervisor. 

4. Supervisors will keep on file a record of inspections conducted giving type of 

inspection, date, inspecting officer, findings, and corrective action. 
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30.  PATROL 

GENERAL ORDER 30 EFFECTIVE: 06/10/1996 

REVISED: 03/07/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this order is to define and outline procedures for handling commonly 

encountered patrol problems. 

II. DEFINITION 

Patrol can be defined in terms of its component activities: 

A. Crime prevention activities; 

B. Response to called-for services; 

C. Investigation of crime, offenses, incidents, and conditions, including arresting offenders; 

D. Traffic direction and control; 

E. Regulation of certain business or activities as required by law; 

F. Maintenance of public order; 

G. Provisions of emergency services; 

H. Development of relationships between citizens and the Department; 

I. Reporting of information to appropriate entities. 

III. PROCEDURES – GENERAL 

A. Patrol Activities 

Response to some calls may require several officers to deal effectively and safely with the 

problem.  For example: 

a. Potential or actual assault on an officer; 

b. Possibility or actual on-scene arrest for a felony or violent misdemeanor; 

c. Potential or actual resistance to arrest; 

d. Possibility of or actual use of force; 
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e. Crime in progress; 

f. Fleeing suspect. 

B. The Supervisor Shall be Notified of the Following Incidents 

1. Serious injury to an officer; 

2. Accident involving a police vehicle; 

3. Major crimes; 

4. Barricade/hostage situations; 

5. Disasters, catastrophes, or severe weather producing emergency conditions; 

6. Serious complaint or incident involving a police officer; 

7. Serious accident, injury or incident involving Town personnel of property; 

8. Any other incident where a supervisor is requested. 

C. Hazards 

A wide variety of hazardous situation such as bad road/weather conditions, unsafe structures, 

and potentially dangerous calls for service will normally be identified by patrol officers or 

announced by local media.  Information about any of these hazardous or potentially hazardous 

situations should be reported, shared among officers and other agencies who should know, and 

passed on to subsequent shifts. 

D. Special Notifications 

1. Emergency/next-of-kin messages 

a. Subject to the availability of personnel, legitimate emergency messages may be 

delivered.  Officers shall deliver any message pertaining to a death, serious injury, or 

serious illness. 

b. Notifying next-of-kin where there is a death, serious injury or serious illness can 

place the officer in a delicate and uncomfortable situation.  The following 

procedures should be used whenever possible and practical: 

1) Notification should be made as promptly as possible; 

2) The presence of a minister or relative/close friend (if known) should be obtained 

whenever possible before notification; 
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3) If notification has to be made alone, the officer should offer assistance to the 

next-of-kin in contacting a relative, close friend, or minister; 

4) Officers delivering emergency notifications shall inform citizens of the source of 

the officer’s information and/or message. 

c. When requested by another agency to make notification of next-of-kin, the 

dispatcher or officer should obtain whatever pertinent information about the 

situation is available in order to assist the relative receiving the message. 

IV. CONDUCT WHILE ON PATROL 

A. Officers will acquaint themselves with traffic hazards, geography of their territory, and 

particularly the location of highways.  Officers should also ascertain the names and 

addresses of habitual criminals and law violators, first aid stations, hospitals, ambulances 

sheriffs, court officials, medical examiners, public and private social services agencies, and 

any other public or private officials that would be helpful in the administration of their 

duties. 

B. Officers will employ the utmost care to protect themselves when dealing with suspected 

violators for infractions of laws. 

C. When an officer observes a violation of the law, he can 

1. Warn; 

2. Arrest; or 

3. Cause the issuance of a summons (or other notice of violation) to the violator to appear 

before the court having jurisdiction. 

D. Preliminary Death Investigations 

1. After arriving at the scene and until convinced to the contrary, all officers should 

consider every D.O.A (Dead on Arrival) call as a possible homicide and should be aware 

that a homicide may be “staged” to appear a death by natural causes. 

2. Responsibilities of first officer on scene 

If the death appears to be from other than natural causes, the officer shall direct 

attention to the following functions: 

a. Assuring the safety of persons to prevent further injury or death; 
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b. A preliminary determination that the subject is actually deceased; 

c. Preservation of the scene and possible evidence; 

d. Radio call for additional police and/or rescue assistance; 

e. Gathering of witnesses; 

f. Requesting the presence of a supervisor. 

3. All deaths shall be pronounced by a qualified medical official, which may happen at the 

scene, at a hospital, or any other place.  The officer shall include in his report the time of 

pronouncement, the name of the qualified medical official, and where the body was to 

be taken, cause of death, and any other pertinent information. 

4. Apparently unnatural deaths 

If the circumstances of death fall into any of the following categories, of if there is any 

doubt as to its inclusion in one of these classifications, it should automatically be 

considered a matter requiring investigation. 

Classifications: 

a. By violence, that is, accident, suicide, or homicide; 

b. Suddenly, when in apparent good health; 

c. When unattended by physician (M.D. or D.O.); 

d. When in jail or in police custody; 

e. By unusual, suspicious, or unnatural means; 

f. When the body is to be cremated; 

g. Fetal deaths 

5. Apparently natural deaths 

Apparently natural deaths as described below generally do not require investigation: 

a. A death resulting directly from a disease or illness which has been diagnosed 

and is actively being treated or attended to by a private physician, and; 

b. The death is not within the classification of apparently unnatural deaths, as 

defined above. 

6. When qualified medical official is not immediately available 
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a. If neither the attending physician nor other qualified medical official can be 

contacted within a reasonable period of time, the body may transport to the 

nearest hospital for pronouncement and custody. 

b. The assistance of the Fire Department or Emergency Medical Services should be 

requested in emergency situations requiring the immediate removal of a body. 
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30-B.  BODY WORN CAMERAS 

GENERAL ORDER 30-B EFFECTIVE: 06/10/1996 

REVISED: 03/07/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

1. PURPOSE 

The purpose of this policy is to set forth guidelines for use, management, storage, and retrieval 

of audio-visual recorded by body worn cameras (BWC). 

2. PERSONNEL AFFECTED 

All personnel 

3. POLICY 

It is the policy of the Ayden Police Department that BWC’s will be used to assist Department 

personnel in the performance of their duties by providing an accurate and unbiased recorded 

account of the incident.  Additionally, to maximize effectiveness of the BWC and maintain 

integrity of evidence and related documentation, all personnel assigned the use of these devices 

will adhere to the procedures outlined within this policy. 

4. CONFIDENTIALITY 

All recording media, images, and audio are property of the Ayden Police Department and will 

not be coped, released, of disseminated in any form or manner outside the parameters of this 

policy without the expressed written consent of the Chief of Police or his/her designee.  Under 

no circumstances will any member of the Ayden Police Department made a personal copy of any 

recorded event without prior written permission of the Chief of Police. 

5. PROCEDURES 

A. Equipment 

Department issued BWC’s are intended for official Departmental use only and are not to be 

used for frivolous or personal activities.  Intentional misuse or abuse of the units will result 

in disciplinary action. 
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1.   Officers will use only those BWC’s issued and approved by the Department.  The 

wearing of personal video recorders is not authorized. 

2.   BWC’s will be assigned to each individual officer in the Patrol Division, and they will 

be responsible for maintaining same. 

3.   BWC’s will be considered issued equipment until relinquished at the direction of 

the Patrol Lieutenant. 

B. Officer Responsibility 

1.   Prior to beginning a shift, officers assigned a BWC will ensure its readiness by 

conducting an operational inspection. 

a. Any problems preventing the use of the unit during the shift will be reported to 

the immediate supervisor. 

b. Problems that cannot be remedied will be reported to the immediate 

supervisor. 

2.   Officers will activate the unit to record each citizen encounter related to a call for 

service, enforcement action, traffic stop, and/or police service.  Additionally, tactical 

activities such as, building searches, searches for suspects, and building checks at 

alarms will be recorded. 

3.   Upon indication that the device is nearing capacity, officers will download video to 

a DVD and placed into evidence per policy if needed. 

C. Supervisor Responsibility 

1.   It is incumbent on supervisors to ensure officers utilize BWC’s according to policy 

guidelines. 

2.   Supervisors will conduct random monthly reviews of selected recordings in order 

to assess officer performance as well as flag videos that may need review for 

training purposes. 

3.   If a complaint is associated with a recorded event, or an officer believes that an 

incident may generate a complaint, the supervisor will flag the video for indefinite 

retention. 

D. Video Evidence 
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Videos needed for evidence in court must be requested from the evidence custodian if it 

has been previously submitted to the evidence room. 

E. Video Purge 

All videos will be purged in accordance with the North Carolina Retention Schedule. 

1. Destroy in office after 30 days if not made part of a case file. 

2. If record is made part of a case file, follow dispositions instructions for CASE 

HISTORY FILE: FELONIES item 15, Page 60; or CASE HISTORY FILE: 

MISDEMEANORS item 16, Page 60 of the North Carolina Department of Cultural 

Resources Record and Retention Schedule for Municipalities. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



180 
 
 

 

 

31.  OPERATION OF POLICE VEHICLES 

GENERAL ORDER 31 EFFECTIVE: 06/10/1996 

REVISED: 03/07/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

The purpose of this order is to establish Department policy governing the operation of police 

Department vehicles.  All Department vehicles will be operated at all times in strict compliance 

with all State traffic laws, county, and city ordinances, and Department directives.  The vehicles 

shall be operated in a reasonable manner and the operator shall exercise dur regard for the 

safety of others.  No person shall operate a Department vehicle without a valid North Carolina 

driver’s license. 

II. DEFINITIONS 

A. Routine Operation – The operation of a motor vehicle in conformance with the posted 

speed limit, normal right of way rules, traffic laws and rules of the road. 

B. Pursuit Driving – The operation of a Department vehicle in an effort to stop and 

apprehend a suspected or known violator of the law who is intentionally disobeying an 

officer’s command or signal to stop.  Depending on the circumstances, pursuit driving 

will be either routine or nonroutine. 

C. Response Driving – the operation of a Department or other vehicle to respond to a call 

for police service or to an emergency or to a violation of the law.  Depending on the 

circumstances, response driving will be either routine or nonroutine. 

D. Emergency Equipment – Flickering, blinking, or alternating emergency lights and siren, 

whistle, or air horn designed to give intermittent signals automatically. 

E. Nonroutine Driving (Extraordinary Operation) – the operation of a Department vehicle 

in a manner that exceeds the speed limit or that involves failure to conform to traffic 

laws and the rules of the road (including right of way rules).  Nonroutine operation is 
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permitted only when it appears reasonably necessary to prevent death or serious bodily 

injury and only while audible and visible signals are in continuous operation. 

III. PROCEDURES 

A. General 

1. All Departmental vehicles will be driven safely and properly in full compliance with 

all traffic laws and regulations.  Police vehicles are conspicuous symbols of authority 

on the streets and the actions of police drivers are observed by many.  Each police 

deliver must set an example of good driving behavior and habits. 

2. The operator and the Department have no immunity from civil liability for failure to 

use reasonable care in the operation of vehicles.  Improper diving can cost each 

police driver personal civil damages while also causing injury to that driver, to other 

law enforcement personnel, or to other citizens or causing property damage and 

damage to the image of the Department and law enforcement generally. 

B. Routine Operation 

1. Officers involved in an accident while operating a Department vehicle shall 

immediately notify their supervisor who shall initiate the required response.  Any 

official report made of received concerning the accident shall be forwarded to the 

Chief of Police.  Officers may be held responsible for damage resulting from 

accidents wherein the facts show negligence or a violation of a law.  A pattern of 

involvement in preventable traffic accidents that are the fault of an officer can 

subject the officer to discipline.  A police officer who is in an accident while on duty 

(operating a Town vehicle or otherwise) shall make no statement as to liability and 

shall not advise any other party involved that the Town would pay damages. 

2. Cars without emergency equipment (see II.D) shall not be used for pursuit driving 

but may be used for routine driving, including patrol.  All unmarked police vehicles 

will meet both state and corporate equipment requirements. 

3. Hazardous warning lights should be used at any time a police vehicle is parked 

where other moving vehicles may be endangered.  Spotlights shall be used in a 
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manner which will blind or interfere with the vision of operators of other 

approaching vehicles. 

4. Seat belts and shoulder straps shall be worn by all police personnel and passengers 

during vehicle operation.  Prisoners shall be strapped in with seat belts whenever 

possible. 

C. Inspection 

1. Officers are responsible for checking the cleanliness, general operability of 

equipment, and fluid levels (oil, brake fluid, gas) of their assigned vehicles daily. 

2. Officers shall examine their vehicles at the beginning and end of their shifts for 

damage.  Officers shall report any damage immediately to the supervisor.  Any 

defect, loss, or damage reported after the vehicle has been inspected and placed 

into service shall be considered as having occurred during the tour of duty of the 

officer reporting it. 

3. Officers shall examine their vehicles at the beginning and end of their shifts to 

search for evidence, contraband, or property discarded by prisoners or others. 

4. Officers who discover that a police vehicle is unsafe and/or in need of mechanical 

repair shall immediately inform the supervisor, who shall take appropriate 

corrective action. 

5. If, in the opinion of the Chief, vehicle damage resulted from abuse or neglect caused 

by an officer, disciplinary action may result. 

D. Rules for Normal (Routine) Driving 

1. Circumstances permitting, the driver must check the safety features of his vehicle 

before commencing operation.  The check should include (but not be limited to) all 

lights, brakes, siren, horn, and steering. 

2. No driver shall modify, remove, de-activate, or otherwise tamper with the vehicle 

safety belts, emission control device, or any part of the vehicle that affects its 

operation. 



183 
 
 

 

 

3. During periods of inclement weather when police vehicles cannot be washed 

regularly, the driver must assure that headlight and taillight lenses kept clean, 

insofar as circumstances permit. 

4. No officer or employee shall operate any police vehicle that he/she believes to be 

unsafe. 

5. The driver shall exercise careful observation of surrounding conditions before 

turning or backing any vehicle. 

6. A police vehicle shall not be left unattended with its engine in operation. 

7. The driver must recognize the variable factors of weather, road surface conditions, 

road contour, and traffic congestion, all of which directly affect the safe operation 

of any motor vehicle in accordance with these factors. 

8. The operator of a police vehicle shall be held accountable for the manner in which 

he operates his vehicle.  Each operator is required to operate his vehicle in a 

reasonable manner, with due regard the lives and safety of others. 

9. At the scene of a crime, a motor vehicle crash, or other police incident, a police 

vehicle shall be parked in such a manner so as not to create an obstacle or hazard to 

other traffic.  The emergency lights and four-way flashing lights should always be 

used to warn other drivers approaching the location. 

10. The driver should lower one front door window far enough to hear sirens and traffic 

warning signals. 

IV. RULES FOR NONROUTINE OPERATION (EXTRAORDINARY OPERATION) 

A. General 

1. Police officers are prohibited from engaging in any vehicular pursuit which involves 

nonroutine operation of the vehicle, except when it reasonably appears to the 

officer(s) that pursuit and immediate apprehension are necessary to prevent death 

or serious bodily injury.  In such circumstances, a pursuit involving nonroutine 

involved continually operates both audible and visible emergency signals and 

exercises due regard for the lives and safety of others. 
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2. The officer receiving a request for police service or reacting to a need for police 

assistance shall determine sufficient facts to set the priority of the response. 

a. Recognizing that protection of human life is paramount, the responding 

officer must remember that his objective is to get to the location of the 

occurrence as soon as possible – safely – without danger to himself or to 

others. 

b. Response driving that is routine (i.e., the officer obeys seed limits and 

normal rules of the road, including right of way rules) can involve 

Department owned vehicles or private vehicles.  The operation of 

emergency equipment is not required. 

c. Nonroutine response driving which involves exceeding the speed limit 

and/or taking the right of way (i.e., failing to drive as normal conditions 

would require) is prohibited except when an officer reasonably believes that 

danger to human life necessitates nonroutine driving.  In such a case, the 

officer must continually use emergency lights and siren when exceeding the 

speed limit or when not following normal rules of the road (including right 

of way rules) and the officer must act with due regard for the lives and 

safety of others. 

d. Officer’s response to call 

1) Upon arrival at the scene of a call, responding officer should rapidly 

evaluate the situation and determine whether additional units are 

needed or whether other units responding can be slowed or canceled. 

2) In situations requiring silent response, officers will respond as rapidly as 

possible, obeying all traffic laws and signs. 

3. Roadblocks and wrecking/ramming 

a. Roadblocks of any kind used for the purpose of stopping a motor vehicle 

containing a known or suspected violator are prohibited. 
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b. Deliberately wrecking or ramming another vehicle is likely to be considered 

a use of deadly force.  Consequently, intentionally wrecking or ramming a 

motor vehicle is not authorized. 

4. Any nonroutine operation of a motor vehicle must be reported, both orally and in 

writing, to the employee’s supervisor.  The report shall detail the circumstances and 

the justification for the nonroutine operation of the vehicle. 

5. If at any point during nonroutine pursuit or nonroutine response driving, the 

apparent threat to human life is removed, the officer(s) must return to routine 

operation. 
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32.  CRIME PREVENTION SERVICES 

GENERAL ORDER 32 EFFECTIVE: 06/10/1996 

REVISED: 03/08/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this order is to set forth procedures for the delivery of crime prevention services. 

II. PROCEDURES 

I. Police Officers, Generally 

1. All officers upon request and when appropriate shall provide knowledgeable, 

instructive advice to business owners and citizens concerning steps which can be 

taken to reduce the opportunity for or lessen the loss from crime. 

2. All officers upon request and when appropriate shall conduct brief surveys of 

business or citizen property and advise of security strengths and weaknesses. 

3. All officers shall make referrals to the appropriate resource either within the 

Department in response to crime prevention requests which exceed their 

knowledge or capability to accommodate. 

4. No officer or other employee of the Department shall advise any person that 

the use of any crime prevention suggestion or program will necessarily prevent that 

person or any other person from becoming the victim of a crime. 

II. Security Surveys 

1. Officers are authorized to conduct brief surveys of business or citizen property 

upon request of if there is an apparent need, time permitting. 

2. Requests for in-depth surveys are to be forwarded to the Chief of Police or a 

designee.  Surveys or any large structure or facility are to be conducted whomever 

the Chief of Police selects. 
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3. All security surveys performed by officers are to be considered information 

offered to the police in confidence. 

III. “Operation Identification: 

“Operation Identification” is the retention of serial numbers or other identifying marks 

property owners use to assist in the identification and recovery of stolen property.  

When the property has no serial number, the owner is encouraged to permanently 

engrave the property in several places with an easily recognized and traced 

identification number or Social Security number. 

IV. Site Plan Review 

The purpose of the site plan review for new commercial development or redevelopment 

is to identify components of the plan which once implemented may create crime 

problems. 

Crime prevention personnel will visit construction sites and inspect projects for security 

strengths and weaknesses and then make suggestions for improvements to the 

appropriate project officials if a request is received by the Chief of Police or a designee. 
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33.  TRAFFIC CONTROL 

GENERAL ORDER 33 EFFECTIVE: 06/10/1996 

REVISED: 03/08/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this general order is to establish uniform procedures for the provision of traffic 

direction, and control, and ancillary traffic services. 

II. PROCEDURES 

A. Methods of Manual Direction of Traffic 

1. When an officer is directing traffic, he shall use standardized, appropriate gestures. 

2. To indicate that the officer is present for the purpose of directing traffic, he shall: 

1. Position himself so that he can be seen clearly by all, usually in the center of the 

intersection or street, the officer shall wear the appropriate department issued 

traffic safety vest at all times while directing traffic; 

2. Stand straight with weight equally distributed on both feet; 

3. Keep hands and arms at his sides except when gesturing; 

4. Stand facing or with his back to traffic which he has stopped and with his sides to 

traffic he has directed to move. 

3. How to stop oncoming traffic: 

1. To stop traffic, the officer shall first extend his arm and index finger toward and look 

directly at the person to be stopped until he is aware of the officer’s gesture; 

2. The pointing hand shall then be raised at the wrist so that its palm is toward the 

person to be stopped, and the palm is held in this position until the person observed 

to stop.  To stop traffic from both directions on a two-way street, the procedures 

are the repeated for traffic coming from the other direction while continuing to 

maintain the raised arm and palm toward the traffic previously stopped. 
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4. How to start traffic: 

1. The officer shall first stand with shoulder and side toward the traffic to be started, 

extend his arm and index finger toward, and look directly at the person to be 

started until that person is aware, or it can be reasonably assumed that he is aware, 

of the officer’s gesture; 

2. With the palm up, the pointing arm shall then be swung from the elbow only, 

through a vertical semi-circle until the hand is adjacent to the chin.  If necessary, this 

gesture is repeated until traffic begins to move.  To start traffic from both directions 

on a two-way street, the procedure is then repeated for traffic coming from the 

other direction. 

B. Special Event Traffic Control 

1. For special events, the Chief of Police or a designee shall ensure the 

preparation/implementation of a special traffic plan which addresses ingress and 

egress of vehicles and pedestrians; provisions for parking, spectator control; public 

transportation; assignment of point control duties and reliefs; alternate traffic 

routing; temporary traffic controls and parking prohibitions; emergency vehicle 

access; and appropriate media coverage of such plans. 

2. Officers shall wear reflective vests when directing traffic and shall utilize 

illumination or signaling aids when needed. 
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34.  RELATIONSHIPS WITH OTHER AGENCIES 

GENERAL ORDER 34 EFFECTIVE: 06/10/1996 

REVISED: 03/09/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this order is to establish procedures and responsibilities for liaison and 

communication between the Ayden Police Department, neighboring law enforcement agencies, 

and other criminal justice or social service agencies, both public and private. 

II. PROCEDURE 

A. Relationships with Other Criminal Justice Agencies 

1. It shall be the responsibility of all department personnel to maintain harmonious 

working relations and communication with appropriate criminal justice agencies.  The 

Department will normally provide all possible information, assistance, and support to 

these agencies allowed by law. 

a. Any serious policy or procedural problems of differences with another agency or its 

personnel shall be brought to the attention of the Chief of Police who will meet with 

appropriate personnel of these agencies in order to resolve the problems. 

b. During the investigation and prosecution of criminal cases, any questions of 

evidence, case status, and/or prosecutorial procedure shall be addressed to the 

prosecuting attorney or assistant.  Questions on law enforcement investigative 

procedure and police authority will be addressed through the supervisor. 

c. When a criminal case is referred to a state prosecuting attorney who decides not to 

prosecute due to Department mishandling, the circumstances shall be reported to 

and carefully reviewed by the Chief of Police or a designee and appropriate 

corrective action taken. 

B. Referrals 
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1. Officers of the Department often encounter persons who need help that the 

Department cannot give.  Officers shall refer these persons to the most qualified agency, 

Department, or supervisor to deal with their problems. 

III. MUTUAL AID 

A. A public safety/law enforcement agency may, at any time, be faced with a situation 

requiring the use of personnel and equipment beyond its existing capabilities.  When such 

situations occur, it is policy of the Ayden Police Department to provide supplemental 

personnel and resources to other law enforcement agencies as may be available, pursuant 

to the signing of the appropriate Mutual Aid Agreement. 

B. Requests for mutual aid will ordinarily be made through the Chief of Police but may be 

made or received at lower levels. 

C. Such requests will be received, acknowledged, and confirmed with a stated resource 

commitment.  All requests for mutual aid assistance must be documented in writing.  This 

requirement may be satisfied by a printed copy of a DCI Terminal message from the 

requesting agency. 

D. These resources will then come under the direct control and authority of the requesting 

agency until withdrawn. 

 

 

 

 

 

 

 



192 
 
 

 

 

35.  DISASTERS, HAZARDOUS MATERIALS INCIDENTS, AND OTHER 

UNUSUAL OCCURRENCES 

GENERAL ORDER 34 EFFECTIVE: 06/10/1996 

REVISED: 03/09/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

This order establishes procedures which will allow the Department to effectively respond to any 

disaster(s), hazardous materials incidents, or other unusual occurrence(s)/special event(s).  wide 

range of operations and many variables prevent precise development of plans for specific 

situations; however, general planning can, and should occur, to facilitate effective response. 

II. PROCEDURES 

A. DEFINITIONS 

1. Natural Disaster – any hurricane, tornado, storm, flood, high water, wind-driven water, 

earthquake, drought, blizzard, ice storm, fire, or other natural catastrophe resulting in 

damage, hardship suffering or possible loss of life. 

2. Man-made Disaster – any industrial or transportation accident, explosion, conflagration, 

major power failure, resources shortage, or other condition such as sabotage, oil spills, 

and other injurious environmental contaminations which threaten or cause damage to 

property, human suffering, hardship, or loss of life. 

3. Pitt County Emergency Action Plan for Hazardous Material Incidents – Plan prepared by 

the Pitt County Office of Emergency Management containing instructions for proper 

response to and handling of Hazardous Material Incidents. 

4. Unusual Occurrence – Any event that does not take place in normal operations. 

B. Administration 



193 
 
 

 

 

1. The Chief of Police is responsible for overall planning of law enforcement response to 

unusual occurrences and special operations and for Department participation in 

emergency operation plans. 

2. All officers and supervisors will familiarize themselves with all such plans in order that 

they may readily perform assigned responsibilities. 

3. The following corporate and industry materials provide guidance and resources for 

handling these varied situations. 

a. Pitt County Emergency Action Plan for Hazardous Material Incidents. 

b. Department of Transportation (D.O.T.) Emergency Response Guide 

c. Computerized Emergency Response Guide which can be accessed via the DCI 

Terminal. 

4. The Chief of Police or a designee is responsible for coordinating all law enforcement 

plans with the municipal, county, or state official charged emergency activities. 

C. Authority for Placing Plans into Operation 

On-duty supervisors are authorized to place these emergency plans into operation if 

they deem them necessary.  In the event a police supervisor should implement one of 

these plans, he shall notify the Chief of Police or a designee, who will in turn 

immediately notify other appropriate Town of Ayden Officials. 

D. Departmental Resources 

1. Supervisors implementing this plan may determine that additional Departmental 

resources are required. 

2. Additional personnel may be called to work. 

3. For the equipment needs beyond those readily available to the supervisor, he shall 

immediately contact the Chief of Police. 

E. Hazardous Materials Incidents 

1. Officers shall take the following actions when responding to accidents involving 

hazardous material: 

a. Seal off the area and call the Fire Department.  The Fire Department will assume 

authority and responsibility for emergency procedures. 
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b. Identification of hazardous materials shall be attempted by: 

1) Placards – Placards are displayed at the front, rear, and on both sides of 

railcars/vehicles hauling hazardous materials, as applicable.  Each Departmental 

vehicle shall carry a brochure identifying placards currently in use. 

2) Driver – In the case of explosives and other hazardous materials, the driver is 

required to have in his possession and be familiar with HAZMAT shipping papers 

and other documents containing procedures to be followed in the event of an 

accident. 

3) Shipping papers –  

i. Transportation by truck – the driver is required to have a copy of the 

shipping papers which show the name of the materials, the classification, 

and quantity.  By using these papers and the Emergency Response Guide, 

the officer can identify the hazard associated with the material and ways of 

handling it. 

ii. Transportation by rail – the driver is required to have a copy of the shipping 

papers which show the name of the materials, the classification, and 

quantity.  By using these papers and the Emergency Response Guide, the 

officer can identify the hazard associated with the material and ways of 

handling it. 

c. Immediately notify the Chief of Police and the dispatcher that you are involved in a 

possible hazardous materials accident.  Provide the following minimum information 

about the incident: 

i. The exact location; 

ii. Type of vehicle involved; 

iii. Initial presence of hazardous material (placards, panels, stenciling, etc.); 

iv. Contents of car(s); 

v. Presence of fire, spilled liquids, or vapor leaks; 

vi. Known injuries; 
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vii. Do not attempt to rescue injured or retrieve documentation until situation 

is assessed. 

d. Note the type of placards and numbers present.  If number not on placard, look for 

rectangular orange panels on tank containers and note number.  These numbers are 

UN/NA numbers and will aid in the identification of the contents. 

e. Carefully observe the incident before approaching.  Be alert to signs of leakage such 

as sounds of escaping gas, evidence of liquid leak, odd smells, vapor clouds. 

f. Approach accident scene from the upwind side.  Do not park in the potential path of 

leaking material.  DO NOT DRIVE INTO VAPOR CLOUDS.  REMEMBER, VEHICLES CAN 

BE AN IGNITION SOURCE.  Eliminate all sources of ignition: lanterns, torches, 

smoking, flares, and keep all motorized vehicles from entering. 

g. Initially isolate the accident scene for a radius of 250 feet to allow room response 

personnel.  If cargo involved is on fire, or fire I probable, evacuate to a radius of 500 

feet to allow clearance.  Adjust distances as conditions warrant, depending on the 

commodity involved. 

h. DO NOT USE FLARES in the vicinity of the incident, flammable vapors may be 

present. 

i. Prohibit traffic from passing though the incident.  Do not allow bystanders to 

congregate too near the incident. 

j. Note wind direction.  Note if material running into sewers, waterways, ditches.  If 

possible estimate the quantity of material leaking.  Pass this information to the 

dispatcher or responding fire units. 

k. When isolating accident scene, give priority to removing persons from oncoming 

smoke or vapor.  Stay upwind. 

l. Do not step in pool of liquid or any unfamiliar material.  Avoid contact with any 

chemical material. 

Do not open trailers of hazardous cargo.  Trailers may contain hazardous vapors or loose 

cargo which may cause death or injury.  
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[NOTE: Liquid Oxygen may mix with asphalt to create a highly shock sensitive explosive.  

Do not contact liquid oxygen contaminated asphalt under any circumstances; it may 

detonate even under foot.  Completely isolate contaminated asphalt.] 

2. The on-duty supervisor shall respond and ensure appropriate notifications are made. 

3. The Chief of Police will immediately notify the Town Manager of the situation and will 

keep him advised of any changes. 

4. Normal investigation procedures will be suspended until such time as appropriate 

clearance has been received. 

F. Disaster Operations 

1. The exact nature of the disaster, buildings or area affected, location, and potential 

danger will determine the response.  The supervisor will give consideration to the 

following: 

a. All police units at the scene of a disaster must provide information concerning 

conditions found, so that the supervisor can determine the appropriate response.  

The dispatcher should obtain information for the supervisor from other emergency 

service and utilities as available. 

b. Depending on the nature of the disaster, a field command post may be established 

in the vicinity of the disaster.  The command post will be the police vehicle of the 

ranking officer present at the scene. 

c. The supervisor must communicate necessary to loan police radios to emergency 

service/utility crews with whom essential contact must be maintained. 

d. In any situation involving casualties, provision of casualty information will be the 

responsibility of the hospital and public inquiries will be so directed. 

e. The supervisor of chief of Police may request additional law enforcement support as 

required. 

f. The involvement of one or more buildings, public or private, can generate a 

requirement for the provision of security to prevent looting, theft, or trespass. 

g. It may be necessary to block roads and reroute traffic away from the affected area.  

Emergency service units shall be so advised. 
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h. Necessary public works, and/or utilities companies should be notified of road 

clearance needs, broken mains, and downed lines. 

i. The supervisor or Chief of Police will ensure an orderly de-escalation of controls and 

personnel, as appropriate, as the disaster is reduced. 

j. Any special transportation needs may be requested from appropriate emergency 

services. 

k. Supervisors involved will prepare after-action reports concerning all police activity 

during a disaster as well as recommendations concerning the handling of any future 

problems.  A completed after-action report will be provided to the Chief of Police.  

After-action reports will include any budgetary impact, commitments, and 

obligations. 

G. Special Operations 

1. Supervisors must know the abilities of assigned personnel and shall use this information 

in assigning or calling out officers they know by skill qualification, training, physical 

fitness, and agility, psychologist stability, and suited for special operations.  (Example” 

hostage/barricade situations) 

2. Officers selected for such special operations will be under the command and control of 

the supervisor directing the special operation. 

3. Where possible, additional personnel required will be given advance notification of the 

time, place, duties, etc.  For other operations (e.g., raids), security considerations may 

limit advance notification. 

4. Bomb disposal operations must be conducted by the appropriate local, state, or federal 

agency. 

H. Evacuation 

State or local authorities will normally make evacuation decisions.  However, in the absence 

of such authorities, an officer shall take appropriate emergency action, including evacuation. 
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36.  BOMB THREATS 

GENERAL ORDER 36 EFFECTIVE: 06/10/1996 

REVISED: 03/09/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this order is to establish procedures for handling bomb threats and actual bomb 

emergencies. 

II. PROCEDURES 

I. Receiving Bomb Threats 

While bomb threats are received by several means, the telephone is the most common.  

Departmental employees who answer telephones should be prepared to analyze bomb 

threat calls to gain valuable information.  When a bomb threat call is received by telephone 

by an employee of this Department, the following procedures and techniques shall be used: 

1. Listen closely while attempting to make a record of every word spoken by the caller. 

2. Determine the time of possible detonation. 

3. Keep the caller talking as long as possible. 

4. While listening to the caller, be alert for any background sounds such as music from a 

radio or jukebox; voices that come from a bar, restaurant, etc.; engines running as to a 

bus, rail, or air termina, which might give a clue to the place from which the call is being 

made. 

5. Listen closely to the caller’s voice to try to determine: 

a. Whether male or female; 

b. Whether young or old; 

c. Tone characteristics (loud, high, etc.); 

d. Nature of language (accents, use of profanity, etc.); 
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e. Manner (calm, excited, angry, rational, irrational, coherent, incoherent, laughing, 

intoxicated, etc.) 

6. When the caller hangs up, a report of the call shall be made immediately to the 

immediate supervisor on duty.  If no supervisor is on duty and time does not permit 

notifying another supervisor is on duty and time does not permit notifying another 

supervisor, the available senior officer shall handle the bomb threat. 

7. Insure that the bomb threat check list is promptly completed. 

8. The bomb threat call must be treated in a confidential manner by employees receiving 

the call and/or officers responding to the scene.  Reasonable precautions should be 

used to avoid the possibility of panic and resulting injuries to personnel. 

9. Notify the appropriate law enforcement agencies and/or emergency services. 

10. Police employees receiving the threat shall contact the responsible supervisor as soon 

possible.  The on-duty supervisor shall contact the Chief of Police or designee.  If the 

above supervisors cannot be reached or the circumstances do not allow sufficient time, 

the senior police officer in charge shall make the decision whether or not to evacuate. 

