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SECTION I. INTRODUCTION 

The Chief of Police of Roselle, Illinois Police Department requested 

technical assistance in reviewing a Rules and Regulations manual he had 

drafted. According to the Chief the purpose of the Rules and Regulations 

manual is to: 

1. Define the organization and scope of activity of the Roselle 

Police Department. 

2. Establish policy statemt:i:.tR wtlich reflect the administr"luve 

philosophy under which the Roselle Police Df!partment win 

operate. 

3. Clearly define the required and prohlbHive activities and be­

havior for members of the Roselle Police DpDarr:ment. 

Additiofl.'1lly the Chief had requested technical assistance to review 

the records procedures of tht;! po u.c~ department. 'This review would be to 

update the records procedures, documentation and systems to facilitate the 

use of records information for planning. 

In performing the technical assistance requested, the consultant 

met with the Chief to gain further insights to the problems and information 

regarding work which would now be necessary to complete. The tec1mical 

assistance would be performed in five days. This time is significantly less 

than the Chief had originally requested. After consultation, the Chief and the 

consultant determined that a review of the draft manual would be completed. 

If time permitted, a cursory review of the records procedures would also 

be completed. 
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SECTION II. STATEMENT OF THE PROBLEM AND WORK PLAN 

A. Rules and Regulations 

The Chief has held this position for approximately two years. The 

Rules and Regulations used by ~he department at the time of his appointment 

were established in 1968. They did not satisfy his needs as the new Chief. 

Subsequently the Chief drafted a new manual and requested technical assis­

tance to review the manual for legal restrictions and to organize the manual 

into a proper working usable format. 

The Chid had originally requested assistance in September, 1975. 

The consultant was assigned the project in May. 1976. Due to this significant 

delay the Chief had the draft manual reviewed by the Illinois State Police Ser­

vice Bureau for the legal restrictions. The::~refore, the type of technical as sis­

tance needed changed from the original request. It was now necessary to or­

ganize the rr..dllual into a working, usable format. 

B. Records Procedures 

The records procedures for the Roselle Police Depal'tmel~t has in the 

past existed mostly by word of mouth and tradition. There is no formal d(lcu­

mentations of filing procedures, report system, or processing. In acldition 

there is no formal standardization for completion of reports. The department 

does not have any type of system which retrieves information from the files to 

be used for planning or management uses. 

The Chief expressed concern regarding the records procedures and 

the need to update and document the process to provide an efficient system 

and effective means for the retrieval of information. Additionally the Village 

of Roselle is planning the construction of a new police facility and the Chief 

recognizes the need for a modern, efficient, effective records procedures 

for this facility. 

The following work plan was accomplished during this technical assis-

tance: 
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May 17-, 1976 through May 18, 1~76: Consultant met with Chief 

to define work limitations. Initial review of draft manual. Pre­

sentation of concept of Official Manual to Chief. 

May 19, 1976: Consultant completed reorganization of manual 

and presentation of final draft to Chief with General Orders. 

Initial review of :records procedures. 

May 20, 1976: Consultant continued review of records proce­

dures and completion of draft of technical assistance report. 

May 21, 1976: Consultant held final conference with Chief, 

presented draft of report for review. 
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SECTION m. ANALYSIS OF THE PROBLEMS 

A. Rules and Regulations 

After the initial review of the draft manual it was determined that 

the manual contained statements of policy ~ rules and regulations and general 

operating procedure guidelines. All the content of the manual satisfied the 

operational needs of the department. The consultant took the tact that this 

manual more appropriately would be used as an Official Manual of the Roselle 

Police Department. This Official Manual would contain Administrative PoU­

cies, Personnel Policies, Rules of Conduct, Equipment Regulations and Gen­

eral Orders. 

The techniques applied to the review of the draft manual were to 

(1) review and classify the contents of the manual into one of the five speci­

fied areas above, (2) organize the materials into a logical flow of like state­

ments for each Chapter. 

B. Records Procedures 

A review of the documentation and flow process and records system 

was made. TIlis was a cursory review of report forms for standardization 

of information gathering, process of forms to file, filing procedures and all 

~elated documentation. 
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, SECTION IV. FINDINGS AND CONCLUSIONS 

A. Rules and Regu]ations 

As previously stated the draft manual represented an Official Man­

ual for the department. The rL'View of the manual indicated: 

1. Policies and Procedures, Rules and Regulations were inter­

mixed in the manual. 

2. Most items which were considered to be Rules and Regulations 

were actually general operating procedures. 

3. The manual had some division by major topic however these 

were again intermLxed with Rules, Regulations, Policies and 

general operating procedures. 

The manual was reorganized into five major chapters: 

1. Administrative Policies - - Statements of thl3 administrative 

philosophy of the Roselle Police Department. 

2. Personnel Polices -- Statements of policies governing person­

nel matters for omployment anel persOlmcl actions. Included 

are job statements for all jobs in the department. 

3. Rules of Conduct - .. Statements defining acceptable cnd pro­

hibitive activities and behavior of the members of the Roselle 

Police Department. 

4. Equipment Regulations -- Statements regarding the issu~nc0~ 

maintenance and operation of the equipment of the Pollee Depart­

ment. 

5. General Orders - - Guldelines for the procedural operation of 

the department. These orders arc subject to constant modi" 

fication, addition, and deletion. Addition[llly to facilitate ad­

ministrative review and update of the General Orders each or­

der is issued with the year of issuance as a prefix to the order 

number. 
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The consultant will deliver to the Chief a final copy of the Admin­

istrative Policies, Personnel Policies, Rules of Conduct and Equipment 

Regulations. The General Orders are needed for department distribution. 

For this reason the General Orders were retunled to the Chief for comple­

tion by his staff. 

B. Records Procedures 

The consultant found the present records procedures to be less than 

desirable. There is no documentation for any of the processes involved in 

the records procedures. There is a lack of standardization for the reporting 

system and no means for the administration to extract useful management 

information from the files. The present records area is cramped in location, 

there is an insufficient amount of filing space and cabinets for storage of 

records. Procedures for accessing files are not standardized allowing the 

opportunity for misfiling of records . 
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SECTION V. RECOMMENDATIONS 

A. Official Manual 

The new Official Manual of the Roselle Police Department should 

be adopted by the department and the Village Officials. The Chief or his 

designated appointee should periodically review and update the Official 

Manual. Each member of the department will be responsible for being 

familiar with the content and provisions of the manual. Each member of 

the department wUl be responsible for maintaining the manual with ,addi­

tions, deletions or modifications of contents. Each manual will contain a 

serial number and be issued to each member. At the completion of a mem­

bers service with the department the manual will be returned in the latest 

updated condition. 

Bf Records Procedures 

The Chief has expressed concern about instituting the present records 

procedures in the projected police facility. The Chief stated he nor any 

members of the department possess the eA'Pertise necessary to design, 

implement or establish modern, efficient, effective records procedures. 

The consultant would agree and recommends that professional assistance 

be sought to design and implement modem, efficien~, effective records proce­

dures for the Police Department. 

The following areas, at minimum, should be addressed: 

1. Paper flow process and documentation. 

2. Work flow process and room layout to achieve an efficient 

worker operation and documentatlon. 

3. Redesign of and/or modification to the present report system 

to achieve standardization of information gatherjng and docu­

mentation and training materials where necessary. 

4. Administrative review system for determination of compliance 
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with new systems and processes and documentation. 

5. Management Information System - - either manual or 

automated data processing applicants for the retrieval of 

information and documentation. 

6. Assistance in implementation and training of personnel at 

all levels in the department. 

7. Maintenance of the various systems after implementation 

to ensure operational efficiency and effectiveness. 

The recommendations regarding the Official Manual should be 

adopted as soon as the General Orders can be completed by the Office of 

the Chief. Adoption and issuance of the remainder of the Official Manual 

should be completed after receipt from the consultant. 

The recommendations regarding the records process should be 

reviewed with Village Officials. The implementation of these recommenda­

tions should occur as the final phases of the constructuion of the projected 

police facility are completed. Modifications to the filing system could be 

instituted by the administration as soon as they are completed by depart­

ment personnel. 
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INTRODUCTION 

This manual has been developed as a source of information for all 

employees of the department. Contained in the manual are the Administrative 

Policies, Personnel Policies and Regulations, Rules of Conduct, Equipment 

Regulations and. General Orders of the Roselle Police Department. 

Each member of the department will be issued a manual upon their 

appointment to the department. Ouring the employees service with the depart­

ment the employee will be responsible for updating the manual as required. 

Upon completion of the employees service the manual will be returned to the 

department in an updated condition. 

Source of Rules and Regulations 

The Rules and Regulations in this manual are compiled by the Chief of 

Police pursuant to provisions of ordinances of the Village of Roselle. They 

are published for governing, disCipline, administration, information, and dis­

position of members of the Roselle Police Department. 

The Office of the Chief of Police will amend, add or revise material 

contained herein from time to time as circumstances warrar,;"; time permits, 

or for the good of the department. A copy of such additions or revisions will 

be forwarded to each member to maintain the manual. 

Purpose for Rules and Regulations 

The purpose of the Rules and Regulations are to give every member of 

the Police Department a better understanding of what is expected of him/her 

and to standardize on a satisfactory level some of the practices fonowed in 

carrying out the functions of law enforcement in our community. These Rules 

and Regulations are intended to serve as an official statement of policy of the 

Chief of Police on the levels of performance and conduct which must be main­

tained by every member of the Police Department in order for continued 
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employment ill the Police Department. 

The Rules and Regulations will only be specifically used and directly 

quoted when charges are being preferred against an employee. It is the 

policy I)f the Roselle Police Department to formally prefer charge~ dgail1st 

a member only when such member has maliciously or willfully violated 

a Rule or Regulation, or has exhibited conduct demonstrating that he/she has 

little or no regard for their responsibility as a member of the Police Depart­

ment. 

These Rules and Regulations do not preclude a supervisor and the 

Police Chief from exercising informal discipline to correct or imprDve the 

present and future conduct of any member. The tenor of discipline should 

be a positive natUl'e to encourage and reward high standards of conduct. 