11. When appropriate, the police officer in charge shall immediately set up a command post 

and coordinate any evacuations and implement an organized bomb search. 

II. Criteria for Evacuation 

The following factors are not all inclusive, but may be helpful in establishing certain criteria 

for evacuation: 

1. Credibility of the threat may be lessened if it is apparent that the caller is a juvenile or a 

prankster.  Such calls might be treated differently than calls in which the caller may be 

dangerous mentally disturbed.  In no case shall the threat be ignored altogether or not 

be seriously considered. 

2. Prevailing social conditions may influence the decision to take a caller seriously.  Have 

there been incidents of civil disturbance, labor unrest, or political demonstrations?  

Could the facility involved be perceived as a target for a particular group or 

organization?  Have similar threats been received by other companies in the area, and 

have any resulted in the discovery of explosive devices?  Are any Company officials or 
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Department supervisors under threat of revenge from former employee?  If the answer 

to any of these questions is yes, then evacuation should be carefully considered as a 

possible course of action.  Other circumstances also may indicate the appropriateness of 

evacuation. 

 

III. The Search 

The search shall be conducted in a systematic and orderly manner. 

1. Volunteer employees may be used for the search if they are familiar with the area and 

are able to recognize items which do not belong in their respective areas.  If the caller 

indicates the area in which the bomb is located, that rea should receive immediate 

attention. 

2. During the search of a building, particular attention should be given to such areas as 

elevator shafts, ceilings, restrooms, and other areas that are used as a means of 

immediate access to plumbing fixtures, electrical fixtures, and utility, and other closets, 

areas under stairwells, boiler and furnace rooms, flammable materials storage space, 

main switches and valves for electricity, gas and fuel, indoor trash receptacles, records 

storage and mail rooms, and fire hose racks. 

3. Police officers, while searching, shall not change the physical state of any electrical 

equipment, turn on or off any lights or equipment, plug or unplug any electrical 

equipment. 

IV. Location of Suspicious or Explosive Devices 

If devices are located, police officers shall immediately evacuate all occupants from the 

building or danger area in an orderly manner (at least 300 feet, plus all areas above and 

below the device).  Upon securing the area, notify the officer in charge of the prevailing 

conditions. 

1. Police officers shall prevent the device, or anything attached to it from being jarred, 

touched, or moved in any manner. 

2. Police officers shall secure the area of the explosive until disposal specialists declare it 

safe. 
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3. A description shall be provided to any bomb disposal unit contacted.  If the device 

appears to be a military explosive, the local military ordinance unit should be advised of 

its markings, numbers, length, weight, diameter, etc. 

V. Current Telephone Listings 

Chief of Police will establish and continually maintain a list of telephone numbers for 

military or civilian explosive disposal organizations located in areas over which they have 

jurisdiction. 

1. This listing shall also be made available to all Department employees. 

VI. Receiving Written Bomb Threats 

When a bomb threat is received in writing, all materials must be saved, including any 

envelope or container. 

1. When the message is recognized as a bomb threat, further unnecessary handling should 

be avoided.  Every possible effort must be made by employees to retain evidence such 

as fingerprints, handwriting, typewriting paper, and postal marks which are essential to 

tracing the threat and identifying the writer. 

VII. Release of Information to News Media 

All employees shall be governed by Ayden Police Department Policy. 

VIII. Reporting Bomb Threat Incidents 

A detailed report shall be forwarded to the Chief of Police within 24 hours of the incident. 

 

 

 

 

 



202 
 
 

 

 

 

 



203 
 
 

 

 

37.  MOBILE VIDEO RECORDING EQUIPMENT 

GENERAL ORDER 37 EFFECTIVE: 06/10/1996 

REVISED: 03/26/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE AND DISCUSSION 

The purpose of this General Order is to establish departmental guidelines for the use of mobile video 

recording equipment installed in police vehicles.  Mobile video recording (MVR) equipment has proven 

to be a valuable tool in the prosecution of traffic violations and related criminal offenses, for evaluation 

of officer tactics and performance, and for training purposes.  In order to maximize the utility and 

benefit of this specialized equipment, the Department has established certain guidelines for its use.  

MVR equipment shall be used only for legitimate law enforcement purposes in accordance with 

applicable law and departmental guidelines. 

II. DEFINITIONS 

The following definitions are for the limited purpose of this Order and may not apply in all other cases: 

A. MVR: an acronym for Mobile Video Recorder, this term refers to audio/video recording 

equipment designed for fixed installation in patrol vehicles.  This General Order does not apply 

to the use of handheld camcorders or audio/video surveillance devices. 

B. MVR Operator: shall mean an officer who has received instruction in the operation and use of 

specific mobile video recording devices installed in departmental vehicles, and who is authorized 

to utilize such equipment for enforcement purposes. 

III. PROCEDURES 

A. PROGRAM OBJECTIVES 

1. The Ayden Police Department has approved the use of in-car video systems to accomplish 

legitimate police objectives, including but not limited to: 
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a) Accurate documentation of events, actions, conditions, and statements made during 

investigative stops, field interviews, arrests, and critical incidents, so as to enhance 

officer reports, collection of evidence, and courtroom testimony. 

b) Reviewing probable cause for arrest, custody procedures, officer, and suspect 

interaction, and evidence for investigative purposes; and 

c) Evaluation of officer tactics and field performance, and training purposes. 

B. OPERATING PROCEDURES 

1. All officers will receive training on the proper use and operation of department owned 

MVR’s.  These officers will be authorized to operate this equipment for enforcement 

purposes. 

2. The care and security of MVR equipment is the responsibility of the officer assigned to that 

vehicle and will be maintained and operated according to the manufacturer’s 

recommendations. 

3. Prior to beginning a tour of duty, the officer shall determine if the MVR equipment installed 

in their assigned vehicle is working properly and shall promptly notify their supervisor of any 

malfunction or problem.  Officers should also ensure they have an adequate supply of tape 

time to complete their tour of duty.  Only those videotapes issued and approved for use by 

the department may be utilized in agency MVR equipment. 

4. The MVR equipment utilized by the department is normally installed and designed to 

activate automatically when the patrol car’s emergency lights are in operation.  MVR 

equipment can also be remotely activated by the officer from outside the vehicle by using 

the remote audio receiver and wireless microphone transmitter. 

5. MVR equipment may be manually deactivated during non-enforcement activities such as 

when protecting accident scenes from other vehicular traffic. 

6. Where practical, officers are authorized to use MVR equipment to record actions of suspects 

during field interviews, vehicle stops, field sobriety testing, arrests, and investigative 

detention, field searches, as well as to record crime and accident scenes, or other events 

such as the confiscation and documentation of evidence or contraband. 
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7. Officers should observe the following general procedures to ensure that the MVR 

equipment will properly record traffic stops or other enforcement act: 

a) Make sure that the video camera is properly positioned and adjusted at the correct 

viewing angle to visually record the events: 

b) The MVR will not be deactivated until the vehicle stop of other enforcement action is 

completed, and 

c) The wireless microphone must always be turned o in order to provide audio recording 

as well as video recording during MVR activation. 

8. Officers are strongly cautioned to avoid any use of MVR equipment to make audio recording 

of telephone calls or other privileged forms of communications. 

9. MVR Operators shall not have the authority to erase, reuse, or in any manner alter MVR 

tapes.  All completed tapes shall be properly labeled and identified by the supervisor prior 

to being submitted for normal thirty (30) day storage. 

10. MVR Operators are encouraged to inform their supervisor of any videotaped sequences that 

may have value for training purposes. 

11. MVR Operators must ensure the MVR equipment is turned off at the end of their shift or 

when out of the unit for more than one (1) hour. 

C. TAPE CONTROL AND MANAGEMENT 

1. MVR tapes containing information that may be of evidentiary value in a criminal or civil 

proceeding shall be subject to the security restrictions, chain of evidence and storage 

procedure. 

2. MVR videotapes shall not be released to any outside agency or individual, or duplicated for 

such dissemination, without the prior consent of the Captain or Chief of Police, or pursuant 

to a valid court order. 

3. MVR tapes not held for evidentiary purposes shall be labeled in a manner that allows 

efficient identification and retrieval. 

D. SUPERVISORY RESPONSIBILITIES 

1. Supervisory personnel who manage officers assigned to utilize MVR equipment are 

responsible for the following: 
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a) Ensuring that all officers follow established procedures for the use and maintenance of 

MVR equipment. 

b) Conducting a periodic review of MVR tapes to assess officer performance, determine 

whether MVR equipment is being fully and properly used, and to identify material that 

may be of value for training purposes while tape is in vehicle. 

c) Ensuring that repairs and replacement of damaged or nonfunctional MVR equipment 

MVR equipment is properly performed. 
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38.  RESPONSE PROCEDURES, PURSUIT DRIVING & EMERGENCY 

VEHICLE OPERATIONS 

GENERAL ORDER 38 EFFECTIVE: 01/18/1996 

REVISED: 04/10/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

PURPOSE 

To establish a procedure for prompt response to citizen calls for service and for using emergency 

equipment on police vehicles, and guidelines to be followed by department personnel to follow 

when pursuing fugitives who are the occupants of a moving motor vehicle. 

POLICY 

It shall be the policy of the Ayden Police Department to require that all personnel operate the 

department’s vehicles in accordance with the law and in compliance with this order.  The 

Department performs no tasks that are of such importance to justify operating a vehicle with a 

reckless disregard for the safety of innocent persons. 

I. GOVERNING AUTHORITY 

A. N.C.G.S. §20-145 – Speed limitations shall not apply to vehicles when operated with due regard 

for safety under the direction of the police in the chase or apprehension of violators of the law 

or of persons charged with or suspected of any such violation, nor to fire department or fire 

patrol vehicles when traveling in response to a fire alarm.  This exemption shall not, however, 

protect the driver of any such vehicle from the consequence of a reckless disregard of the safety 

of others. 

B. N.C.G.S. §20-156(b) – The driver of a vehicle upon the highway shall yield right of way to police 

and fire department vehicles when operators of said vehicles are giving a warning signal by 

appropriate light and by bell, siren, or exhaust whistle audible under normal conditions from a 

distance not less than 1000 feet.  When appropriate warning signal are being given, as provided 

in this subsection, an emergency vehicle may proceed through an intersection, or other place 
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when the emergency vehicle is facing a stop sign, a yield sign, or a traffic light which is emitting a 

flashing strobe signal or beam of steady or flashing red light.  This provision shall not operate to 

relieve drivers of a police or fire department vehicle from the duty to drive with due regard for 

safety of all person using highways, nor shall it protect drivers of any such vehicle from the 

consequences of any arbitrary exercise of such right of way. 

II. OPERATION OF EMERGENCY LIGHTS AND OTHER EQUIPMENT ON VEHICLES 

A. The blue lights, siren, and flashing headlights shall be used to signal other users of the traffic-

way that emergency conditions exist, and the right-of-way should be relinquished to the patrol 

vehicle.  Full emergency equipment (blue lights, siren, and flashing headlights) must be used in 

all situations wherein it is reasonably necessary for the officer to take unusual liberties in their 

driving, and to expedite their free movement to reach their destination quickly. 

B. The spotlight and/or “take-down” lights may be used as a protection to the officer when 

hazardous conditions exist.  Following a traffic stop, the spotlight and “take-down” lights should 

be used to illuminate the interior of the suspect’s car so that all occupants are kept within view 

and at a distinct disadvantage when looking back toward the police vehicle and officer. 

C. The public address system is particularly valuable when stopping a known or suspected felon.  

The desired actions of the suspect should be directed from a safe distance, minimizing the 

hazard to the officer. 

The public address system is also valuable in directing persons when unusual conditions exist, 

such as a traffic artery temporarily obstructed, alerting pedestrians to hazardous conditions or 

elements, and communicating with other persons concerned with relieving the emergency 

situation. 

III. CALL-RESPONSE PROCEDURES 

Citizens’ requests for service will be classified Code 1, Code 2, or Code 3 based upon information 

available to the telecommunicators.  Regardless of the code dispatched, officers must exercise due 

care and caution at all times in the operation of their vehicles. 

A. Code 3 – Emergency Priority 
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1. “Code 3” describes an emergency priority call that warrants response with full 

emergency equipment: blue lights, siren, and flashing headlights activated.  An officer 

responding to a Code 3 call is authorized to cross intersections where there is a stop sign 

or red light facing in the direction of the responding officer, provided that the officer is 

operating blue lights, siren, and flashing headlights, and has determined that it is safe to 

proceed through the intersection.  If it is necessary to come to a full stop in order to 

determine if it is safe to proceed, the officer shall come to a complete stop. 

Unless both siren and blue lights are activated, other motorists potentially affected by 

an officer’s driving behaviors are under no obligation to yield the right of way to the 

police vehicle, regardless of the nature of the police officer’s response. 

2. Code 3 response is considered warranted in the case of the following events: 

a. Officer in trouble, needs immediate help 

b. Murder, just occurred 

c. Rape/forcible sex offense in progress or just occurred 

d. Robbery in progress or just occurred 

e. Aggravated assault (regardless of weapon used) in progress or just occurred 

f. Burglary of an occupied dwelling in progress 

g. Assault and battery in progress 

h. Arson in progress 

i. Disorder/fight in progress involving weapons 

j. Threatened or imminent suicide 

k. Felony fugitive/wanted person at location when likelihood of apprehension exits 

l. Kidnapping in progress or just occurred 

m. Personal injury traffic collision/accident where an ambulance is not on the scene. 

Code 3 responses may also be warranted in other situations when the most current 

information communicated to the responding officer(s) indicates a potential for loss of 

life or serious injury to a person(s).  This section of this directive does not prescribe 

Code 3 responses – it identifies when Code 3 response is warranted.  An officer’s 

decision to elevate to continue or terminate Code 3 response will be governed by the 
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most current information known or communicated to him.  When the most recent 

information communicated to an officer would indicate that there is no threat or 

potential of imminent death or serious bodily injury, Code 3 response will be avoided or 

discontinued. 

3. When two or more emergency vehicles approach an intersection where traffic control 

devices are installed, the right of way for the emergency vehicles shall be determined by 

those traffic control devices. 

B. Code 2 – Priority 

A Code 2 call is defined as a priority call warranting immediate response, but with blue lights 

and no siren. 

Note: Code 2 response provides the officer with no right of way exceptions and other 

motorists have no legal obligation to yield right of way unless both blue light and siren are 

activated. 

C. Code 1 – Low Priority 

Code 1 is used to notify the officer that the call warrants a response as soon as the officer is 

available.  Telecommunicators may hold Code 1 calls until the officer is available for service, 

as necessary, but the unit receiving the call will respond to the call without necessary delay. 

The blue lights, siren, and/or other vehicular equipment may be used when responding to citizens’ 

call for service, regardless of how a call is classified, in order to assist officers in the performance of 

their duties.  Some appropriate uses for emergency/other vehicular equipment are the use of blue 

lights to protect stopped or stranded motorists on or at the side of traffic-way, the use of blue lights 

with siren to clear an intersection, if necessary, and the use of the siren/horn to attract public 

attention to emergency conditions. 

An officer who parks his vehicle in the trafficway or remains in a stopped position on the roadway at 

a scene or incident must activate the vehicle’s blue light(s) and hazard flashing lights to warn 

approaching motorists of the hazards. 
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IV. VEHICLE STOPS 

A. Initiating Vehicle Stops 

Officers are authorized to initiate a vehicle stop in any of the following cases: 

1. When there is reasonable suspicion to believe the operator of a vehicle is doing so 

in violation of a law or statute; or 

2. When there is reasonable suspicion to believe that the operator or a passenger has 

violated or is in violation of a law or statute; or 

3. When there is an arrest, warrant, order for arrest, or a criminal summons 

outstanding for any person in the vehicle; or 

4. When there is probable cause to believe that any person in the vehicle is or has 

been involved in a violation of law and that probable cause is sufficient to authorize 

arrest in accordance with NCGS §15A-401. 

In any attempt to apprehend a fleeing/wanted suspect who operates or occupies a 

motor vehicle, if the level of known danger created by an attempt to apprehend the 

suspect substantially outweighs the seriousness of the offense(s) then known to the 

officer, he will avoid using the blue light and siren, or discontinue its use.  He may 

attempt to keep the suspect’s vehicle in sight while driving within the posted speed 

limit. 

B. Forcible Vehicle Stops 

Forcible stopping techniques are prohibited.  Examples of forcible stops are stationary 

roadblocks, “running roadblocks,” ramming, and spin-out maneuvers. 

V. GENERAL PROCEDURES IN PURSUIT DRIVING 

For the purposes of this General Order, a pursuit will be defined as follows: 

“The emergency operation of a police vehicle by a law enforcement officer, using emergency 

(blue) lights and audible siren, to apprehend a fleeing suspect who is the driver or an occupant 

of a moving vehicle – provided the driver of such vehicle is aware, or should reasonably know, of 
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the efforts of the officer(s) – when the operator of the pursued vehicle maintains or increases 

speed in an attempt to elude or evade capture.” 

A. Vehicle pursuits are not permitted in the following situations: 

1. When, in the opinion of the officer or the on-duty Patrol Lieutenant or supervisor the 

weather, road, traffic, or pedestrian conditions are so hazardous as to outweigh the 

necessity of the suspect’s apprehension; or 

2. When the officer knows that the violation(s) or offense(s) committed by or 

3. Alleged against the suspect is a non-violent misdemeanor or an infraction as defined by 

NCGS §14-3.1(a); or 

4. When the pursuing officer establishes the identify the vehicle’s owner, and 

apprehension of the suspect is possible at a later time; or 

5. When the pursing officer’s vehicle cannot be safely operated at pursuit speed. 

B. Officers are authorized to initiate a pursuit in the event that they have attempted to make a 

vehicle stop as permitted I this order, and at least one of the following conditions then 

exists: 

1. The suspect presets a clear and imminent danger to the safety of others, and the 

necessity of immediate apprehension outweighs the level of danger created by the 

pursuit; or 

2. The suspect has committed a violent or other dangerous criminal offense (one which 

endangers the life of another person). 

C. Officers initiating a pursuit shall immediately activate the blue lights, siren, and flashing 

headlights, and notify the telecommunicator that a pursuit is in progress, giving the reason 

for the pursuit, present location, and direction of travel.  A complete description of the 

pursued vehicle, including the number of occupants complete description of the pursued 

vehicle, including the number of occupants and any information on the traffic conditions, 

will be given as soon as possible. 

D. Officers in a second unit joining the pursuit shall activate full emergency equipment (blue 

lights, siren, and flashing lights) and notify the telecommunicator to assure that no 

additional units join in the pursuit.  Pursuits are limited to a maximum of two units.  
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However, under the direction of the ranking on-duty Patrol supervisor, other units may be 

directed toward the pursuit on parallel routes.  Officers in the second pursuit unit will take 

the responsibility for radio traffic to allow the primary pursuit unit to concentrate on driving.  

Officers in pursuing units will maintain a reasonable distance from the vehicle they are 

following to allow for safe braking and other defensive driving maneuvers. 

E. Police unmarked vehicles which are not equipped with blue lights and siren will not be 

operated on an emergency basis or in a pursuit. 

F. Any Ayden Police Officer transporting a passenger(s) who is someone other than a SWORN 

Ayden Police Officer shall not involve his/her vehicle in a pursuit until the officer has 

discharged the passenger(s).  Officers transporting ride-along participants and non-sworn 

recruits may respond Code 1 to calls requiring such response. 

G. Non-sworn employees of the department shall not engage in pursuits or emergency 

responses. 

H. If an officer operating an unmarked unit initiates a pursuit, he shall abandon the pursuit 

when any marked unit joins the pursuit.  The originating officer may proceed to the 

termination point of the pursuit, if needed. 

I. Officers shall not operate a vehicle the wrong way on an interstate or controlled-access 

highway or a divided roadway in pursuit of a suspect who flees in a motor vehicle. 

J. The primary pursuit officer shall be responsible for communicating by radio (or, if 

inoperable, by telephone) the progress of the pursuit until relieved by a secondary pursuit 

unit.  The primary pursuit officer will be responsible for controlling pursuit tactics and 

determining whether or not continued pursuit is justified, until a supervisor relieves him of 

that decision. 

K. The secondary unit involved in the pursuit shall not attempt to pass the primary unit unless 

authorized to do so by the primary unit. 

L. The primary pursuit officer, a supervisor, or any other unit involved in the pursuit may 

terminate the pursuit at any time.  When the threat created by continued pursuit exceeds 

the necessity of immediate apprehension of the suspect, a supervisor will be responsible for 

terminating a pursuit if it is still in progress at that time. 
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M. A supervisor shall respond immediately to the termination point and assume responsibility 

for police actions at the scene. 

1. Each officer who initiates or later engages in a pursuit shall complete the “Vehicle 

Pursuit Report” (APD-5) and send a copy, via the chain of command, to the Chief of 

Police.  The form must be completed and routed before the end of the officer’s tour of 

duty. 

2. Upon receiving completed report, each supervisor or commander I the involved officers’ 

chain of command will review the incident and write summary comments of his critique 

and forward the form to the Chief of Police.  The Chief of Police will maintain an 

administrative file on all pursuit reports. 

N. In the event another law enforcement agency pursues a vehicle within or entering the city 

limits and requests assistance from the Police Department, the telecommunicator shall first 

determine the reason for the pursuit and the number of vehicles involved in the pursuit.  

The telecommunicator shall then advise the on-duty Patrol Lieutenant or supervisor. 

1. The on-duty Patrol Lieutenant or supervisor shall be responsible for determining 

whether or not the Police Department will assist in the pursuit.  The Patrol Lieutenant or 

supervisor shall also be responsible for determining the type of assistance to be 

provided.  He shall make such determination with consideration for safety to the public 

and to officers, and the nature of the pursuit, in making this decision.  No officer may 

join an interagency pursuit without express authorization from the on-duty Patrol 

Lieutenant or supervisor. 

2. Ayden Police Department units assisting in such pursuits will adhere to Department 

rules and regulations and the specifics of this order.  Officers will terminate their 

involvement in the pursuit whenever so directed by a supervisor, or when, in the 

discretion of the officer(s) involved, it is appropriate to do so. 

O. No officer shall continue his involvement in any pursuit that causes him to pursue beyond 

the jurisdiction unless specifically authorized to do so by a supervisor. 
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VI. USE OF TIRE DEFLATION DEVICES 

A. The use of Tire Deflation Devices (TDD) will be governed by sound professional judgement, 

procedures outlined in this order and in accordance with procedures established during 

training.  Officers should have reasonable cause to believe that the suspect has committed 

an offense justifying continued apprehension efforts.  Officers engaged in pursuits or 

supervisor(s) who have reason to believe the continued movement of the fleeing vehicle 

threatens or places the driver and/or others in imminent danger of serious bodily harm may 

elect to utilize or request TDD in order to bring the suspect vehicle to a stop. 

B. Prior to using or deploying the TD, officers must have completed training on the use of these 

devices. 

1. Officers must consider the following prior to using the TDD: 

a. An effective and safe location for the placement of TDD. 

b. Deployment locations should have reasonably good sight distance to deploying the 

TDD to observe the chase and other traffic as it approaches. 

2. TDD will not be deployed on curves, bridges, or other locations where reasonable 

judgement under the circumstances would dictate avoidance. 

3. The officer deploying the TDD should choose a location with natural barriers such as 

roadway overpasses, trees, guardrails, or shrubbery.  These barriers will conceal the 

officer from the suspect’s view and allow deployment of the TDD in a relative position of 

safety. 

4. Traffic congestion, special events, and/or activities may create situations where the use 

of the TDD would be inappropriate. 

5. Position and vulnerability of the public, private property and other assisting units and 

equipment must be considered. 

C. No officer will deploy a TDD to stop any vehicle with fewer than four (4) wheels. 

D. Pursuit vehicles will coordinate with the officers and/or agencies deploying the TDDD or 

assisting in the pursuit in order to ensure the safe and effective use of the TDD. 

1. When the decision is made to deploy the TDD, pursuit units should attempt to plan 

deployment as far in advance as possible under the existing conditions. 
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2. The officer deploying the TDD will be in position at a predetermined location in 

sufficient time for proper deployment.  All pursuit units will be notified when the TDD is 

in place. 

3. The TDD will be deployed in accordance with the manufacturer’s recommendations.  

After deploying the TDD the officer(s) at the scene should immediately seek a protected 

location.  Officers will avoid physical contact with the activation rope or the TDD until 

after the pursued vehicle completely travels over the device. 

4. The officer who deploys a TDD will be responsible for securing it immediately after its 

use.  The officer(s) should search the immediate area where the TDD was used and 

collect any spikes or points that may have become detached. 

E. All other agencies involved in a pursuit should be informed of the deployment of a TDD, 

whenever practical. 

F. TDD may be used to prevent stationary vehicles from being moved in an attempt to flee a 

scene. 

VII. TELECOMMUNICATOR RESPONSIBILITIES 

A. Upon notification of a pursuit, Telecommunications personnel will use the alert tone and 

then relay all pertinent information by radio, including the unit(s) involved, the suspect 

vehicle’s description, location, and direction of travel, and the reason for attempted stop of 

the vehicle. 

B. As the pursuit progresses, the telecommunicator will repeat the location and direction of 

travel as the pursuit changes course.  This will update all units of course changes and ensure 

proper information is disseminated to other units. 

VIII. FORMS 
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Ayden Police Department Vehicle Pursuit Report 
 
 

Report is to be completed by the officer involved by the end of the tour of duty 

 
1. OCA No. Date: Time:    

2. Initiating Officer:    

3. Secondary Officer:    

4. Starting Point of Pursuit:    

5. Ending Point of Pursuit:    

6. On-duty Sergeant or Supervisor:    

7. Original Cause for Pursuit:    

8. Was any Property Damaged:    

9. Was the Suspect Identified: Yes No 

 
If Yes, Provide Name, Age and other Information Known:    

 

 
 
 

 
 

 

10. Was Suspect Identified on Line 8 Arrested or Charged? Yes No 

If Yes, List Charges: 

 

 

 
 

11. Witness Information: 

  _ 

 

 
 

12. Describe Weather and Road Conditions During Pursuit: 

 

 

13. Approximate Total Distance Traveled During Pursuit:    
 

 

APD Form 5 1 
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14. Summary of Incident: (Attach additional reports as necessary) 

 

  _ 

  _ 

 

  _ 

  _ 

 

  _ 

  _ 

 
 

Signature of Reporting Officer:  Date:    

 

15. Sergeant or Supervisor Review/Comments: 

  _ 

 

  _ 

  _ 

 
 

Signature of Sergeant or Supervisor: Date:    

 

16. Division Lieutenant Review/Comments: 

 

  _ 

    _ 

Signature of Division Lieutenant: _ Date:     

17. Chief of Police Review/Comments: 

  _ 

  _ 

    _ 

Signature of Chief of Police: _ _ Date:     

 

 

 
 

APD Form 5 2 
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39.  EYEWITNESS IDENTIFICATION PROCEDURE 

GENERAL ORDER 39 EFFECTIVE: 03/01/2008 

REVISED: 04/12/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

Show-up Identification Procedures 

I. Show-up identification should only be used when circumstances allow the prompt display of a 

suspect(s) to a witness.  A show-up identification may be appropriate when: 

a. A suspect(s) is located and detained within close proximity in time and location to the 

crime. 

b. If there is not sufficient probable cause for detention or arrest. 

c. Immediate public safety concerns exist 

d. The witness is readily available to view the suspect(s) 

II. A description of the perpetrator should be documented prior to the show-up.  Documentation 

may be written or recorded (e.g., radio or telephone communications.) 

III. When practical, to limit the legal impact of the suspect’s detention, the witness should be 

brought to the location of the detained suspect. 

IV. Show ups should not be conducted with more than one witness present at a time. 

V. Witnesses should be given a cautionary instruction that the individual may not be the 

perpetrator. 

VI. If there are multiple witnesses, they should be kept separate from each other when viewing 

suspects. Also, when multiple witnesses available and one witness makes a positive 

identification during a show-up, the remaining witnesses should be reserved for other 

identification procedures. 

VII. Avoid any type of words of conduct that may suggest to the witness that the individual is or may 

be the perpetrator. 
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VIII. The details of the show-up and the show-up results must be documented as part of the incident 

report.  This includes date and time, persons present, the location and any statements made by 

the witnesses during the show up. 

FORMS 
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BUSINESS (252) 481-5844 FAX (252) 746-7004 

AYDEN POLICE DEPARTMENT 

4144 WEST AVENUE AYDEN, NORTH CAROLINA 28513-0219 

 

Documentation of Lineup 

(To be completed by Case Investigator) 

 

Date    Time    Case Number    

 

Investigating Officer     

Independent Administrator      

Witness Name                                                                                          

Type of lineup __Photo lineup __Live lineup 

Number of photographs or individuals in line up.            

(If live lineup, photograph, or other visual recording of the lineup that includes all persons who participated. If photo lineup, 

investigator should have pictures numbered thorn 1 through 6 so that the independent administrator can show them in the 

predetermined sequence.) 

The source of photographs or individuals: 

   2.    

   4.    

   6.    

Sequence that the investigator wants the pictures or persons shown: 

 

Other than administering this lineup procedure, I am not participating in the investigation of this 

criminal offense and I do not know the identity of the suspect in this lineup. 

 

 

 

Signature of Independent Administrator 
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BUSINESS (252) 481-5844 FAX (252) 746-7004 

 

AYDEN POLICE DEPARTMENT 
4144 WEST AVENUE AYDEN, NORTH CAROLINA 28513-0219 

 

Independent Administrator 
(The rest of the form is filled in by the Independent Administrator.) 

 

Date: _________________ Time: ______________ 
 

 

 

Location lineup presented    

City , State,    

 

 
Persons present during lineup: 

 

   2.    
 

3.    
 

5.    

4.    
 

6.    
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BUSINESS (252) 481-5844 FAX (252) 746-7004 

 

AYDEN POLICE DEPARTMENT 
4144 WEST AVENUE AYDEN, NORTH CAROL1NA 28513-0219 

 

Witness photo Lineup instructions 

 
As the lineup administrator, I am required by North Carolina General Statutes to instruct you prior 
to viewing this lineup that: 

 

1. The perpetrator might or might not be presented in the lineup. 

2. The lineup administrator does not know the suspect's identity. 

3. You, as the eyewitness, should not feel compelled to make an identification. 

4. It is as important to exclude innocent persons as it is to identify the perpetrator. 

5. The investigation will continue whether or not an identification is made. 

 

I have read and/or had explained to me, the above instructions. 
 

 

 

 
 

Witness Date Time 
 

 

 

Location where lineup instructions were presented to witness. 
 

 

 
 

  

Lineup Administrator Present during line up 

Present during line up 
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BUSINESS 252-481-5844  FAX (252) 746-7004 

AYDEN POLICE DEPARTMENT 

4144 WEST AVENUE AYDEN, NORTH CAROLINA 28513 

Statement of confidence from witness 

Number of cycles that pictures or persons were shown in their entirety.  ____________ 

List any identifying actions (such as speech, gestures, or anything else) that all participants in 

live lineups were required to perform or say: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

       Identification Made, what cycle   No Identification Made 

Person or Picture that the eyewitness identified: _______________________________________ 

*If picture, the witness should sign and date the picture identified for court hearing or Administrator must document 

refusal. 

The used by the eyewitness in any identification, including words that describe the 

eyewitness’s certainty of identification and confidence statement.  (use additional pages if necessary) 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Witness Signature: ___________________________________ Date: ___________________ 
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40.  CRIMINAL INVESTIGATION 

GENERAL ORDER 40 EFFECTIVE: 06/16/2006 

REVISED: 04/12/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. BASIC INVESTIGATION RESPONSIBILITY 

It is the responsibility of the Ayden Police Department to investigate all crimes reported within 

its jurisdiction.  The Patrol Division will respond to all reported crimes and the responding officer 

will cause a preliminary investigation to be made.  The preliminary investigation is clearly the 

important first link in the Division’s total investigative effort.  The primary objective of the 

preliminary investigation is to determine who committed the crime and to apprehend the 

criminal. The framework for the preliminary investigation is the undertaking of four major tasks: 

A. Verification that an offense has actually occurred, identification of the victim, the 

location of the crime, and when the crime occurred; 

B. Identification of solvability factors or leads 

C. Communication of the circumstances of the crime and identification of completed 

investigative tasks and those yet to be done; and 

D. Preservation of the crime scene. 

II. ESTABLISHMENT OF THE CRIMINAL INVESTIGATION UNIT 

Due to the large number of reported incidents that may require extensive and timely 

investigations, in order not to place such burden upon the patrol division, it is necessary for the 

Department to maintain a Criminal Investigation Unit.  This unit will be responsible for the 

investigation of serious crimes and the follow-up of all other reported crimes that occur within 

the jurisdiction of the Department, with the exception of crimes that are traffic and narcotics 

related.  The Criminal Investigation Unit will investigate all major crimes to include the following: 

A. Homicide 
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B. Manslaughter (not traffic related) 

C. Assault with serious injury 

D. Armed robbery with serious injury 

E. All shootings 

F. Rape with serious injury or unusual circumstances 

The Criminal Investigator will assume the role of lead investigator in all such cases. 

The Criminal Investigation Unit’s objectives will be best achieved by proper staffing and 

administration of this unit and the ability of the investigator to interact with other units, outside 

agencies, and the public. 

III. CHAIN OF COMMAND 

The Criminal Investigation Unit will fall under the command of the Captain in charge of 

Investigation and the Gang and Narcotics Unit.  The captain will be responsible for administering 

all Units under his command and will relay orders from the Chief of Police and will keep him 

apprised of activities being conducted within the Department. 

The Captain of Detectives will be responsible for supervising the unit’s activities, assignment of 

cases, keeping required unit reports and records, and assuming command over major crime 

investigations.  The lead investigator will be responsible for investigating all cases that are 

assigned. 

IV. STAFFING OF THE CRIMINAL INVESTIGATION UNIT 

The Criminal Investigation Unit will be staffed by personnel, who through their performance as 

police officers have demonstrated a high level of efficiency and effectiveness.  The personnel 

assigned to the Criminal Investigation Unit will possess the ability to build rapport with other 

members of the Department, outside agencies and the public.  Selection of personnel assigned 

to the Investigation Unit will be based on task analysis that has identified the following skills, 

knowledge, and abilities necessary for the position of investigator: 

1. Decisiveness – readiness to make decisions or to render judgments 

2. Judgment – ability to reach logical conclusions on the basis of the evidence at hand 
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3. Planning and organization – effectiveness in planning and organizing activities 

individually and as a group 

4. Problem analysis – effectiveness in seeding pertinent data and determining the source 

of a problem 

5. Impact – ability to create a good first impression, to command attention and respect, to 

show confidence and to achieve personal recognition 

6. Initiative – actively influencing events rather than passively accepting; self-starting 

Personnel assigned to the Criminal Investigation Unit will be appointed by the Chief of Police.  

Assignment to the Unit will not necessarily constitute a promotion or basis for a salary increase. 

V. REVIEW OF INCIDENT REPORTS 

At the beginning of each workday, the Captain of the Criminal Investigation Unit will obtain 

incident reports of all incidents occurring within the jurisdiction of the Town of Ayden during the 

previous day.  The captain will review these reports and select those marked for further 

investigations. 

VI. CRITERIA FOR CASE ASSIGNMENT 

Cases for follow-up investigation are based upon identifiable solvability factors, crime analysis, 

and degree of seriousness factors.  The following are solvability factors that have been indicated 

to be present in every case cleared through investigation: 

1. The suspect could be named 

2. The suspect could be identified 

3. The address of the suspect was known 

4. The suspect could be located 

5. The vehicle plate number used in the crime was known 

6. The vehicle could be identified 

7. There was traceable property 

8. There were identifiable latent fingerprints 

9. A significant modus operandi could be developed 
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10. It was reasonably suspected there was limited opportunity to commit the crime 

11. There was reason to believe the crime would arouse such public interest that public 

assistance would lead to crime solution 

12. There were reasons to believe that further investigative efforts would lead to the solving 

of the crime. 

VII. CASE ASSIGNMENT 

Cases should be assigned to personnel by first taking into consideration whether or not the 

particular case requires a certain amount of expertise that may be possessed by a particular 

investigator.  This expertise would be in the form of some special skill or knowledge possessed 

by the investigator that would make them more capable of handling such a case.  Examples of 

this idea would be assigning an arson case to an investigator that has been through extensive 

arson investigation training or assigning a homicide investigation.  However, cases should be 

evenly distributed. 

VIII. CASE STATUS 

Cases assigned to the Criminal Investigation Unit generally will be classified in three categories.  

The first category is active, indicating that the case is currently being investigated.  The second 

category is inactive, indicating that the case has no current solvability factors and is not being 

investigated.  The third category is closed, indicating that the case investigation has been 

brought to a close. 

IX. MASTER CASE LOG 

A master log will be maintained by the Captain of Investigation.  This log will contain all assigned 

cases referenced by case number, victim’s name, and type of offense. 

X. INVESTIGATOR’S CASE LOG 

Each investigator will maintain a log of all cases assigned to them for further investigations.  

Upon having been assigned a case, the investigator will enter this in the log.  The case log will 

indicate the investigative status of the case as active, inactive, or closed. 



229 
 
 

 

 

XI. VICTIM CONTACT 

The investigator will, after being assigned a case, contact the victim and complainant within 

three (3) days.  This contact can be either in person or by the telephone.  This procedure serves 

a twofold aim: 

1. It enables the investigator to obtain further information about the case, and 

2. Assure the victim that their case is being handled 

The investigator should contact the victim and any witnesses within 72 hours or other specified 

time period.  During this contact, the investigator should ascertain whether new information 

exists and inform the victim or complainant of the status of their reported case.  The 

investigator should contact the victim or complainant any time there is a change of status in 

their case.  The investigator should make an entry in their notes any time the victim or witnesses 

are contacted. 

XII. CASE FILES 

The investigator shall maintain a file on each case that he/she is assigned to investigate.  This file 

shall contain copies of the preliminary investigation report, supplemental investigation reports, 

statements, rights forms, laboratory examination results, and any other reports or records 

needed for investigative purposes.  The originals will be maintained in the Records Department.  

Whenever the case is suspended or closed, the investigative file should be turned in to the 

Records Department.  Access to criminal investigation files shall be limited to the Criminal 

Investigation Department personnel, the Chief of Police, and authorized Records Department 

personnel. 

XIII. BASIS FOR TERMINATION OF AN INVESTIGATION 

An investigator should periodically report on the progress of the follow-up investigations that 

they have been assigned.   The investigator should continually apply solvability and degree of 

seriousness factors and after a period of time when these factors are exhausted or no longer 

exist, the investigation case should be closed.  Decisions to close an investigation will be 

approved by the Captain of the Unit. 
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XIV. COMMAND RESPONSIBILITY 

It is the responsibility of the Captain of the Criminal Investigations Unit to develop a work 

schedule for the unit and to insure there is always an investigator available, or on call, outside 

normal working hours for the Department.  The Captain will make copies of the schedule 

available to the Communications Center, Records Center, each Unit, and the Chief of Police. 

XV. TEAM ASSIGNMENTS 

The staff of the Investigative Unit will work assigned hours and are responsible for their own, 

individually assigned cases. 

XVI. DAY SHIFT 

Each investigator will normally workday shift duty each month.  The hours for the shift will be 

from 0730 to 1630.  There will be an on-call duty investigator on weekends. 

XVII. EVENING SHIFT 

Each investigator may work one (1) week of evening shift duty each month.  The hours of the 

evening shift will be from 1630 to 0030.  There will be no evening shift investigator on 

weekends. 

XVIII. CALL DUTY 

An investigator will be available for call on weekdays from 1630 to 0730; weekends until 0730 

on Monday, and holidays.  The investigator that is assigned to call duty responsibilities will make 

arrangements to be readily contacted should his/her services be needed. 

A. When an investigator is contacted by the Communications Center, he/she should 

determine from the information as to whether his/her presence is needed at the scene.  

If the investigator determines his/her presence is necessary, he/she should proceed 

immediately. 

B. In the event that the investigator is called out, upon completion of the task, he/she will 

make a report to the Captain as to the nature of the incident and the action taken. 
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XIX. DAILY ACTIVITY REPORT 

Each investigator shall maintain a log of all activities conducted during their shift.  This daily 

activity report will be submitted to the Captain. 

XX. INTERAGENCY LIAISON 

A representative(s) of the Criminal Investigation Unit should be selected to attend any criminal 

information exchange meetings with other agencies and report any pertinent information that 

may be obtained.  The representative should also be responsible for collecting all 

correspondence from other agencies (wanted posters, DCI messages, etc.) and locating them in 

a central area accessible to all investigators of the Unit. 

XXI. ROLL CALL MEETINGS 

If possible, an investigator from the Criminal Investigator Unit should attend Patrol Unit roll call 

meetings at the beginning of each shift.  This practice will enhance the relationship between 

Units and facilitate the flow of information. 

XXII. UNIT MEETINGS 

The entire staff of the Criminal Investigation Unit should meet on a monthly basis and members 

should discuss developments in cases and exchange information.  This type of information 

exchange could prevent some duplication of effort and may cause information to become 

known that may result in conclusion of an investigation. 

XXIII. CONSTITUTIONAL REQUIREMENTS 

When conducting an investigation, the investigator must adhere to the constitutional 

guarantees of suspect(s) and must keep in compliance with the guidelines set down by the 

courts when applying investigative techniques. 

A. Threats, promises, or coercion should never be used in obtaining confessions or 

admissions; 
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B. There should not be any unnecessary delay in taking a suspect before a judicial official 

after being placed under arrest; 

C. Suspects and arrestees should be informed of their rights in regards of self-incrimination 

and right to counsel; and 

D. Care should be taken when releasing information about a case that might become 

prejudicial at trial. 

XXIV. REVIEW AND ANALYSIS OF REPORTS 

At the onset of an investigation, the investigator should review the preliminary investigation 

reports and analyze the data contained in them.  the investigator can obtain all the essential 

information about the persons involved and the nature of the offense from these reports. 

XXV. INTERVIEWS AND INTERROGATIONS 

After reviewing initial reports, the investigator should interview all witnesses, victims, and any 

suspects that may have been identified.  Statements should be obtained, and care should be 

taken when interviewing suspects in regards to rights guaranteed by the Constitution and the 

courts. 

XXVI. REVIEW OF DEPARTMENT RECORDS 

The investigator should review other cases to determine whether any facts may link their case 

to any other that may be under investigation. 

XXVII. SEEKING ADDITIONAL INFORMATION 

The investigator should interview the officer(s) involved during the preliminary investigation to 

attempt to ascertain any pertinent information that may have been omitted in the original 

report.  The investigator should also try to ascertain information from informants who he/she 

feels may have knowledge of the incident.  The investigator should also interview 

businesspeople such as pawnbrokers, etc., for information. 

XXVIII. LABORATORY EXAMINATIONS 
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The investigator should review all results of laboratory examinations of evidence.  The 

investigator should be thoroughly familiar with non-testimonial identification orders, search 

warrants, and rules of chain of custody of evidence. 

XXIX. SEARCHES 

An investigator will be familiar with procedures for obtaining search warrants and the execution 

of search warrants. 

XXX. IDENTIFYING SUSPECTS 

The investigator shall be thoroughly familiar with conducting lineups, surveillance techniques, 

and other methods of identification. 

XXXI. DETERMINING INVOLVEMENT OF SUSPECTS IN OTHER CRIMES 

Upon identifying a suspect as being the perpetrator of a crime, the investigator will determine 

through interrogation, physical evidence, etc., if the suspect is responsible for other crimes or 

has knowledge of other crimes or has knowledge of other crimes. 

XXXII. SURVEILLANCE 

Surveillance is an important aspect of criminal investigation as an informational source.  Critical 

information can be developed as to the suspect’s identity vehicles utilized, suspect’s associates, 

storage locations for contraband, etc.  personnel assigned to the Criminal Investigation Unit 

shall follow these procedures in conducting a surveillance operation: 

A. Planning and preparation of surveillance operation is to be conducted by the Captain of 

the Criminal Investigation unit.  Allocation of manpower and the resources will be made 

during this planning process. 

B. Members of the surveillance team are to be given an investigative synopsis relating to 

the surveillance.  This synopsis is to contain all available information pertaining to the 

suspect to include photo, physical description, etc. 
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C. Areas where surveillance will be conducted must be familiar to the surveillance team.  

This will require surveillance team members to view areas of the surveillance before 

beginning the operation. 

D. All equipment utilized must be checked and tested by the Captain of the Criminal 

Investigation Unit. 

E. Dissemination of the information regarding a surveillance operation is solely within the 

discretion of the Department Captain. 

XXXIII. CRIMINAL HISTORY CHECK 

The investigator shall conduct a criminal history check on all suspects to determine if they are 

wanted or have been convicted of similar crimes. 

XXXIV. ARRANGING FOR DISSEMINATION OF INFORMATION 

At some point in an investigation, it may become proper for the investigator to disseminate 

some information about the investigation in order to solicit information that may enhance the 

progress of the investigation. 

XXXV. COLLECTING PHYSICAL EVIDENCE 

The investigator shall be responsible for collecting, labeling, and preserving evidence at a crime 

scene, taking photographs, and making sketches of crime scenes.  Also, the investigator should 

collect and enter any evidence that may be discovered through the course of his/her 

investigation. 

XXXVI. USE OF POLYGRAPH 

The investigator may require the use of the polygraph to eliminate suspects or to verify a 

statement made by a witness or victim.  When applying the polygraph to a suspect, the 

investigator must observe the suspect’s rights and a voluntary waiver obtained from the 

suspect.  Polygraph examination may only be administered by an examiner who has graduated 

from a state-certified school for administering polygraph examinations.  It should be noted that 

the polygraph is only an investigative tool and standing alone is not proof positive of veracity 

(truth). 
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XXXVII. USE OF INFORMATION 

Information provided by informants often plays a vital role in making an investigation successful.  

Information gathered from informants shall be limited to: 

a. Evidence of unreported crime or criminal activity, and 

b. Information as the basis for a legal search or an arrest 

To protect the identity of informants, the investigator will assign a code number or name for 

each informant.  The code name or number will be obtained by the investigator from the Unit 

Captain.  Each investigator will obtain the following information on each informant: 

a. Full name 

b. Date of birth 

c. Address 

d. Race/sex 

e. Employment 

f. Telephone number 

g. Criminal history 

h. Information received 

i. Payments made to the informant 

j. Name, address, and telephone number(s) of the person(s) to contact in case of an 

emergency 

This information will be placed in a master file by assigned code, maintained and under the 

control of the Captain of the Criminal Investigation Unit. 

A. In order to ensure the cooperation and protect the anonymity of the informant, 

contacts between investigators and informants shall be conducted away from the Ayden 

Police Department.  In order to safeguard the investigator(s), meeting shall be 

designated as to place, time, and date by the investigator.  Whenever possible, the 

investigator, when meeting an informant, shall be accompanied by another investigator.  

When another investigator is not available, and the meeting is essential, the investigator 
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shall notify his supervisor as to the informant’s code name or number, meeting place, 

and time of the meeting. 

B. Upon initial contact between the investigator and informant(s) the investigator will 

strive to reinforce a firm understanding of the informant’s role in the investigation.  The 

informant and the investigator should reach a full understanding before exchanging 

information.  This procedure is to minimize possible embarrassment or liability to the 

Department as a result of misunderstanding between the investigator and informant.  

The informant and investigator must agree upon the following areas: 

1. Information the informant can provide 

2. Reason the informant wants to aid the police 

3. Establish if possible the informant’s liability 

4. Amount and method of payment (if paid informant) 

5. Procedures to be followed in the event that the informant is arrested. 

C. Investigative/informant funds shall be under the control of the Unit Commander. 

Disbursements of any funds must be authorized by the Captain after a request is made 

by the investigator and a form is completed for the use of the investigative funds.  The 

Commander will keep a ledger of all funds disbursed that will be subject to audit by the 

Chief of Police or his designated representative at any time. 

1. In order to properly determine the quality of information provided by 

informants, fees paid to informants should be based on the following criteria: 

a. Can information be obtained through investigation without informant; 

b. Quality of information 

i. Current 

ii. Verifiable 

iii. Good enough for arrest or search warrants 

c. Informant’s relationship to the situation 

d. Informant’s reliability 

e. Fees paid only after the delivery of information. 
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D. Juveniles should not be utilized as informants without parental approval and 

authorization by the Unit Captain. 

E. Particular caution should be used by investigators when using informants of the 

opposite sex.  Meetings with opposite sex informants should be attended by two 

investigators.  Meetings should be documented as to date, time, location, and purpose 

of meeting.  The Department Commander must authorize meetings with opposite sex 

informants.  These procedures are to be followed in order to avoid any embarrassment 

to the Department or compromise the investigation through alleged improprieties. 

XXXVIII. PREPARING CASES FOR COURT 

The investigator should be thoroughly prepared to take cases to court.  The investigator should 

make arrangements to meet with the members of the District Attorney’s staff that will be 

prosecuting the case.  At this meeting, the investigator will familiarize the prosecutor with all 

aspects of the case and will assist them with the location of victims, witnesses, and technical 

personnel.  At trial, the investigator will accompany the prosecutor and will assist them in any 

manner with the prosecution of the case. 

If sufficient information is obtained, warrants will be issued, and arrests will be made.  In some 

cases, the investigator will be unable to gain enough information about a case and a warrant 

and arrest will not be able to be achieved.  There are situations in which the investigator will 

determine that a criminal violation has not occurred, and that case will be closed. 

XXXIX. BACKGROUND INVESTIGATIONS 

Personnel assigned to the Criminal Investigation Unit shall on occasion conduct background 

investigations of the individuals and organizations.  Investigators will use the following 

guidelines: 

A. The purpose of the investigation must be defined as to: 

1. Criminal activity involved 

2. Location of occurrence 

3. Suspects 

B. Potential sources of information must be identified: 
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1. Other law enforcement agencies 

2. Surveillance, electronic, and visual 

3. Informants  

C. Once the information is collected it must be evaluated.  The basis of the evaluation shall 

be: 

1. Criminal activity involved 

2. Potential for successful prosecution 

D. The Unit Captain will maintain information collected during background investigations in 

a separate case file. 

E. Information collected and maintained in the background investigation file shall be 

purged from the file in accordance with State Arches guidelines.  If information collected 

results in criminal prosecution, the unit Captain will transfer and maintain file contents 

in the criminal case file. 

XL. ATTIRE 

Officers assigned to the Criminal Investigation Unit will dress in clothing that presents a 

business-like appearance.  Male officers will wear dress trousers, dress shirts, ties, suits, or sport 

coats, and dress shoes.  Female officers will wear dresses or pantsuits, dress slacks and blouses, 

and dress shoes.  Female officers will refrain from wearing jewelry considered gaudy in 

appearance or dangerous to the officer’s health.  The Department does not allow Unit personnel 

to wear sneakers, jeans, sweatpants, and shirts unless the officer is on special assignment and 

the wearing of such articles is approved by the Unit Captain. 

XLI. GROOMING 

Officers assigned to the Criminal Investigation Unit will keep their appearance neat.  Unusual 

hairstyles, hair colors, and beards will not be permitted unless approved by the Unit Captain for 

special assignment. 
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41.  FIELD INTERVIEWS AND PAT-DOWN PROCEDURES 

GENERAL ORDER 41 EFFECTIVE: 06/10/1996 

REVISED: 04/12/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to assist officers in determining when field interviews and pat-down 

searches are warranted and the manner in which they must be conducted. 

II. POLICY 

The field interview is an important point of contact for officers in preventing and investigating 

criminal activity.  But even when conducted with respect for involved citizens and in strict 

conformance with the law, it can be perceived by some as a means of police harassment or 

intimidation conducted in a discriminatory manner against groups or individuals.  In order to 

maintain the effectiveness and legitimacy of this practice ad to protect the safety of officers 

shall conduct field interviews and perform pat down searches in conformance with procedures 

set forth in this policy. 

III. DEFINITIONS 

A. Field Interview – the brief detainment of an individual, whether on foot or in a vehicle, 

based on reasonable suspicion for the purposes of determining the individual’s identity 

and resolving the officer’s suspicions. 

B. Pat-Down Search: A “frisk” or external feeling of the outer garments of an individual. 

C. Reasonable Suspicion: Articulable facts that, within the totality of the circumstances, 

lead an officer to reasonably suspect that criminal activity has been or is about to be 

committed. 

IV. PROCEDURES -FIELD INTERVIEWS 

A. Justification for Conducting a Field Interview 
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Law enforcement officers may stop individuals for the purpose of conducting a field 

interview only where reasonable suspicion is present.  Reasonable suspicion must be more 

than a hunch or feeling but need not meet the test for probable cause sufficient to make an 

arrest.  In justifying the stop, the officer must be able to point to specific facts which, when 

taken together with rational inferences, reasonably warrant the stop.  Such facts include, 

but are not limited to, the following: 

1. The appearance or demeanor of an individual suggests that he is part of a criminal 

enterprise or is engaged in a criminal act, 

2. The actions of the suspect suggest that he is engaged in a criminal activity 

3. The hour of day or night is inappropriate for the suspect’s presence in the area, 

4. The suspect’s presence in the area, 

5. The suspect’s presence in a neighborhood or location is inappropriate, 

6. The suspect is carrying a suspicious object, 

7. The suspect’s clothing bulges in a manner that suggests he is carrying a weapon, 

8. The suspect is located in proximate time and place to the alleged crime, 

9. The officer has knowledge of the suspect’s prior criminal record or involvement in 

criminal activity. 

B. Initiating a Field Interview 

Based on observance of suspicious circumstances or upon information from 

investigation, an officer may initiate the stop of a suspect if he has articulable, 

reasonable suspicion to do so.  The following guidelines shall be followed when making 

an authorized stop to conduct a field interview. 

1. When approaching the suspect, the officer shall clearly identify himself as a law 

enforcement officer, if not in uniform, by announcing his identity and displaying 

departmental identification. 

2. Officers shall be courteous at all times during the contact but maintain caution and 

vigilance for furtive movements to retrieve weapons, conceal, or discard 

contraband, or other suspicious actions. 
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3. Before approaching more than one suspect, individual officers should determine 

whether the circumstances warrant a request for backup assistance and whether 

the contact can and should be delayed until such assistance arrives, 

4. Officers shall confine their questions to those concerning the suspect’s identity, 

place of residence and other inquiries necessary to resolve the officer’s suspicions, 

however, in no instance shall an officer detain a suspect longer than is reasonably 

necessary to make these limited inquiries. 

5. Officers are not required to give suspects Miranda warnings in order to conduct 

field interviews unless and until additional information is available and efficient to 

establish probable cause for arrest. 

6. Suspects are not required, nor can they be compelled, to answer any questions 

posed during field interviews.  Failure to respond to an officer’s inquiries is not, in 

and of itself, sufficient grounds to make an arrest although it may provide sufficient 

justification for additional observation and investigation. 

V. JUSTIFICATION FOR CONDUCTING PAT-DOWN SEARCHES 

A. Justification for Conducting Pat-Down Searches 

A law enforcement officer has the right to perform a pat-down search of the outer 

garments of a suspect for weapons if he has been legitimately stopped with reasonable 

suspicion and only when the officer has a reasonable fear for his own of another 

person’s safety.  Clearly, not every field interview poses sufficient justification for 

conducting a pat-down search.  Following are some criteria that may form the basis for 

establishing justification for performing a pat-down search.  Officers should note that 

these factors are not all-inclusive – there are other factors that could or should be 

considered.  The existence of more than one of these factors may be required in order 

to support reasonable suspicion for the search. 

1. The type of crime suspected – particularly in crimes of violence where the use of 

threat of deadly weapons is involved. 

2. Where more than one suspect must be handled by a single officer. 

3. The hour of the day and the location or neighborhood where the stop takes place. 
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4. Prior knowledge of the suspect’s use of force and/or propensity to carry deadly 

weapons. 

5. The appearance and demeanor of the suspect. 

6. Visual indications which suggest that the suspect is carrying a firearm or other 

deadly weapon. 

7. The age and agender of the suspect.  Whenever possible, pat-down searches should 

be per formed by officers of the same sex 

B. Procedures for Performing a Pat-Down Search 

When reasonable suspicion exists to perform a pat-down search, it should be performed 

with due caution, restraint, and sensitivity.  These searches are only justifiable and may 

only be performed to protect the safety of officers and others and may never be sued to 

shakedown individuals or groups of individuals or as a pretext for obtaining evidence.  

Under these circumstances, pat-down searches should be conducted in the following 

manner. 

1. Whenever possible, pat-down searches should be conducted by at least two 

officers, one of whom performs the search while the other provides protective 

cover. 

2. Because pat-down searches are cursory in nature, they should be performed with 

the suspect in a standing position or with hands placed against a stationary object 

and feet spread apart.  Should a weapon be visually observed, however, a more 

secure search position may be used, such as the prone position. 

3. In a pat-down search, officers are permitted only externally feel the outer clothing 

of the suspect.  Officers may not place their hands in pockets, unless they fell an 

object that could reasonably be a weapon, such as a firearm, knife, club, or other 

item. 

4. If the suspect is carrying an object such as a handbag, suitcase, briefcase, sack, or 

other item that may conceal a weapon, the officer should not open the item but 

instead place it out of reach of the suspect. 
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5. If the external feeling of the suspect’s clothing fails to disclose evidence of a 

weapon, no further search may be made.  If evidence of a weapon is present, an 

officer may retrieve that item only.  If the item is a weapon the possession of which 

is a crime, the officer may make an arrest of the suspect and complete a full-custody 

search of the suspect. 

C. Reporting 

If after conducting a field interview there is no basis for making an arrest, the officer 

should record the facts of the interview and forward the documentation to the 

appropriate reporting authority as prescribed by departmental procedure. 
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42.  ACCESS TO THE CHEMICAL ANALYSIS ROOM 

GENERAL ORDER 42 EFFECTIVE: 12/01/2006 

REVISED: 04/19/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this General Order is to establish written procedures for access to the chemical 

analysis room to observe DWI Breath Test of persons charged with implied consent offenses 

pursuant to NCGS §20-38.5. 

II. DISCLAIMER 

This directive is for department use only and should not be construed as creating a higher legal 

standard of safety or care, in an evidentiary sense, with respect to third party claims.  Violations 

of this directive will only form the basis for departmental administrative actions.  Violations of 

law will form the basis for civil and criminal sanctions in a recognized judicial setting. 

III. This policy is in accordance with NCGS §20-38.5 and establishes a procedure for written notice 

of implied-consent rights in the chemical and analysis room and for access to a person arrested 

for an implied-consent offense by family and friends or a qualified person contacted by the 

arrested person to obtain blood or urine when the arrested person is held in custody and unable 

to obtain pretrial release from jail. 

IV. DEFINITIONS 

1. Chemical Analysis – The act of decomposing a substance into a substance into its 

constituent elements. 

2. Access – (1) A means by approaching, entering, exiting, communicating with, or making 

use of; (2) the ability or right to approach or right to approach, enter, exit, communicate 

with, or make use of. 

3. Chemical Analysis Room – The place where the breath is administered to any person 

arrested for an implied consent offense. 
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V. DEPARTMENTAL RULES 

1. A sign is posted in the telecommunication area explaining to the public the procedures 

for obtaining access to the chemical analysis room where the breath test is 

administered. 

2. An arrestee charged with an implied consent offense may call an attorney for advice 

and/or a witness to observe the administration of a chemical analysis test.  The arresting 

officer will be responsible for informing an arrestee of his rights and allowing an 

arrestee access to a telephone. 

3. Any person contacted to serve as a witness to chemical analysis testing must arrive at 

the chemical analysis room within thirty (30) minutes of when the arrestee was advised 

of his implied consent rights.  If the witness is late, the testing procedures will begin 

without the witness being present. 

4. An attorney or witness may gain access to the chemical analysis room by informing the 

officer or telecommunicator on duty that they are present to observe a DWI breath test 

in the chemical analysis room. 

5. Before being allowed to enter the chemical analysis room.  The arresting officer is 

responsible for admitting a witness into the chemical analysis room.  The arresting 

officer is responsible for admitting a witness into the chemical analysis room. 

6. Before being allowed to enter the chemical analysis room, the arresting officer will 

require that the witness undergo a routine pat search.  Officers may prohibit a witness 

from bringing items of personal property (i.e., bulky coat, purse, briefcase, keys, 

electronic devices, etc.) into the chemical analysis room.  Any person refusing to comply 

with such requests will not be allowed into the chemical analysis room. 

7. Immediately upon the completion of the observation, the arresting officer will escort 

the witness from the chemical analysis room. 

VI. SPECIAL PROCEDURES AT THE PITT COUNTY DETENTION CENTER 

In addition to the procedures listed above, the following special procedures will be followed at the 

Pitt County Detention Center. 
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Upon arriving at Detention Center, a witness may contact any detention officer for directions to the 

chemical analysis room.  A witness may enter the chemical analysis room by pushing the intercom 

button by the Magistrate’s Office and knocking on the door of the chemical analysis room (located 

adjacent to the entrance into the Magistrate’s Office.)  the arresting officer is responsible for 

admitting a witness into the chemical analysis room. 

Procedures for Jail Prisoners Charged with Implied Consent Offenses Pursuant to NCGS §20-38.5 

1. A person charged with an implied consent offense who is unable to make bond or pretrial 

release may request family and friends to come to the jail to witness and observe their physical 

condition.  They may also request that chemical analysis test(s) be conducted by an authorized 

person in addition to any testing previously conducted. 

2. During the initial appearance (after a finding of probable cause and conditions of release have 

been set), the magistrate will notify an arrestee that they may request up to two (2) witnesses 

to come to the jail to observe their condition for a thirty (30) minute period during the first eight 

(8) hours of incarceration to administer chemical analysis test(s) in addition to any testing 

previously conducted. 

3. Detainees may make this request in writing before the magistrate (Form AOC-CR-271) or, upon 

admission to a jail, on a form provided by the jail.  Detainees must provide the name and 

telephone number of requested witnesses. 

4. After being admitted to the jail, a person charged with an implied consent offense (hereafter 

referred to as “detainee”) will be provided access to a jail phone by the admitting jail officer.  

The detainee will have thirty (30) minutes to select and make contact with up to two (2) 

witnesses and with one (1) qualified medical provider.  Within the allotted time, the detainee 

will inform the jail officer in writing (on a form provided by the jail) of the name and phone 

number of the persons selected to come to the jail. 

5. If a detainee fails to provide a list of witnesses and/or a qualified medical provider or fails to 

contact them within the allotted time, the detainee may not, at a later time, contact or receive 

witnesses to observe his condition or to administer additional chemical analysis test(s).  Only the 

persons whose names are written on form AOC-CR-271 and on the form provided by the jail are 

allowed to observe a detainee’s condition or to administer chemical analysis test(s). 
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6. Witnesses and qualified medical providers called by the detainees may gain access to the 

detainee by contacting the telecommunicator or officer on-duty at the police station or jail and 

stating unequivocally that they are there to observe a detainee’s condition or to administer 

chemical analysis test(s). 

7. The total observation period for both witnesses to observe the condition of a detainee shall not 

exceed thirty (30) minutes.  Both witnesses must be admitted during this thirty (30) minute 

period as no witness will be admitted after this period of time has passed.  Only one (2) person 

will be admitted to the jail to administer chemical analysis test(s), which shall be conducted 

without unnecessary delay. 

8. Any person contacted to serve as a witness or to provide additional chemical testing (hereafter 

referred to collectively as “visitors”) must arrive at the jail within eight (8) hours of the detainee 

being admitted to the jail.  If the person is late, no visit will be allowed. 

9. Witnesses must be at least 16 years of age.  All visitors must provide proof of age and identity to 

the jail officer.  A valid driver’s license or DMV-issued identification card is the only form of 

acceptable form of identification. 

10. The detainee is responsible for any costs associated with the collection and analysis of any blood 

or urine sample taken.  The jail will not supply any material or provide any assistance in 

obtaining blood, urine, or any other sample from the detainee. 

11. A medical provider must provide the appropriate equipment and materials to obtain the sample 

and must be licensed or certified to perform such testing.  Before being admitted to the jail, the 

medical provider must present a valid copy of their license or certification, or otherwise show 

evidence of qualification to administer chemical analysis tests.  A hospital or medical ID and a 

statement signed by the person attesting to medical licensure or certification are sufficient 

proof. 

12. Visitors will submit to a search of their person (pat down/frisk search) prior to entering the 

secure area of the jail and will not be allowed to bring contraband or other items of personal 

property into the jail (i.e., bulky coat, purse, briefcase, keys, electronic devices, etc.) 

13. Visitors must comply with all jail regulations.  Loud, disorderly, or disruptive conduct is strictly 

prohibited.  Visitors may observe and interact with the detainee but are not allowed to make 
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demands of staff or disrupt the operation of the facility.  A jail officer may deny or discontinue a 

visit if a visitor or detainee fails to obey an officer or otherwise violated a rule of the jail. 

14. An escort officer will escort visitors to a location within the jail approved for that purpose.  The 

escorting officer will remain in the observation area in full sight and sound of the detainee to 

supervise the visit.  Witnesses will be allowed to observe the detainee by sight, sound, and 

smell, but no physical contact (touching) will be allowed between the witness and the detainee 

at any time.  Except for contact necessary to administer chemical analysis test(s), a medical 

provider is also prohibited from having physical contact with a detainee. 

Special Procedures for the Pitt County Detention Center 

In addition to the procedures listed above, the following special procedures will be followed at the Pitt 

County Detention Center: 

A. Upon admission to the Pitt County Detention Center, a detainee may also exercise their implied 

consent rights by completing the “Detainee” portion of the Request for Witness and Observation 

Form (provided by the Detention Center).  A detainee must list the names and telephone 

numbers of the persons they have contacted and/or who they desire to come to the Detention 

Center.  No more than two (2) witnesses and one (1) qualified medical provider should be listed 

on the Request for Witness and Observation Form. 

B. Prior to admitting a qualified medical provider to administer chemical analysis test, the detainee 

must sign the Release Waiver of Claim Form to indicate their release of liability and their 

consent to the collection of the blood and urine sample. 

C. Witnesses and qualified medical providers (hereafter referred to collectively as “visitors”) will 

report to the intake window of the Detention Center Booking Lobby and must clearly state their 

reason for coming to the Detention Center.  Visitors must complete and sign the 

“Witness/Provider” portion of a Request for Witness and Observation Form. 

D. Attorney visits will be handled in conformity with usual jail policy (Jail Order 402.7), except 

attorneys called to observe a person charged with an implied consent offense may visit 24-

hours-per-day and are not included in the two (2) witness county limitation. 
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E. Before leaving the facility, visitors will complete and sign the Request for Witness and 

Observation Form to verify the accuracy of the information recorded which will be placed in the 

detainee’s confinement record. 
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43.  MOTOR VEHICLE SEARCHES 

GENERAL ORDER 42 EFFECTIVE: 06/10/1996 

REVISED: 04/12/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to provide departmental personnel with guidelines for the search of 

motor vehicles. 

II. POLICY 

It is the policy of this department to conduct motor vehicle searches that are both legal and 

through.  Such searches are to be conducted in strict observance of the constitutional rights of 

the owner and occupants of the motor vehicle being searched, and with due regard for the 

safety of all officers, other persons and property involved. 

III. DEFINITIONS 

A. Motor Vehicle: any vehicle operating or capable of being operated on public streets or 

highways to include automobiles, trucks, trailers, recreational vehicles, mobile homes, 

motor homes, and any other type of vehicle, whether self-propelled or towed.  This policy 

does not apply to vehicles of any type that have been immobilized in one location for use as 

a temporary or permanent residence or storage facility, or which are otherwise classified by 

the law as residences or buildings. 

B. Search: an examination of all or a portion of the vehicle with an investigatory motive (i.e., 

for the purpose of discovering fruits, instrumentalities, or evidence of a crime or 

contraband, or to enter the vehicle to examine the vehicle identification number or 

determine the ownership of the vehicle).  Inventories of the vehicle are not covered by this 

policy. 

IV. PROCEDURES 

A. When Vehicle Searches May be Conducted 
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Whenever feasible, a warrant will be obtained for the search of a motor vehicle.  

Warrantless searches are to be conducted only when lack of time or other exigencies make 

it impractical for officers to obtain a warrant.  When a vehicle has broken down, or there is 

otherwise no significant chance the vehicle will be driven away or that evidence contained 

within it will be removed or destroyed, the vehicle should be searched only after a warrant 

has been obtained.  In other cases, vehicles may be searched. 