Scope of Rules and Regtllations 

The scope of these-7tules and Regulations is not intended to be all-inclu­

sive. The intent is to cover those basic rules which are highly pertinent to the 

effective operation of our department. It must, of necessity, bG ullderstood 

that it is not possible to devise a set of Rules and Regulations to cover every 

action to be taken and every situation which can be expected to arise in the 

course of conducting the affairs of the Police Departm0nt. Therefore, every 

officer must expect to assume the responsibility of exel'elsing certain clisct'e­

tion and sound judgment in the performance of his/her duties in certain in­

stances where no specific rules are established to cover a certain Situation or 

circumstance. 

At the same time, officious or erratic use of c.iscretional'Y privileges by 

a member of the department will be deemed a violation of the intent of these 

Rules and Regulations and suhject to review by a higher authority. 

It is the responsihility of an offi.c.:jr in the Police Department to familiarize 

himself/herself with all ordinances and laws 'vhich are pertinent to the per­

formance of their responsibilities as n police officel'. Also, he/she is mq)ectccl 

to familiarize himself/herself with the Personnel Rules and Regulations of the 
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Village of Roselle, the Rules and Regulations of the Roselle Police Depart­

ment and the Rules of the Board of Fire and Police Commissioners. 

Responsibility for Compliance and Enforcement 

It is the responsibility of all officers in the Police Department to comply 

with the Rules and Regulation, Policies and General Orders contained herein. 

Officers in a supervisory capacity are required not only to comply with these 

Rules and Regulations themselves but also have the responsibility of seeing 

they are complied with by the officers under their supervision. With the 

issuance of these Rules and Regulations, Policies and General Orders all 

previous Rules, Regulations, or Policy Statements in conflict are hereby re­

voked. 

Suspension of Personnel and Appeal Process 

Whenever it is necessary to suspend any sworn member, it shall be 

according to Illinois Statute, Chapter 24, 10- 2. 1-17, for not more than 

five (5) days, and the charges shall be set forth in writing with the origir.:::.l 

copy directed to the member to be suspended, and copies to the Village Mayor 

and the Roselle Board of Fire and Police Commissioners. The member has the 

right to appeal within t:\venty-four (24) hours to the Board of Fire and Police 

Commissioners of the Village of Roselle. 

Infonnal discipline may be initiated against a member by his supervisor 

or Chief of Police whenever he has violated a minor rule or regulation. This 

discipline may be in the form of an oral or written reprimand. Discipline in 

the form of performance of extra duty must be approved and imposed hy the 

Chief of Police. 

----------~.--. --
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DEFINITION OF TERMS 

Department or Departmental alone shall 

mean the Roselle Police Department. 

The masculine gender includes the feminine 

and the neuter. 

Employee or member alone shall mean the 

employees of the Roselle Police Department. 

The terms shall be synonomot'.s. 

Shall mean the employees of'the Roselle 

Police Department who have been sworn 

as peace officers as defined in Chapter 38, 

Section 2-13, Illinois Criminal Law and 

Procedure. 

Shall mean employees of the Roselle Police 

Department not included in the term sworn 

personnel. 

Shall mean all sworn personnel regardless 

of rank or sex, whether permanently or 

temporarily employed or serving a proba­

tionary period. 

Shall mean an officer subordinate to and 

acting under the direction of the Chief of 

Police and any of his assistant officers. 

A ranking officer designated by the Chief 

of Police to supervise and command a 

particular unit of the department and is the 

officer who is actually in charge of the Unit. 

The Chief of Police has always general respon­

sibility and charge of activities of all units. 
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COMMAND OFFICER: 

SUPERIOR OFFICER: 

SUPERVISORY OFFICER: 

OFFICER IN CHARGE: 

ORDER: 

DIRECTIVES: 

POLICY: 

5 

An officer having the authority to carry 

out departmental policies and to administer 

or supervise the work of shifts, bureaus or 

details. 

An officer of higher rank. The official rank 

structure of the Roselle Police Department 

in descending order are: 

Chief of Police 

Lieutenant of Police 

Sergeant of Police 

Corporal 

Patrolman 

Civilian Employee 

Police Cadet 

An officer in charge of a detail for a specific 

time period. The supervisory officer can be 

a command officer, lieutenant or sergeant, 

or a patrolman. 

Officer in charge of a shift, usually a com­

mand or staff officer, but may be a patrolman 

if assigned by the Chief of Police or a Super­

visory Officer. 

An instruction, either written or verbal, issued 

by a supervi.sory officer to one or more subor­

dinates. 

Written or verbal guidelines \vhich are intended 

to gulde the efforts and objectives of depart­

mental units. 

Describes the attitude, intent, philosophy 

of top management and acts as a broad general 

guide which allows justifiable deviation. 

~i 
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RULE: . ~. 
GENERAL ORDER: 

• ~I 

SPECIAL ORDER: 

BUREAU: 

DIVISION: 

- SECTION: 

POST: 

-
• ROUTE: 

BEAT: 

WA TCH OR SHIFT: 

6 

A statement that delinates boundaries -­

a rule limits behavior. 

An order describing proceduresfor broad 

application throughout the agency for an 

extended period of time. 

Special orders are differentiated from others 

because they are intended for special events. 

Special Orders are generally self cancelling, 

Special Orders can be initiated at the in­

dividual division level. 

The largest organizational unit within the 

police department which provides functional 

services. 

A primary subd:ivision of a bureau a division 

has a department wide function either for 

general police service or for specialized 

activity. 

Functional Units within a Division. 

A fixed pOint or location to which an officer 

is assigned for duty. Such as: An intersec­

tion or crosswalk for traffic duty, a spot 

or location for genera] guard duty, a deSig­

nated desk or office • 

A length of street or streets, clesigllated for 

patrol purposes. 

An area which has specific. boundaries assigned 

for patrol purposes, whether foot or motorized. 

A time division of the clay for purposes of as sign­

ment. Shifts may be consecutive eight hour 

peri.ods, or they may overlap to meet unusual 

or peak loads. 
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ON DUTY: 

OFF DUTY: 

7 

Engaging in any police action or service 

regardless of specifically assigned hours. 

Not specifically assigned to duties or hours. 

l 
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ORGANIZATIONAL CHARTS 

The copies of the organizational charts of the police depar'cment as 

found on the following pages, are made a part of this manual for the primary 

purpose of showing each officer of the department the exact: relationship of 

his pos:i.tion to other positions in the clepartment and to clearly define the es­

tablished lines of authority. 

It must be borne in mind that changes in the organizational charts do 

not hamper the Police Chief in any way to make such changes as conditions 

may demand. ..A.Jso it must be realized that the number of officers indicated 

for the various job classifications in the organization charts in no way obli­

gates the Police Chief to staff the Department in accordance with these numbCl:s. 

The number of officers in any classification at any given time must be in 

accordance with the needs of the department to provide necessary and effec­

tive law enforcement services for the public. 
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100.00 THE ORGANIZATION 

Administration: The administration of the Roselle Police De­

partment shall be established on the following principles: 

General Provisions: Department administration involves the 

efficient and economic management of a complex organization 

which performs its functions through the acts of its employees. 

Department functions involve the interaction of people, not only 

within its ranks, but in all personal contacts between its employees 

and members of the public. Department administration is there­

fore, occupied to a large extent with improving the ability of its 

employees to properly perform the police task and strengthening 

the relationship which exists between all employees and the puhlic 

they serve. 

Command Responsibility: A commanding officer has responsibihty 

and accountability for every aspect of his command. Commensurately~ 

within policy guidelines and legal constraints he has the authority to 

coordinate and direct assigned personnel and other allocated re­

sources in achieving his organizational objectives. In so doing, 

he must perform the full range of administrative functions, relying 

upon policy, direction, training and personal initiative to guide 

him and his command in achieving the highest level of performance 

possible. 

Delegation of Flmctions: The division of work within the organiza­

tional structure shall be grouped together under the control of 

the respective division commanders. 

Delineation of Responsibility: Lines of demarcation between the 

divisions are to be clearly drawn by precise definition of duties 

which are to be known to all members so responsihility is placed 

exactly. The purpose of this is to avoid duplication in execution 

and neglect resulting from unassigned duties. 
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Organization for Command: Lines of control, permitting the 

delegation of authority, the placing of responsibility, the super­

vision of operations and the coordination of effort are hereby 

established in conformity with the organizational chart. 

Unity of Command: Each individual, unit and situation is 

under the immediate control of one and only one person. 

The principle is that an employee should be under the direct 

~ontrol of only one immediate supervisor. 

Chain of Command: All official communications of the depart­

ment moving downward, or requests, information, suggestion, 

complaints, etc., moving upward, shall be confined to official 

channels, Each link in the chain of command shall be re­

spected in this regard. It shall be the responsibility of each 

echelon to fOr\\'ard communications to the next higher or lower 

echelon. He shall, where it applies, include his approval, 

disapproval or recommendations. 

Authority and Responsibility: This officer assigned an area of 

responsibility shall be given the authority commensurate with 

that responsibility. Officers who are responsible for specific 

functions, such as: Records, patrol, vehicles, etc., shall 

have a suitable voice in the formulation of procedures desi&rnecl 

to guide all membe!:s in carrying out these procedures. 

Functional and/or Staff Authority: The particular authority del­

egated or granted to supervisory officers is not confined to their 

respective divisions, but shall include supervision over all 

officers and civilian employees of the Roselle PoJtce Department 

as may be necessary for efficient administration. This authority 

should be exercised with utmost discretion. Senior officers should 

avoid giving direct commands to personnel not assigned to their 

control except where it is necessary (in emergency or in periods 

of emergency). 
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Flexibility of Organization: The ability of the department to 

make organizational adjustments to meet changing needs is 

essential in obtaining the maximum benefit from the expendi­

ture of assigned resources. However, to ensure stability, 

the basic depaxtmental structl.lre should not be changed in 

the absence of a der.:wnstrated need or to satisfy temporary 

requirements. There must be continuing staff inspections to 

ensure that departmental needs are being met. 

Inspection and Control: Management inspection and control 

is necessary to ascertain if C0I111iiand pOlicies, procedures, 

department resources are being properly utilized, and to 

evaluate the overall performance and attitude of the depart­

ment. 

Divisions: The Roselle Police Depaltment consists of three 

primary bureaus: 

Administ.ration 

Field Operations 

Technical Services 

Administration Bureau: The Administration Bureau consists of 

the administrative staff and the command :'~aff. The administra­

tive staff is comprised of all personnel above the rank of police 

sergeant and includes the Chief of Police and thc Secretary to the 

Chief of Police. The command staff includes the administrative 

plus those holding the rank of police sergeant. 

Field Operations Bureau: The> Field Operations Bureau is 

headed by a police lieutenant. He shall be responsible for the 

general operation of the Patrol and Investigative Divisions. 

The Commanders of each Bureau shall report to the Lieutenant: 

Patrol Division 

Criminal Investigation 

Traffi.c 
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Investigations: The Investigations Division is headed by a 

Supervisory Officer. He shall be responsible for all inves­

tigations involving crime, delinquency and youth, and other 

investigations as assigned from the Office of the Chief of Police. 

the Detective Unit shall consist of two sections, as follows: 

Criminal 

Youth 

Patrol: The Patrol Division is headed by a Police Command 

Officer. He shall be responsible for the following duties: 

Aggressive Patrol and Surveillance 

Traffic & Parking Law Enforcement 

Prevention and Detection of Crime 

Apprehension of Offenders 

Accident Investigation 

Inspections of Patrol Unit Persormel and Equipment 

Initial Response to Reports of Crimes 

Criminal Complaints and Requests for Service. 

Technical Services I3ureau: The Technical Services Durean is 

headed by a Command Officer. He shall be responsible for 

the following sections: 

Records & Analysis 

Identification and Crime Laboratory 

Photography and Fingerprinting 

Evidence Control 

Recovered Property 

Court Liaison 

Training and Education 

Central Dispatching System Control 

Supplies and Equipment Procurement 

Report Forms 

Federal Grants 
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Police Library 

Crossing Guards 

General Maintenance 

V ehi cle Maintenance 

Community Relations 

Detention 

Animal Control 

i 
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POLICY STATEMENTS GENERAL DEPAR7MENT OBJECTIVES 

Primary Objective: A society free from crime and disorder 

remains an unachieved ideal. However, consistent with the 

values of a free society, it is the primary objective of the 

Roselle Police Department to as nearly as possible approach 

that ideal. The department's role is to enforce the law in a 

fair and impartial manner recognizing both the statutory and 

judicial limitations of police authority and the constitutional 

rights of all persons. It is not the role of the department to 

legislate, to render legal judgments, or to punish. 

Prevention of Crime: Peace in a free society depends on the 

voluntary compliance 'vvith the law. The primary responsi­

bility for upholding the law is consequently a joint venture of 

the citizenry and the police. Crime is a symptom of ills within 

society which are not the sole responsibility of the department 

to cure. The department is responSible, however. for inter­

acting with the community to generate mutual understanding 

so that there may be public support for crime prevention. 

The prevention of crime remains a basic obligation of the com­

munity. When it becomes neces sary to rely on police action 

to secure compliance with the law, society has failed in this 

responsibility. 

Deterrence of Crime: Certain crimes cannot be deterred, but 

other crimes such as burglary and violent crimes in public 

places can be reduced by police patrol. Street crime is curbed 

by the potential criminals fear of immediate apprehension or 

the likelihood of detection. In deploying patrol forces to deter 

crime and to inspire public confidence in the department's 

ability to ensure a peaceful environment, the department must 

strike a balance between the desirable deterrent effect of 

visible patrol and any appearance of unwarranted harassment. 
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Voluntary Compliance: The administration of justice consists 

of the identification, arrest, prosecution, punishment, and re­

habilitation of a violator. Its objective is the voluntary compliance 

with the law instead of the alternative, that of punishment. Once 

a crime has been committed it is the duty of the department to 

initiate the criminal justice process by identifying and arresting 

the perpetrator, to obtain necessary evidence, and to cooperate 

in the prosecution of the case. The department must diligently 

strive to solve all crimes and to bring the perpetrators to 

justice. 

Movement of Traffic: To facilitate the safe and expeditious 

movement of vehicular and pedestrian traffic, the department 

must enforce traffic laws, investigat·~ traffic accidents, and 

direct traffic. To enforce compliance with traffic laws and to 

develop driver awareness of the causes of traffic accidents, the 

department appropriately warns, cites, or arrests trafiic law 

violators. Traffic accidents are investigated to protect the 

rights of the involved parties, to care for the injured, to deter­

mine the causes of the accidents so that methods of prevention 

may be developed and, when a traffic law violation is discovereu, 

to gather neces sary evidence to prosecute the violator. 

Public Service: The public relies upon the Police Department 

for assistance and advice on many routine and emergency silua­

tions, primarily because there are no other public or private 

agencies available on a 24-hour basis. F01' this reason and be­

cause there is frequently a potential for crline, the department 

regulary responds to incidents where it is not contemplated that 

an arrest will be made. Requests for service, aiding the injured 

and other ancillary basic services are made to the Police Depart­

ment. To satisfy these requests, the department responds to 

calls for service and renders such aid or advice as is necessitated 
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or indicated by the situation. 

Department Personnel: Law Enforcement in a free and complex 

society requires an officer to have the stamina, intelligence, 

moral courage, and emotional stability necessary to fairly and 

impartially deal with human beings in the many complicated 

and potentially explosive situations which he encounters. To 

obtain the caliber of personnel necessary to provide the public 

with professional law enforcement, it is essential that the de­

partment must provide training for all officers and ensure the 

maximum competency possible. 

Resources: Law enforcement is one of the most expensive and 

complex services provided by the city. The quality and extent 

of service provided is necessarily limited by available resources 

which are to a large eA'tent dependent upon the revenue sources 

of the city. To ensure that the highest level of service is ob­

tained from the resources at its disposal, the department must 

make use of the most efficient martagcment and budgetary tech­

niques available • 

" 
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104.00 COMMUNITY AFFAIRS 

Press Relations: A well··informed public is essential to the 

existence of a democratic nation. To effectively exercise 

his franchise a citizen must be aware of current events and 

the state of government. A free press serves the public by 

supplying needed information by stimulating thought and by 

providing a medium of expression. The department activcly 

seeks to establish a cooperative climate in which the ne,\V8 

media may obtain information on matters of public interest 

in a manner which does not hamper police operati,ons. liow­

ever, certain information must be withheld from the ncws 

media in order to protect the rights of the accused, to avoi.d 

interferring with a department investIgation, or because it 

is legally privHeged. 

Tours of Police Pacllities: Public interest in the police 

operation has generated a need to know among the genernl 

populous. To acquaint the public with the law enforcement 

task, the department will conduct tours of the police facilIty. 

The scope and time of such tours will be dependent upon the 

security requirements and personnel availability. 

I ., 
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105.00 STANDARDS OF SERVICE 

Professional Standard of Service: The department cannot be 

aware of each circumstance in the village where police action 

or assistance may be required. TIle department is dependent 

upon members of the community for such information. The 

people, in return, expect the department to respond to re­

quests for police service within a reasonable time and to 

satisfactorily perform the necpssary servtce. A person calling 

for police assistance expects, as a matter of right, to be pro­

vided with a service. The extent of the service may, neces­

sarily, be limited. But, regardless of its extent, a pr('~essi.onal 

quality of service must be rendered in all cases. 

Friodty POl' Handling \::a11s for Service: It is not always pos­

sible for the department to respond to every call for service as 

soon as it would1ike to. Thercfol'e, the department must 

organize available resources to give the highest level of cWdcnt 

service possible. Priority of call assig11l11ent depends on many 

factors and it is normally the responsibility of communications 

personnel to make such aSSignments. However, an officer in 

the field may be required to decide whether to continue on un 

assigned call or handle a citizens complaint, or other observed 

event, and cause his call to be reassigned. Such determination 

should be based upon the comparative urgency and the risk to 

life and property of the assigned call and the intervening Inci.clent. 

When it is impossible for an officer to handle a citizens com­

plaint or an observed event, he should, if circumstances pennit, 

either give directions for obtaining such assistance or initiate 

the necessary notifications himself. 
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'106.00 BEHAVIOR INYOLVING DISPUTES 

Department Role in Labor Disputes: The strike, along with 

negotiation and collective bargaining, are legally recognized 

methods of peacefully settling labor disputes. It is not the 

function of the department to deal with the issues involved. 

Rather, it is the role of the department to protect the rights 

of the public and the disputants by enforcing the law and by 

maintaining order. 

Impartiality at Labor Disputes: Strikes and other ancillary 

labor dispute techniques are not, in themselves, violations 

of the law. It is the illegal acts which someUmcs arise from 

such activities which are of concern to the police. The effec­

tiveness of the department in labor disputes is maintained by 

its remaining at all times impartial regarding the parties and 

issues involved and by taking appropriate action whenever 

criminal violations are observed or reported. 

Civil Disputes: Officers are frequently called to the scene of 

civil disputes where no crime has been committed. The pres­

ence of officers at such scenes is primarily to preserve the 

peace and to prevent a crime from occurring. It is not to give 

legal advise. Officers should avoid becoming unnecessarily 

involved in civil disputes and may advise the parties to seek 

the advice of legal counsel. 

Police Action At School Campuses: It is neither the intention 

nor the desire of the department to suppress or restrain lawful 

activity, either on or off campuses. The department will expend 

whatever resources are necessary to protect tlle rights of any 

person or group to conduct a peaceful and lawful demonstration 

at any location within the Village. However, unlawful activity, 

requires prompt and effective action by the department. The 
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department will take app~opriate legal steps to discourage 

unlawful acts. The tactics employed by dissidents engaged 

in disruptive activities frequently include efforts to draw 

the police and other public officials into responses likely 

to produce violence and injury to participants and thus garner 

support for their cause. It is, therefore, incumbent upon the 

department to cope with disruptive situations in a professional 

manner which will minimize the pOLential for violent confronta­

tion. 
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107.00 USE OF FIREARMS 

Reason for the Use of Deadly Force: An office~L3 equipped 

with a firearm to defend himself 01' others against jeadly 

force, or when it reasonably appears necessary, to elfect the 

arrest of a forcible felon. An officer does not necessarily 

shoot with the intent to kill, he shoots when it reasonably 

appears necessary to prevent the individual from completing 

what he is attempting. When a firearm is used by an officer 

it must be with the realization that the death of some person 

may occur, not necessarily with the intent that such will be 

the result. 