1. When probable cause to search the vehicle exists; 

2. With consent of the operator; 

3. Incident to an arrest of the occupants of the vehicle; 

4. To frisk for weapons; 

5. When necessary to examine the vehicle identification number or to determine the 

ownership of the vehicle; or 

6. Under emergency circumstances not otherwise enumerated above. 

B. Scope of Vehicle Searches 

1. Searches with a warrant – when searching under a warrant, officers may search all 

areas of the vehicle unless the warrant states otherwise. 

2. Probable cause searches – probable cause searches may extend to all areas of the 

motor vehicle unless the probable cause is limited to a specific area of the vehicle. 

3. Consent searches – the extent of a consent search depends upon the terms of the 

consent itself.  If the consent is limited to specific areas of the vehicle, officers may 

search only portions of the vehicle covered by the consent.  Written consent should 

be obtained whenever possible before conducting these searches. 

4. Searches incident to arrest – Searches of vehicles incident to the arrest of an 

occupant shall be limited to areas within reach of the arrestee (normally the 

passenger area of the vehicle).  The trunk, the engine compartment and locked 

compartments within the passenger area normally may not be searched. 

5. Frisks for weapons – Frisks for weapons normally must be confined to the 

passenger area of the vehicle.  Areas not immediately accessible to the vehicle’s 

occupants, such as a locked glove compartment, may not be frisked. 
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6. Entries to examine a vehicle identification number to determine ownership of the 

vehicle – Entries made to examine the vehicle identification number or to 

determine the ownership of the vehicle must be limited to actions reasonably 

necessary to accomplish these goals. 

7. Emergencies – Search of a motor vehicle under emergency circumstances not 

otherwise enumerated above must be co-extensive with the nature of the 

emergency.  The proper extent of the search must therefore be determined by 

search personnel in each specific situation, but in no event will the extent of the 

search exceed that necessary to respond properly to the emergency.  Note: Where 

the initial search discloses probable cause to believe that other portions of the 

vehicle may contain fruits, instrumentalities or evidence of a crime or contraband, 

any additional portions of the vehicle may be searched that could reasonably 

contain the items being sought. 

C. Search of Containers Found in Vehicle 

In no instance shall a container in a motor vehicle be searched unless it could contain the 

item(s) being sought.  In addition: 

1. Unlocked containers found in motor vehicles are governed by the nature of the 

search, as follows: 

a. In a probable cause search, containers such as paper bags, cardboard boxes, 

wrapped packages, etc., wherever found in the vehicle, may be opened. 

b. When the passenger compartment of a vehicle is being searched incident to an 

arrest, such containers found within the passenger compartment may be 

opened. 

c. Containers discovered during a consent search of the vehicle may be opened 

provided that the terms of the consent expressly permit or reasonably imply 

that the particular container may be opened. 

d. Containers found in or discarded from a vehicle under circumstances that do 

not justify their search under probable cause rules or in connection with a 
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search incident to arrest should be secured but not searched until a warrant is 

obtained to search them. 

2. Locked containers such as attaché cases, suitcases and footlockers found during a 

vehicle search should be opened only if 

a. The search is being conducted under a warrant; or 

b. A valid consent to open the locked container is first obtained.  Where these 

conditions are not met, locked containers should be secured by search 

personnel and opened only after a warrant has been obtained. 

D. Location and Time of Search 

Whenever possible, search of a motor vehicle, and of containers found therein should be 

conducted at the location where the vehicle was discovered or detained.  Under exigent 

circumstances, search of the vehicle or container may be delayed and/or conducted after 

the vehicle has been moved to another location.  However, in all instances searches shall be 

conducted as soon as is reasonably possible; that is, as soon as adequate personnel are 

available to conduct a thorough search with due regard for the safety of all officers, citizens 

and property concerned. 

E. Conduct of the Search 

Motor vehicle searches shall be conducted in a manner that minimizes the intrusiveness of 

the search and the inconvenience caused to the vehicle owners, occupants, and other 

persons involved.  Where possible, damage to the vehicle or to other property in the course 

of the search should be avoided.  Where unavoidable, such damage should be confined to 

that reasonably necessary to carry out a safe and thorough search. 

F. Abandoned Vehicles 

Examination of a vehicle that has been abandoned on a public thoroughfare is technically 

not a search.  If an officer can determine in advance that the vehicle has been abandoned, 

examination of the interior of the vehicle shall be conducted only in accordance with 

provisions of this policy and the law. 

G. Seizure of Evidence 
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Any evidentiary items discovered in the course of a motor vehicle search shall be collected, 

handled, packaged, marked, transported, and stored in accordance with applicable policies 

and procedures of this department.  Where appropriate and feasible, itemized receipts for 

seized property shall be given to the owner and/or occupants of the vehicle. 

H. Compliance with Health and Safety Requirements 

Searches of motor vehicles are to be conducted in strict compliance with all applicable laws, 

governmental regulations, and departmental policies and procedures pertaining to the 

protection of departmental personnel from communicable diseases and hazardous 

substances.  Any exposure of search personnel or others to such substances shall be 

reported in accordance with regulations, policies, and procedures of this department. 

I. Security of Vehicles and Property Contained Therein 

If search of a vehicle leaves the vehicle or any property contained therein vulnerable to 

unauthorized entry, theft or damage, search personnel shall take such steps as are 

reasonably necessary to secure and/or preserve the vehicle or property from such hazards. 

J. Responsibility of Supervising Officer 

An officer supervising a vehicle search shall be responsible for ensuring that it is conducted 

in accordance with this policy.  In the event that the vehicle search is conducted under a 

warrant, the officer shall ensure that the execution of the warrant is properly reported to 

the issuing court or other authority.  The officer shall also be responsible for making any 

other reports regarding the search that may be required by law, policy, or procedure. 
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44.  STRIP AND BODY CAVITY SEARCHES 

GENERAL ORDER 44 EFFECTIVE: 06/10/1996 

REVISED: 04/21/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to provide officers with guidelines for determining if and under 

what conditions the use of strip searches and body cavity searches are legally permissible and to 

establish guidelines for the appropriate conduct of such searches. 

II. POLICY 

This department recognizes that the use of strip searches and body cavity searches may, under 

certain conditions, be necessary to protect the safety of officers, civilians, and other prisoners; 

to detect and secure evidence of criminal activity and to safeguard the security, safety, and 

related interests of this agency’s intrusiveness of these searches on individual privacy, however, 

it is the policy of this department that such searches shall be conducted only with proper 

authority and justification, with due recognition and deference for the human dignity of those 

being searched and in accordance with the procedural guidelines for conducting such searches 

as set forth in this policy. 

III. DEFINTIONS 

A. Strip Search – any search of an individual requiring the removal or rearrangement of some 

or all clothing to permit the visual inspection of any or all skin surfaces including genital 

areas. 

B. Body Cavity Search – any search involving not only visual inspection of skin surfaces but the 

internal physical examination such as the stomach cavity. 

IV. PROCEDURES 

A. Strip Searches 
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1. Individuals arrested for traffic violations and other minor offenses of a nonviolent 

nature shall not be subject to strip searches unless the arresting officer has articulable, 

reasonable suspicion to believe that the individual is concealing contraband or weapons.  

Reasonable suspicion may be based upon, but is not limited to, one or more of the 

following criteria: 

a. The nature of the offense charged 

b. The arrestee’s appearance and demeanor 

c. The circumstances surrounding the arrest 

d. The arrestee’s criminal record, particularly past crimes of violence and narcotics 

offenses 

e. The discovery of evidence of a major offense in plain view or in the course of a 

search incident to the arrest 

f. Detection of suspicious objects beneath the suspect’s clothing during a field search 

incident to arrest 

2. Field strip searches of prisoners shall be conducted only in the rarest of circumstances 

under exigent circumstances where the life of officers or others may be placed at risk, 

and only with the explicit approval of a supervisory officer. 

3. Where articulable, reasonable suspicion exists to conduct a strip search, the arresting 

officer shall make a written request for such action to the detention supervisor or other 

designated authority that clearly defines the basis for suspicion. 

4. When authorized by the supervising authority, strip searches may be conducted only 

a. By specially trained and designated personnel; 

b. In conformance with approved hygienic procedures and professional practices; 

c. In a room specifically authorized for this purpose; 

d. By the least number of personnel necessary and only by those of the same sex; and 

e. Under conditions that provide privacy from all but those authorized to conduct the 

search. 

5. Following a strip search, the officer performing the search shall submit a written report 

to the supervisory authority that details, at a minimum, the following: 
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a. Date and place of the search 

b. Identity of the officer conducting the search 

c. Identity of the individual searched 

d. Those present during the search 

e. A detailed description of the nature and extent of the search 

f. Any weapons, evidence, or contraband found during the search 

B. Body Cavity Searches 

Should visual examination of a suspect during a strip search and/or other information lead 

an officer to believe that the suspect is concealing a weapon, evidence or contraband within 

a body cavity, the following procedures shall be followed: 

1. The officer shall consult with his immediate supervisor to determine whether 

probable cause exists to seek a search warrant for a body cavity search.  The 

decision to seek a search warrant shall recognize that a body cavity search is highly 

invasive of personal privacy and is reasonable only where the suspected offense is 

of a serious nature and/or poses a threat to the safety of officers or others, and/or 

the security of the department’s detention operations. 

2. If probable cause exists for a body cavity search, an affidavit for search warrant shall 

be prepared that clearly defines the nature of the alleged offense and the basis for 

the officer’s probable cause. 

3. On the basis of a search warrant, a body cavity search shall be performed only by an 

authorized physician or by other medically trained personnel at the physician’s 

direction. 

4. For safety and security reasons, the search shall be conducted at the Pitt County 

Detention facility or other authorized facility and in the room designated for this 

purpose. 

5. Body cavity searches shall be performed with due recognition of privacy and 

hygienic concerns previously addressed in this policy. 

6. The authorized individual conducting the search shall file a report with the 

requesting law enforcement agency.  The witnessing law enforcement officer shall 
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cosign that report and comply with information requirements specified in this 

policy. 
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45.  INVESTIGATING CHILD ABUSE 

GENERAL ORDER 45 EFFECTIVE: 06/10/1996 

REVISED: 04/21/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to provide officers with guidelines for recognizing instances and 

accepting reports of child abuse and neglect and coordinating the investigation of such cases 

with appropriate child protective service agencies, and prosecuting attorney’s offices. 

II. POLICY 

Child abuse and neglect has been traditionally regarded as the principle responsibility of child 

protective services and social welfare agencies.  However, research has demonstrated that a 

large percentage of repeat offenses, many of which involve serious injury or death, involve 

known offenders.  It is the position and policy of the Ayden Police Department that effective 

response to child maltreatment requires cooperative and coordinated efforts between social 

welfare and law enforcement agencies, and further, that under certain circumstances, arrest, 

and criminal prosecution is an appropriate and preferred approach to the problem from a 

preventative standpoint.  Therefore, all reports of child abuse and neglect shall be thoroughly 

investigated in accordance with this policy and appropriate measures taken consistent with 

state law that will best protect the interests of the child. 

III. DEFINITION 

Officers should be aware of state statutes that define instances of child abuse, neglect, and 

abandonment.  However, for purposes of this policy, operational definitions are as follows: 

Child Abuse – Any situation in which parents, guardians, or other responsible adults have 

inflicted physical assaults upon a child, to include sexual abuse; when the child has been 

exploited for sexual purposes such as through prostitution or pornography; has been subjected 
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to reckless endangerment that has or would likely cause physical harm; or, has been subjected 

to emotional assault such as does, sustained confinement. 

Child Neglect – Any situation in which parents, guardians, or other responsible adults have 

failed to provide for the essential physical needs of the child to include food, clothing, and 

shelter and that caused or would likely cause serious physical injury, sickness, or disability; 

failure to provide needed emotional nurturing and stimulation that has or could likely cause 

emotional injury over time. 

Abandonment – Leaving a child alone or in the case of another under circumstances that 

demonstrate an intentional abdication of parental responsibility. 

IV. PROCEDURES 

A. Reporting/Initial Complaint Response 

State law requires that instances or suspected instances of child abuse or neglect be 

reported by public and private officials such as physicians, dentists, school employees, 

clergymen, and others.  Officers shall record and respond to all reports of child abuse, 

neglect, and abandonment irrespective of the source or method of reporting. 

1. A preliminary interview will be conducted with the reporting individual, when 

known, to determine the basis for the report, to include determination of such 

factors as: 

a. The physical condition of the child; 

b. A description of the abusive or neglectful behavior; 

c. Evidence of parental disabilities such as alcoholism, drug abuse, mental illness, 

or other factors that demonstrate or suggest their inability to care for the child; 

d. Description of suspicious injuries or conditions; 

e. The nature of any statements made by the child concerning parental 

maltreatment; and 

f. Any evidence of parental indifference or inattention to the child’s physical or 

emotional needs. 

2. When the source of the report cannot be identified and/or time is not of the 

essence, a report of the complaint shall be made to the state child protective 
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authority as prescribed by law.  Where reasonable suspicion exists for further 

investigation, a coordinated investigative effort should be undertaken with the child 

protection authority. 

3. Immediate action shall be taken by officers when 

a. The complaint warrants arrest or criminal prosecution; 

b. Child protective personnel are not available, and time is of the essence; 

c. The child is in danger and child protective personnel cannot enter the home; 

d. The suspected perpetrator may flee; 

e. Police presence is required to maintain order or to protect the safety of child 

protection officers; or 

f. When the child must be taken into protective custody against parental wishes. 

4. The preferred means of removing a child from the home is by court order.  

However, in cases of abandonment, severe abuse of neglect where the child is in 

imminent danger of death or serious bodily harm and time is of the essence, an 

officer shall, in compliance with state law, remove the child from the home for 

purposes of protective custody.  The assistance of child welfare authority officers 

should be sought if available in a timely manner.  Parental permission should also be 

sought but is not required in order to remove the child under emergency 

circumstances. 

5. In cases where protective custody is warranted and time permits, the state child 

protection agency shall be notified and court order for protective custody shall be 

sought prior to the child’s removal. 

B. Background Investigation 

Investigating complaints of child abuse general require contact with several sources of 

information depending upon the nature of the complaint and the scope of abuse.  In all but 

emergency situations, the following sources of information should normally be contacted 

prior to interviewing the family and/or child. 
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1. An inquiry should be made to determine whether a court protective order is in force 

with regard to the child or other members of the family.  A criminal records check 

should also be performed on the suspect. 

2. Medical personnel, including family practitioners, emergency room staff, and 

medical examiners, often acquire information that confirms or suggests abuse.  

Certain types of injuries are particularly characteristic of physical abuse and are 

most incriminating when they do not correlate with parental explanations of how 

they occurred.  They include 

a. “pattern” injuries that may be linked to specific objects used in an attack such as 

hot irons, coat hangers, fingertip marks caused by tight gripping; straight, 

curved, or curvilinear or jagged lesions indicating whipping; bite marks; and 

scald or peculiar burn marks; 

b. Injuries to specific body parts such as the genitals, buttocks, or rectum as well as 

trauma to the torso, upper arms, and thighs in the absence of other common 

injuries commonly suffered by children in play accidents such as skinned knees, 

elbows, and forehead; 

c. Signs of old injuries to various parts of the body in different stages of healing, 

particularly those that are not common to childhood; 

d. Bone fractures of small children and related injuries that are inconsistent with 

the child’s level of maturity and risk of injury, such as spiral fractures (suggesting 

vigorous shaking), fractures to the rear and upper skull (suggesting blows to the 

head), subdural hematomas without scalp contusions (suggesting violent 

shaking with resultant head whiplash), and fractures of long bones and joints 

that are suggestive of violent pulling, twisting, or jerking of the extremities; 

e. A history, pattern, or extent of injury that does not correlate with the alleged 

cause of death or means of injury; 

f. Inordinate delay in seeking medical attention, evidence of administration of 

home remedies for relatively serious injuries, history of prior visits to different 
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emergency rooms, frequent changes of physicians and prior diagnosis of “failure 

to thrive”; and 

g. At autopsy, the presence of old injuries or other internal injuries that were not 

detectable though external examination. 

3. Social welfare officers may also provide considerable insight into situations of 

suspected child abuse as many abusive families have had prior contact with local 

support agencies.  These agencies may provide information on family background, 

employment, economic, domestic stability, and previous contacts with child 

protective service agencies. 

4. School teachers may also provide considerable insight into situations of suspected 

child abuse through records of the child’s attendance, grades, demeanor, 

socialization, motivation, and perceived emotional stability.  Several behavioral 

indicators are suggestive of child abuse, including 

a. Recurrent injuries or complaints of parental physical mistreatment; 

b. Marked changes in the child’s behavior or level of achievement; 

c. Strong antagonism toward authority; 

d. Exaggerated reactions to being touched; 

e. Withdrawal from peers, or assaultive, or confrontational behavior; 

f. Delinquent acts, running away from home or truancy; and 

g. Refusal to dress for physical education or dressing inappropriately. 

5. The foregoing indicators may also be used when interviewing neighbors or any 

other individuals who may have personal knowledge of the family situation. 

C. Family Interview 

Based on information generated in the background investigation, reasonable suspicion may 

exist to conduct an interview with the family and the child. 

1. If there is reason to believe that charges may be filed against the parents or others, 

interviews should be conducted at the law enforcement agency and prior contact, 

when appropriate, should have been made with the prosecutor’s office. 
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2. A child protective service officer should participate with the investigator in the 

interview. 

3. The interview should be conducted in a non-accusatory, informal, fact-finding 

manner, and questions should be presented in an open-ended format to allow 

parents or others complete latitude in responding. 

4. In determining, whether to accept a parent’s explanation, officers should consider 

the following questions.  Finding consistent with those in parentheses may indicate 

a greater likelihood of abuse. 

a. Is it reasonable to believe that the child’s injuries were self-inflicted or 

accidental given the child’s maturity, manual dexterity, ability to walk or stand? 

(No) 

b. Was the parent’s story consistent with other evidence? (No) 

c. Do parent’s story consistent with other evidence? (No) 

d. Does the home appear to be clean and well maintained? (No) 

e. Does the family live a socially isolated environment without the support of 

neighbors, friends, or family? (Yes) 

f. Do the parents appear to support one another in a positive home environment? 

(No) 

g. Does there appear to be frequent or ongoing crises in the family? (Yes) 

h. Does the child in question appear to be regarded by the parent(s) in a negative 

light? (Yes) 

5. Some parents may explain or excuse the incident as a legitimate attempt to 

discipline the child.  However, in order to be reasonable and acceptable, the 

discipline should 

a. Be appropriate to the misbehavior involved but never involve serious bodily 

injury; 

b. Be consistent with child’s ability to understand its relevance to acts in question; 

and 
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c. Be administered with prudence and caution rather than recklessly, brutally, or 

without sufficient regard for the child’s power endurance. 

D. Interviewing Children 

Officers conducting interviews with children in suspected child abuse cases should be 

familiar with and follow this agency’s policy on interviewing children.  In addition, they 

should be familiar with the following special issues that arise when conducting these 

interviews in cases of suspected child abuse: 

1. Children should be interviewed separately from their parents. 

2. Repeated interviews with the child should be avoided whenever possible.  Joint 

interviews with the child protective worker or prosecutor, for example, may help 

minimize the trauma of these sessions. 

3. Avoid questions that can be answered with a “yes” or “no” response.  Use open-

ended questions whenever possible. 

4. Anatomically correct dolls should be sued whenever available to trained 

investigators. 

5. Sit with the child rather than across table.  Conduct the interview in a casual and 

non-threatening manner. 

6. Do not lead the child or suggest answers, probe, or pressure the child for answers, 

or express concern, shock, or disbelief in response to answers. 

7. Reassure the child that he/she is not to blame and is not in trouble for what 

happened or for being asked questions. 

E. Physical Evidence 

Collecting physical evidence to document abuse is very important for prosecuting these 

cases.  In this regard, officers should be aware of the following: 

1. Color photographs of injuries should be taken and preserved for evidentiary 

purposes.  They may be taken by medical personnel or by a same sex officer of the 

Ayden Police Department.  All injuries should be described in writing and 

diagrammed. 
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2. X-rays should be taken if appropriate, and any that have been taken should be 

collected and preserved. 

3. Photographs of home conditions bearing on the child’s maltreatment should be 

taken. 

4. Any instruments that were used in the physical attack should be identified and 

preserved as well as any clothing that bears evidence such as blood or semen stains. 

5. Any other items that have bearing on the abuse or neglect, such as guns, knives, 

drugs, poisons, or related items in possession of the suspected perpetrator, should 

be identified and collected. 
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46.  BANK/FINANCIAL ALARM RESPONSE 

GENERAL ORDER 46 EFFECTIVE: 06/10/1996 

REVISED: 04/12/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to provide law enforcement officers with guidance for responding 

to and handling alarms at banks and other financial institutions. 

II. POLICY 

With robberies of banks and related financial institutions at a record high, it is essential that all 

law enforcement officers understand their role and responsibilities when responding to these 

offenses and the inherent dangers involved.  Therefore, when responding to robbery alarms at 

these establishments, officers shall follow the procedures set forth in this policy in order to 

enhance arrest possibilities of suspects and observe proper precautions for the safety of 

officers, employees, and bystanders 

III. PROCEDURES 

A. Dispatcher Responsibilities 

1. Upon receipt of a financial institution alarm, a minimum of two patrol units shall be 

dispatched and a field supervisor shall be notified. 

2. If the robbery notification is received by telephone, a complete description of the 

perpetrators shall be obtained from the caller along with as much additional 

information as possible; particularly, whether the perpetrator is at the scene and, if 

not, his direction and mode of travel and a complete description of any vehicle 

involved. 

3. If the robbery notification is made by alarm, the dispatcher shall not attempt to 

contact the institution in order to determine the validity of the alarm until officers 

have given notice that they are in position at the establishment. 
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4. If the dispatcher is subsequently notified that the alarm is false, he shall 

a. Advise the caller that police units are responding; 

b. Obtain the identity of and maintain contact with the caller; 

c. Verify the false alarm with a key employee of the establishment (e.g., manager 

or head teller) and advise him that he will need to exit the facility to meet the 

responding officers utilizing the department’s prearranged signal; the 

responding employee shall have his/her driver license in his/her possession at 

the time they exit the facility to meet the officers in order to clear the alarm 

and; 

d. Obtain a physical description of the key employee and provide responding 

officers with the description and the fact that the employee will meet them 

outside as required. 

B. Responding Officer Procedures 

1. Responding officers shall use appropriate vehicular warning devices when 

approaching the scene, but the siren will not be used within the hearing range of 

the reported robbery. 

2. Responding units to the scene should be observant of any suspicious vehicles 

leaving the scene as well as other vehicles or persons outside the facility who may 

be serving as lookouts, cover, or drivers for a robbery team. 

3. The first unit on the scene shall serve as the primary unit until relieved by a 

supervisor and shall take a position in front of the facility that provides good 

observation without being easily visible to those inside.  The primary unit shall 

report on observable conditions at the location to the dispatcher but should not 

initially approach the building. 

4. The primary and all subsequent units arriving at the robbery location shall report 

their arrival and position to the dispatcher.  The primary unit or supervisory officer 

should direct responding units into positions that will establish a building perimeter 

covering all exits and entrances. 
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5. Once the building perimeter has been established and no notice of a false alarm has 

been received, the primary unit on the scene shall determine whether the 

dispatcher shall telephone the establishment.  If the call is made, the dispatcher 

shall identify himself/herself by name only not that they are from the police 

department and ask to speak with an employee listed as authorized employees for 

that facility.  This list is maintained in a notebook at the dispatcher’s desk.  After 

getting the authorized person on the telephone ask if everything is alright and if a 

positive response is obtained, advise them that the alarm for that facility has been 

activated.  At this point advise them to follow the alarm procedure.  If the call is not 

answered or a questionable response is provided to the inquiry, officers at the scene 

shall be informed of these facts and told that a possible robbery is in progress. 

6. If a robbery in progress is suspected, the primary unit or supervisory officer shall 

determine whether to request additional backup and whether specialized units shall 

be alerted to include canine and SWAT teams.  Unless otherwise directed, officers 

shall wait until suspects have exited the building before attempting apprehension.  

This helps to avoid the development of a hostage situation. 

7. Once perpetrators have been apprehended, the crime scene shall be secured by 

officers in preparation for processing by crime scene technicians, departmental 

investigators, and federal agents. 

8. If a robbery has been committed and the perpetrators have left the scene, the 

primary unit should begin preparation of the initial report by identifying witnesses, 

caring for any injured parties, protecting the crime scene, and obtaining necessary 

information regarding the perpetrators for supplemental broadcast.  Remaining 

units should initiate the search for suspects on likely escape routes, being alert to 

unusual activities and circumstances. 

9. If the dispatcher notifies officers that he has been in contact with an employee of 

the establishment and there does not appear to be a robbery in progress, officers 

shall determine the identity and description of the employee and wait for him to 
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exit the building and approach the officers using the prearranged signal.  Officers 

shall check the employee with the dispatcher in order to clear the alarm. 

10. If the alarm is received after business hours and the establishment is not occupied, 

responding officers shall assume positions in the front and rear of the building and 

jointly conduct an inspection of the facility for signs of forced entry.  If signs of 

forced entry exist, officers shall follow procedures for conducting a building search.  

If the building is secure, dispatch shall be notified to contact the owner/operator or 

the establishment’s designated contact person to meet them at the location. 

C. Crime Prevention Responsibilities 

Officers assigned to crime prevention duties shall assume responsibility for providing all 

employees of banks, financial institutions, and related establishments with training on their 

responsibilities in the event of a robbery and conduct follow-up with those who fail to 

comply with departmental requirements.  In particular, employees should be familiarized 

with the following: 

1. Departmental procedures in response to a financial institution alarm. 

2. Employee’s responsibilities for protecting their safety and the safety of others. 

3. The proper use of decoy money and explosive money packages. 

4. Tips to avoid hostage taking (e.g., closing establishment doors immediately after 

perpetrators exit) and appropriate actions if one is taken hostage. 

5. Use of the silent alarm. 

6. The use of signal or placards when approaching officers. 

7. Protection of evidence 
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47.  USE OF CHECK STATIONS 

GENERAL ORDER 47 EFFECTIVE: 05/16/2007 

REVISED: 04/24/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

PURPOSE 

The purpose of this General Order is to establish department policy and procedures regarding 

the use of check stations. 

Disclaimer: This directive is for department use only and should not be construed as creating a 

higher legal standard of safety or care, in an evidentiary sense, with respect to third party 

claims.  Violations of this directive will only form the basis for departmental administrative 

actions.  Violations of law will form the basis for civil and criminal sanctions in a recognized 

judicial setting. 

POLICY 

The use of roadblocks is prohibited during motor vehicle pursuits.  Police officers should refer to 

Ayden Police Department POLICY AND PROCEDURES, GENERAL ORDER NUMBER 38, RESPONSE 

PROCEDURES, PURSUIT DRIVING & EMERGENCY VEHICLE OPERATIONS for relative use of tire 

deflating “stop sticks” as a means of stopping a fleeing vehicle.  Police officers may use check 

stations as an enforcement tool in situations to include: 

A. Routine traffic checks 

B. DWI Checkpoints 

C. To locate and apprehend suspects that may be attempting to escape by means of a vehicle. 

I. The following additional guidelines govern the use of check stations by Ayden Police 

Department personnel. 

A. The use of moving or rolling roadblocks is prohibited. 

B. Police Officers shall not establish a stationary check station in such a manner that provides a 

physical barrier across the entire width of the roadway. 
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C. Check stations shall be preplanned when possible. 

D. The decision to establish a check station should be based on several factors such as the 

number of police officers available, the equipment needed, and the need for the check 

station when measured against the potential danger posed to public safety. 

E. A suitable location for the check stations should be chose, taking into account the terrain 

and natural or manmade obstructions such hills, curves, bridges, tunnels, etc.  Every effort 

should be made to provide reasonable warning for approaching vehicles.  The use of “blind 

check stations” is prohibited. 

F. Check stations shall implemented and removed on the authority of a supervisor. 

G. Prior to the starting of a Checking Station, the supervisor shall review and sign the Checking 

Station Authorization form. 

II. Impaired Driving Check Station North Carolina General Statute 20-16.3A 

An impaired driving check station is a specific type of check station that meets the requirements 

set forth in N.C.G.S 20-16.3A.  These requirements are: 

A. A systematic plan developed in advance for use of impaired driving check station that takes 

in to account the likelihood of detecting impaired drivers, traffic conditions, and number of 

vehicles to be stopped, and the convenience of the motoring public. 

B. Designate in advance a preset pattern for stopping vehicles and what is to be requested 

from each driver.  This plan may include contingency provisions for altering either pattern if 

actual traffic conditions are different from those anticipated, but the plan cannot allow 

individual police officer discretion in deciding which vehicle to stop. 

C. The impaired driving check station must be handled by a team of police officers and never 

should be conducted one police officer. 

D. Advise the public that an authorized checking stations is being operated by having, at a 

minimum, one law enforcement vehicle with its blue light in operation during the 

conducting of the checking station. 
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48.  SOCIAL MEDIA/SOCIAL NETWORKING POLICY 

GENERAL ORDER 48 EFFECTIVE: 03/03/2011 

REVISED: 04/24/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to outline expectations of officers with respect to their use of social 

media and social networking and the direct effect such use has upon the reputation and 

perception of this department. 

II. POLICY 

All Ayden Police Department employees shall not use any form of social media or social 

networking, including Facebook, My Space, LinkedIn, Usenet groups, online forums, message 

boards, or bulletin boards, blogs, and other similarly developed formats, in any way so as to 

tarnish the department’s reputation.  As employees of this department, you are embodiments 

of our mission.  It is vital that each employee accept their role as ambassadors of the 

department, striving to maintain public trust and confidence, not only in their professional 

actions, but also in their personal and online actions.  Any online activity that has the effect of 

diminishing the public’s trust and/or confidence in this department will hinder the efforts of the 

department to fulfill our mission.  By virtue of your positions as police employees, you are held 

to a higher standard than general members of the public, and your online activities should 

reflect such professional expectations and standards.  Any online actions taken that detract 

from the mission of the department, or reflect negatively on your position as police employees, 

will be viewed as a direct violation of this policy. 

III. DEFINITIONS 

For the purposes of this policy, the following definitions apply: 
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A. Social Media – a variety of online sources that allow people to communicate, share 

information, share photos, share videos, share audio, and exchange text and other 

multimedia files with others via some form of online or cellular network platform. 

B. Social Networking – using such internet or mobile formats as Facebook, Twitter, My 

Space, LinkedIn, Foursquare, Usenet groups, online forums, message boards, or bulletin 

boards, blogs, and other similarly developed formats, to communicate with others using 

the same groups while also networking with other users based upon similar interest, 

geographical location, skills, occupation, ideology, beliefs, etc. 

C. Mobile Social Networking – social networking using a mobile phone or other cellular 

based device. 

D. Internet – a computer consisting of a worldwide network of computer networks that 

TCP/IP network protocols to facilitate data transmission and exchange.  (Princeton 

University) 

E. World Wide Web – computer network consisting of a collection of internet sites that 

offer text and graphics and sound and animation resources through the hypertext 

transfer protocol.  (Princeton University) 

F. Blog – a series of entries, written by either one person or a group of people, in an 

outline journal, usually posted in chronological order, like a diary.  Blogs can allow 

comments on entries or not. 

G. Blogging – to read, write, or edit a shared online journal. (Princeton University) Blogging 

can also encompass the act of commenting and engaging with other commentators on 

any blog, including one operated by a third party. 

H. Post – an item inserted to a blog or an entry to any type of computerized bulletin board 

or forum. 

I. Posting – the act of creating, uploading, editing, or adding to any social media outlet.  

This includes text, photographs, audio, video, or any other multimedia file. 

J. Forum – an online discussion site. 

K. Comments – responses to a blog post, news article, social media entry, or other social 

networking post. 
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L. Commenting – the act of creating and posting a response to a blog post, news article, 

social media entry, or other social networking post.  Commenting can also entail the act 

of posting an original composition to an unrelated post or article. 

M. Avatar – a computer user’s representation of himself/herself, or an alter ego. 

N. Identity – an online identity or internet persona that a social networking user 

establishes.  This can be a real name, an alias, pseudonym, or a creative description. 

O. Handle – the name of one’s online identity that is used most frequently.  It can also be 

the name of one’s Twitter identity. 

P. Username – the name provided by the participant during registration process 

associated with a Web site that will be displayed publicly on the site. 

IV. RULES AND REGULATIONS 

A. Unless granted permission, all employees of this department are prohibited from 

posting any of the following on any social media networking platform, either on their 

own sites, the sites of others known to them, the sites of others unknown to them, 

news media pages, or other information exchange forums: 

1. Any text, photograph, audio, video, or any other multimedia file related to any 

investigation, both current and past, of this department. 

2. Any text, photograph, audio, video, or any other multimedia file related to any past 

or current action of this department, either in homage or critique. 

3. Logos, badges, seals, uniforms, vehicles, equipment or any item or symbol that is 

affiliated with this department. 

4. Any item, symbol, wording, number, likeness, or material that is identifiable to this 

department. 

5. Any text, photograph, audio, video, or any other multimedia file that is related to 

any occurrence within the department. 

B. Employees who choose to maintain or participate in social media or social networking 

platforms shall conduct themselves with professionalism and in such a manner that will 

not reflect negatively upon the department or its mission.  In the course of operating or 

participating in such venues, the following rules apply: 
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1. Employees will be held responsible for the content that appears on their maintained 

social media or social networking sites and will be obligated to remove any postings 

or material contributed by others that identifies the person as an employee of this 

department. 

2. Employees will be held responsible for the content that appears on their maintained 

social media or social networking sites and will be obligated to remove any postings 

or material contributed by others that reflect negatively upon the department. 

3. Sexually graphic or explicit material of any kind shall not be posted by the employee 

on any form social media or social networking site. 

4. Sexually graphic or explicit material posted by other’s social media or social 

networking sites shall be immediately removed by the officer. 

5. Weaponry, owned by this department and/or owned personally or privately, shall 

not be displayed, or referenced to, in any multimedia format, on social media or 

social networking sites if such displays or depictions promote or glorify violence. 

6. Any text, photograph, audio, video, or any other multimedia file included on a social 

media or social networking site that infers, implies, states, opines, or otherwise 

expresses the officer’s views on the public shall not be detrimental to the 

department’s mission, nor shall it in any way undermine the public’s trust or 

confidence in this department. 

7. Any text, photograph, audio, video, or any other multimedia file included on a social 

media or social networking site that infers, implies, states, opines, or otherwise 

expresses the officer’s views on the legal, judicial, or criminal justice systems shall 

not, in any way, undermine the public’s trust and confidence in this department. 

8. Any posting that detracts from the department’s mission will be considered a direct 

violation of this policy. 

C. Employees who are brought under administrative or internal investigation related to 

their performance, functionality, or duties as an employee may be ordered to provide 

the department, or its designated investigator, with access to the social media and 

social networking platforms in which they participate or maintain. 
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D. Employees who are brought under administrative or internal investigation related to the 

department’s operation, productivity, efficiency, morale, or reputation, may be ordered 

to provide the department, or its designated investigator, with access to the social 

media and social networking platforms in which they participate or maintain. 

E. If requested, any employee shall complete an affidavit attesting to all the social media 

and social networking platforms in which they participate or maintain. 

F. Any candidate seeking employment with this department shall complete an affidavit 

attesting to all the social networking platforms in which they participate or maintain.  

The candidate shall be required to provide the designated background investigator with 

access to the social networking platforms in which they participate or maintain. 
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49.  COURT PROTECTION ORDERS 

GENERAL ORDER 49 EFFECTIVE: 06/10/1996 

REVISED: 04/24/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to provide officers with information and guidance on how to 

process and enforce court protection orders. 

II. POLICY 

Research reveals that nearly one-third of all female homicide victims in the United States are 

killed by a husband or boyfriend.  Another third of all emergency hospital visits by women are 

due to injuries sustained in domestic violence.  Children are direct or indirect victims of abuse in 

more than half of such domestic violence cases.  Without intervention, the pattern of abusive 

behavior typically escalates in both frequency and intensity.  One important means of 

intervention is issuing court protection orders that limit or prohibit contact between individuals 

in abusive domestic situations.  Therefore, it is the policy of the Ayden Police Department to 

fully enforce these orders and, to that end, to maintain a system that will provide up to date 

information on these orders to officers responding to domestic disturbances. 

III. DEFINITIONS 

Order of Protection – an emergency, interim, or permanent injunction issued by a criminal, civil, 

or domestic relations court that prohibits certain actions – typically those related to physical 

contact, harassment, intimidation, or interfacing with personal liberty – that grants custody of 

minor children or that requires that certain actions be taken by the respondent. 

IV. PROCEDURES 

A. Processing of Court Protection Orders 

This agency’s designated person shall ensure that a copy of all protection orders enforceable 

within this jurisdiction are received in a timely manner from the issuing authority. 
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1. Orders require service by the Pitt County Sheriff’s Office shall be processed in 

accordance with standard operating procedures for service of civil process. 

2. A copy of the Court Protection Order shall be maintained in the domestic violence 

notebook located at the dispatch desk, in the communications center. 

3. The communications center supervisor shall ensure that pertinent information 

relative to all current court protection orders is readily available to communications 

center personnel. 

B. Service of Court Protection Orders 

1. All court protection orders shall be served in a timely manner, the Pitt County 

Sheriff’s Office. 

2. Until the date of expiration, any sworn officer may enforce a previously served court 

order.  Information on all served orders shall be made available to patrol and 

investigative officers. 

C. Enforcement of Court Protection Orders 

Breach of a valid court order shall be enforced in the same manner and with the same vigor 

as violations of statutory law.  When encountering potential violations in domestic violence 

or other contexts, officer shall follow these procedures. 

1. In cases of domestic violence, officers shall use all reasonable means to quell open 

conflict, protect the victim(s) and enforce the law as applicable in procedures set 

forth in this agency’s policy on domestic violence. 

2. Officers are responsible for determining whether a valid court protection order is in 

force.  The officer shall verify existence of the order and its provisions by referring to 

the copy provided by the victim or by requesting that communications personnel 

check this agency’s information system. 

3. Arrest of the offender is the preferred agency response if 

a. Provisions of the court order have been violated and the violation is grounds for 

arrest; or 

b. If probable cause for arrest exists, whether or not the victim wishes to file a 

complaint. (Note: In violation of a valid court order, violators may be charged 
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with contempt of court as well as other violations of law evidenced at the 

scene.) 

4. Officers shall follow all applicable procedures set forth in this agency’s policy on 

domestic violence regarding conducting the on-scene investigation and providing 

victim assistance and crime prevention measures. 
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50.  INVESTIGATING SEXUAL ASSAULT 

GENERAL ORDER 50 EFFECTIVE: 06/10/1996 

REVISED: 04/24/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to provide officers with guidelines for responding to complaints of 

sexual assault, for dealing with victims, interfacing with local health and welfare agencies, and 

conducting interviews with victims and witnesses. 

II. POLICY 

Sexual assault victims are typically traumatized and many, because of the extremely personal 

nature of the crime, are too embarrassed to report the offense to police.  Often the fear of 

investigative, medical, and prosecutorial procedures adds to a victim’s reluctance to report, 

unwillingness, or psychological inability to assist in the investigation.  Officers and criminal 

investigators play a significant role in the victim’s willingness to cooperate in the investigation 

aftereffects of the crime. 

III. DEFINITIONS 

Sexual Assault – sexual assault, as referenced in this policy, includes rape and other forcible, 

non-consensual sex acts as defined by law, in relation to adult female – and infrequently male – 

victims.  Investigating sexual assaults against juveniles should also incorporate procedures set 

forth in this agency’s policy on child abuse and neglect. 

IV. PROCEDURES 

A. Emergency Communications Center (ECC) 

ECC personnel play a critical role in focusing the initial police response by compiling 

necessary information concerning the victim and offender and providing initial aid and 

comfort to the victim.  This includes 
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1. Ascertaining the medical condition, needs and location of the victim, time of the 

incident, description of the suspect and direction/mode of travel; 

2. Advising the victim not to change clothing, shower, or touch anything in the 

immediate area; and 

3. Staying on the telephone with the victim to provide assistance and comfort until a 

patrol unit arrives on the scene. 

B. Initial Response – Initial responding officers should be primarily concerned with the well-

being of the victim and, where circumstances allow, should initiate investigative procedures 

that will facilitate the identification and arrest of suspects. 

1. With regard to victim assistance, the officer shall 

a. Render necessary first aid and request emergency medical assistance if 

required; and 

b. Attempt to gain the victim’s trust and confidence by showing understanding, 

patience, and respect for personal dignity; using language appropriate to the 

age, intelligence, and emotional condition of the victim; informing the victim 

that an officer of the same sex will be provided if desired and available; and 

helping the victim to locate family or friends for emotional support or to obtain 

outside assistance from victim advocates. 

2. With regard to initial investigation and enforcement actions, the officer should 

a. Limit investigative questioning to those matters necessary to identify the victim 

and to describe and locate the suspect; 

b. Relay pertinent information to ECC personnel; 

c. Determine the victim’s emotional and physical ability to answer questions 

concerning the assault and limit questioning accordingly; 

d. Conduct questioning in private and only by one officer; 

e. Generally, avoid asking detailed, intimate questions regarding the assault; 

f. Protect the crime scene to include bedding, clothing, and related materials, and 

areas, and ask the victim not to wash until a medical examination has been 

performed; 
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g. Request the victims consent to undergo a medical examination, emphasizing its 

importance to investigative and apprehension efforts; 

h. Accompany the victim to the hospital and relay pertinent information 

concerning the assault to the examining physician; 

i. Remain on hand at the hospital (but not witness the examination) until family 

members, support service personnel or criminal investigators arrive; 

j. Ensure that the medical examination includes collecting blood and saliva 

samples, pubic hair and head hair samples and combings, fingernail scrapings, 

vaginal smears, oral swabs, and photographs, where appropriate, and ensure 

that evidence is properly stored and identified; and 

k. Arrange for the victim to provide a statement to investigative officers whether 

or not a medical examination was conducted. 

C. Follow-up Interview 

D. An investigative officer will be assigned to the follow-up investigation as soon as possible 

after the initial complaint and will remain responsible for the case until it is closed or 

removed from his responsibility.  This officer shall 

1. Compile the basic investigative information contained in the initial interview, 

criminal complaint, and medical examination; 

2. Conduct an initial interview that will allow the victim to describe the incident 

without interruption; 

3. Determining the victim’s emotional and physical ability to submit to an in-depth 

interview and schedule the interview as soon as these factors will allow following 

the incident, during which the investigator shall 

a. Employ a comfortable setting that affords privacy and freedom from 

distractions, attempting to obtain all necessary information at this time; 

b. Explain the need for obtaining detailed information concerning the crime to 

include details of the sex act, the suspect’s modus operandi, clothing, means of 

restraining the victim and the use or instructions given to the victim; marks, 

scars, tattoos, deformities or other unusual physical features or body odors of 
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the suspect; and any witnesses, participants or accomplices that may be 

described or identified by the victim; 

c. Document the victim’s actions in response to the attack to include the type and 

degree of any resistance offered, the nature of any acquaintance with the 

suspect to include any prior intimate relationships and the state of mind of the 

victim during the attack; 

d. Determine the degree to which the victim has received support services from 

family, friends, and victim advocacy groups and encourage/facilitate these 

interactions where necessary; 

4. Determine whether the victim has filed any sexual assault complaints in the past or 

has a criminal record; 

5. Review the victim’s account of the event in order to clarify any discrepancies with 

earlier accounts and to elaborate on issues of significance to the prosecution; 

6. Encourage the victim to prosecute the case should she hesitate to do so, 

emphasizing the importance of prosecution for public safety; 

7. Solicit the victim’s continued support in the investigation, apprising the victim of 

future investigative and prosecutorial activities that will or may require involvement 

and cooperation; 

8. Work with the prosecutor’s office to develop the case, to familiarize the victim with 

the types of inquiries that may be faced during cross-examination and to ensure 

that requests for victim protection orders are made where indicated; and 

9. Maintain continued contact with the victim to ensure that appropriate mental 

health and other support services are readily available. 
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51.   POLICE VICTIM ASSISTANCE 

GENERAL ORDER 51 EFFECTIVE: 06/10/1996 

REVISED: 04/24/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to emphasize the needs of victims of crime ad noncriminal 

incidents and the responsibilities of officers to provide support, information, and guidance for 

these individuals. 

II. POLICY 

Law enforcement officers are often in a unique position to provide assistance to victims of crime 

and other traumatic incidents that may have both immediate and long-term impact on their 

emotional recovery.  Also, victims who feel that they were treated with understanding and 

concern for their hardship and suffering more frequently become enthusiastic about 

cooperating with the investigation and assisting in the prosecution.  Therefore, it is the policy of 

this department to enhance the treatment of victims and survivors of crime and noncriminal 

crisis situations by providing the assistance and services necessary to speed their physical and 

emotional recovery, and to support and aid them as they continue to interact with the criminal 

justice system. 

III. PROCEDURES 

A. Safety and Security 

1. Officers are responsible for securing the crime or incident scene to protect lives and 

ensure safety. 

2. Officers shall render emergency aid to individuals who have suffered physical 

injuries, and shall as soon as possible, summon any necessary medical assistance. 

3. Where physical injuries are not apparent, victims shall be asked if they are injured 

and whether medical attention is required. 
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4. In order to reduce fright and promote victim communication, victims should be 

informed as soon as appropriate that they are no longer in immediate danger. 

5. Recognizing that victims often suffer physical and/or emotional shock, officers shall 

assist them in making decisions and keep them informed of police actions and 

requirements. 

6. Whenever possible, police officers should not leave a distraught victim alone.  

Arrangements should be made to have a relative, friend, or family, departmental 

clergyman join the victim for emotional support and comfort or arrange for 

transportation of the victim to a friend, family member, or other appropriate service 

provider. 

B. Providing Emotional Support 

In order to calm and assist the victim in regaining composure, officers shall 

1. Allow the victim a reasonable period of time in which to express feelings and 

emotions while describing what happened during the incident; 

2. Express empathy for the victim and recognition and understanding for emotional 

reactions; 

3. Provide reassurance that the victim’s feelings and emotions or the apparent lack 

thereof, or of victim judgments or actions related to the incident; 

4. Help redirect any self-blame and responsibility for the criminal act from the victim 

to the perpetrator; and 

5. Emphasize you commitment and that of the department to assist and work with the 

victim. 

C. Information and Referral 

Before leaving the scene it is important that officers take the steps necessary to meet 

victim’s needs for support and information.  These include 

1. Providing a brief overview of what actions will be taken shortly thereafter, and 

answering such questions as, “Will a criminal investigator contact the victim?,” “Will 

evidence technicians be used at the scene?,” “Will lineups or show-ups be held?,” 

and “What other law enforcement actions will be taken?”; 
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2. Providing information on victim service agencies available in the community; and 

3. Leaving names and telephone numbers where the victim can reach the officer of the 

criminal investigator at the department and encouraging the victim to use the 

number to report additional information about the incident or to request 

information or assistance. 

D.     Follow-up 

E. Lack of information about case status is one of the greatest sources of dissatisfaction among 

victims of crime and victims’ survivors.  Therefore, officers assigned to criminal 

investigations shall make routine victim call-backs in order to determine whether the victim 

has new information concerning the case, to ascertain whether the victim is in need of 

assistance from outside sources or the department, and to relay information relating to such 

matter as 

1. The status of stolen, recovered, removed property; 

2. The arrest and detention of suspects, and their pretrial release status; 

3. The victim’s possible eligibility for victim compensation; 

4. Court restraining orders; 

5. Court proceedings and schedules; and 

6. The operations of the department and the criminal justice system. 
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52.  CRIME ANALYSIS 

GENERAL ORDER 52 EFFECTIVE: 06/10/1996 

REVISED: 04/25/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to establish the authority for information requirements and 

reporting responsibilities of this agency’s crime analysis function. 

II. POLICY 

The crime analysis function shall include collecting, organizing, analyzing, and interpreting crime 

and incident data to evaluate past performance and identify criminal activity patterns and 

trends for operational deployment, tactical intervention, strategic, planning, and management 

analysis.  Crime analysis is indispensable to this agency’s efficiency, productivity, and 

effectiveness.   Therefore, all applicable personnel shall provide complete and consistent reports 

of crime, incidents, and related information as required to support this function.  The crime 

analysis function shall in turn provide operational units with and assist units to assemble data 

and information sufficient for analysis, planning and daily problem solving. 

III. PROCEDURES 

A. The crime analysis process shall be organized on five primary levels: data collection, data 

collation, analysis, report dissemination and feedback/evaluation. 

1. Data collection 

The crime analysis function shall identify all essential information requirements for 

all analytical and reporting responsibilities.  The unit shall communicate these 

requirements to this agency’s chief executive and coordinate data recording and 

reporting procedures as necessary with the chief executive and his designates. 

a. Crime date requirements include but are not necessarily limited to the 

following: 
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• Classification of crime 

• Date and time of occurrence 

• Time of police response 

• Location of occurrence and demographics 

• Victim and target characteristics 

• Criminal suspect name/alias 

• Criminal suspect characteristics 

• Suspect vehicle 

• Modus Operandi 

• Physical evidence 

• Stolen property record 

• Responding officer/investigator 

• Arrests/charges 

• Case closures 

b. Sources for the above data include the following records and reports: 

• Dispatch 

• Patrol incident 

• Supplementary 

• Arrest investigative 

• Field interrogation 

2. Data Collation 

a. From the data elements and sources, crime analysis officers shall compile data 

into organized formats for subsequent comparison and analysis. 

b. Data shall be arranged so the relationships between data elements may be 

established. 

c. A system for ready retrieval of stored information shall be established. 

3. Analysis 
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Analysis of crime-related data and information shall be focused in four primary 

areas: crime pattern detection, crime-suspect correlations, crime forecasts, and 

resource allocation. 

a. Crime pattern detection shall be used to identify similarities among crimes that 

may be used for improved deployment, and related purposes.  At a minimum, 

analyses in relationship to geographic and offense patterns shall be correlated 

with suspect information, vehicle, M.O., and related files to establish 

investigative leads and tactical. 

b. Crime suspect correlations shall be performed where indicated to establish 

specific relationships between suspects and offenses.  Suspect identifiers may 

be drawn from career criminal files, M.O., files, suspect vehicle files, field 

interrogation reports, arrest records, and alias files where appropriate. 

c. Daily and weekly crime pattern reports shall be used in addition to other data to 

identify established or developing crime patterns.  Where the quantity and 

consistency of information is available, target areas or locations shall be 

identified to assist in tactical and patrol deployment. 

d. Crime analysis personnel shall provide data and analyses support resource 

allocation, performance evaluation, and efficiency assessments.  This 

information shall be sufficient for decision making in the following areas and as 

otherwise directed by the agency chief executive: 

• Staffing in relationship to service demands and related priorities. 

• Determining patrol areas 

• Allocating personnel 

• Mode of patrol and number of officers assigned to specific units 

• Assessing workload imbalances 

• Evaluating response times 

• Determining apprehension probabilities 

• Service times 

4. Report Dissemination 
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The timeliness and format of crime analysis reports is vital to the usefulness of 

information generated.  To that end, such reports shall 

a. Be tailored to meet the particular requirements of patrol, investigative and 

administrative personnel; 

b. Arrive in a timely manner that allows reasonable time for officers to develop 

and implement countermeasures and response strategies for the problem at 

hand; 

c. Present in an objective manner that distinguishes conclusions from theories and 

indicates the degree of reliability of report conclusions; and 

d. Make recommendations for combatting identified problems. 

5. Feedback and Evaluation 

Feedback from operational units in response to crime analysis unit reports and 

studies is essential to evaluate and improve the utility of the Ayden Police 

Department function and the effectiveness of various agency strategies, programs, 

and tactics. 

a. Each report issued by the crime analysis function shall be accompanied by a 

standard crime analysis feedback form to be used to track and evaluate the 

effectiveness of enforcement actions and countermeasures. 

b. Operational units will address the crime or other problem area identified and 

utilize data provided to develop and implement enforcement tactics, strategies, 

and long-range plans. 

c. After appropriate action is completed, the feedback forms will be returned to 

the crime analysis unit for impact analysis. 

B. Traffic Analysis 

In addition to analysis of crime activities and reports and related departmental responses, 

the crime analysis unit shall be responsible for collecting, collating, analyzing, and 

distributing traffic accident information. 

1. Traffic crash files shall be provided and used as the basis for identifying locations, 

times, and causes for accidents. 
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2. Analysis of base data for three years shall be performed to identify trends and 

patterns in accidents and those locations having an abnormally high incidence of 

traffic collisions. 

3. Selective enforcement recommendations and other strategies designed to reduce 

traffic accidents will be provided to appropriate operational units. 

C. Coordination with Other Criminal Justice Agencies 

1. The crime analysis function shall coordinate its operations with other criminal 

justice agencies whenever appropriate and necessary to fulfill its mission or to 

support the common mission of the law enforcement community.  This may include 

but is not limited to linkages with prosecuting attorneys; local, state, and regional 

intelligence systems; and other local and state law enforcement and criminal justice 

agencies. 

2. The crime analysis function shall be responsible for safeguarding the confidentiality 

and security of agency documents under its control. 

a. Requests for information from outside agencies shall be forwarded to 

designated command personnel for approval.  Release of information shall 

conform with state law at all times. 

b. Requests for information from sworn or nonsworn personnel of the Ayden 

Police Department shall be made by inter-office memorandum to the Captain. 
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53.  MOTOR VEHICLE STOPS 

GENERAL ORDER 53 EFFECTIVE: 06/10/1996 

REVISED: 04/25/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to establish guidelines for stopping and approaching motorists in a 

manner that promotes the safety of the officer and the motorist. 

POLICY 

II. Although stopping motorists on the highway for traffic violations or other purposes is often 

considered a routine function of patrol officers, it is one that has been demonstrated to be 

potentially dangerous for both officers and motorists even during apparently “routine” 

situations.  Therefore, it is the policy of this department that motor vehicle stops shall be 

performed professionally and courteously, and with a view towards educating the public about 

proper driving procedures while consistently recognizing and taking the necessary steps to 

minimize the dangers involved in this activity for the officer, the motorist, and other users of the 

highway. 

III. PROCEDURES 

A. Stopping and Approaching Traffic Violators 

The following procedures are to be followed whenever possible.  It is recognized that 

varying conditions such as roadway construction, volume of traffic, and the urgency of 

making vehicles stops may require officers to adjust these procedures to particular 

conditions. 

1. Officers shall perform vehicle stops only when they have articulable reason to do so. 

2. Once an initial decision has been made to stop a motorist, the officer shall select an 

area that provides reasonable safety, avoiding curves, hills, heavily trafficked and 

poorly lit areas, and roads without shoulders.  Whenever possible, the officer shall 
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also avoid the use of private drives, business locations and areas where a large 

volume of spectators are likely to gather. 

3. When a location has been selected for the stop, the officer shall notify the 

communications center of its nature-providing unit location, a description of the 

vehicle, vehicle tag number, and the number of occupants.  At the officer’s 

discretion or dispatcher’s request, additional information may be exchanged. 

4. At the desired location, the officer should signal the operator to stop at the far right 

side of the roadway or at the safest shoulder by activating the overhead emergency 

lights and siren, as necessary. 

a. On multi-lane roads, the officer may facilitate movement to the right shoulder 

by gradually changing lanes behind the violator until the right side of the 

roadway is reached. 

b. Should the violator stop abruptly in the wrong lane or location, the officer 

should instruct him to move by using the appropriate hand signals or by 

activating the vehicle’s public address system. 

5. Once properly stopped, the officer should position the police vehicle about one-half 

to one car length behind the violator’s vehicle and at a slight angle, with the front 

approximately 2 feet to the traffic side of the violator’s vehicle. 

a. At night, the spotlight should not be used to direct the violator but may be used 

to illuminate the vehicle’s interior once stopped.  The patrol vehicle should use 

its low beams if high beams would blind oncoming motorists. 

6. When exiting the patrol vehicle, the officer should be particularly alert to suspicious 

movements or actions of the vehicle operator or passengers. 

7. Approaching from the driver’s side, the officer should be observant of the passenger 

compartment and stop at a point to the rear of the trailing edge of the left front 

door in order to communicate with the driver. 

a. Where circumstances dictate, particularly where traffic is close enough to create 

a potential problem, the officer may choose to approach the violator’s vehicle 

from the right-hand side and stop at the trailing edge of the right front door. 
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b. When the violator’s vehicle has occupants in the rear seat, the officer should 

approach to a point near the leading edge of the left front door, being 

particularly observant of occupant movements and choosing a path that will not 

allow the occupants to thrust the door open against the officer. 

c. In two-officer police vehicles, the passenger officer shall be responsible for radio 

communications, note taking, and relaying messages to the communications 

center.  He will also act as an observer and cover for his fellow officer. 

8. Non-uniformed officers operating unmarked patrol vehicles with concealed 

emergency lights and siren shall not normally make vehicle stops for traffic 

violations.  In situations where failure to act would create unreasonable risks of 

injury, death, or significant property damage, such personnel shall contact the 

communications center to request a marked patrol unit to make the stop and may, 

depending upon the urgency of the situation, activate emergency lights and siren to 

make a traffic stop. 

9. Non-uniformed officers operating vehicles not equipped with emergency lights or 

siren shall not make motor vehicle stop unless there is imminent danger of loss of 

life should they fail to act.  In other less urgent cases that demand attention, officers 

shall contact the communications center, request that a marked patrol vehicle 

perform the stop, and assist in directing the marked unit to the subject vehicle’s 

location. 

B. Issuing Citations 

1. When issuing citations, conducting roadside sobriety tests, or conversing with the 

violator, the officer and other parties shall be positioned to the side of the road, 

clear of the motor vehicles.  At no time shall the officer or others stand in front of, 

between or behind the stopped vehicles. 

2. During the stop, the violator should remain in his motor vehicle while the officer 

writes the citation or conducts other business.  Violators should not be permitted to 

sit in patrol vehicles while citations are being prepared or other police business is 

being conducted. 
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3. When preparing citations, the officer should position paperwork and related 

materials in a manner that allows him to maintain vantage over actions of the 

violator and other occupants. 

C. Stopping an Approaching Motorist 

In cases where a motorist must be stopped from oncoming traffic, the following actions may 

be taken: 

1. Drive the police vehicle to the extreme right portion of the roadway and, as the 

violator approaches, signal him to stop by using hand signals and emergency lights. 

2. Because of the potential hazard involved, an officer shall not leave his vehicle when 

attempting to stop oncoming motorists. 

3. If the subject motorist complies with the instructions, the police vehicle may then 

be turned around and appropriately positioned to the rear of the violator’s vehicle. 

4. Should the motorist fail to comply with the officer’s instructions, the officer should 

turn the vehicle around and pursue, stop, and approach the violator in the 

prescribed manner. 

D. When stopping a motorist to the rear of the police vehicle, the following procedures may 

followed: 

1. The officer should drive to the right shoulder of the road and, as the violator 

approaches, signal him to stop. 

2. The officer should not exit his vehicle in order to signal the subject motorist. 

3. Should the motorist fail to comply, the officer should return to the roadway and 

stop and approach him in the prescribed manner. 

E. Making High-Risk Vehicle Stops 

The following procedures may be employed when an officer initiating a vehicle stop has 

reason to believe that the occupants may armed and dangerous: 

1. When planning to stop the suspect vehicle, the officer shall notify the 

communications center; describe the nature or reason for the stop; provide 

information on the vehicle, tag number, and number of occupants; and request 

appropriate assistance to make the stop. 
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2. An officer should not individually initiate high risk vehicle stops unless back-up units 

will not be available in an appropriate amount of time or the urgency of the 

situation demands immediate action. 

3. After selecting an appropriate location and with adequate support units in position, 

the officer should signal the suspect to stop. 

4. Officers should position their vehicles approximately 30 feet behind the suspect 

vehicle, in positions that will illuminate the interior of the vehicle to the occupants’ 

disadvantage. 

5. The officer initiating the stop, or the officer with the best observation point, should 

issue verbal commands to vehicle occupants through the vehicle’s public address 

system, if available.  Only one officer shall issue commands. 

6. Once the suspect vehicle has stopped, officers should exit their vehicles quickly and 

assume positions of cover. 

7. The officer in charge shall first identify himself and then notify the occupants that 

they are considered to be armed and dangerous, that all occupants of the vehicle 

are under arrest and that all instructions are to be followed without hesitation of 

suspicious movements. 

8. The operator of the suspect vehicle should be ordered in separate commands to do 

the following: lower his window, remove the ignition keys with his left hand, drop 

them on the ground, open the door from the outside, step out of the vehicle, turn 

completely around, face away from the officers, walk backward until commanded to 

stop, and lie face down on the ground with hands stretched far to the sides.  

Subsequent occupants should be similarly commanded until all are in position to be 

handcuffed and searched. 

9. With appropriate cover, officers should then approach the suspect vehicle to inspect 

the passenger compartment and trunk. 

F. Stopping Oversize and Overweight Vehicles 

In the event an officer needs to stop commercial and similar oversize or overweight vehicle, 

the following procedures should be followed: 
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1. Select a location for the stop that provides enough room for the vehicle and 

sufficient stability to support the vehicle’s weight and allow the operator sufficient 

time and distance to make the stop. 

2. Approach the cab from the rear, using the driver’s outside mirror to observe the 

driver and activity in the cab. 

3. Never climb onto the vehicle to make contact with the operator.  Maintain a 

position to the rear of the driver’s door and ask him to exit the vehicle, if and when 

necessary. 
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54.  PERSONALLY ASSIGNED VEHICLES 

GENERAL ORDER 54 EFFECTIVE: 06/10/1996 

REVISED: 04/26/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this directive is to establish guidelines for the assignment, use, and maintenance 

of vehicles in the Ayden Police Department Take-Home Vehicle Program.  One purpose for the 

Take-Home Vehicle Program is to allow for better response time during recall of officers during 

inclement weather and/or serious crimes where additional personnel are needed.  Police 

vehicles that are assigned to an individual also tend to be better maintained and prove to be 

more cost efficient to departments. 

 

II. DISCUSSION 

The Police Department’s Take-Home Vehicle Program is a privilege extended to authorized 

police department employees who reside within a 20-mile radius of the Town of Ayden.  Vehicle 

assignments will be made according to assignment, vehicle availability, and with approval of the 

Chief of Police. 

 

III. ELIGIBILITY 

All full-time employees will be allowed to take their assigned vehicle home as long as they reside 

within the 20-mile radius of the Town of Ayden.  Employees in positions whose work 

requirements dictate that they be available to return to work during off-duty hours may be 

given take-home privileges outside the 20-mile radius of Ayden as recommended by the Chief of 

Police and approved by the Town Manager. 

 

IV. GENERAL GUIDELINES AND RESTRICTIONS 
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When not in use, vehicles must be parked at the employee’s residence of record or an approved 

satellite location.  Vehicles parked at a satellite location will be parked in a well-lit conspicuous 

spot.  Employees will use assigned vehicles solely for official law enforcement duties.  Personnel 

operating police vehicles shall be dressed in their uniform of the day or, at the minimum, casual 

business attire with firearm and proper identification. 

The police radio must be turned on at all times while operating the police vehicle and personnel 

are expected to remain alert to all radio transmissions.  Assigned vehicles are not to be operated 

by any persons other than the police officer to whom the vehicle is assigned without permission 

from their supervisor. 

Assigned vehicles must remain available to the Department when officers are taking more 

than 60 hours vacation, during light duty assignment, extended sick leave, suspensions, or 

emergencies where extra vehicles may be needed. 

A supervisor may temporarily reassign a personally assigned vehicle to another employee if it 

becomes necessary in order to maintain an effective level for patrol or other departmental 

functions. 

The officer shall be responsible for any theft from or damage to the vehicle if it is found that the 

officer was neglectful in securing the vehicle and its contents. 

Officers operating a police vehicle are required to stop and render assistance, apprehend 

violators of serious crimes, and/or summon on-duty police officers in circumstances which 

logically require police attention.  Portable radios, weapons, and cell phones will not be left in 

the police vehicle while an employee is off duty. 

 

V. OPERATION/APPROPRIATE USE OF TAKE-HOME VEHICLES 

The following are considered appropriate use of take-home vehicles: 

• Between residence and the police department or other designated reporting stations 

for regularly scheduled duty. 

• Between residence and court when the employee is scheduled or subpoenaed to 

appear. 

• Between residence and a designated maintenance facility. 



301 
 
 

 

 

• Between residence and an approved off-duty job. 

• Between residence and an approved training site or law enforcement meeting. 

• When authorized and approved by an appropriate supervisor for a specific police 

purpose. 

 

VI. CARE AND MAINTENANCE 

Proper performance and appearance of a vehicle and equipment shall be the responsibility of 

the officer to whom it is assigned.  Repairs or routine maintenance will be performed by the 

Town Garage and must be done during the employee’s regularly scheduled work hours or with a 

supervisor’s approval.  Personnel shall not make any alterations to the exterior markings, 

equipment, mechanics, or interior configurations except with the approval of the Chief of Police.  

This includes any addition of personal equipment, i.e., scanners, satellite radio, GPS systems, 

etc.  this provision shall not prevent minor repairs such as booting a dead or changing a flat tire. 

Take-home vehicles will be inspected by the shift sergeant and the patrol lieutenant on a bi-

weekly basis.  Particular attention is to be given to cleanliness, general condition, and the 

maintenance of required equipment.  Tire condition, including spare, is to be inspected.  

Documentation is to be maintained by means of the APD Vehicle Inspection Form. 
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55.  PROTECTION OF FIREARMS AND EXPLOSIVES REPOSITORIES 

DURING CIVIL DISTURBANCES 

GENERAL ORDER 55 EFFECTIVE: 06/10/1996 

REVISED: 04/26/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to provide direction and procedures for securing repositories 

containing firearms, explosives, or incendiary devices that may be vulnerable to looting during 

civil disturbances.  It is designed to accompany this agency’s policy on civil disturbances. 

II. POLICY 

III. Civil disorders have been demonstrated to present highly fruitful opportunities for violence-

prone elements of society to steal firearms, ammunition, explosives, and incendiary devices.  In 

the 1992 Los Angeles riots alone, over 4,300 automatic and semiautomatic weapons were stolen 

from gun stores, pawn shops, and other locations.  The availability of these weapons on the 

street represents a significant threat to public safety.  Therefore, it is the policy of the Ayden 

Police Department to take all step possible to prepare for such eventualities through 

establishing this emergency preparedness and deployment plan. 

IV. PROCEDURES 

A. Emergency Plan Preparation 

This agency’s planning authority shall, with the assistance of personnel designated by the 

Chief of Police for establishing, as part of this agency’s overall civil disturbance plan, a 

mobilization and deployment protocol for protecting firearms and explosives during periods 

of civil disturbance or natural disaster.  The preparedness and deployment plan shall include 

but shall not necessarily be limited to the following considerations: 
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1. A procedure for monitoring, assimilating, and evaluating potential civil unrest and 

disturbance locations shall be established.  Potential sources of intelligence and 

information in this regard include but are not limited to 

a. Media reports, particularly those related to incidents or patterns of ethnic, religious, 

or socio-economic unrest of a local nature; 

b. Field incident reports, arrests, and criminal intelligence, particularly as they relate to 

hate crimes, inter-racial disturbances, community unrest and related matters; 

c. Information from community leaders in economically underprivileged, culturally, r 

ethnically isolated areas; and 

d. Information from state and federal law enforcement agencies. 

2. The street location and telephone number of repositories for firearms and explosives 

shall be identified within this jurisdiction generally and within potential disturbance 

areas in particular, to include 

a. Manufacturers and distributors, 

b. Pawn shops, and 

c. Publicly known firearms and explosives dealers and manufacturers. 

3. The name, location, and telephone number of all local federal firearms licensees shall be 

obtained and verified through the Bureau of Alcohol, Tobacco, and Firearms (ATF).  A 

determination regarding police protection for these locations during civil disturbances 

will be made based on available security and firearms/explosives inventories in relation 

to available police personnel. 

4. The owners of all subject locations shall be contacted by designated personnel of the 

Ayden Police Department to voluntarily 

a. Participate in evaluations of their physical security and related measures,  

b. Make needed improvements in security, and 

c. If possible, develop contingency plans for the systematic and secure removal of 

firearms/explosives in case of emergency. 