Minimizing the Risk of Death: In the extreme stress of a shooting 

situation an officer may not have the opportunity or ability to 

direct his shot to a non fatal area. To require him to do so, 

in every instance could increase the risk of harm to himself 

or others. However, in keeping with the philosophy that the 

minimum force that reasonably appears necessary should be 

used, officers should be aware that even in the rare cases 

where the use of firearms reasonably appears necessary, the 

risk of death to any person should be minimized. 

Justification Umited to Facts Known to Officer: Justification for 

the use of deadly force must be limited to what reasonably 

appear to be the facts known or perceived by an officer at the 

time he decides to shoot. Facts unknown to an officer, no mat­

ter how compelling, cannot be considered in later determining 

whether the shooting was justified. 

Self Defense and Defense of Others: The law of justifiable homi­

cide authorizes arl officer to use deadly force when it reasonably 

appears as an immediatEJ threat of great bodily harm or from 
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imminent peril of death •. The policy of the department does 

not limit that law. 

Fleeing Felons: By statute, an officer is authorized the use 

of deadly force when it reasonably appears necessary to pre­

vent the escape of a forcible felon. Such force may only be 

exercised when all reasonable alternatives have been exhausted 

and must be based only on the facts or what reasonably appear 

to be the facts known to the officer at the moment he shoots. 

It is not practical to enumerate specific felonies and state 

with certainty that the escape of the perpetrator must be pre­

vented at all costs, or that there are other felonious crimes 

where the perpetrator must be allowed to escape rather than to 

shoot him. Such decisions are ba.sed upon sound judgment, not 

arbitrary checklists. Chapter 38, Section 2.8 itemizes Forcible 

Felonies. 

Juvenile Felony Suspects: An officer should generally not shoot 

a fleeing felon whom he has reasonable grounds to believe is a 

juvenile. However, when the escape of such a suspect ca.n rea­

son ably be expected to pose a serious thre~lt to the life of another 

person, then under these cjrcumstances an officer may shoot to 

prevent the escape of such person. This section does not limit 

an officer's right of self defense or his defense of others whose 

lives he reasonably believes are in imminent peril. 

Shooting at Fleeing Misdemeanants: Officers may not use deadly 

force to effect the arrest or prevent the escape of a misdemeanant. 

Firing a Warning Shot: The department does not recognize the 

use of warning shots as an effective method for apprehension of 

a criminal. Wanling shots are dangerous due to the possibility 

of injury to innocent bystanders. For these reasons warning 

shots are expressly forbidden • 
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Use of Firearms: Officers shall not use wea.pons under pur­

suit conditions. A single officer attempting to discharge his 

weapon while driving his vehicle has very little chance of 

striking either the suspect or the vehicle. If the vehicle is 

struck by the officer's bullet, it is very unlikely that vehicle 

will be put out of commission. Firing a weapon under these 

conditions represents an element of high risk to bystanders. 

Weapons should not be fired until the vehicles are stopped. 

Then, if it is necessary to shoot, the fire will be more 

effective with less danger to bystanders. 
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108.00 TRAFFIC ENFORCEMENT 
I 

Objective: The traffic enforcement objectivc of the dcpartment 

is to reduce traffic accidcnts, and injuries and to facilitate the 

safe and e).'Pcditious flow of vchicular and pedestrian trafflc, 

through the voluntary compliance of the public with traffic 

regulations. 

Officer - - Violator Contact: Traffic violation enforcement is one 

of the many routine tasks performcd by officers, but for viola­

tors it frequently is an emotionally traumatic expcr~ence. In 

many cases tins is the only contact that a person has with our 

department. Officers should be Rv,.-are of these conditions ane! 

should strive to make each contact educational and to leave the 

violator with the impression that the officer has performed a 

necessary task in a professional and friendly manner. 

Enforcement of Parking Regulations: On street and off street 

parking is restricted jn various areas of the Village to ensure 

fair access to parking and c).'Pcditc the flow of vehicular tr.::l [fie. 

All existing parking regulations will be enforced with reason­

ableness and impartiality in all areas of the Village. 
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109.00 TOLERANCE AND WARNING POLICY , 

A. Enforcement in accidents 

B. 

1. Charges of specific violations, wllrranted by evidence, 

will be preferred against individuals involved in traf­

fic accidents. 

2. Placing of charges for specific violations shall be 

encouraged by supervisory and command officers. 

3. Enforcement action should 1,:J taken whenever physical 

evidence, direct evidence, ancl/or witness testimony 

provide reasonable gJ:ounds for prosecution. 

Full enforcement attention will be given to the following 

violations regardless of time or place of occurrence: 

1. Any violation in connection with an accident. 

2. Driving while under the influence of alcoholic bcV(!ragL's 

or narcotics. 

3. Reckless or cnrelcss driving, 

4. 

5. 

Moving violations committed so as to create J.n 

immediate hazard. 

All other moving Yiolatjons, wbich in the jUdgmcnt of 

the officer, are of a potentially hazDrdous nature. 

C. V iolation of speed laws 

1. Officers will make arrests for all violations in CXCC:-lS 

of the posted speed. 

2. All officers must be thoroughly instructed with regard 

~ to i'lterpretation of all traffic laws. 

1_ '. 

-- . III , 

3. When "pacing" a speeding violator the patrol car 

should he driven at the same speed as tIl(: violator 

for at least 300 feet before making the arrest. 

D. ENFORCEMENT ACTION SHALL BE TAKEN UPON TIlE DE-

TECTION OF THE COMMISSION OF AN ILLEGAL AND 
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POTENT! ALLY HAZARDOUS ACT, WITHOUT REGARD FOR 

SUCH IRRELEVANT FACTORS AS ATTITUDE, INTENT, 

REAL HAZARDS PRESENT, OR FRIVOLOUS EXCUSES OF 

THE VIOLATOR . 

E. Driving while under the influence 

1. Arresting officers will employ objective tests (obvious 

symptoms of impairment) in order to determine the 

physical impd.i.rment of an operator suspected of D. W. I . 

These symptons will be recorded on the standard 

alcoholic influence report form. 

2. Officers will investigate thoroughly to determine whct1ll'r 

the driver is under the influence of intoxicating liquor, 

or his actions and conditions arc due to some other 

cause. 

3. Chemical tests to determine the clq.,rrce of intoxication 

will be utilized for drivers suspected of D. W. 1. 

4. If the chemical test results are ten hundredths of one per­

cent blood alcohol or above an arrest for D. W. I. will 

be made. 
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110.00 VEHICLE USE POLICY 

Loaning Of Vehicle Prohibited: No member of this department 

shall allow an unauthorized person to operate a Village owned 

vehicle or have the keys to such vehicles In his possession. 

Use of City Vehicles Outside the Village: Officers assig11cd 

to patrol duties shall not leave the Village without permission 

of his supervisor except in the case of hot pursuit or when 

necessary to reach an assigned call or another portion of his 

beat. 

Accidents Involving Village Vehicles: Meml,Jers of thc Depart­

ment shall promptly notify their supervisor of ,m accident with 

damage to any Village vehicle or privately owned vehicle in the 

se..~1vice of the Village, operated by thcm or in their c11arge. 

Personnel A9visory 30ard: Any member of the Department 

who becomes involved in an accident while operating any 

Village owned vchicle, or vehicle operating in the service of 

the Village, may be required to appear, or request an appcaram~e, 

before a Personnel Advisory Board. 

Use of Private Vehicles: Private vehicles shall not be llsed 

while on duty except at the direction or with the permission 

of a commanding officer . 

.. ~ 
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POLICE VEHICLE OPERATION, COLLISIONS AND/OR DAMAGE: 
) 

Order: Police vehicles shall be operated at all times in 

accordance with the Illinois Revised Statutes, particularly 

wherein Chapter 95~ applies - - unless more strictly required 

by this order. 

Lights: The officer assigned to a police vehicle is responsible 

to insure that all headlights, tail lights, brake lights, turn 

signals and back-up lights are in working order at all time; 

and, that they are activated when required in accordance 

with Chapter 95~ of the Illinois Revised Statutes. 

See Sections 12-101, 12-201, .l2-203B 

12-205, 12-208, 12-210 

12-211, 11-804, 11-895, 11-806. 

Spot Light: The officer assigned to a police vehicle shall not 

use the spot light as a means for clearing traffic. The inten­

ded use for tIns equipment is to facilitate building and vehicle 

checks. The spot light sl1all at no time be directed at the 

windshields of on- coming traffic. 

See Section 12- 207 • 

Emergency Lights: Emergency lights, for the purpose of this 

order, are defined as the dual "Mars" lights, the "Adam-12': 

lights, and the alternating flashing headlight s. 

The officer in control of a police vehicle shall not enter 

any STOP intersection or pass any red traffic Signal or flashing 

red light wlless the emergency lights are activated and working 

and unless he has first slowed his vehicle and is prepared to 

come to a COMPLETE STOP to assure that he can enter, cro(~s 

and exit the intersection safely. 

See Section 11- 205 and Article IX; especially Secti0!lS 

11-903, 11-904 and 11-907(c) . 

" 
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Speed: The operator of a police vehicle shall patrol at or 

below the posted speed limit and shall not exceed the posted 

speed limit unless in pursuit of a wanted vehicle or when re­

sponding to an emergency call. When exceeding the posted 

speed limit responding to an emergency, the officer shall 

activate all emergency lights. He will use, at this discretion, 

the electronic siren. See Section 11-60l(a). 

Right of Way: The officer operating a police vehicle will be 

aware that: he does not have the right of way in every situation. 

There are situations where a motorist, including a police 

vehicle not on an emergency run, is required to yield the right 

of way to another motorist - - including yielding the right of 

way to another emergency vehicle. Right of way, therefore, 

is a right given, not taken. 