5. Schematic drawings of subject locations, to include points of entry and exit and routes 

of access and egress, shall be included in contingency plans. 
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6. The plan shall include procedures for mobilizing and coordinating this agency’s 

responses with other municipal, county, state, and federal law enforcement agencies, 

fire, and emergency services and the state national guard, among other agencies. 

a. State and local mobilization and deployment issues that are not adequately 

addressed in this agency’s mutual-aid agreement and civil disturbance policy shall 

be resolved through developing separate memoranda of understanding where 

appropriate. 

b. Overall efforts of the Ayden Police Department to respond to civil disturbances in 

general and to protect firearms and explosives storage and distribution points in 

particular shall be reviewed and coordinated where appropriate with any similar 

contingency plans of ATF or other federal agencies. 

c. Interagency coordination of support services to include pre-event and strategic field 

intelligence, field communication, and command operations shall be established 

through the emergency plan or a memorandum of understanding with other local, 

state, and federal law enforcement agencies and local fire and emergency service 

providers. 

B. Training 

1. This agency’s training authority shall be responsible for developing and implementing all 

pre-service and in-service training necessary to ensure the efficient and effective use of 

personnel for staffing this agency’s emergency plan.  Particular emphasis shall be placed 

on, but shall not be limited to 

a. Crowd control and the use of chemical agents; 

b. Crowd behavior and dynamics; 

c. Arrest teams and strategies; 

d. Officer organization, supervision, and management; 

e. Use of force generally and under conditions of civil unrest or disorder in particular; 

f. Mass arrest procedures, prisoner control, and processing during civil disturbances; 

and 

g. Laws, statutes, and ordinances relating to civil disorders. 
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2. The training authority shall be responsible for coordinating the above and related 

training protocols with other local, state, and federal law enforcement agencies who 

would implement this policy’s emergency plan. 

3. Practical exercises shall be developed and scheduled periodically to ensure proper 

interagency coordination and interaction of personnel, resources, and command and 

control structures. 

C. Implementation 

1. The emergency plan shall define protocol procedures for activating and implanting the 

emergency plan, to include 

a. Procedures for tactical alert and mobilization; 

b. Establishing command and control structures and logistical support; 

c. Establishing and maintaining communications on both tactical and command levels 

and interfaces with other local, state, and federal law enforcement agencies, 

emergency service providers, and support services; 

d. Following procedures to activate mutual aid assistance; and 

e. Delineating media relations responsibilities and staging areas. 

D. Legal Considerations 

This agency’s legal advisor shall identify and respond to all legal issues bearing on the 

implementation of this emergency plan, to include 

1. The authority for and potential limitations on other municipal, state, and federal officers 

to engage in enforcement actions under this emergency plan; 

2. The liability of the Ayden Police Department and jurisdiction for acts or omissions of 

extra-jurisdictional peace officers serving under this policy’s emergency plan; 

3. The legal authority of this jurisdiction’s chief executive to issue, and cooperating law 

enforcement agencies to enforce, emergency orders to include 

a. Banning the sale of firearms, ammunition, explosives, containerized gasoline, and 

related dangerous products or substances; 

b. Emergency closing of businesses engaged in such commerce; 

c. Placing restrictions on travel, access, or egress from critical locations; 
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d. Confiscating weapons and dangerous substances not normally subject to seizure; 

and 

e. Enacting such other emergency provisions that may be necessary to protect public 

safety and welfare during a civil emergency or to otherwise facilitate the 

implementation of this policy’s emergency plan. 

4. The legal authority for this jurisdiction’s chief executive to order, when necessary, that 

federal firearms and explosives license holders install both alarm systems that activate 

in the Ayden Police Department or another acceptable monitoring station and vaults or 

other acceptable secure storage for firearms, ammunition, and explosives. 

5. The capacity of this agency’s mutual aid plan ad interagency agreements to accomplish 

the goals and objectives of this policy’s emergency plan. 

E. Interagency Coordination 

F. All services and material that may be used to facilitate efficient and effective 

implementation and the accomplishment of goals and objectives shall be identified and, to 

the degree necessary and possible, integrated into this emergency plan.  The type and level 

of support and the role of each shall be defined and clearly specified in the plan.  These 

include but are not limited to: 

1. City and county public works facilities, vehicles, equipment, and personnel that may 

provide specialized aid or consulting expertise; 

2. Civil preparedness and emergency management/operations agencies and staff, the Red 

Cross; 

3. Fire protection and suppression services, paramedic, and emergency medical 

responders, and local/regional medical service facilities; 

4. Local military installations exclusive of the national guard; 

5. Public school facilities and public areas that may be used for staging and/or detention; 

6. Local and federal prosecutors’ offices and the courts, particularly as it relates to mass 

arrests, and 

7. Federal agencies, in particular, ATF, which has jurisdiction over thefts from federal 

firearms and explosive licensees. 
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G. Post-Event Critique and Documentation 

Following any civil disturbance in which this plan is activated, it shall be there policy of the 

Ayden Police Department to conduct a complete and thorough evaluation of actions and 

activities in order to assess the effectiveness of the emergency plan, the effectiveness of the 

response and the identification of areas for improvement in future operations. 
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56.  MOTOR VEHICLE INVENTORIES 

GENERAL ORDER 55 EFFECTIVE: 06/10/1996 

REVISED: 04/26/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to provide officers with guidelines for determining when and how a 

motor vehicle inventory should be conducted. 

II. POLICY 

A motor vehicle inventory is an administrative measure designed to protect motor vehicles and 

their contents while in police custody; to protect the agency against claims of lost, stolen, or 

damaged property; and to protect departmental personnel and the public against injury or 

damaged property due to hazardous materials of substances that may be in the vehicle.  It is the 

policy of the Ayden Police Department to safeguard the above property and interest and to 

conduct motor vehicle inventories only in accordance with the following procedures. 

III. PROCEDURES 

A. Legal Authority to Inventory 

1. An authorized member of the Ayden Police Department may conduct a motor 

vehicle inventory without a warrant or probable cause when 

a. The vehicle has been lawfully seized or impounded pursuant to the arrest of 

the driver; after towing the vehicle for violations, or for related 

enforcement or safety reasons as defined by state law, and 

b. When officers conduct the inventory within the scope of this policy as an 

administrative procedure. 

2. Examination of the contents of a motor vehicle pursuant to a criminal investigation 

or with the intent of discovering evidence of a crime is a search, not an 
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administrative inventory.  Officers shall be guided by this agency’s policy on motor 

vehicle searches when engaged in these actions. 

B. Scope of Inventory 

1. The contents of all motor vehicles that are lawfully seized and/or impounded by the 

Ayden Police Department shall be subject to inventory in accordance with the 

provisions of section III-A of this policy. 

2. An inventory should be conducted in the location at which the vehicle is seized 

unless limited by reasons of safety or practicality.  If so, it may be inventoried at a 

later time following impoundment. 

3. The owner or operator of the vehicle shall be asked to remove, if possible, all 

valuables from the vehicle prior to impoundment.  If such items cannot be removed, 

they shall be inventoried before the vehicle is removed, and the owner/operator 

shall be requested to verify the completeness of the inventory by signature. 

4. A motor vehicle inventory may extend to all areas of the vehicle in which personal 

property or hazardous materials may reasonably be found, including but not limited 

to the passenger compartment, trunk, and glove compartment. 

5. All closed containers found within the vehicle shall be opened for purposes of the 

inventory.  Closed and locked containers shall not be forced open but shall be 

logged on the impound report as such.  If a key or lock combination is available, 

locked containers may be opened and inventoried. 

C. Property Control 

1. All items of value shall be itemized on this agency’s property inventory form and 

such materials turned over to the control of the property room for safekeeping. 

2. Control and safekeeping of hazardous materials shall be the responsibility of this 

agency’s designated authority. 

3. Contraband and evidence discovered during the course of a motor vehicle inventory 

shall be deposited with the evidence custodian in accordance with procedures for 

control of criminal evidence.  Notification of this fact shall be provided to the 

agency’s designated authority. 
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57.  POLICE-MEDIA RELATIONS 

GENERAL ORDER 57 EFFECTIVE: 06/10/1996 

REVISED: 04/26/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to establish guidelines for release and dissemination of public 

information to print and broadcast news media. 

II. POLICY 

It is the policy of the Ayden Police Department to cooperate fully and impartially with 

authorized news media representatives in their efforts to gather factual, public information 

pertaining to activities of the department, as long as these activities do not unduly interfere 

with departmental operation, infringe upon individual rights, or violate the law. 

III. DEFINITIONS 

A. Public Information – information that may be of interest to the general public regarding 

policy, procedures, or events involving the department or other newsworthy 

information that is not legally protected, does not unduly interfere with the mission of 

the department, infringe upon the rights of a defendant, or compromise the legitimate 

safety and privacy interests of officers, victims, witnesses, or others. 

B. News Media Representatives – those individuals who are directly employed by agencies 

of the electronic or print media such as radio, television, and newspapers.  Freelance 

workers in this field are to be regarded as other members of the general public unless 

otherwise designated by the Chief of Police or a designee. 

C. Public Information Officer (PIO) – the department’s PIO serves as a central source of 

information for release by the department and responds to requests for information by 

the news media and the community.  The Chief of Police or a designee shall be 

designated as the PIO for that shift. 
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IV. PROCEDURES 

A. Duties of the PIO 

The department’s PIO is available to: 

1. Assist news personnel in covering routine news stories, and at the scenes of 

incidents; 

2. Assist the news media on an on-call basis; 

3. Prepare and distribute news releases; 

4. Arrange for, and assist at, news conferences; 

5. Coordinate and authorize the release of information about victims, witnesses, and 

suspects; 

6. Assist in crisis situations within the agency; and 

7. Coordinate the release of authorized information concerning confidential agency 

investigations and operations. 

B. Cooperation with the Media 

1. Authorized news media representatives shall have reasonable access to the PIO, 

Chief of Police, or his designee and operations of the department as governed by 

this policy.  When information must be denied to a media representative, the basis 

for that denial shall be fully and courteously explained. 

2. This department recognizes authorized identification from all local, national, and 

international news organizations.  Failure of media personnel to present authorized 

identification may provide grounds for restricting access to requested information 

or to incident scenes. 

3. Public information shall be released to the media as promptly as circumstances 

allow, without partiality and in as objective a manner as possible. 

4. Public information may be provided to media representatives by telephone if the 

identity of the representative is known or can be authenticated. 

5. Ranking officers at crime or incident scenes may release information of a factual 

nature to the media as governed by this policy or refer the inquiry to the PIO.  



312 
 
 

 

 

Where the officer is unsure of the facts or the propriety of releasing information, 

he/she shall refer the inquiry to the PIO. 

6. Written press statements shall be released only following approval of the Chief of 

Police or his designee. 

7. The department’s communications center shall inform the shift supervisor as soon 

as possible upon receipt of information about events or activities that may have 

media interest. 

8. The shift supervisor shall be responsible for ensuring that the agency’s PIO or chief 

executive is informed of events that may have media interest. 

C. Investigative Information 

From the initial stage of a criminal investigation until the completion of trial or 

disposition without trial, police personnel shall refer all requests for information to the 

Chief of Police or his designee. 

1. Information that may be released in connection with an investigation of an event or 

crime includes 

a. The type or nature of an event or crime; 

b. The location, date and time, injuries sustained, damages, and a general 

description of how the incident occurred; 

c. Type and quantity of property taken; 

d. The identity and approximate address of a victim with the exception of sex 

crime victims, and in other cases where reprisals or intimidation may be 

employed; 

e. Requests for aid in locating evidence, a complainant, or suspect; 

f. Numbers of officers or people involved in an event or investigation, and the 

length of the investigation; and 

g. Name of the officer in charge of a case, his/her supervisor and division or 

unit assignment (exception: the name of any undercover officer will not be 

released). 
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2. Information that may not be released in connection with an investigation of an 

event or crime, unless authorized by the department chief executive, or his 

designee, include 

a. The identity of a suspect prior to arrest unless such information would aid in 

apprehending the suspect or serve to warn the public of potential danger; 

b. The identity of any victim of a sex crime or any related information which, if 

divulged, could lead to the victim’s identity; 

c. Identity of victims or witnesses if such disclosure would prejudice an 

investigation to any significant degree, or if it would place the victim in 

personal danger; 

d. The identity of any juvenile who is a suspect or defendant in a case subject 

to the jurisdiction of the juvenile court; 

e. The identity of any critically injured or deceased person prior to notification 

of next of kin; 

f. The results of any investigative procedure such as lineups, polygraph tests, 

fingerprint comparison, ballistics test, or other procedures (the fact that 

these tests have been performed may be revealed without further 

comment); 

g. Information which, if prematurely released, may interfere with the 

investigation or apprehension such as the nature of leads, specifics of an 

“MO,” details of the crime known only to the perpetrator and the police, or 

information that may cause the suspect to flee or more effectively avoid 

apprehension; 

h. Information that may be of evidentiary value in criminal proceedings; 

i. Specific cause of death unless officially determined by the medical 

examiner; and 

j. The home address or telephone number of any member of the department. 

D. Arrest Information 
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1. Following arrest, issuance of an arrest warrant or filing of an information or 

indictment, it is permissible to release: 

a. The accused’s name, age, residence, occupation, and family status; 

b. The time and place of arrest, whether pursuit or resistance was 

encountered, whether weapons were used, charges placed against the 

suspect and description of contraband seized; 

c. The identity of the arresting officers and the duration of the investigation 

unless the officers are engaged in undercover operations; and 

d. The amount of bond, scheduled court date and place of the suspect’s 

detention. 

2. Following arrest and formal charging of a suspect, but prior to adjudication, the 

following types of information should not be released without express permission of 

the department’s chief executive: 

a. Prior criminal conviction record, character, or reputation of a defendant 

b. Existence or contents of any confession, admission, or statement of a 

defendant, or his failure or unwillingness to make a statement 

c. Performance or results of any tests, or a defendant’s refusal or failure to 

submit to tests such as a polygraph. 

d. Identity, statement or expected testimony of any witness or victim 

e. Any opinion about the guilt of innocence of a defendant or the merits of the 

case 

f. Any opinion or knowledge of the potential for a plea bargain or other 

pretrial action. 

E. Special Considerations Criminal Matters 

1. Departmental personnel shall extend every reasonable courtesy to news media 

representatives at crime scenes.  This may include closer access of personnel and 

equipment than available to the general public to the degree that it does not 

interfere with the police mission of the movement of traffic. 
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2. The news media shall not be allowed access to any area or scene of an incident or 

crime where there is a possibility that evidence may be damaged, altered, 

destroyed, or otherwise prejudiced by its existence being published or portrayed.  

Once evidence has been processed, removed, and secured by the department, the 

media may be allowed to enter by permission of the commanding officer at the 

scene. 

a. On private property, photography, film, videotape recording requires the 

permission of the owner or the owner’s representative. 

b. Suspects or accused persons in custody shall not be posed or arrangements 

made for photographs, telecasts, or interviews, nor shall departmental 

personnel pose with suspects or accused persons in custody. 

c. When an individual is charged with a criminal offense and is sought by law 

enforcement authorities, photographs, or mug shots may be released to the 

media to help locate the individual.  No departmental photographs, mug 

shots, videotape, film, or composites of subjects in custody shall otherwise 

be released to the media unless authorized by the department chief 

executive or authorized designee. 

3. At the scene of major crimes, such as hostage and barricade situations, the officer in 

charge shall designate a preliminary press area as early as possible and as close to 

the scene as safety and operational requirements allow. 

4. The fact that a suicide or suspected suicide has occurred may be reported to the 

media, along with factual information describing how it happened.  The name, age, 

address, sex, and occupation of the victim may also be acknowledged without 

further comment.  The content of such notes is personal and confidential and shall 

not be released except as provided by law. 

F. Special Considerations – Noncriminal Matters 

1. At the scene of significant accidents, man-made, or natural catastrophes, the 

principles of media cooperation shall be maintained to the degree that they do not 
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interfere with the mission of the police, fire, medical, or other emergency relief 

workers. 

2. Media access to and movement within fire lines shall be controlled by the fire 

officer in charge.  In consultation with the fire officer in charge, the ranking police 

officer at the scene shall establish an observation point from which the media may 

observe and photograph the incident. 

a. At the discretion of the officer in charge, an inner perimeter may be 

established for the media from which to record the event. 

3. News media representatives should not be prevented from access to any area solely 

because of the possibility of their injury or death.  If this is the only consideration, 

the media representative should be advised of the danger and allowed to make the 

decision to enter on his/her own volition. 

4. Sensitive information relating to internal investigation of police officers shall not be 

released without the express permission of the Chief of Police. 

5. Daily administrative reports of criminal activity will be made available on a routine 

basis to media representatives.  Statistical reports of criminal activity will also be 

made available to the media. 

6. Media representatives shall be denied access to the contents of investigative or 

incident reports and records where release of the information would 

a. Interfere with law enforcement proceedings, including pending 

investigations; 

b. Deprive a person of the right to a fair trial or an impartial adjudication, or 

give one party to a controversy an undue advantage by exclusive access to 

such information; 

c. Constitute an unwarranted invasion of the personal privacy rights of 

another person; 

d. Reveal the identity of an individual who has furnished information to the 

department under confidential circumstances; 
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e. Disclose investigative techniques and procedures, thereby impairing future 

effectiveness of the department; or 

f. Endanger the life or physical safety of any person. 
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58.  HATE CRIMES 

GENERAL ORDER 57 EFFECTIVE: 06/10/1996 

REVISED: 04/26/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

This policy of the Ayden Police Department to safeguard the state and federal rights of all 

individuals irrespective of their race, religion, ethnic background, or sexual orientation.  Any acts 

or threats of violence, property damage, harassment, intimidation, or other crimes designed to 

infringe upon these rights are viewed very seriously by the Ayden Police Department will use 

every necessary resource rapidly and decisively to identify the perpetrators, arrest them and 

take vigorous enforcement action. 

II. POLICY 

It is the policy of the Ayden Police Department to safeguard the state and federal rights of all 

individuals irrespective of their race, religion, ethnic background, or sexual orientation.  Any acts 

or threats of violence, property damage, harassment, intimidation, or other crimes designed to 

infringe upon these rights are viewed very seriously by Ayden Police Department will use every 

necessary resource rapidly and decisively to identify the perpetrators, arrest them and take 

vigorous enforcement action. 

III. DEFINITIONS 

A. Hate Crime – any unlawful action designed to frighten, harm, injure, intimidate, or 

harass an individual, in whole or in part, because of a bias motivation against the actual 

or perceived race, religion, ethnic background, or sexual orientation of the victim. 

B. Race – a group of persons who possess common physical characteristics (e.g., color of 

skin, eyes and/or hair, facial features; etc.) genetically transmitted by descent and 

heredity that distinguish them as a distinct division of humankind (e.g., Asians, blacks, 

white, etc.). 



319 
 
 

 

 

C. Ethnic Group – A group of persons of the same race or national origin who share 

common or similar traits, languages, customs, and traditions (e.g., Arabs, Hispanics, 

etc.). 

D. Religious Group – any persons who share the same religious beliefs regarding the origin 

and purpose of the universe and the existence of nonexistence of a supreme being (e.g., 

Catholics, Jews, Protestants, atheists, etc.). 

E. Sexual Orientation – a sexual attraction toward, and responsiveness to, members of 

one’s own sex or members of the opposite sex (e.g., gays, lesbians, heterosexuals, etc.). 

IV. INITIAL RESPONSE PROCEDURES 

When an officer at the scene of an incident believes that it may have been motivated by racial, 

religious, ethnic, or sexual orientation bias (RRES), the officer shall take any preliminary actions 

necessary, such as 

A. Determining whether any perpetrators are present and, if so, taking appropriate 

enforcement measures; 

B. Restoring order to the crime scene and taking any necessary actions to gain control of 

the situation; 

C. Identifying any injured parties and taking steps to provide medical assistance; 

D. Identifying any witnesses or others who have knowledge of the crime; 

E. Protecting the crime scene; and 

F. Summoning a shift supervisor to the scene. 

V. SUPERVISOR’S RESPONSIBILITIES 

The supervisor shall confer with the initial responding officer, take measures to ensure that all 

necessary preliminary actions have been taken and inform an immediate supervisor of the 

criminal act.  The supervisor shall request any appropriate additional personnel necessary to 

accomplish the following: 

A. Provide immediate assistance to the crime victim, such as 

1. Expressing empathy for the victim and showing a sincere interest in his well-being 
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2. Expressing the law enforcement agency’s official position on the importance of 

these cases, the measures that will be taken to apprehend the perpetrator, and the 

officers’ and department’s interest in the victim’s well-being; 

3. Allowing the victim, a period in which to ventilate his immediate concerns and 

express his feelings 

4. Assisting the victim in identifying and contacting individuals or agencies that may 

provide support and assistance.  These may include family members or close 

acquaintances, family clergyman, or departmental chaplain, and community service 

agencies that provide shelter, food, clothing, childcare, or other related services; 

and 

5. Providing security and precautionary advice to the victim and arranging for any 

additional security that may be required for protection of the victim. 

B. Conduct a standard preliminary investigation to include preliminary interviews of the 

victim and any witnesses to the incident. 

C. Ensure that all relevant facts are documented on an incident and/or arrest report and 

make an initial determination as to whether the incident should be classified as an RRES 

offense. 

VI. INVESTIGATOR’S RESPONSIBILITIES 

1. Assuring the scene is properly protected, preserved, and processed and all physical 

evidence of the incident is removed as soon as possible.  If evidence of an 

inflammatory nature cannot be physically removed (e.g., painted words or signs on 

a wall) the owner of the property shall be contacted to remove such material as 

soon as possible and the officer shall follow-up to ensure that this is accomplished in 

a timely manner; 

2. Conducting a comprehensive interview with all victims and witnesses at the scene, 

or as soon as possible thereafter, and canvassing the neighborhood for the 

additional personal sources of information; 
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3. Notifying other appropriate personnel in the chain of command, depending on the 

nature and seriousness of the offense, and its potential inflammatory and related 

impact on the community; 

4. Working closely with the prosecutor’s office to ensure that a legally adequate case is 

developed for prosecution; 

5. Coordinating the investigation with agency, state, and regional intelligence 

operations.  These sources shall provide the investigative officer with an analysis of 

any patterns, organized groups, and suspects potentially involved in the offense; 

6. Coordinating the investigation with the identification and other units of the agency 

and with outside agencies where appropriate; 

7. Maintaining contact with the initial responding officer and keeping him apprised of 

the status of the case; 

8. Making a final determination as to whether the incident should be classified as an 

RRES crime; and 

9. Completing any reports necessary to comply with statistical reporting requirements 

for hate crimes. 

B. Investigative officers shall also take the lead role in providing ongoing assistance to the 

crime victim to include 

1. Contacting the victim periodically to determine whether he is receiving adequate 

and appropriate assistance; and 

2. Providing ongoing information to the victim about the status of the criminal 

investigation. 

VII. COMMUNITY RELATION/CRIME PREVENTION 

A. RRES cries are viewed in the community not only as crimes against the targeted victim, 

but also as crime against the victim’s racial, religious, ethnic, or sexual orientation group 

as a whole.  Working constructively with segments of this larger audience after such 

incidents is essential to help reduce fears, stem possible retaliation, help prevent 

additional RRES incidents and encourage any other previously victimized individuals to 
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step forward and report those crimes.  Towards this end, this agency’s community 

relations function, or officer so assigned, shall 

1. Meet with neighborhood groups, residents in target communities and other 

identified groups to allay fears, relay this agency’s concern over and response to this 

and related incidents, reduce the potential for counter-violence and provide safety, 

security, and crime prevention information; 

2. Provide direct and referral assistance to the victim and his/her family; 

3. Conduct public meetings and RRES threats and violence in general, and as it relates 

to specific incidents; 

4. Establish liaison with formal organizations and leaders; and 

5. Expand, where appropriate, existing preventative programs such anti-hate seminars 

for school children. 
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59.  HOSTAGE/BARRICADED SUBJECT INCIDENTS 

GENERAL ORDER 59 EFFECTIVE: 06/10/1996 

REVISED: 04/28/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to provide general guidelines for handling hostage/barricaded 

subject situations. 

II. POLICY 

In hostage/barricaded subject situations it shall be the policy of the Ayden Police Department to 

consider the lives of the hostages, civilians, and officers involved to be of the utmost 

importance; whenever possible, to enhance the prospects of peacefully resolving the incident 

through communication with the suspect; whenever possible, to develop and maintain the 

ability to use alternative approaches to resolve the incident should communications fail; and in 

hostage situations, to make every reasonable effort to effect the safe release of the hostages. 

III. DEFINITIONS 

A. Barricaded Subject – any individual who is reasonable believed to be a threat to commit 

serious bodily injury or death to hostages, officers, or others in the community and who 

is in a stronghold position. 

B. Hostage – any person held be another against his will be force or threat of force, 

expressed, or implied. 

IV. PROCEDURES 

A. Patrol Officers 

Patrol officers confronting hostage/barricaded subject incidents shall initiate tactical 

actions other than those necessary to protect the lives and safety of themselves or 

others consistent with this department’s use of force policy.  Officers shall then: 

1. Notify a supervisory officer of the incident and circumstances; 
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2. Contain and isolate the incident scene, establishing an inner containment perimeter 

to provide a reasonable degree of safety while maintaining contact with the incident 

scene and – as time and resources permit – establish an outer containment 

perimeter to control pedestrian and vehicular traffic into the area; and 

3. Whenever possible, evacuate occupants of affected residences and businesses to a 

point beyond the perimeter. 

B. Officer in Command (OIC) 

The ranking officer at the scene shall be in command until specifically relieved by a 

superior.  The OIC shall 

1. Inform the watch commander about the nature and circumstances surrounding the 

incident; 

2. Delegate the tactical mission to the OIC of the tactical response team; 

3. Ensure development of a communications/negotiations process and an emergency 

response team reaction; 

4. Ensure establishment of an inner and outer perimeter, command post, tactical 

operations center, negotiations center and a staging area for officers and others 

arriving for assignment; 

5. Assign a press enter and an officer for press liaison; 

6. Ensure that responsibility for traffic and crown control is established, and that 

routes for emergency vehicles have been designated; 

7. Make provisions for recording personnel assignments and developing a 

chronological record of events at the command enter and tactical operations center; 

8. Ensure that necessary equipment from the fire department is made available at the 

staging area together with any other units or equipment such as canine teams, 

aviation, or marine units; and 

9. Ensure that emergency medical services are available at the site. 

C. Tactical Response Team Commander 

The commander of the tactical response team shall 
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1. Assist the OIC in assessing the situation and formulate and provide the OIC with 

recommended tactical alternatives should communications with the subject fail to 

resolve the incident; 

2. Determine equipment needs and assign personnel to control and contain the inner 

perimeter; 

3. Designate marksmen and entry teams as necessary; 

4. Ensure that personnel manning the inner perimeter maintain firearms discipline and 

are provided with periodic relief by appropriate tactical response team members; 

5. Prepare appropriate logistical plans to include diagrams of the location in question; 

6. Ensure the establishment of a tactical operations center if necessary; and 

7. Maintain contact with and keep the command post informed of all developments 

and operations. 

D. Hostage Communications Team 

The individual in charge of communicating with the subject shall 

1. Provide any requested assistance to the OIC; 

2. Provide trained primary and secondary negotiators and, as available and necessary, 

a negotiations investigator. 

3. Obtain all pertinent information about the hostage taker, the hostages, hostage site, 

and other barricaded subjects; 

4. Designate a location to interview witnesses, released hostages, and others; and 

5. Debrief hostages following the incident. 

E. Psychological Services 

Psychological services shall serve as a resource to the hostage communications team 

and will 

1. Monitor communications between the negotiators and subjects and provide 

negotiators with assessments of effectiveness, recommended strategies, and other 

relevant information; 

2. Assist in interviewing witnesses and debriefing hostages; 
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3. Provide professional assistance to hostages, witnesses and others as may be 

necessary. 
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60.  JUVENILE CURFEW ENFORCEMENT 

GENERAL ORDER 60 EFFECTIVE: 06/10/1996 

REVISED: 04/28/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to provide officers with guidance for the enforcement of this 

jurisdiction’s curfew ordinance. 

II. POLICY 

If curfew laws are to be effective, they must be enforced in a consistent, fair, and uniform 

manner.  In addition, to be properly evaluated, enforcement actions must be fully documented.  

To these and related ends, law enforcement officers shall follow the procedures outlined below 

when enforcing curfew violations. 

III. PROCEDURES 

A. Confronting Potential Violators 

Upon observation of a juvenile who is in possible violation of the curfew ordinance, an 

officer should take the following steps: 

1. Request the juvenile’s name, age, date of birth, and address and, if necessary, 

provide the dispatcher with the location of the potential violation, the number of 

persons involved and their identity of physical description. 

2. Should the individual be in violation of curfew restrictions, ascertain why the youth 

is out, where he has been and where he is going. 

3. Inform the individual that he is in violation of the curfew ordinance. 

4. Determine from communications whether the individual has outstanding warrants 

and, if possible, whether he has been previously cited for curfew violations. 

5. If the individual has two prior curfew violations, particular consideration should be 

given to arrest as an alternative within the guidelines of this policy. 
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6. In all cases where a curfew violation has been identified, the officer shall complete 

the appropriate departmental record of the violation. 

B. Enforcement Options 

When a curfew violation has been identified, an officer may use reasonable discretion in 

determining appropriate course of action.  These options include directing the juvenile to 

proceed directly home, transporting the juvenile home, or arrest and detention of the 

juvenile until his parents or guardian can be reached for pickup. 

1. Directing a violator to proceed directly home is normally warranted for 

a. First offenses; 

b. When the circumstances of the violation suggest a reasonable attempt on the 

part of the juvenile to conform with the law; or 

c. When the officer feels that the individual will proceed home as directed. 

2. If directed to proceed directly home, the officer shall present a copy of the violation 

to the youth and provide counseling on the purpose and intent of the curfew 

ordinance and the potential police response to future violations. 

3. Transporting the juvenile home is normally warranted when 

a. The juvenile has more than one curfew violation’ 

b. When there are indications that the juvenile has purposely ignored the law; 

c. When the officer has suspicion that the juvenile will not proceed home; 

d. When the officer feels that he needs to make personal contact with the youth’s 

parents or guardian; or 

e. When there is a question concerning the whereabouts of the parents of their 

ability to provide proper supervision for or control of their child.  (Note: in this 

case, arrest, and referral to juvenile authorities may be a reasonable and 

prudent option.) 

4. When the juvenile is transported home, the parent or responsible adult should be 

contacted, informed of the specific circumstances of the violation, the nature, and 

purpose of the law and potential consequences of future violations.  A copy of the 

violation should be served on the parent or guardian, who should sign the original.  
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Unwillingness of the parent of guardian to sign shall be noted on the violation or 

warning notice. 

5. Arrest and detention of a curfew law violator should normally be made when the 

youth have two or more prior curfew violations or when, for example, 

a. The officer has knowledge of the juvenile’s past delinquent or criminal history 

that demonstrates a pattern of disregard for the law; or 

b. When the circumstances of the offense, such as the time and location of the 

violation, provides reasonable suspicion of intent to commit additional 

delinquent or criminal acts. 

6. Officers may use their discretion concerning arrest upon any violation.  In all cases, 

officers should clearly specify the basis for their arrest decision. 

7. When charges are to be made, the juvenile shall be transported to the Ayden Police 

Department where his parents or guardian will be contacted as soon as possible for 

pickup.  Should the parent have no transportation to pick up the juvenile, the 

Supervisor on duty may authorize that the juvenile be transported to his/her 

residence and turned over to a parent or responsible adult.   The parent or 

responsible adult shall be provided the same information and notice of violation as 

provided in item III-B-4 of this policy. 

C. Reporting and Follow-up Requirements 

D. To adequately evaluate the effectiveness of the curfew ordinance and its impact on crime in 

this community and to provide information for the tracking of curfew violators, it is essential 

that the following reporting and follow-up activities be performed: 

1. All officers shall submit a report of a curfew violation in which a citation has been 

issued or a juvenile taken into the report shall detail the name and place of 

residence of the violator; the time, place, and circumstances surrounding the 

violation; actions taken by the officer with respect to the violator; any citations or 

warnings issued to the juvenile, parents, or guardians; the final disposition of the 

incident; and any other pertinent information. 
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2. Shift supervisors shall review all curfew reports for completeness and shall use this 

information as necessary to identify current or potential problem areas of 

individuals on their watch. 

3. The central records unit shall be responsible for the proper filing of curfew violation 

reports and shall, at the direction of the Chief of Police or his designee, develop 

such statistical reports on enforcement actions or other matters as may be required. 
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61.  JUVENILE ENFORCEMENT AND CUSTODY 

GENERAL ORDER 61 EFFECTIVE: 06/10/1996 

REVISED: 04/28/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this policy is to provide guidelines for officers when dealing with juveniles in 

enforcement and custody situations. 

II. POLICY 

It is the responsibility of all members of this department to familiarize themselves with juvenile 

problems and established procedures for handling both criminal and noncriminal juvenile 

incidents as defined in this policy.  Officers should bear in mind that only a small percentage of 

juveniles commit the majority of juvenile crimes.  While this small percentage may require 

secure custody, the vast majority of juvenile officers are likely candidates for nonsecure custody 

and positive diversion and intervention strategies.  With this in mind, officers shall, whenever 

reasonable and justified under this policy, take those measures necessary to effect positive 

changes in juvenile offenders that are consistent with state law and the safety and security 

interests of the community. 

III. DEFINITIONS 

A. Status Offender – A juvenile who is charged with an offense that would not be a crime if 

committed by an adult. 

B. Responsible Adult – in the absence of a juvenile’s parents or legal guardian, a responsible 

adult is one who is responsible of the physical custody of a juvenile or who is another adult 

acquaintance of the juvenile’s parents or legal guardian who agrees and reasonably 

demonstrates the ability to provide supervision for the juvenile until parents, legal guardian 

or next of kin can assume that responsibility. 
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C. Nonsecure Custody – A condition under which a juvenile’s freedom of movement is 

controlled by members of the Ayden Police Department and, during such time, the juvenile 

1. is held in an unlocked, multi-purpose area that is in no way designed or residential 

use, such as a report-writing room or an office; 

2. is at no time handcuffed to any stationary object; 

3. is held only long enough to complete identification, investigation and processing 

and then released to a responsible adult or transferred to a juvenile facility or court; 

and 

4. is under continuous visual supervision until released. 

D. Secure Custody – A condition in which a juvenile is physically detained or confined in a 

locked room, set of rooms or a cell that is designated, set aside, or used for the specific 

purpose of securely detaining juveniles who are in law enforcement custody. 

IV. PROCEDURES 

A. Enforcement Alternatives 

Officers dealing with juveniles in enforcement capacities may exercise reasonable discretion 

as outlined in this policy in deciding on appropriate actions.  Alternatives that may be 

considered include 

1. Release without further action; 

2. Informal counseling to inform the youth of the consequences of his/her actions; 

3. Informal referrals to community services; 

4. Referral to parents or responsible adult; 

5. Informal counseling of parents or responsible adult; 

6. Limited custody and station house warning; 

7. Issuance of a summons or complaint; 

8. Arrest under nonsecure custody; and 

9. Arrest under secure custody. 

B. Enforcement Criteria 

The following general guidelines may be used in determining appropriate enforcement and 

related actions that may be taken when dealing with juvenile incidents. 
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1. Release without further action or following informal counseling, referral to 

community resources or parents may be appropriate in incidents where property 

damage or personal injury is not involved but intervention is necessary to avoid 

potential delinquent actions and when the youth has had no prior enforcement 

contacts with the police.  Examples of these incidents include, but are not limited to 

a. Curfew violations; 

b. Loitering; 

c. Minor liquor law violations; and 

d. Disorderly conduct. 

2. Officers may elect to transport the youth home or direct him/her to return home; 

make personal telephone or mail contact with the youth’s parents or guardians to 

provide them with information and counseling on their child’s actions; refer the 

youth to appropriate community service agencies with or without follow-up; or 

detain the youth at the station house until he/she is released to a parent or 

guardian when 

a. The nature of the incident is of a more serious or potentially serious nature than 

exemplified in item B-1 of this policy; 

b. The youth involved is fully aware of the seriousness or potential seriousness of 

his actions and/or is acting in alliance or collusion with others to commit such 

acts; 

c. The youth fail to cooperate or to positively respond to police intervention and 

direction; 

d. The youth has received prior informal warnings or referrals or has engaged in 

delinquent acts; and/or 

e. The youth’s parent or responsible adult have apparently failed to provide 

appropriate control and supervision. 

3. Officers may file delinquency charges against a juvenile when the circumstances 

surrounding the incident meet or exceed the seriousness of those cited as examples 
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in item B-2 of this policy.  Officers should file delinquency charges against juveniles 

when they commit  

a. Acts that if committed by an adult would result in criminal charges; 

b. Delinquent acts involving deadly weapons; 

c. Serious gang-related offenses; 

d. Delinquent acts involving assault; 

e. Delinquent acts while on probation or parole or when they have charges 

pending against them; 

f. Delinquent acts as repeat offenders or when they have refused to participate in 

diversion or intervention programs; or 

g. When it has been determined that parental or other adult supervision is 

ineffective. 

4. An officer may also take juvenile into custody if the youth is lost, seriously 

endangered or is a runaway.  In ass such cases these juveniles shall be held in 

nonsecure custody and officers shall contact the child’s parents of guardian as soon 

as possible.  Where parents or guardians cannot be contacted or refuse to accept 

custody, the officer shall contact the departmentally approved youth services 

agency for placement. 

5. In cases of alleged child abuse, officers shall contact a youth officer or their 

immediate supervisor in order conduct an investigation of the complaint unless 

probably cause justifies immediate action in order to protect the safety and well-

being of the child. 

C. Status Offenses 

1. Based on the seriousness of and circumstances surrounding the offense, the 

background and demeanor of the juvenile and other relevant factors, an officer may 

release a juvenile to his parents, guardian, or other responsible adult. 

2. Juveniles taken into custody for status offenses should normally be frisked for 

weapons prior to being transported and may be handcuffed or otherwise restrained 
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at any tie if, in the judgment of the officer, the juvenile poses a physical risk to the 

officer or others. 

3. Officers shall pay particular attention to juveniles under the influence of alcohol or 

drugs to determine whether emergency medical services are warranted. 

4. Juveniles taken into custody for status offenses shall be held in nonsecure custody 

as provided by state law and for the briefest time necessary to conduct 

identification, investigation, and related processing requirements to facilitate their 

release to a parent of responsible adult or transfer to a juvenile facility. 

5. Transportation of a juvenile in caged vehicle is not considered secure custody. 

6. Status offenders and other juveniles taken into temporary nonsecure custody for 

noncriminal type offenses should not be fingerprinted or photographed for 

purposes of record. 

7. Status offenders in temporary custody shall not be placed in a holding area with 

adult suspects and shall also be 

a. Under constant visual supervision; 

b. Afforded reasonable access to toilets and washing facilities; 

c. Provided food if in need of nourishment to include any special diets necessary 

for health or medical purposes; 

d. Provided with reasonable access to water or other beverages; and 

e. Allowed reasonable access to a telephone. 

D. Criminal-Type Offenses 

1. Juveniles arrested for criminal-type offenses are subject to the same security 

requirements as adults and may be handcuffed or otherwise restrained as necessary 

during transport and processing. 

2. Juveniles accused of criminal-type offenses may be securely detained only for the 

period of time and in the manner prescribed by state law to allow for identification, 

investigation, processing and release to parents or a responsible adult, or transfer to 

the juvenile facility or court. 
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3. Fingerprints and photographs shall be taken of all juveniles custody for criminal-type 

offenses.  The fingerprint card and mug shot shall be marked “Juvenile” and shall be 

maintained in this agency’s central repository for such purposes separately from 

adult fingerprints and mug shots and shall be subject to controlled dissemination as 

provided by law. 

4. Prior to custodial interviews or questioning, a juvenile officer should be summoned 

if available. 

5. A juvenile in custody should not be questioned without the presence of his parent 

or a responsible adult.  The juvenile and the adult, if available, shall be advised of 

their constitutional rights prior to interrogation.  If, prior to or during questioning, 

the juvenile, his parents, or responsible adult express the desire to speak with an 

attorney, all questionings shall cease and shall not be renewed until permission Is 

granted. 

6. In the absence of a parent or guardian, a juvenile may be questioned and may 

provide statements if reasonable assurances can be made that the juvenile fully 

understands his constitutional rights, and the juvenile is 14 years of age or older. 

7. Interrogation of juveniles should not extend over the periods of time that could be 

considered unreasonable or harassing and, whenever possible, should be conducted 

by only one officer at a time. 

8. The juvenile should be informed of the procedures that will be followed with regard 

to custody, release, transport to another facility or to a custody hearing. 

E. Record Keeping 

1. Officers who select noncustodial alternatives or engage in informal enforcement 

contacts with juveniles shall complete appropriate field interview and/or incident 

reports as required by the Ayden Police Department.  These reports shall clearly 

identify the juvenile(s) involved, the nature of the incident and the rationale for the 

officer’s disposition. 

2. Juveniles taken into custody for criminal-type offenses shall be subject to the same 

reporting requirements as adults.  Such reports shall be clearly marked “Juvenile” 
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and maintained in a separate location from adult arrest records and be subject to 

state law regarding dissemination and access. 

3. A custody record will be maintained with each juvenile arrest report that specifies 

a. The time the juvenile entered secure detention and the duration of each period 

of secure detention; 

b. The name of the police officer or custodial officer responsible for visual 

supervision and the schedule of visual supervision; 

c. A statement of the need for secure detention; and 

d. The time in which each period of interrogation was commenced and completed, 

the officers present and the names of parents or responsible adults on hand. 
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62.  STAKEOUTS 

GENERAL ORDER 62 EFFECTIVE: 06/10/1996 

REVISED: 04/29/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to provide guidelines for conducting stakeouts of businesses that 

will maximize enforcement effectiveness in the safest possible manner. 

II. POLICY 

Stakeouts are an important department activity used in anticipation of enforcement actions 

against criminal suspects who are possibly armed.  Because these assignments are inherently 

dangerous, officers assigned to these duties shall follow department policy and procedures 

designed to ensure operational effectiveness.  If enforcement action is taken, it should be done 

so as to minimize potential harm to both civilians and officers. 

III. DEFINITION 

Stakeout – the tactical deployment of law enforcement officers in anticipation of the 

commission of a crime at a specific location or the apprehension of a fugitive. 

IV. PROCEDURES 

A. Preparation 

1. Officers assigned to stakeout duty shall review this department’s policy and 

procedures for conducting these operations and the department’s use of force of 

policy. 

2. The officer in charge (OIC) and/or the detail supervisor of the stakeout shall 

“advance” the designated location to 

a. Interview appropriate parties to ascertain their level of cooperation, to inform 

them of the nature of the operation and their individual responsibilities related 
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to deportment and safety, and impress upon them the importance of keeping 

the operation strictly confidential; 

b. Survey the establishment to determine manpower, equipment and logistical 

requirements and prepare a floor plan for the tactical briefing; and 

c. Prepare a tactical plan 

3. Prior to deployment, the detail supervisor shall assemble the stakeout team for a 

detailed briefing of the tactical plan of operation, to include 

a. All available intelligence on the suspects, their Mos, photographs, or 

composites, armament used, and potential for violence, tactics, and routines, 

use of drugs, method of approach and escape, and other relevant information; 

b. A detailed assessment of the stakeout location as developed by the advance 

team, to include all entry and exit locations, workstations, positions of cover 

and surveillance and information on building construction and other matters 

relating to unsafe fields of fire; 

c. Weapons and other equipment needs and requirements to include the 

mandatory use of soft body armor and the use of videotape to record the 

operation whenever possible; 

d. Individual and team assignments and responsibilities, for inside and outside 

personnel and manpower rotation and relief procedures; and 

e. Review of contingency plans in cases relating to the use of force, injury of 

officers or civilians, taking of hostages, barricaded suspects, threatened use of 

explosives, or other unexpected events, as well potential logistical problems 

such as communication or vehicle failure. 

B. Deployment 

1. Stakeouts will normally consist of an inside and outside team.  Enforcement action 

should not be initiated by the inside team unless circumstances dictate such action 

for the safety of officers or others, or the tactical plan has designated such action.  

The inside team shall be used primarily to relay information to the outside team for 

purposes of arrest. 
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2. The inside team shall be responsible for final briefings of the establishment’s 

employees, instructing them in the actions they should take in the event of an 

armed encounter and informing them that they are not to initiate any enforcement 

actions on their own. 

3. Stakeout teams are designated for enforcement actions only with regard to the 

tactical plan and shall not be used to enforce less serious infractions such as 

shoplifting while on assignment.  Such infractions shall be handled on a routine basis 

by uniform officers. 

4. Uniform officers on patrol in the immediate vicinity of a stakeout shall be informed 

of the operation just prior to beginning their shift. 

5. Inside team officers who are not in concealed positions shall assume roles and attire 

similar to that of others in the establishment.  Outside team member shall observe 

good surveillance and concealment tactics at all times and maintain positions that 

provide easy and rapid access to the establishment. 

6. In order to conceal their identity and equipment, officers shall exercise particular 

caution when entering and exiting stakeout locations.  Officers shall not enter or 

leave as a group. 

7. Weapons shall be readily available to team members at all times but shall not be 

hidden next to cash registers or in other common hiding places.  All weapons shall 

maintained in a ready condition. 

8. Stakeout officers should be assigned a dedicated radio channel for purposes of the 

operation and radios should be equipped with earplugs for security purposes. 

9. Outside stakeout officers shall be alert to the following types of situation and keep 

inside officers informed of the following suspicious persons or events: 

a. Persons loitering around the premises 

b. Automobiles that drive by the establishment slowly and frequently 

c. Persons wearing inappropriate, out of season clothing such as overcoats, 

raincoats, and ski caps. 

d. Suspicious persons carrying shopping bags, duffle bags or coats. 
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10. Uniformed officers shall be summoned as soon as possible following a crime.  All 

plainclothes officers at the scene shall ensure that they are properly and easily 

identifiable as law enforcement officers to responding officers. 
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63.  CIVIL DISTURBANCES 

GENERAL ORDER 63 EFFECTIVE: 06/10/1996 

REVISED: 05/03/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

It is the purpose of this policy to establish guidelines to effectively deal with crowds engaged in 

or posing a significant threat of engaging in violence, property damage, or breaches of the 

peace. 

II. POLICY 

The manner in which law enforcement officers deal with unruly crowds and illegal gatherings 

has direct bearing on their ability to control and defuse the incident and contain property 

damage, injury, or loss of life.  Officers confronting civil disturbances and those called upon to 

assist in these incidents shall follow the procedures of containment, evacuation, 

communication, use of force, and command control as enumerated in this policy. 

III. DEFINITION 

Civil Disturbance – an unlawful assembly that constitutes a breach of the peace or any assembly 

of persons where there is imminent danger of collective violence, destruction of property or 

other unlawful acts. 

IV. PROCEDURES 

A. The first officer to arrive on the scene of a civil disturbance should do the following: 

1. Observe the situation from a safe distance to determine if the gathering is currently 

or potentially violent. 

2. Notify the communications center of the nature and seriousness of the disturbance, 

particularly the availability of weapons.  Request the assistance of a supervisor and 

any necessary backup and advise as to the present course of action. 
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3. If approaching the crowd would not present unnecessary risk, instruct the gathering 

to disperse. 

4. Attempt to identify crowd leaders and any individuals personally engaged in 

criminal acts. 

B. The ranking officer at the scene shall be the officer in charge (OIC).  The OIC or other 

higher ranking officer assuming command at the scene should take the following steps. 

1. Assess the immediate situation for seriousness and its potential for escalation.  If 

the disturbance is minor in nature and adequate resources are available, efforts 

should be made to disperse the crowd. 

2. Establish the number or personnel and equipment necessary to contain and 

disperse the disturbance and relay this information to the communications center. 

3. Where necessary, ensure that appropriate notification is made to outside agencies 

to include the fire department, rescue squads, state and local law enforcement 

agencies, departmental officials, public information officer, the agencies’ legal 

advisor, and the local detention center. 

4. Establish a temporary command post based on proximity to the scene, availability of 

communications, available space, and security from crowd participants. 

5. Establish an outer perimeter sufficient to contain the disturbance and prohibit 

entrance into the affected area. 

6. Ensure that, to the degree possible, innocent civilians are evacuated from the 

immediate area of the disturbance. 

7. Ensure that surveillance points are established to identify agitators, leaders and 

individuals committing crimes, and to document and report on events as they 

happen.  Photographic and videotape evidence of criminal acts and perpetrators 

shall be generated whenever possible. 

8. Ensure establishment and sufficient staffing of a press area. 

C. Command Options 

When adequate personnel and resource are in place, the OIC shall establish 

communications with leaders of the disturbance and discuss actions necessary to 
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disperse the crowd.  Should the crowd fail to disperse in the prescribed manner, the OIC 

should be prepared to implement one of the following options. 

1. Containment and dialogue.  The objective of containment and dialogue measures is 

merely to disperse the crowd.  In so doing, the OIC should 

a. Establish contact with crowd leaders to assess their intentions and motivation 

and develop a trust relationship; and 

b. Communicate to the participants that their assembly is in violation of the law 

and will not be tolerated, that the department wishes to resolve the incident 

peacefully and that acts of violence will be dealt with swiftly and decisively. 

2. Physical arrest.  When appropriate, the OIC will order the arrest of crowd leaders, 

agitators or others engaged in unlawful conduct and will 

a. Ensure the appropriate use of tactical formations and availability of protective 

equipment for officers engaged in arrest procedures; 

b. Ensure the availability of transportation for arrestees; and 

c. Ensure that a backup team of officers is readily available, should assistance be 

required. 

3. Nonlethal force.  When physical arrest of identified leaders and agitators fails to 

disperse the crowd, the OIC may use nonlethal force to accomplish these ends.  In 

so doing, the OIC shall ensure that 

a. A clear path of escape is available for those who wish to flee the area; 

b. The use of tear gas, smoke, or other nonlethal devices is coordinated and 

controlled; and 

c. Canine teams are restricted from all enforcement actions 

4. Use of deadly force.  The use of deadly force in the control and disbursement of civil 

disturbances as in other circumstances is governed by this department’s use-of-

force policy.  Specifically, 

a. law enforcement officers are permitted to use deadly force to protect 

themselves of others from what is reasonable believed to be an immediate 

threat of death or serious bodily injury; 
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b. particular caution should be taken when using firearms during civil disturbances 

the arbitrary use of return fire in crowds is prohibited; and 

c. where sniper fire is encountered or hostages taken, this department’s policy on 

hostage and barricaded subjects shall be followed. 

D. Mass Arrest 

During the course of civil disturbances, it may be necessary to make arrests of numerous 

individuals over a relatively short period of time.  In order for this process to be handled 

efficiently, safely, and legally, the OIC should ensure that 

1. An arrest team is designated to process all prisoners for purposes of transportation; 

2. An adequate number of vehicles is made available to remove the prisoners to the 

detention center; 

3. An adequate secure area is designated in the field for holding prisoners after initial 

booking and while awaiting transportation; 

4. All arrested individuals are searched, photographed, and properly identified prior to 

transportation to the detention center for formal booking; 

5. All injured prisoners are provided medical attention prior to being booked; 

6. All arrested juveniles are handled in accordance with this department’s procedures 

for the arrest, transportation, and detention of juveniles; and 

7. All evidence and weapons taken from arrestees are processed in accordance with 

this department’s policy on the preservation and custody of evidence. 

E. Deactivation 

When the disturbance has been brought under control, the OIC shall ensure that the 

following measures are taken. 

1. All law enforcement officers engaged in the incident shall be accounted for and an 

assessment made of personal injuries. 

2. All necessary personnel shall be debriefed as required. 

3. Witnesses, suspects, and others shall be interviewed or interrogated. 
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4. All written reports shall be completed as soon as possible following the incident to 

include a comprehensive documentation of the basis for and the department’s 

response to the incident. 
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64.  DOMESTIC VIOLENCE 

GENERAL ORDER 64 EFFECTIVE: 06/10/1996 

REVISED: 05/03/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The nature and seriousness of crimes committed between family or household members are not 

mitigated because of the relationships or living arrangements of those involved.  It is the intent 

of this policy to prescribe courses of action which police officers should take in response to 

domestic violence that will enforce the law while also serving to intervene and prevent future 

incidents of violence. 

II. POLICY 

It is the policy of the Ayden Police Department to: 

• Reduce the incidence and severity of domestic violence 

• Protect victims of domestic violence and provide them with support through combination of 

law enforcement and community services. 

• Promote officer safety by ensuring that officers are fully prepared to respond to and 

effectively deal with domestic violence calls for service. 

III. DEFINITIONS 

A. “Family household member” includes persons who: 

1. Are legally married to one another; 

2. Were formerly married to one another; 

3. Are related by blood; 

4. Are related by marriage; 

5. Have a child in common; 

6. Are living together, who have lived together, or who have a dating relationship; or 

7. Are specified as such by state law. 
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B. “Domestic violence: occurs where a family or household member commits or attempts to 

commit the following types of offenses against another 

1. Bodily injury of fear of imminent bodily injury; 

2. Sexual assault; 

3. Interference with freedom of movement; 

4. A property crime directed at the victim; 

5. Violation of a court order, or 

6. Criminal trespass. 

IV. DISPATCHER’S PROCEDURES 

The dispatcher who receives a domestic violence call can provide the responding officers with 

vital information that could save the victim’s and the officer’s life.  The dispatcher will give a 

domestic violence call the same priority as any other life threatening call and will, whenever 

possible, dispatch at least two officers to every incident. 

A. In addition to information normally gathered, an effort should be made to determine and 

relay the information that could save the victim’s and the officer’s life.  The dispatcher will 

give a domestic violence call the same priority as any other life threatening call and will, 

whenever possible, dispatch at least two officers to every incident. 

1. Whether the suspect is present and, if not, the suspect’s description and possible 

whereabouts; 

2. Whether weapons are involved; 

3. Whether the offender is under the influence of drugs or alcohol; 

4. Whether there are children present; 

5. Whether the victim has a current protective or restraining order; or 

6. Complaint history at that location. 

B. Dispatchers shall not cancel police response to a domestic violence complaint based solely 

on a follow-up call from the residence requesting such cancellation.  However, the 

dispatcher shall advise the officers of the complainant’s request. 

V. RESPONDING OFFICER PROCEDURES 

A. On-Scene Investigation 
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When responding to a family violence call, the officers shall: 

1. Restore order by gaining control of the situation. 

2. Take control of all weapons used or threatened to be used in the crime. 

3. Assess the need for medical attention and call for medical assistance if indicated. 

4. Interview all parties. 

5. After each party has been interviewed, responding officers should confer to determine if 

an arrest should be made or whether other actions should be taken. 

6. Collect and record evidence and, where appropriate, take color photographs of injuries 

and property damage. 

7. Complete appropriate crime or incident reports necessary to fully document the 

officer’s response, whether or not a crime was committed, or an arrest made. 

8. Give the victim a copy of the incident report number. 

9. If the offender has left the scene and crime has been committed, the officers will: 

a. Conduct a search of the immediate search of the immediate area; 

b. Obtain information from victims and witnesses as to where the offender might be; 

and 

c. Refer the matter to the investigative unit. 

B. Arrest 

1. Officers will make an arrest when probable cause and legal authority exist to make an 

arrest.  Field release and issuance of a citation are not permitted in domestic violence 

cases when grounds for an arrest are present. 

2. The officers should emphasize to the victim and the offender that the criminal action is 

being initiated by the state and not the victim. 

C. Victim Assistance/Crime Prevention 

D. Many victims of domestic violence feel trapped in violent relationships because they are 

unaware of the resources available to help them or that domestic violence is a crime.  Also, 

the offenders may have threatened further violence if the victim attempts to leave or seek 

assistance.  Officers are therefore required to provide the following assistance to victims, 

batterers, and where appropriate, the children: 
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1. Advise all parties about the criminal nature of family violence, its potential for 

escalation, and that help is available; 

2. Secure medical treatment for victims; 

3. Insure the safety of the children; 

4. Remain on the scene until satisfied that there is no threat to the victim; 

5. Remain on the scene to preserve the peace as on person removes personal property; 

and 

6. Provide the victim with referral information for legal or social assistance and support. 
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65.  COMPLIANCE WITH VICTIMS OF CRIME ACT 

GENERAL ORDER 65 EFFECTIVE: 06/10/1996 

REVISED: 05/03/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this General Order is to describe the procedure which will be sued by all 

employees of the Ayden Police Department to comply with the mandates of the VICTIMS OF 

CRIME ACT, Article 45 – G.S. 15A-830. 

II. POLICY 

It is the policy of the Ayden Police Department to enhance the treatment of victims and 

survivors of crime and noncriminal crisis situations by providing the assistance and services 

necessary to speed their physical emotional recovery, and to aid and support them as they 

continue to interact with the criminal justice system.  To this end this policy will address 

mandates required by the Victims of Crime Act, Article 45 – G.S. 15A-830. 

III. PROCEDURES 

A. DURING INITIAL INVESTIGATION 

1. Write the case number and your name on an INFORMATION FOR CRIME VICTIMS form.  

Give it to the victim or a relative of a deceased victim during the initial investigation.  

You may attach your business card over the name block. 

2. Fill out and sign a CRIME VICTIM INFORMATION form.  Ask the victim or victim’s 

relative to complete and sign the bottom portion.  Attach the original to the 

investigation report and place a copy in the file folder to be forwarded to the Victim’s 

Advocate.  (if for any reason the victim does not provide all of the information, the 

reporting officer shall note the reason and sign the form.) 

B. PROCEDURE AFTER THE ARREST 
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1. Notification of an arrest is to be given to all victims and investigating officers as soon as 

practical but within seventy two (72) hours.  Notification can be made by telephone, in 

person, or by mail.  An ARREST NOTIFICATION REPORT shall be submitted to the 

Records Section, attached to the arrest report indicating the method of notification. 

a. The arresting officer will notify the victim of the arrest.  If the notification is to 

be done by mail, the arresting officer must fill out a NOTIFICATION BY MAIL OF 

DEFENDANT’S ARREST form and attach it to the arrest report.  The notice will 

be mailed by personnel in the Records Section. 

b. If the arrest is made for another agency then the arresting officer will notify the 

investigating agency.  That agency is responsible for notifying the victim.  If the 

notification is made via DCI, a copy of that transmission must be attached to the 

Arrest Notification Report. 

c. If another agency makes an arrest for the Ayden Police Department, the 

investigating officer will be notified by the employee receiving the message in a 

timely manner.  The investigating officer will then notify the victim and forward 

an Arrest Notification Report to the Records Section.  If the investigating officer 

is unavailable, then the supervisor of the investigating officer is to be notified 

and will be responsible for victim notification. 

d. If the Ayden Police Department is the investigating agency, the arresting officer 

will notify the investigating officer, if applicable of the arrest and so indicate the 

notification on the Arrest Notification Report.  A copy of the arrest report and a 

copy of the Arrest Notification Report will be forwarded to the investigating 

officer. 

2. The following procedure will be sued to notify the District Attorney as soon as practical 

but within seventy two (72) hours of an arrest. 

a. The arresting officer will fill out a NOTIFICATION OF ARREST TO THE DISTRICT 

ATTORNEY form and attach the following: 

1. A copy of the arrest report. 
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2. A copy of the CRIME VICTIM INFORMATION form containing all of the 

following victim information: victim’s name, address, date of birth, social 

security number, race, se, and telephone number. (if for any reason the 

victim does not give all of the required information, the reason shall be 

noted on same before delivery to the District Attorney.)  A copy of the 

victim information sections of the investigative report (first page) may be 

submitted in lieu of the Crime Victim Information form.  The victim’s social 

security number shall be written in the name block after the victim’s name 

on the investigative report form. 

b. These reports may be attached to and delivered to the District Attorney as part 

of the Investigative report to the District Attorney (96 hour report) if delivered 

within seventy two (72) hours of the arrest. 

c. If the arrest is made pursuant to a case being investigated by the Ayden Police 

Department and the arresting officer is not the investigating officer of the 

arrest.  The arresting officer shall forward a copy of the arrest report and a copy 

of the Arrest Notification Report to the investigating officer.  The investigating 

officer will then be responsible for filling out and submitting the Notification of 

Arrest to the District Attorney form along with the required attachments.  Note: 

This does not relieve the arresting officer of the responsibility of following the 

procedures for notifying victim(s).  if the investigating officer will not be 

available within the seventy two (72) hour period following an arrest, the 

arresting officer will make notification to the supervisor of the investigating 

officer. 

d. The completed Arrest Notification to the District Attorney form and the 

required attachments will be submitted to the arresting/investigating officers 

supervisor.  The supervisor or a designee will deliver same to the Office of the 

District Attorney and have the person receiving same sign the Arrest 

Notification Report. 
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1. If the arrest is made for another agency, that agency is responsible for 

notifying the District Attorney. 

2. The original Arrest Notification Report will be a part of the agency case files 

maintained by the Records Section.  A copy will be forwarded to the 

Sheriff’s Victim Advocate. 

IV. FORMS 

(Forms located in Ayden Police Department Policy and Procedures Manual and electronically) 
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66.  NASAL NARCAN PROGRAM 

GENERAL ORDER 66 EFFECTIVE: 06/10/1996 

REVISED: 05/03/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. POLICY 

It is the policy of the Ayden Police Department that all sworn officers, are required to be trained 

in the use of the Nasal Narcan. 

Employees assigned a vehicle and who are trained to administer Nasal Narcan will carry the kit 

in their assigned vehicles at all times while on duty. 

II. OVERVIEW 

This program strives to reduce deaths associated from opioid overdose by providing Nasal 

Narcan kits in Ayden Police Department vehicles.  As first responders to most medical 

emergency calls.  Police officers have the ability to administer lifesaving treatment via this drug.  

The immediate effect of reversing the effects of the opioid will allow time for more advanced 

medical treatment. 

The Ayden Police Department greatly understands the substance abuse issues within our 

community and strives to implement practices that can increase community awareness of 

substance abuse issues and decrease injury or death resulting from such issues. 

III. DEPLOYMENT 

The Ayden Police Department will deploy the Nasal Narcan kit in the following locations: 

1. Police Department Operations/Booking Area 

2. One kit in each Patrol cruiser 

3. All Detective/Narcotics/SRO Units 

4. All Command & Staff vehicles 

IV. PROCEDURE 
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Narcan may be used when responding to a call of such nature, or while the employee is off duty, 

when the employee reasonably believes that a person is in an overdosed state based on the 

following observations/information; 

1. When advised by the communications center, or of being advised of such upon arrival, 

or; 

2. When observing drugs, drug paraphernalia or any other drug instruments with subject 

and; 

3. Where the victim is observed to be unresponsive, there is an absence of breathing and 

or the victim has no pulse.  Other signs of overdose include lack or response to sternal 

rub, shallow breathing, and bluish lips or nail beds. 

4. Employees who are on duty shall; notify the Communications Center that the subject is 

in a potential overdose state, Dispatch will then advise 911 so that the responding 

ambulance and rescue services (i.e., EMS, First Responders, Fire Departments etc.) are 

notified. 

5. Employee who are off duty shall; notify 911 and ensure that the subject whom Nasal 

Narcan was utilized on is transported to the appropriate medical facility for further 

treatment. 

6. Employees shall deploy Nasal Narcan in accordance with the Ayden Police Department 

training protocol. 

7. Employees shall maintain universal precautions and continue to render first aid until 

relieved by EMS personnel. 

8. The use of Nasal Narcan shall be reported whether it was used on duty or off duty by 

the employee who deployed it. 

V. MAINTENANCE/REPLACEMENT 

An inspection of the Nasal Narcan kit shall be the responsibility of the personnel assigned the 

equipment. 

Missing or damaged Nasal Narcan kit(s) will be reported in writing directly to the employee’s 

immediate supervisor, and then forwarded to the Nasal Narcan coordinator. 
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When any condition necessitates that the Nasal Narcan kit be taken offline or be submitted for 

replacement, this shall be directed to the Nasal Narcan coordinator. 

VI. DOCUMENTATION 

Upon completing the medical assist, the employee shall submit a report in RMS detailing the 

nature of the incident, the care the patient received and the fact that the Nasal Narcan was 

deployed. 

The report will be forwarded, through the Division chain of command, to the Narcan 

coordinator for review, and then forwarded to the Pitt County EMS Medical Director’s office.  

These records must be completed for statistical value and tracking Nasal Narcan.  The document 

shall be retrievable and available via hard copy and/or electronically. 

Special Note: 

The Ayden Police Department is an active participant and partner with the Pitt County EMS 

Medical Director’s Office.  It is the intent of the Ayden Police Department to coordinate our 

activities relative to the use and storage of the Nasal Narcan, training, documentation, and 

statistical compilation with protocols, as established by the Pitt County EMS Medical Director’s 

Office. 

VII. PROGRAM COORDINATOR’S RESPONSIBILITIES 

The program coordinator will: 

1. Consult with the Pitt County Medical Director to oversee all clinical aspects of the opioid 

overdose prevention program (Nasal Narcan) prior to its initiation. 

2. Develop a training curriculum, which meets the approval of EMS Medical Director’s 

Office and Vidant Health; 

3. Ensure that each sworn police officer and contract medical staff of the Ayden Police 

Department is qualified as a trained overdose responder; 

4. Ensure that all trained overdose responders successfully complete all components of the 

training program; 

5. Issue certificates of completion to trained overdose responders who have completed 

the training program; which must be approved and signed by the medical director. 
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6. Maintain Nasal Narcan program records including trained overdose responder training 

records, Nasal Narcan usage records and inventories of Nasal Narcan supplies and 

materials; 

7. Provide liaison with the EMS Medical Director’s Office and local EMS, where 

appropriate; 

8. Assist the medical director with review of all overdose reports, particularly those 

including Nasal Narcan administration; and 

9. Report all administrations of Nasal Narcan in RMS as prescribed by the local medical 

director; 

VIII. MEDICAL DIRECTOR’S RESPONSIBILITIES 

The medical director or their designee will: 

1. Provide clinical consultation, expertise and oversight of medical issues related to Nasal 

Narcan program; 

2. Approve training program content and protocols as needed, in consultation with Ayden 

Police Department program coordinator; 

3. Approve and provide ongoing supervision of the trainers; 

4. Approve of affiliated prescribers; 

5. Review reports of all administration of Nasal Narcan with the Ayden Police Department 

program coordinator; and 

6. Oversee procurement of naloxone (Narcan). 

IX. SELECTION OF INDIVIDUALS TO BE TRAINED AS OVERDOSE RESPONDERS 

Each sworn police officer and contract medical staff members of Ayden Police department shall 

be qualified as a trained overdose responder.  Other civilian personnel who are interested in 

becoming trained overdose responders are eligible to be trained. 

X. TRAINERS 

Trainers may include Ayden Police Department staff, but they must train under the auspices of a 

licensed health-care professional.  In addition, certified EMT’s or higher, who shall be appointed 

by the medical director may also train. 

XI. TRAINING PROTOCOL 
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The Nasal Narcan program must maintain an up-to-date training curriculum, which has been 

approved by the medical director. 

All training will address at a minimum: 

1. Risk factors for opioid overdose 

2. Signs of an overdose 

3. Actions 

a. Call 911 

b. Rescue breathing 

c. Rescue position 

d. Using Naloxone (Narcan) 

Training may take place in a variety of settings, including on the street or in a more conventional 

classroom setting.  The training may be in small groups of conducted one on one. 

The duration and content of the training will be determined by the program coordinator, as 

approved by the medical director and training officer. 

XII. TRAINING CERTIFICATION 

At the conclusion of training, each person who has demonstrated adequate understanding of 

the course material will receive a certificate of completion.  This certification is valid for a period 

to not exceed two (2) years from the date of the training. 

XIII. REFRESHER COURSE 

Trained overdose responders will be required to take a refresher training in order to retain their 

status if more than two (2) years have passed since their previous certification.  Training records 

will be checked for currency of certification at a minimum when trained overdose responders 

request a new kit for loss, use or expiration date.  Refresher courses may be offered prior to the 

expiration of two (2) years to ensure current knowledge regarding overdose protocols and 

seamless ability of the trained overdose responders to administer naloxone (Narcan). 