Other: The officer operating a police vehicle shall not proceed 

across a railroad grade crossing in viol~I.t:ion of Section 11- 1201. 

The officer operating a polic~ vehicle shall not back 

such vehicle in violation of Section 11-14·02. 

When damage to, or loss of, Village property is deter­

mined to be due to the negligence and/or carelessne.)s of 1.1 

member of the police department such member shall be 

disciplined under the provisions of tIlis order. Such discipline 

shall be within the range provided by the Laws of the State of 

Illinois j and therefore, may vary from a reprimdJlC! from the 

Office of the Chief of Police to dismissal by the Fire and Police 

Commission. 

\i 
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112. 00 JUVENILE PROCEDURES 

Objectives: This section shall be devoted to the policy and 

objectives of the Roselle Police Department as they relate 

to prevention and c011trol of delinquency. 

Policy in the Handling of Juveniles: It shall be the policy of 

the Department in cases involving the dcUnquency of juvenile 

offenders to view the matter \vith a preventive attitude. 

Officer attitude, demeanor and speech towaTc1 juveniles shall 

be civil and respectful, but at the same time, firm. Every 

officer in the Dep8rtl11ent shall properly report any matter 

coming to his attention in which a juvenile has committed a 

criminal offense, his conduct is of 8n antisocial nature, or 

is the victim of an offense or neglect. All officers shall keep 

in mind the legal and civil l'ights of parents and juveniles In 

the handling of juvenile offenders or victims. 

Juvenile Bureau Responsibilitic~ The Juvenile Bureau shall 

maintain the police objectives of protection of life anel property, 

prevention of crime, investigation of crimina 1 offenses, ne­

glected minors or those in need of superviRion, recovery of 

property, and apprehension of offenders. As a functional unit 

of the Department, the specific objectives arc: 

Discovery of Criminal or Anti -Social Behavior • 

Maintain good relations and cooper8tion with Departmental 

personnel, schools, welfare and social agencicH, Juvenile 

Court, Probation Department, Illinois Youth Authority, com­

munity service org.3.nizations, other law enforcement agencies, 

churches and related groups for the purpose of developing 

sources of information concerrri.ng delinquency or conditions 

causing or tending to cause delinquency. 

• i 
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Investigatjon of Delinquency and the Causes of Delinquency. 

In addition to the investigation of deJ:inqucnt condition it is 

the responsibility of the Juvenile Officer to ascertain the 

factors which causee! the condition. When underlying couses 

are known, a more intelligent disposition is possible. In 

addition to the fW1damental police investigative techniques, 

the officer shall utilize the following: 

1. RecordR of the Department, schools, probation and 

parole and other law enforcement agencies. 

2. Interviews with subject, parents, friends, schools 

and neighbors. 

3. Clinical services and school psychologist. 

'~\ 

Other community services shal1 be utilized and every effort 

made to avoid duplication of effort by members of tllis cJepa rt­

ment and other recognized agencies. If another agency exi.sts 

which has been set up to e!o the type of service indicated, the 

juveni Ie will be referred to that: agency for lwnclling. 

Protection of Minors: Protection and control of minors may be 

accomplished by: 

1. Removal 01" control of environmental hazards. 

2. Cooperation and participation in conu1llmity planning. 

3. Assisting in initiating constructive legislation. 

4. Detection and prosecution of adults involvod in offen'-lC!s 

against juveniles. 

5. Periodic inspection and patrol of locati0ns where juveniles 

congregate and all known locations which inclic.:atc J COllrse 

of delinquency. 
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Restricted Use of Base Station Equi.pment: Equipment installed in 

the base station is to be used for police business only and the 

operator shall not use such facilities to conduct personal trans­

actions of any nature. 

Efficiency of Base Station: In order to insure the orderly, 

accurate, anj efficient operation of the base station, the following 

shall apply. 

Loitering - - Loitering is prohibited in the area set aside for the 

base station. 

Conversation - - Conversation with the operator shall not be 

carried on unless such conversation is brief and pertaining to 

business. Whenever possible such business conversation will 

be carried on over the telephone . 

. 9.ommunicating With Operator - - Whenever possible communica­

tions with the operator shall be in writing. 

Interferring With Operator - - No person shall carryon a conver­

sation which interfers with the broadcasting or receiving of the 

operator, no person shall use the facilities of the base stat"ion 

unless such person is assig11ed thereto. Only the operator shall 

dispatch or broadcast to the field. 

Relaying Information~ When relieved, opeTators shall instruct 

the relieving operator on any and all pertinent information ob­

tained prior to such relief. 

Multiple Assignments: Except in cases of all unit broadcasting, 

the operator shall address one unit at 2. time. In no case will 

one particular unit be assiglwc1 more than one dispatch at a time. 

Awaiting Response~ An operator will anow a reasonable lenf,>th 

of time for acknowledgment from units before again broadcasting. 

Malfunctioning Equipment: In the event of failure of the base 

station, or in the event improper operation of any equipment is 

observed, the operator shall immediately notify the ShiJ't Commander. 
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Superfluous Broadcasting: An operator shall refrain from un­

necessary conversation in broadcasting. Following are guide­

lines toward effecting this end: 

Boardcasting a Known Fact -- Broadcasting messages which are 

apparent, such as "out of your area, " shall not be initiated. 

Use of Authorized Code - - The use of authorized radio code shall 

be used whenever possible. 

Brevity - - Except in emergency situation, the operator shall be 

brief. In routine matters a unit should be dispatched by giving 

the location, accompanied by one, or possibly two, individual 

codes. 

Ispern Frequency: Police squads are equipped with Mobile Radio 

units which will receive allll transmit on ISPERN Frequency 

154. 680MH~. The FCC CaJl Sign is KN 3600. The ISPERN is for 

emergencies ONLY and, unless othervvise directed b\T the Com­

munications Center or Shift Commander, the ISPERN LlnH is to 

be in the STBY (Standby) position. One exception win be -when 

the officer required emergency aid or is involved in the emer­

gency traffic. When the squad is not in us':!, the unit is to be in 

the OFF pORition. 

Operational manual LBI-94I9A is available for reading 

from the: command officers, Each man is required 10 re&.o the 

manual and initial the back cover. 

At all times, until further notice, the SEARCH toggle 

switch will be in the OFF position and the frequency knob will 

remain in the FI position. Volume and Squelch may be adjusted 

to the officer's ability to hear any traffic on the ISPERN frequency. 

It shall be the responsibility of the officer assigned to 

the squad to end his participation on the ISPERN unit by broad­

casting "Roselle Car __ , Completed, KN3600." The call 

signal should be said "Kay En Three Six Zero ZCl~o. " 
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The ISPERN fre~uency will be monitored at all 

times in the Central Communications Center. 

I~ 
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114.00 WRITTEN DEPARTMENTAL PUBLICATIONS 
....=;...---.:.---- --

Departmental Directive: A Departmental Directive is usually 

informative in nature. It may call attention to rules, regula­

tions, procedures or policy which is not being conformed to, 

or it may establish new rules, regulations, procedures or 

policy. It may also be used to relay information not amounting 

to an order. In any event, the Directive bearing the most 

recent date will supersede the others. Departmental Directives 

are self cancelling six months from date of lssue, unless 

specifically stated otherwise by the Directive. Departmental 

Directives shall be signed only by the Chief of Police or by 

that person acting in his capacity. 

Distribution - - Distribution of Department Directives shall be 

as follows' 

1. Original shall be filed by the Administrative Secretary. 

2. Copies 

a. Chief of Police 

b. Division Commanders 

c. Bulletin Board - - to be removed one month from posting 

date. 

d. All other personnel affected and/or as directed by the 

issuing authority . 

Pers0nnel Directive: A personnel Directive may be an order of 

permanent or temporary duration. It is utilized to announce 

assignments to schools, the academy, seminars, in-service 

training, transfers, promotions, etc. PersOlmel Directives 

shall be signed only by the Chief of Police or by that person acting 

in his capacity. 

Distribution -- Distribution of Personnel Directives shall be as 

follows: 
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1. 9riginal shall be filE;d by the Administrative Secretary 

2. Copies shall be distributed as fo1l0ws: 

a. Chief of Police 

b. Division Commanders 

c. Bulletin Board 

d, Pel'sonnel Affected 

e. Shift Commander 

f. Per sonne 1 File s 

Training Directive: A Training Directive is utilized for educa­

tional purposes. All information such as Attorney General's 

Opinions, Village Attor'1ey Opinions, Legal Information 13u1-

letins, Roll Call Training, etc., is placed on a Training Direc­

tive. Training Directives shall be issued only by direction of 

the Chief of Police. 

Distribution - - of Training Directives sba 11 be as followfl: 

1. 

2. 

Original shall be filed by the Administration Division 

Secretary. 

Copies of Training Bulletins will be directed to all personnel 

unlesG the material covered would be of no usc to clerical 

{>ersOlm01. In this instance, copies will be llistrjbuted to 

sworn personnel plus any others affected. 

Re sponsl~! Utie s ' 

1. Original Copy - The Administrative Secretary shall main­

tain the original copy of all Directives and shall be respon­

sible for the assi.gnment of Directive numbers. 

2. Printing - The issuing authority shall he responsible to 

3. 

4 . 

see that copies are made for distribution. 

Distribution - shall be the responsibility ()f the Service 

Divisi.on personnel. 

Manual Insertion - It sha11. be the responsibHity of the Plan­

ning and Research Bureau to review the Directives to insure 
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that the necessary information is included in the Manual 

of Rules and Regulations prior to the six month expiration 

date. 

Individual Responsibility - It shall be the res'jJonsibility 

of each member to whom a Directive is addressed to read 

and comply with instructions contained therein. 

Training Bulletin: The Training Bulletin is a training teclmique 

utilizing printed material to provide continuous departmental 

training. The Training Bullet"in may be published to correct 

known work deficiencies, call attention to new lay 01:" new pro­

cedure, or publicize new developments in the field of lelW enforce­

ment. Such Bulletin may be issued by the Chief of Police or his 

delegated subordinates. 

Distribt1tion - - Tlle Training Bulletin is distributed as follows: 

1. Original - Chief of Policei and 

2. Copie8 - All Personnel and bulletil1 boarels. 

Communications Withill the Department: 

1. Any supervisor establishing a procedure or policy within 

his operating unit that is intended to be a standing order or 

2. 

\ 
modification of an existing procedure ~lhll"ll put it in the form 

of a written communication. 

Each sub-unit issuing directives affecting liee operation of 

that unit shall forward copies of the commuA.i.cation to the 

Division Commander. 

3. Each divisi.on sub-unit issuing an orde17 or directive affecting 

other operating units of the division slla 11 route the corres­

pondence through th3 Division Commander or his delegated 

subordinate. 

4. A Division issuing an order that affects the operation or per-

• _ • sonnel of another division shaH obtain the approval of the 

---
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Chief of Police. All.such communications shall carry the 

signature of the Chief of Police. This includes procedure 

changes w.tthin an operating unit which will have an in­

direct affect through its application on other division unitt') 

of the department. 

S. In all of the above cases, copies of the communication should 

be routed to the Office of the Chief. 

6. None of thc abwc requirements are intended to affect com­

municc1tions routed between dIvisions to facilitate compliance 

with standing procedures or orders or facilitate daily opera­

tions in routine matters within established procedure. 

CO~l!pliance With Depart!11entu) Publi.cations: Officers assig11ccl 

to ,::'uend any event shull report as directed. Their absence will 

be excused only in case' of emergency or \"here they have re­

ceived prior approval to be absent. The approval crm only be 

obtained from the person originating the Directive or some 

higher ranking officer within his division. In cases where the 

Order is signed by the Chief of Police, his permission must lx' 

obtained. In the absence of the Chief, th0 Division Comrnandcr 

responsible for the Order or Dil'cctivc may exctlsr the officcl.' 

subject to the J.pproval of the Chief of Police. 

Modification ~nd Development of DC'J)artmcntal Proce~ll 17.9[': A 11 

memor.mciums dealing wit'h defici>811Cies in our cUrrC'nt In'ocedures, 

needs for new operational policies or modifications of standing 

orders will be directed to thf;' Office of the Chi:;f. These mC'J1lornn-

dums will be reviewed and where necessary, research done in 

the problem area:=>. By adopting this method in which all affcct,c(( 

partics are contacted during the research phase and the appropri­

ate changes in written orders arc initiated, we will insure that 

there will be uniformity i.n .1ppro(lching the problem in question 

and operational coruormity L:,r th(; entire tieparhn.ent. 
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No procedure of.police which has been issued under 

the direction of the Chief of Police shall be changed or altered 

without his approval. The modification of existing written 

orders shall be made in writing in the same format as the 

original order. 

,~ 
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200.00 PERSONAL CONDUCT 

Conduct Unbecoming to an Officer - - Employee: A police officer 

- - employee is the most conspicious representative of govern­

ment' and to the majority of the people he is a symbol of stability 

and authority upon whom they can rely. An officer's conduct 

is closely scruitinized. When his actions are found to be ex­

cessive or unwarranted they are criticized far more severely 

than similar conduct of persons tn other walks of life. Since 

the conduct of an officer, on or off duty, may reflect directly 

upon the department, an officer must at all times conduct him­

self in a manner which does not bring discredit to himself, the 

department or the Village. 

Respect for Constitutional Rights: No person has the right to 

violate the law, neither may any person be deprived of his con­

stitutional rights merely because he is suspected of having com­

mitted a crime. The courts determine the constitutionality of 

laws. Law enforcement officers must restrict their efforts to 

the enforcement of those laws. An officer who lawfully acts 

within the scope of his authority does not deprive persons of 

their civil liberties. He may, within the scope of his authority, 

make reasonable inquiries, conduct investigations and an'est on 

probable cause. However, when an officer exceeds his authority 

by unreasonable conduct, he violates the sanctity of the law which 

he is sworn to uphold. 

Use of Force: In this complex worlel, the police officer js con­

stantly confronted with situations that demand some form of con­

trol be exercised over the general populous. This control may 

be exerted for the purpose of arrest or the protection of public 

safety. Control may he achieved through advice, warnings and 

persuasIons, or by the ust!! of physical force. While the use of 
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reasonable physical forc.e may he necessary in situations which 

cannot be othsywise handled, force may not be lIsed unless nIl 

other reasonable alternatives have been exhausted or would 

cleady be ineffective under the particular circumstances. 

Officers are permitted to use whatever force that is reason­

able and necessary to protect others or themselves from bodily 

harm and perform their reqUired duties. '.nlere are times the 

laws of the State of Illinois regarding a peace officers usc of 

force shall be followed. 

Integrity: The citizenry demands that the integrHy of its law 

enforcement officers be £1bove reproach, and the dishonesty of 

a single officer may impair public confidence and cast suspicion 

upon the entire department. Succumbing to even the most minor 

temptation can be the genesis of a malignancy which may ulti­

mately destroy £1n individual's effectiveness and may contrihute 

to the corruption of others. An officer must sC:i:'upulously avoid 

any conduct which might compromise the integrity of llimself, 

his fellow officers, or the department. 

Courtesy: The effectiveness of a law enforcement agency is de­

pendent upon the amount of cooperation it receives from the general 

public. The practice of courtesy in aU public contacts encourages 

understanding and appreciation. Discourtesy breeds contempt 

and resistanc:-. The vast majority of the public is law abiding 

and expects fair and courteous treatment from its police officers. 

While the urgency of a situation might preclude the ordinary 

social amenities, discourtesy uncler any circum~)tances is in­

defensible. The practice of courtesy by an officer is not a mani­

festation of weakness. It is, on the contrary, entirely consistent 

with the firmness and impartiality that chacterizes a professional 

police officer. 

Compliance With Lawful Order: The police department is an 
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prganization with a clearly defined hierarchy of authority. 

This is necessary because unquestioned obedience of a su­

periors lawful order is essential for the safe and prompt per­

formance of law enforcement operations. The most desirable 

means of obtaining compliance is by recognition anll reward 

of proper performance. However, negative clisdpUnc ma)T be 

necessary where there is a willful disregard of lawf'ul orders, 

commands or directives. 

Use of Intoxicants: There is 8n immediate lowcring of cstC(.'l11 

and suspiCion of ineffectivencss evidenced in the use of intoxi­

cants. Additionally, the stl:esses of law enforcement require 

an employee to be mentally alert and physically responsive. 

Except a s necessary in the performance of official assignmQl1t, 

the consumption of intoxicants is prohibited while an employee 

is on duty. Nor is an officer to consume intoxicants to i,uch a 

degree that it impairs his on duty performance. No liquor sllnll 

b~ consumed five hours prior to duty. 

Attention to Duty: The majority of police work is by necessity 

performed without close supervision. The responsibility for 

the proper performance of an officer's duty lies primarily with 

the officer himself. An officer carries with him a responsibility 

for the safety of the community and his fellow officers. lIe dis­

charges that responsibility by the faithful and diligcnt performance 

of his assig11cd duty. Anything less violates the trust placed in 

him by the people and nothing less qualifies as professional con­

duct. 

Neglect of Duty; Disciplinary action will be initiated for ncglect 

of duty involving any member of this department who: 

1. Fails to search and inventory all property in the posAession 

of a person arrested by or placed in the custody of this 

department before such person is placed into any cell 

I' 
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or juvenile detention room. 

Fails to inspect any cell or detention room, in the 

presenc/" of the arrestee, when placing such person into 

or removing such person from the cell or detention 

room. 

Fails to complete arrest and inventory forms provided 

in their entirety. 

Unless it is otherwise indicated, t~'e arresting officer shall be 

held responsible for the search and inventory, alluded to in 

sub-paragraph l; and the inspection of the cell or detention room 

when placing the arrestee into such room, alluded to in sub­

paragraph 2. The person signing the release of inventoried 

property shall be held responsible for the inspection of the cell 

or detention room when the alrestee is removed from such cell 

or detention room, unless another person is indicated as having 

removed the subject. 

Financial Obligations: Public empJoyees have st8ble incomes 

upon which they may forecast future earnings. For this reason 

and because of public confidence in their responsibUity, it is 

relatively easy for department employees to contract financial 

obligations which, if not controlled, may become an impossible 

burden. Such financial distress may impair the individuals effec­

tiveness and tends to bring discredit"upon the department. Per­

sonnel should avoid incurring financial obligations wllich are 

beyond their 8bility to reasonably satisfy from their regular 

department earnings. 

Refusal to Work: A police officer's commitment to public service 

and professional ethics precludes his engaging in strikes or similar 

concerted activities. For these reasons police officers <l?_ no~ 
have the right to strike or to engage in any work stoppage or slow­

d(lwn. It is the policy of this department to seek the removal 
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from office any officer or employee who plans or engages 

in any such strike, work'stoppage, or slowdown • 

Outside Employment: The nature of the law enforcement task 

requires department personnel to have the ability to work 

irregular duty schedules which are subject to change in meeting 

the requirements and needs of the department. Additionally, 

it is necessary that an employee have adequate rest to be alert 

during his tour of duty. FOl" these reasons and because certain 

occupations inherently conflict with an employees priImn~y re­

sponsibility to the department, the department may impose 

conditions on outside employment or may prohibit it altogether. 

Determination of the degree of limitation will be based upon 

the interest of the department in furthering professionnlization, 

protecting the reputation of the employee and the department, 

and insuring that the department receives full and fc:lithflll ser­

vice in return for its expenditure of resources. 