XIV. NALOXONE (NASAL NARCAN) KITS 

The kits will include medication, atomizer, instructions for administering Nasal Narcan, one (1) 

face mask for mouth-to-mouth resuscitation, and one (1) pair of gloves. 

XV. INSTRUCTIONS REGARDING USE OF LOSS OF USE OF NALOXONE (NASAL NARCAN) KIT 
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Trained overdose responders shall report all use and loss of the kits to the Ayden Police 

Department program coordinator who will forward the information to the medical director. 

XVI. REFILL PROTOCOL 

Trained overdose responders requiring refills will be informed of the hours and location where a 

prescriber (medical director or affiliated prescriber) is available to dispense the naloxone (nasal 

Narcan), or which pharmacies can fill a prescription for naloxone.  Each trained overdose 

responders training record will be reviewed, and refresher training will be scheduled consistent 

with the Refresher Course item above. 

XVII. STORAGE OF NALOXONE (NASAL NARCAN) 

The Ayden Police Department’s program coordinator will ensure that the naloxone is stored 

safely consistent with the manufacturer’s guidelines and that an adequate inventory of 

naloxone be maintained consistent with reasonable projected demand.  The naloxone (Nasal 

Narcan) inventory should be routinely assessed to ensure that trained overdose responders are 

furnished naloxone which has at least 9 months – and preferably 12 months – prior to the 

expiration date. 

XVIII. RECORD KEEPING 

The Ayden Police Department program coordinator will maintain a log of all trained overdose 

responders with name of the responder and the date trained, a log of all trainings with the date 

of the training, the location of the training, the name of the trainer, and the names of the 

students, and a list of all persons who are designated trainers. 

The program coordinator must also maintain records in order to comply with the requirement of 

reporting the receipt and administration of Nasal Narcan to the Pitt County EMS Medical 

Director’s Office, as detailed below under Overdose Reversals. 

XIX. OVERDOSE REVERSALS 

all overdose reversals will be recorded in the narrative section of RMS and reviewed 

immediately by the APD program coordinator.  The reports will be reviewed monthly with 

copies of these reports being sent to the Pitt County EMS Medical Director’s Office.  If there are 

more than two reversals in a week or if there are specific concerns over either the strength of 
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contamination of drugs in the area, the concern will be discussed with the medical director and 

reported immediately to the local health department. 
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67.  DCI AND MOBILE DATA ACCESS, COMPUTER SECURITY 

GENERAL ORDER 67 EFFECTIVE: 02/10/2021 

REVISED: 05/04/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

I. PURPOSE 

The purpose of this General Order is to establish the policy and procedures governing the use of 

DCI Terminals and Mobile Data Access by officer and Telecommunicators of the Ayden Police 

Department in the performance of their duty. 

II. POLICY 

It is the policy of the Ayden Police Department to adhere to all DCI/NCIC regulations pertaining 

to the operation and security of DCI terminals, Mobile Data Access and information that may be 

obtained.  This policy shall also include security and use of Ayden Police Department computers. 

III. ACCESS 

1. The State Bureau of Investigation (SBI) Division of Criminal Investigative Records maintains a 

computerized criminal history of individuals who have been arrested and/or for which the 

SBI has a valid criminal fingerprint card.  The Ayden Police Department has access to local, 

state, and federal Criminal Justice Information Systems by means of the Division of Criminal 

Information (DCI). 

2. Persons accessing DCI records must complete the required DCI certification training and 

obtain their DCI Operators Identifier and password before using any DCI terminal or Mobile 

Data Terminal. 

3. Personnel obtaining certification must be under the management control of an agency that 

has been assigned an ORI.  Applicant fingerprints must be submitted on each person prior to 

certification, and upon return from the SBI, the fingerprints must be retained by the agency 

Operator certification is valid for two years and re-certification must occur for the user to 

continue to operate the terminal. 
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4. Those persons that are employed by the Town of Ayden that have access to DCI and Mobile 

Data Terminals (MDTs) that are not employed by the Ayden Police Department shall have a 

background check conducted as well as fingerprinted.  Those fingerprints must be submitted 

to the SBI and once the fingerprints are returned they must be retained by the agency.  This 

will be limited to those employees working within the Information Technology (IT) 

Department of the Town of Ayden. 

5. Personnel shall not permit the use of their password or user identification number by other 

persons unless authorized by the TAC, Captain, or Chief of Police.  All personnel shall keep 

their username and password confidential. 

6. Non-certified personnel shall not operate and DCI or Mobile Data Terminal at any time.  No 

terminal shall be left unattended in rooms where non-certified persons could have access to 

DCI information. 

IV. USE OF INFORMATION 

1. Information obtained from DCI/NCIC shall only be used for Law Enforcement purposes.  Any 

non-criminal uses must be authorized by law under the procedures set forth by DCI/NCIC. 

2. At no time shall DCI be used to access information for personal gain or profit such 

repossession companies and two truck drivers. 

3. Any printed information obtained through DCI must be disposed of properly to prevent any 

subsequent access by unauthorized personnel.  Documents of this nature should be 

shredded after their use and not just thrown in the trash can. 

4. Information that is obtained through DCI for Defense Attorneys and the Ayden Housing 

Authority must be documented as required by the SBI.  This information is subject to DCI 

audits and will be maintained. 

5. Each document that is printed for Defense Attorneys, Court Officials and/or the Ayden 

Housing Authority shall be stamped with the following: 

Warning 

N.C.G.S §14-454 & Ayden Police Dept. 

Policy and procedure prohibits the 

dissemination and improper disposal of 
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driver’s license or criminal history information 

to anyone except authorized criminal justice personnel 

V. MOBILE DATA TERMINALS/LAPTOPS 

The Ayden Police Department has access to DCI using laptop computers.  These laptop 

computers that have DCI capabilities will be assigned to certain police vehicles and officers.  

Mobile Data Terminals will be operated and utilized in accordance with this policy. 

1. Mobile Data Terminal are used for immediate information through DCI to include a driver’s 

information, vehicle registration, and wanted/stolen information. 

2. When operating a motor vehicle, officers will not access MDTs in any way.  This is to include 

reading incoming and outgoing messages, searching for information, GPS tracking, or riding 

with the screen in view in such a way that it is a distraction.  ** This will not apply if the 

operator of the MDT is not the driver of the vehicle. ** 

3. MDTs are not to be left unsecured at any time.  The operator must logoff if leaving the 

vehicle or the vehicle is being serviced. 

4. Certified operators may only access DCI while on duty.  At no time shall personnel access 

DCI while off duty for personal use. 

5. MDTs have communication abilities between agencies that operate on Omnixx Mobile 

Software, which uses dual authentication to log into DCI.  At not time will personnel send 

vulgar, obscene, or derogatory messages.  Nor shall any private or non0policee business 

conversations/messages be conducted between cars.  All transmissions are logged and will 

be maintained by the Lieutenant or Chief of Police. 

VI. TERMINAL AGENCY COORDINATOR 

The Terminal Agency Coordinator (TAC) shall act as the primary point of contact between DCI 

and the Ayden Police Department.  The TAC shall: 

1. Serve as appoint of contact between the Ayden Police Department and DCI, actively 

participating in meetings and conferences providing input into system functions. 

2. Receive and distribute documents and materials from DCI. 

3. Inform DCI on personnel changes, setup training for new users and recertification for 

current users; keep usernames and passwords current. 
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4. Assist DCI personnel with record audits, security checks, current policy changes, and other 

related matters. 

5. The Lieutenant shall serve as point of contact between the Ayden Police Department and 

Omnixx Mobile. 

VII. COMPUTER SECURITY 

The security of the Ayden Police Department’s computer system is of paramount importance in 

maintaining an efficient and well-guarded database.  Users will adhere to the following 

guidelines on the usage of personal computers, associated software, internet, and e-mail to 

ensure compliance with federal copyright laws and protection against computer viruses. 

1. To ensure proper software/hardware licensing and compatibility requirements, only 

members of the Information Technology (IT) department or their designee will install any 

hardware/software on any Department computer.  Employees having the need to install 

additional software will make a request justifying why the software is needed.  This request 

will be made to the Lieutenant or Chief of Police which, if approved, will be forwarded to the 

IT department. 

2. Department computer equipment, peripherals, and components will be utilized for 

Department business only. 

3. Only IT personnel, or an approved designee, will move, install, or disassemble Department 

computer equipment. 

4. Employees must use the Internet in accordance with applicable laws and regulations.  Using 

the Internet for obscene, offensive, racial, sexual, or hate language or images; engaging in 

ridicule, transmitting threatening, racial, sexual, obscene, or harassing materials; engaging in 

any form of sexual harassment shall be prohibited. 

5. Deliberately accessing pornographic websites or Internet gambling websites shall be 

prohibited.  Exception: this does not apply to investigative personnel during the course of 

approved criminal Departmental investigation. 

6. The use of the Internet is not a private matter, and the Department reserves the right to 

monitor all uses without notification to the member.  Each officer’s login shows the location, 



366 
 
 

 

 

time, and interaction while on the internet.  This is why it is so important to logoff every 

time you leave workstation. 

7. Use of the email system by any member implies both understanding and compliance with 

this directive.  Members using the email system will do so in an appropriate and 

professional manner.  All messages generated of handled by the Department email system, 

including backup copies, are considered property of the Department, not the member. 

8. Members will not use obscene, racist, or sexist language in emails and will not transmit 

threatening or harassing materials (i.e., jokes, photographs, pornographic material, or 

programs forwarded as attachments), nor engage in any form of sexual harassment. 

9. Email messages sent or received by Department employees are not private and the 

Department reserves the right to monitor all email messages without notification to the 

member; however, it is not the Department’s intent to monitor all email messages.  It is a 

violation of this policy for any user, including the system administrator or any supervisor, to 

access the email system or message merely to satisfy curiosity about the affairs of others. 

Email messages created in the course of public business are, for the most part, a public 

record.  Those messages are subject to inspection by the news media and other members of 

the public unless the sender has marked them confidential.  Every email message should be 

both professional and courteous. 

VIII. VIOLATIONS OF GENERAL ORDER 54 

All violations of this General Order shall be considered Class A or B violations. 

IX. EFFECTIVE DATE AND AUTHORITY 

This General Order is effective February 10, 2021. 
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68.  CANINE OPERATIONS 

GENERAL ORDER 68 EFFECTIVE: 07/01/2013 

REVISED: 05/04/2021 

APPROVED BY CHIEF OF POLICE: CHRIS 

FOREHAND 

 

 

The Ayden Police Department will conduct Canine Operations for valid and lawful purposes related to 

criminal and non-criminal investigations, in accordance with State law.  These will include: the 

apprehension of criminal suspects, drug detection, building searches, tracking, article searches, and 

missing person searches.  

I. DEFINITIONS 

▪ Canine - a working dog that has been procured and trained to execute a number of law 

enforcement related tasks, which uses the canine's sense of smell, speed, and agility. 

▪ Canine Handler - a sworn law enforcement officer who has been trained in the care, 

handling, and training of a dog for law enforcement use. 

▪ Canine Team - a handler and his/her dog, assigned to carry out field duties. 

▪ Canine Instructor- a person designated by the Chief, who will develop, coordinate, and 

supervise canine training needs, and will monitor overall adherence to policy and ensure the 

overall cohesiveness of the Canine program.  

II. CANINE HANDLER SELECTION 

The Canine Handler position is regarded as a specialized duty assignment within the Ayden 

Police Department.   

The Police Department will send out an announcement of openings for this position with 

selection criteria. 

General Selection Criteria   

Criteria for assignment will be based on the skills, knowledge, and abilities required for the 

specialized assignment.  Basic requirements for all specialized assignments are:  
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• Hold the rank of officer or senior police officer. 

• Have attained general certification from the N.C. Criminal Justice Standards 

Commission. 

• A rating of “Meets Standards” or higher on most recent annual performance evaluation. 

• Have been employed in law enforcement as a commissioned officer for a minimum of 

two continuous years and have completed the probationary period with the Ayden 

Police Department prior to the announcement for the respective vacancy. 

• Not have been suspended for more than eight hours or demoted as a result of 

disciplinary action within one year of the vacancy announcement.  The 12 month 

suspension/demotion period begins on the date that the suspension / demotion is 

ordered / recommended by the Chief and ends on the date of the vacancy 

announcement. 

• Agreement to serve in the specialty assignment for a minimum of three years, at the 

discretion of the Chief. 

Specific Selection Criteria 

All eligible candidates who wish to be considered for canine handler must submit a written 

request in accordance with requirements specified on the special order distributed by the Office 

of the Chief. 

All officers competing for a canine handler position will go before an interview board.  The 

interview board will consist of the following personnel when possible: 

• A supervisor from the Ayden Police Department. 

• A canine officer from an outside agency. 

• A canine trainer/officer chosen by the Ayden Police Department. 

• Other personnel or representatives as determined by the Chief. 

The interview board will recommend candidates for the canine handler’s position(s) according 

to their ranking during the interview.  This list will be submitted to the moderators, and/or 

monitors, and then to the Chief.  
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III. GENERAL CANINE HANDLER PROVISIONS 

A. Assignment of Handlers and Canines 

Canines will be assigned to canine handlers at the discretion of the Uniform Operations 

Division Commander with the final approval of the Chief. 

The police dog is the property of the Ayden Police Department and will not be used for 

purposes other than official duties.  The dog will not be registered with any society or 

organization unless that society or organization is directly related to departmental use of 

canines for law enforcement.  The department will not use or permit the use of any dog for 

breeding purposes without prior written approval of the Chief. 

B. Upkeep of Canines 

Each handler is responsible for the wellbeing of his/her assigned canine.  He/she will feed, 

water, and keep their dog well groomed.  The handler must familiarize them self with the 

basic responsibilities for health and care of a working police dog. 

To facilitate the strong working relationship necessary between dog and handler, the canine 

will be housed and maintained at the residence of the handler.  The Ayden Police 

Department will be responsible for furnishing equipment, food, kennel, and medical 

requirements.  Each handler shall strictly adhere to established channels for obtaining these 

items and services. 

Each canine handler shall be responsible for maintaining current rabies and city and county 

license tags.  Proof of these shall be filed yearly with the Canine Instructor in the month of 

January. 

The handler is responsible for the canine's physical fitness.  He/she is given instructions 

during initial and refresher training on the checking of temperatures, appetite, stool, and 

general conditions of the dog.  If the dog is too ill to report for duty, the police department 

veterinarian will be notified by telephone on the day of the suspected illness.  If the opinion 

of the veterinarian is that an examination is warranted, an appointment will be made as 

soon as possible.  When the veterinarian determines an animal is unfit for duty, the handler 
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shall notify the Shift Commandeer upon reporting for duty.  The handler will then perform 

regular patrol duties for the period of the dog's illness. 

The canine handler shall be responsible for the filing and maintaining of, with the canine 

supervisor or his designee, all pertinent reports, training logs, certificates, health records, 

and all documentation with regard to his assigned canine. 

During times such as extended vacation, professional leave, or when the canine handler will 

be unable to care for the canine, the canine handler will notify their Division Commander via 

the chain of command.  Upon approval from their Division Commander, the canine handler 

will arrange boarding and transportation to Veterinary Hospital or other designated 

location. 

C. Canine Equipment 

Each canine handler will be issued equipment for use with his assigned canine.  The handler 

will be responsible for the maintenance and upkeep of all issued equipment that is 

provided.  This equipment will include at a minimum: 

• Kennel for canine 

• House for canine 

• Safe for narcotics 

• Overdose kit for canine 

• Canine collar 

• Canine harness 

• Canine leash 

• Canine lead 

• Canine identification badge 

D. Canine Vehicles 

Each canine handler will be assigned a patrol vehicle. These vehicles are to be used by 

policy.  The canine will be housed at the handler's residence and weekly training routines, as 

well as call-outs, will require the handler to keep a vehicle in his/her possession.  The canine 
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handler will ensure their vehicle is cleaned inside and out.  The inside should be cleaned at 

least weekly, and the outside as conditions warrant. 

 

The operation and maintenance of canine patrol vehicles is governed by departmental 

policy and procedures. All canine vehicles assigned for general patrol service are 

conspicuously marked in the following manner: 

• Display of the Department’s name 

• Reflective materials placed on the sides and rear of the vehicle for high visibility 

• Canine-specific markings on the exterior of the vehicle 

Canine handler vehicles will be issued standard patrol vehicle equipment, in addition to the 

following items:  

• Kennel insert with mat  

• Temperature monitoring system, including a window-mounted fan 

• Tinted side and rear windows 

• Automated door release system 

E. Retirement/Reassignment of Police Canines 

In the event that a police canine can no longer be utilized because of age, health, or injury, 

he will be retired, relieving the department of all financial obligations.  Upon approval of the 

Chief and the City Manager, the canine will first be offered to its handler.  In the event an 

approved home is not available, their Division Commander will make recommendations to 

the Chief and City Manager. 

In the event that a canine handler can no longer maintain his canine due to death, 

retirement, health, or disability of the handler their Division Commander will make 

recommendations to the Chief and City Manager as to the disposition of the animal. 

F. Certification of Canines 
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• When possible, canine teams will be required to attend the United States Police Canine 

Association certification trials annually.  Canine teams will also be required to 

participate in bi-annual departmental evaluations to ensure the proficiency of the 

canine teams.  Each team will be required to pass the standards set by the United States 

Police Canine Association (USPCA).  USPCA certification trials may consist of both the 

Police Dog 1 (PD 1) and Police Dog 2 (PD 2) trials. 

• If a canine team fails any portion of the USPCA trials, that team must be re-evaluated 

within sixty (60) days of the failure.  The team shall be re-evaluated by the department 

canine trainer and at least one other departmental approved trainer.  That team is 

prohibited from performing the failed task in the field until proficiency is demonstrated 

at re-evaluation.  If the team fails to demonstrate proficiency within sixty days, the 

handler shall be placed on probation, their canine handler status suspended, and he/she 

shall be given an additional sixty (60) days to be evaluated again.  If proficiency in the 

previously failed task is then demonstrated, the handler shall be removed from 

probation, and their canine handler status reinstated.  If proficiency in the previously 

failed tasks is not demonstrated, the handler shall be removed from the canine unit. 

• All deficiencies must be documented by the department trainer and submitted to their 

Division Commander within 24 hours of the notice of deficiency. 

• Any failure to demonstrate proficiency during the bi-annual departmental evaluation 

shall be governed by the same rules outlined in the above section.   

IV. TRAINING 

A. Canine handler training will consist of a minimum twelve-week school with the handler and 

canine attending.   The canine trainer will train the handler and canine in the areas of 

obedience, article search, building search, tracking, apprehension, and narcotic search. 

B. Mandated monthly canine training will consist of one department sanctioned training day 

per month, with a minimum of twenty total training hours per month.    
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C. The departmental sanctioned training day shall be designated by the canine trainer.   

Canines and handlers will remain on call in the event they are needed.  Canine handlers shall 

make up any training that they are short of the required twenty hours during their regular 

work schedule. 

D. At the end of each month, the Training Forms shall be completed and ready for review by 

the trainer.  

E. Any canine team who does not complete the required twenty hours of training each month 

shall complete an inter-office detailing the circumstances of deficit.  This inter-office shall be 

forwarded to the Trainer and Uniform Operations Division Commander. 

F. Any canine team that does not receive the required twenty hours of training two 

consecutive months may be considered neglectful of duty.   A determination will be made 

based upon the circumstances involving the lack of training hours.  If it is determined that 

any canine team has not completed the required twenty hours of training a month due to 

conduct and/or lack of effort by the canine handler the appropriate documentation and 

discipline shall be administered. 

G. Canine handlers are forbidden from participating in any field trial, exhibition, show or 

competition of any type without prior approval from the Chief.  Canine handlers are also 

forbidden from joining any organization, club, fraternity, or similar canine organization 

without prior approval from the Chief. 

H. All controlled substances used for canine training shall be stored in a secure manner at all 

times and shall be kept in a locked container.  This container shall be kept in a locked 

storage locker provided by the Evidence Unit and placed in a secure area of the department, 

or it may be secured in the canine vehicle storage unit.  The canine trainer shall have the 

keys to the storage locker and to the drug container.  The canine trainer will be responsible 

for the security and control of the narcotics while they are in their custody.  Canine handlers 

shall return the locked container containing their assigned narcotics to their assigned 

storage locker or the canine vehicle storage unit immediately upon the conclusion of any 

training.   
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I. The assigned evidence manager shall obtain heroin, cocaine, marijuana, and hashish by 

court order from disposed/destroyed narcotics cases.  These controlled substances shall be 

packaged in various quantities and sealed.  The packages shall have a control number, the 

weight of the package and contents printed on them by the evidence manager.  When a 

canine handler signs out a package of controlled substances, the evidence manager will 

verify the listed weight of the package, the control number, and the evidence seals of the 

package.  An evidence manager shall weigh the drugs and verify the amount of the drugs 

checked out to each handler.   

J. If there is any variance in the weight of the package or damage to the seals, the canine 

trainer or his designee shall note the discrepancy on the Canine Controlled Substances 

Inventory and Control Sheet.  The canine handler shall submit an interoffice detailing the 

events that caused the discrepancy on the date the discrepancy is noted.  A copy of this 

interoffice shall be forwarded to the canine trainer or his designee for control purposes in 

duplicate.  The evidence manager shall maintain the original in the Canine Officers 

Controlled Substances Inventory File.  Canine trainer or his designee shall notify their 

Division Commander of the discrepancy prior to end of tour of duty. 

K. In instances that the drug package is injured during training, the handler is responsible to 

notify the canine trainer immediately.  The canine trainer or his designee shall inspect the 

package and note any damage and weight discrepancy on the Canine Controlled Substances 

Inventory and Control Sheet. The canine handler shall submit an interoffice detailing the 

events that caused the discrepancy on the date the discrepancy is noted.  A copy of this 

interoffice shall be forwarded to the canine trainer or his designee for control purposes in 

duplicate.  The evidence manager shall maintain the original in the Canine Officers 

Controlled Substances Inventory File.   

L. Bi-annually, the evidence manager shall inspect, weigh, and verify the amount of drugs in 

each package of controlled substance. The evidence manager will then complete an 

interoffice detailing the circumstances of the inspection and forward the interoffice along 

with all the Canine Controlled Substances Inventory and Control Sheets and a copy of any 
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interoffice detailing discrepancies to their Division Commander via the chain of command 

and start a new sheet.  Their Division Commander shall then forward the Canine Controlled 

Substances Inventory and Control Sheets and a copy of any interoffice detailing 

discrepancies to the Uniform Operations Division Commander who will inspect these 

documents and forward to the canine supervisor for retention.   

M. The evidence manager shall maintain any court order in regards to these controlled 

substances.  Periodically these controlled substances should be destroyed according to 

departmental policy and replaced through the above listed procedures. 

V. OPERATIONAL PROCEDURES 

A. General Provisions 

a) The Canine Trainer will be responsible for all records concerning the use of the canine 

and the functions of the individual Canine Teams. 

b) The Division Commander will be responsible for all inspections of the Canine Teams and 

their equipment. 

c) The Shift Commander or On-duty Supervisor must approve mutual aid requests from 

other agencies for the use of any Canine Team.  The Canine Team must do this prior to 

any action.  

d) The principle duties of a canine team are to serve as a support to law enforcement.  In 

this capacity the dog shall be regarded as an item of special equipment provided by the 

department to assist the officer in carrying out his/her duties more effectively 

e) The canine handler shall ensure that the dog wears an Ayden Police Department 

identification tag, which shall be attached to an appropriate collar at all, times. 

f) Handlers will discourage persons from attempting to pet, touch, or otherwise come into 

physical contact with their dog unless authorized. 

g) Handlers shall, whenever possible, prevent their canines from soiling public or private 

property. 
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h) Handlers will release their dogs (off leash) while maintaining verbal control when such 

release is necessary to: 

• Protect a citizen or police officer from physical attack. 

• Pursue and stop a person whom the officer has reasonable grounds to believe has 

committed a serious crime.  (A serious crime as intended for this subsection shall 

mean any serious felony or violent misdemeanor in which there is a serious risk to 

the victim or to the public at large.  This subsection does not consider forgery, 

uttering, false pretense, and similar crimes as serious crimes). 

• Search a structure or enclosure for the purpose of locating a criminal in hiding. 

• Guard and/or restrain an arrestee to prevent flight. 

i) Controlled substance searches may be conducted off lead if all persons are removed 

from the area/vehicle while the canine is searching. 

j) Subject to the restrictions elsewhere in this policy, a controlled substance canine sniff 

that does not intrude into an area, container, or vehicle where the suspect has a 

recognized right to privacy, can be conducted at any time.  A controlled substance 

canine search will be conducted in accordance with federal and state law.  A controlled 

substance canine search can be conducted on the "open fields" portion of private 

premises or in halls, parking lots or common use areas of residential housing, only if 

reasonable suspicion exists that controlled substances may be present. 

k) Upon arrival of the Canine Team, the canine handler shall ensure that the investigating 

officer/supervisor has fully advised him/her of the circumstances surrounding the 

incident. 

B. Building/Area Searches   

The following procedures are to provide each Canine Team directions and guidelines to 

follow when conducting building or area searches, except where exigent circumstances 

exist: 
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1. When circumstances indicate that an unauthorized person may be hiding in a 

building or similar structure, the investigating officer shall make certain an adequate 

perimeter around the building has been established. 

2. No police dog shall be released into a building or open area without warnings being 

given to possible occupants to allow a reasonable time (five minutes) to surrender 

before releasing the canine.  The handler or the officer on scene, in a manner likely 

to be heard and understood by any persons present, shall give such warnings.   

3. It is the canine handler’s responsibility to ensure that the canine warning has been 

given before the canine searches the building.  It is also the responsibility of the 

canine handler to make sure a Canine Search/Entrance Warning Form will be 

completed and signed by the on-duty supervisor. 

4. After two minutes have elapsed another warning shall be given at the three-minute 

mark.  This warning shall be given three minutes prior to the release of the canine in 

the building. 

5. After three minutes have elapsed a final warning shall be given prior to releasing the 

canine into the building. 

6. In the event it is determined that an armed and/or dangerous subject may be hiding 

in a building or within an area, the canine handler may utilize a “cover officer” when 

the police dog is released into the building.  In this event the “cover officer” shall 

remain with the canine handler at all times. If a suspect is located, the handler may 

request additional officers to place that suspect in custody and remove him from 

the building.  The canine handler and his “cover officer may then resume their 

search.  Additional officers shall not be utilized in an area of the building where the 

police dog has been released. 

7. Regardless of the type of building to be searched, the canine handler at the 

conclusion of the search shall complete a Canine Training and Utilization Log.  

8. It is also the responsibility of the canine handler to make sure a Canine 

Search/Entrance Warning Form is completed and signed by the on-duty supervisor 

when applicable. 
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C. Tracking Operations 

Several factors must be present in order to conduct a successful tracking operation: 

•   The immediate establishment of a crime scene perimeter may be the single most important 

factor, which determines success or failure of a track.  The investigating officer is responsible 

for the implementation of the perimeter. 

•    When tracking a suspect, the Canine Team will be accompanied by at least one other officer 

who shall keep other units advised of the direction and progress of the track whenever 

possible.  Other personnel should remain out of the immediate area to avoid contamination of 

the crime scene patterns. 

•    At the end of the track, the canine handler shall complete a Canine Training and Utilization 

Log.   

D. Evidence search 

A Canine Team may be requested if there is a reason to believe that a suspect has discarded 

evidence, by dropping the item in flight or attempting to hide it in a field, wooded area, or 

other open area.  Evidence searches are generally conducted in a manner similar to tracking 

operations.  At the end of each evidence search, the canine handler shall complete a Canine 

Training and Utilization Log.  

E. Narcotics Search 

• Upon a valid search, officers should secure the scene, contain all persons present in one 

area and make no search other than for weapons.  Once secured, the canine team will 

enter.  Persons present will be moved to an area already searched by the Canine Team.  

Once the team has cleared an area or room, officers shall conduct a secondary search. 

• When a canine is utilized in a narcotic search of a container, the handler, or officers in 

charge of the investigation should secure the area to be searched.  The handler should 

make sure that they have the legal authority to be there.  If the canine alerts or 

indicates on the package, the handler will determine if there is probable cause to obtain 

a search warrant. 
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• Canines trained to alert by biting or scratching cannot be used to search for controlled 

substances on the person of a suspect.  A canine trained to alert by sitting or another 

method that does not involve touching a suspect may be used to search for controlled 

substances on a person, only if reasonable suspicion exists to believe the person 

possesses controlled substances and the handler maintains close control over the 

canine. 

• At the end of each controlled substance search, the canine handler shall complete 

Canine Training and Utilization Log.   

F. Release of Police Canine 

• Although the use of a police canine is not regarded as deadly force, the utmost 

discretion will be used when releasing a police canine to apprehend a fleeing suspect or 

an armed and dangerous subject.  The use of a police canine is regarded as a use of 

force and will be scrutinized under individual circumstances as in any use of force. 

• If the handler believes that any operation is outside the capacity of the dog or would 

present an unnecessary and/or unacceptable level of danger to the handler, dog, or 

others present, he/she shall immediately make these concerns known to a Supervisor.  

The Supervisor shall take into consideration all of the facts of the canine handler's 

concerns, the circumstances of the operation and then shall make an accountable 

decision. 

• While one of the greatest values of a Canine Team lies in the crime deterrent effect of 

their presence, their use in making and/or maintaining an arrest is authorized when 

circumstances justify such use.  The canine handler must be constantly aware that a 

police officer may use only the amount of force necessary to make and maintain an 

arrest and that the use of the canine under such circumstances constitutes the use of 

force or the implied use of force.  In determining the degree of force to be used, the 

handler must take into consideration all circumstances known to him/her. 

• The canine handler must also bear in mind that in responding to a request for a Canine 

Team, he/she is also responsible for determining whether the use of the dog is justified 
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and feasible.  In each case of such use the Canine Use of Force Investigation Report shall 

be completed prior to end of tour of duty in keeping with established procedure.   

• The canine handler shall immediately notify his/her Shift Commander or On-duty 

Supervisor when the canine bites or causes injury to any person, whether on or off duty, 

regardless of the location of the incident. 

• When a police canine has bitten a person, the Shift Commander or on-duty Supervisor 

will ensure the victim receives prompt medical attention.  The Supervisor shall conduct 

a thorough investigation concerning the incident.  All bites and abrasions will be 

photographed.  Torn clothing of a suspect or other citizen attributed to the canine will 

also be photographed.  The investigative file including a use of force form shall be 

forwarded through the chain of command to their Division Commander.  

• A canine search of a vehicle stopped during issuance of a traffic citation or at an 

authorized roadblock shall not significantly extend the time normally needed to process 

a traffic violator or conduct the vehicle check at a roadblock.  Search by consent shall be 

gained only after all reasons for the stop including the writing of a citation have been 

concluded.  Only at that point shall consent be obtained.  All attempts shall be made to 

ensure that the canine is not in the immediate presence of the person being asked 

consent. 

• A canine search on school premises may be conducted only upon a written agreement 

by the Chief, the District Attorney, and the School Superintendent. Such agreement shall 

detail search protocol, concerns, limitations, and actions to be taken by officers and 

school officials prior to and during a search.  Prior to the search, the canine officer shall 

notify his/her immediate supervisor and also notify the Chief of his/her designee and 

the School Principal or his/her designee.  A canine controlled search may include 

exploratory searches of school property and the exterior of vehicles in school parking 

areas.  If the canine indicates for the presence of narcotics, the school officials will 

decide if the case will be handled administratively by the school system or handled 

through the criminal justice system prior to the search being conducted.  
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• If it is determined that criminal charges are to be made, a search warrant or consent will 

be obtained from the person who has an expectation of privacy in the item or area to be 

searched.  No canine controlled substance search shall be conducted on persons unless 

reasonable suspicion exists to believe that the person may possess illegal controlled 

substance and the canine used, does not alert by touching or biting.  

G. Crowd Control 

Canines shall not be deployed at the scene of any peaceful demonstration, picketing or 

congregation unless approved by the Chief.  A canine can be used for crowd control if 

criminal rioting is occurring or imminent.  Canines may be deployed as back-up unit for 

public disturbance calls to protect an officer whose safety is jeopardized.  Canines in crowd 

control duty must be “short leashed” at all times unless the canine is used as force to 

prevent an imminent threat of death or serious bodily injury.  Canine Teams may be utilized 

for crowd control only when authorized by the on-scene supervisor.  Under no 

circumstances shall department canines be unleashed when authorized for use in crowd 

control situations. 

H. Responsibilities of Other Officers 

• Upon the arrival on a crime scene, if it is determined that a canine team will be needed, 

the officer will secure the scene immediately.  A canine team will respond when 

requested and shall be notified of all circumstances of the situation.  The canine team 

shall provide whatever assistance is required.  The immediate supervisor shall also be 

notified. 

• In the event that a canine team is not on duty at the time of the incident, the officer 

should notify his/her immediate supervisor and advise them of the situation.  The Shift 

Commander/Supervisor will make the decision of calling out a canine team.  The Shift 

Commander/Supervisor may also elect to request assistance from a neighboring 

agency’s Canine Team. 
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• Before the canine will be used during a search the area will be secured and all personnel 

will be moved to a central location. 

• When the canine team has completed the search of the area, the canine team will exit 

the area and allow other police personnel to complete the search.  The canine handler 

will not collect evidence during a search unless the handler is the investigating officer.  

During all other searches (search warrants, etc.) designated personnel will be 

responsible for collection of evidence. 

• Anyone using unprofessional conduct that disrupts the canine will be subject to 

disciplinary action. 

I. Liability 

• This Order is for the use of the Ayden Police Department and does not in any way 

increase a member's civil or criminal liability.  This Order should not be construed to 

create a higher standard of safety or care in any evidential sense with respect to third 

party claims.  Proven violations of this Order shall form the basis of a complaint by this 

department only in non-judicial administrative settings. 

• In the event that a canine should cause injury to property or persons, the canine officer 

will file a report of the incident to his/her immediate supervisor through inter-office 

memorandum.  The canine officer should also complete an Ayden Police Department 

Canine Use of Force Investigation Report in cases of injury.  All forms regarding the 

injury shall be completed prior to the end of tour of duty.  If there is any need for 

further investigation, standard departmental policy will be used in accordance with 

departmental policy. 

J. Effective Date 

• The effective date of this General Order is July 1, 2013 by order of Chief Barry Stanley. 