Employee Grievances: Effective management and respect fol' 

individual dignity requires that employees have meailS available 

for the proper redress of grievances. A department employee 

having a complaint relating to any matter affecting his enlployment 

is ensured the right of review at succeeding levels of department 

authority until his grievance is resolved. The right of an employee 

to file a grievance and its admhl1strative review promotes 

efficiency and results in improved morale. Those positive 

benefits are defeated if employees are reluctant to file a griev­

ance. Therefore, no action of a formal or informal nature Ahall 

be taken by the department: against an employee, his witnesses, or 

employee representative, merely for his having filed a grievance, 

nor is such filing to be otherwise looked upon with disfavor by the 

department. The most effective accomplishment of the work of 

the Village requires prompt consideration and equitable adjustment 
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~f the employee grievance. It is the desire of the Village . 
to adjust grievances informnlly, and both supervisors and 

employees are expected to make evelY effort to resolve problems 

as they arise. It is recognized, however, that there will be 

grievances which will be resolved only after a formal appeal 

and review. Adequate records must be kept of each step using 

forms approved by the administrative head of the department. 

Accordingly the following procedure is established. 

Procedure 

a. An employee or his representative shall first present his 

grievance in writing within three working days of its 

occurrence to his immediate supervisor who shall make 

careful inquiry into the facts and circumstances of the 

complaint. The supervisor shall attempt to resolve the 

problem promptly and fairly within three days. If not 

resolved in three days, the employee may go directly to 

the Department Head. 

b. An employee who is dissatisfied with the decision of his 

supervisor may submit his grievance in writing within 

three working days to the Department Head. The Depart­

ment Head shall make a separate investigation and inform 

the employee in writing of his decision and the reason there­

fore within three working days after the receipt of the em­

ployee's grievance. (If the Department Head docs not re­

spond in three days, the employee may go to the Director 

of Village Services)o 

c. If the employee is dissati.sfied with the Department Head's 

decision, he may seek a review by the Director of Village 

Services by submitting a request fot" review in writing 

within five working days following the receipt of the decision 

from the Department Head. 
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,d. The Director of Village Services shall make such inves­

tigation and conduct such hearings as he deems necessary 

and shall, within five working days after the receipt of 

the employee's request for review, inform the employee 

in writing of his findings and decision. 

e. At any time within five working days after the receipt 

of the decision of the Director of Village Services, the 

employee may submIt a written request for further review 

by an ad hoc committee to be established by the Village 

President. This request shall be in writing. The Board 

shall transmit its recommendation, whi.ch shall be ad­

visory in nature, in. writing to the President. 
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ROSELLE POLICn; DEPARTMENT 

Employee Grievance Report 

DATE: TIME: -- --------
WATCH COMMANDER REPORTING: -----------------------------
EMPLOYEE SUBMITTING GRIEVANCE: --------------------
EMPLOYEE DESIRES TO PURSUE GRIEVANCE PROCEDURE: 

OTHER PERSONNEL & WITNESSES: 

DATE OF OCCURENCE: 

#1 

#2 

-------------

----------
#3 ---------------------------

TIME: --------------- ------
NATURE OF GRIEVANCE: ------------------------

ACTION INITIATED BY SUPERVISOR: -----------------------

SUPERVISOR'S REMARKS: -----------------------------

DATE FOR WARDED TO COMMAND OFFICER: ------------------------
DISPOSITION: SETTLED AT STEP I EMPLOYEE REQUESTS STEP II 

(Circle One) 

SUPERVISOR'S SIGNATURE: 
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Discipline 

It is essential that pubUc confidence be maintained in the 

ability of the department to investignte and properly ad­

judicate complaints against its members. Additionally, the 

department has the responsibility to seek out and discipline 

those whose conduct discredits the department or impairs its 

effective operation. The rights of the employee as well as 

those of the public must be preserved and any investigation 

or hearing arising from a complaint must be conducted in 

an open and fail' manner with the truth as its primary objec­

tive. 

Complaint and Disciplinary Procedures 

I. Scope of Order 

A. All alleged or suspected violations of Department Rules 

and Regulations, policies, procedures or written or 

verbal directives by members (swor.n [Ulel civilian) 

including temporary employees, of the Roselle Police 

Department will be processed in accordance with the 

provisions of this order . 

B. 

1. 

2. 

Those !'eportecl to supervisory or command officers 

by any means. 

Those observed by supervisory or command officers. 

3. Those uncovered during a complaint investigation. 

Disciplinary procedures will be processed in accordance 

with the provisions herein outlined and shall inclnde: 

1. Field reprimand procedure. 

2. Summary punishment procedure [Ole less seriolIs 

transgressions. 

3. Suspension - - Review Procedures 

J- Special Procedures 

Notification Pl'ocedurcs 

, 
• t 

, 
..-->,,-W 
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Options to Suspension 

C. Status and procedure of members while on suspension. 

D. Release of information 

E. EAl'ungement of records. 

II. Authority an~ Responsibilities 

A. Individual Responsibility 

1. Each member of the department will perform his 

dutjes ana assume the obligations of his rank in 

the jnvestigation of complaints or allegatiolls of 

misconduct against any member of the department. 

2. Each member will cooperate fully with the Chief 

of Police or his assigned designate in the perfor­

mance of their duties in conducting such inves­

tigation. 

3. Any member who has or is alledgelt to have know­

ledge of circumstances surroundi.ng a complaint 

investigation wHl submit an indivldual writren re" 

port before reporting off duty. The report will be 

accurate and will include all fa cta relnUng to the 

incident known or reported to him. The supcrvifwl' 

receiving the report will forward a copy to the head 

of the appropriate bureau and to the Chief of Police. 

4. When misconduct is observed or complaints of mis· 

conduct are receivedlJy non-supervisory pe:l.'sonnel, 

such member will i.mmediately notify a supervi80ry 

officer, and wi1l then prepare and submit a written 

report of his observations and/or actions taken to 

his commanding officer. 

5. When misconduct is observed or complaInts of mi8-

conducl: is received, supervisory and command per" 

sonnel will initiate investigations in accordance 

~. 



,--

t- ---
,-
f- -~ 

l~ 

B. 

P--

57 

with this directive without looking to higher 

authority fbr such action. 

6. When reports of alleged or suspected violations 

are received, the Supervisor or command officer 

who first receives the information of the alleged 

violation will: 

7. 

a .. 

b. 

Report the information to the Lieutenant in 

charge of the field operations bureau within 

twenty-four hours. This does not apply to 

vio1ation~ for which summary punishment or 

a field reprimand may be administered. 

Record all information available at the time 

the complaint was received in statement or 

report form and forward the report to the 

Lieutenant in charge of operations bureau. 

Rep()lts taken by telephone or given to a communica-

tions operator in person will be given to the super­

visory or command officer on duty at that time, un" 

less such complaint is loctged against him. In that 

event the lieutenant in charge of operations or Chief 

of Police will be notified in that order. 

Lieutenant - - Operations Bureau 

The lieutenant in charge of operations is a component of 

the personal staff of tIle Chief of Police who investIgates 

all complaints as directed by the Chief of Police. The 

lieutenant will: 

1. Upon receipt of a complaint of misconduct by a mem­

ber of the department: 

a. register the complaint 

b. prepare a complaint against the department 

member and progress report 
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(RPD #76-501, RPD #76-502) 

c. advise the person maki.ng the complaint 

of the complaint register number assigned 

d. notify the Chief of Police as appropriate. 

2. Investigate the complaint if it is an allegation of 

serious nature immediately notify the Chief of Police. 

3. Safeguard the complaint register and allow access 

only to the Chief of Police or person desigrwted 

access by the Chief of Police. 

III. Conduct of Investigation 

A. The lieutenant in charge of operations will'carry out 

said investigation or will designate a command officer 

to conduct the investigation of the complaint. Normally, 

a member who has initiated a complaint will not be des­

ignated to conduct the investigation. 

B. The investigative officer shall place his name, rank and 

shield number if applicable, on the proper complaint 

form and distribute copies to the lieutenant, if applicable, 

and the Chief of Police. 

C. The officer in charge of the investigation is responsible 

for ensuring a complete and expeditious investigation of 

the complaint, and may assign other memoors of the 

unit to assist in the investigation at any time. The lieu­

tenant in charge of operations, if not in direct charge 

D. 

of the investjgations will periodically check the progress 

of the investigation, note same by recording check elates 

on his copy of complaint file card. 

The member assigned to investigate a complaint against 

a department member will: 

1. Contact all complainants and witnesses as soon as 

l~ possible, assuring that such complaints and witnesses 
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are not unduly inconvenienced, if repeated efforts 

to contact a complainant or witness are unsuccessful 

after three (3) days, the investigator will prepare 

and send form letter RPD #76-503 by registered mail 

to the person requesting that the investigator be 

contacted immediately. A record shall be kept by 

the investigator of each date and the time he or any 

member designated to assist him attempted to con­

tact the person, and the means of communication 

used (telephone, correspondence, personal visit). 

2. Take written statements from complainants and wit­

nesses when such statements will assist him in 

reaching a sound conclusion in the case. If the 

allegation is such that a recommendation for dis-' 

missal is unlikely, the statement( s) need not be 

formal question and answer or narrative type. If 

the allegation is such that the case may result in a 

recommendation for separation, the statement (s) 

should be in question and answer form. 

3. If criminal prosecution is probable against a police 

officer, the investigator will immediately inform 

the Chief of Police at which time special provisions 

for continuing investigation and presentation will be 

instituted. 

4. When the investigation is complete, classify the 

complaint as one of the following: 

A. Unfounded Allegation is false 01: not factual 

B. Exonerated 

C. Not Sustained 

Incident occurred but was law­

ful and proper. 

Insufficient evidence, either to 

prove or disprove al legation. 
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D. Sustained Allegation is supported by 

sufficient evidence to justify 

disciplinary action. 

5. If the complaint is sustained, assure that the inves-

tigative file includes all relevant information and 

established the basis for the finding. 

IV. Reporting 

A. A final report of a complaint reg5.ster investigation will 

be submitted regardless of the status of any court action 

relating to the accused member. 

B. The investigator will assure that the final report con­

tains the employee number of the accused member, 

the classification of the complaint, and in sustained 

cases, the number of the rule (s) which was violated, 

the context of the rule, a statement indicating how 

the rule was violated by the accused member, and 

,!'ecommended disciplinary action. 

C. All pages of reports or documents relatjng to a com­

plaint register investigation will be identified by the 

complaint register number entered in the lower right 

hand corner. In addition, each report or document 

will be numbered consecutively by the investigator. 

D. The lieutenant in charge of operations, if he is not the 

investigator of the complaint will upon receipt of a 

sustained report: 

1. Request a copy of the accused member's "Summary 

of Previous Disciplinary Actions. " 

2. Review the investigation to ascertain the adequacy 

and timeliness of the investigation. 

3. Determine whether the evidence indicated any 

culpability of supervisory persoID1el for the viola-
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tion. (The failure of supervisory personne': 

at any level of command to hold subordinates 

accountable requires disciplinary action. ) 

If culpability is apparent, a complaint register 

number will be obtained and a separate inves­

tigation will be conducted. 

4. Judge the soundness of the conclusions and the 

findings, returning the report for further in-

vestigation, when necessary. ~ 

5. When the investigation is classified as sustained, 

recommend Qne of the following disciphnary 

actions: 

a. Reprimand - - Afterthitl recommendation 

has b~en approved by the Chtcf of Police, 

the lieutenant will prepare a notification 

of reprimand in quadruplicate when the 

required signatures are obtained, the 

original will be given to the reprimanded 

member, one copy to the Fire and Police 

Commission, one copy to the Chief of Police, 

and the remaining copy placed in the repri­

manded member's personnel file. 

b. Suspension -- For a specific number of 

days, not to exceed Five (5). 

c. Referral to Police - Fire Commission for 

Action. 

V. Suspension Review Procedures 

A. Department Review of Suspension 

1. The Chief of Police, upon receipt of a final re­

port of a complaint register investigation, will 

review the report, will concur with the finding 
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or propose an alternate finding or propose un 

alternate finding, and will make the final deter­

mination for disciplinary action. As un integral 

part of this procedure the accused member will 

be notified of said charges and will be afforded 

an administrative hearing before the Chief of 

Police to present to the Chief and any other mem­

ber the Chief may select to assist at the hearing, 

of any circumstances that might mitigate the 

offense and resultant disciplinary action. 

The above procedure from the time of 

receipt of the final report by the Chief to the no­

tification of the accused member of llis hcarjng; 

shall not exceed 72 hours. 

Said hearing shall not be held hefore 

the expiration of five (5) days in order to allow 

the accused member to prepare for tlle hearing. 

The accused member shall be given a copy of 

RPD Form #76-504 "Administrative Proceedings 

Rights" at the time of his notification of hearing. 

2. A record shall be made of the date the final re-

port was received and subsequent elates of noti­

ficatiun as prescribed by the Clbovo. 

B. Police - - Fire Commission Review of Suspension 

1. When the Chief of PoUce has ordered n stlspon-

r sion or not more than five (:;) days, the [! ccused 

:J{ 

- ~ ... 

member shall be so notified in w.cilillg by usc of 

RPD Form #76-505. He shall also be notified as 

to his l'ight of appeal before the I30ard of Fire -­

Police Commissioners by enclosing RPD #76-506 

with the order of suspension. 



63 

C. Special Procedures 

The Polygraph -.- P. S. E. 

1. It will be the policy of th.:; Roselle Police Depart­

ment that when a polygraph examination is deemed 

necessary and a complainant or witness is avail­

able, such complainant or witness will be request­

ed to t.:tke a lie deception test on either the Poly­

graph or P. S. E. 

2. If the complainant or witness is available and 

refuses to take snid ex~::nination, or takes the 

eXamination ancl fm.:i.s to P,-lSS, the <lccu,~ed mcmbm: 

will NOT be required to take a Jie detect.)r test. 

3. If the complainant or witnes:;; [lgrecs to take said 

test and passes, tIle accllsed member may then 

be required to take H Polygrnpl~/P. S. E. eX[ltlliIw­

tion when such is deemed necessary as part of the 

investigation. 

4. When the Polygraph/Po S. E. is used, the accuHecl 

member will be advised twenty- four hours prior 

to administrating of the test, in writing, of [lny 

questions to \1 hich the Depal" :1cnt will require a 

response. To these questions the examiner may 

add control qucstions of his choice, but the text 

of these control questions unci the responses of 

the accused member or his reaction will not be 

made available to the department. 

5. Failure of a member being examined to coopernte 

with the examiner regarding control questions or 

questions submitted by the department will result 

in disciplinary action. 
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Allegations of Intoxication 

When it appears or is alleged that a member of the department 

has been drinking, the member will be requested to read and sign 

a notification of charges/allegations (RPD #76-502) to acknowledge 

that he has received a copy of the specific allegations, made against 

him. The member will be required to submit the appropriate 

breatha lyzel' and visual tests to determine his sobriety, the re-

suIts of which will be recorded on an Alcoholic Influence Report. 

The visual examination, if conducted, will be administered by a 

member at least one rank above the member being examined and will 

be conducted in the presence of the Shift Commander who 'will sign 

the report of visual tests to indicate that his observations are 

basically contruent with those of the actual examiner. 

Repeated Minor Infractions: 

1. \Vhenever a member of the department has committed three 

less serious transgressions for which summary punishment 

of disciplinary action as tl,e result of a complaint register 

investigation was administered, or when the review of the 

member's personnel file indicates consistent minor infrac­

tions for which field reprimands were imposed, the member's 

immediate supervisor will arrange to conduct a counseling 

period with the member for the purpose of achieVing an 

acceptable level of performance by gaining insight into pos­

sible reasons for the member's conduct. The immediate 

supervisor will prepare a record of the counseling, in trip­

licate, indicating the matters discussed, the recommend:ltions 

made, the reasons offered to e)"'Plain the unacceptable behavior, 

etc. The original copy will be placed in the member's per­

sonnel file; one copy will be given to the member and one copy 

forwarded to the Fire-Police Commission. 
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The following are guidelines for conducting a counseling period. 

a. The counseling period will be informal and private. 

b. At the start of the counseling period, past acceptable 

performance of duty by the member will be discussed. 

c. Any criticism will be constructive • 

d. The member will be given full opportunity to explain 

possible reasons underlying the job attitude reflected 

by the manner in which he performs his duties. 

e. The counselor will exercise patience, but will not per-

mit the counseling session to become argumentative. 

f. If the member displays symptoms which could indicate 

undue emotional stress, tbe matter will be reported to 

the Chief of Police who will determine if medical ser-

vices of some type are required. 

g. If any member continues to commit minor infractions 

after being cow1seled, the matter will be reported ill 

writing to tIle Chief of Police who will conduct an inter­

view with the member. 

h. When the application of corrective measures has not 

resulted in achieving an acceptable level of performance 

by a member within a six month period of time, action 

may be taken by the Chief of Police to seek separation 

of the member from the department for cause, based 

on rule 200.10 of the Rules of Conduct Incompetency 

or inefficiency in the Performance of Duty. 

VI. Field Reprimands 

A. 

B. 

Field reprimands do not require a complaint reg­

ister number' nor a formal investigation. 

Field reprimands may be imposed by any supervisory 

or command personnel, or any member acting in such 

capacity . 



66 

c. Before a field reprimand is imposed by any super­

visor or command officer or member acting in 

such capacity will review previous reprimand 

notifi cations, if any, in the member's per sonnel 

file. If this review indicates repeated infractions 

of a similar nature for which reprimand was imposed, 

summary punishment will be administered or a com­

plaint register investigation will be initiated. 

D. "\lIen a supervisor or command officer or member 

acting in such capacity imposes a field reprimand, 

he will prepare a notification of reprimand'RPD #76-

507, in triplicate, and will request the member's 

signature on the forms of attest to the member's 

understanding that he has been officially reprimanded. 

E. Aiter the reprimanded member has signed the noti­

fication of reprimand, the supervisor command officer 

or member acting in such c8pacHy will sign the form, 

will assure that the forms indicate that the action is 

a field reprimand, ,vill forward the original copy to 

the member's personnel file, one copy to the member 

and one copy to the Boru=d of Fire - Police Commission. 

F. If a member who has been reprimanded refuses to 

acknow ledge the reprimand by signing the fonns, the 

forms will be marked "refused" will be signed by the 

member administering the reprimand, and wHl be 

distributed as prescribed in Item VI-E above. 

G. A notification of reprimand relating to a field repri" 

mand will be retained in a member's personnel file 

for a period of one year after the date the reprimand 

was administered, at which time the form will be de­

stroyed. 
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VII. Summary Punishment For Less Serious Transgressions 

A. Less serious tr'ansagressions do not require a com­

plaint register number nor a formal investigation. 

B. Punishment for less serious transgressions may 

be imposed by any supervisor or any member 

acting in a supervisory cap,acity. 

C. Violations considered'less serious transgressions 

are: 

1. Tardiness in reporting for duty or court atten­

dance. 

2. Personal Appearance: Every member and em­

ployee of the department while on duty, must 

at all times be neat and clean in person, clothes 

must be clean and pressed, and ones uniform 

be in conformity with the 111les and regulations. 

The member/employee shall, as often as nec­

essary, examine and clean all equipment/prop­

erty possessed and keep it always in good service­

able condition. Male members and employees 

shall conform to the following additional stan­

dards of appearance: 

a. Hair shall be evenly trimmed at all times 

while on duty. The maximum extension of 

the hair outward from the top of the head 

shall be two (2) inches. The maximum ex­

tension from the sides of the head shall be 

two (2) inches, provided that hair shall be 

gradually tapered so that it does not pro­

trude out\vard beyond the top (upper helix) 

of the ear and so that it otherwise gives an 
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overall even appearance. That the hair 

being tppered on the sides shall cover only 

the top half of the ear leaving the bottom 

half of the ear eX"")Josed. Tho hair shall 

at no point extend downwm.'d more than 

one-half (~) inch beyond the hair line at 

the back of the Heck and in no event ex-

tend over the shirt collar in normal postl.1r<C!. 

b. Sideburns shall not extend below the bottom 

of the car. The maximum 'width at tI1G bottom 

of the sideburns Sh£1ll not exceed one and 

three-quarters (1-3/4) inches. 

c. A clean shaven appearance is required ex­

cept that mustaches are permittee!, t-,'lus­

taches shall be nently trimmed and shall 

not extend more thEm one-half n) inch be­

yond the corners of the mouth nor more tlWll 

one-quarter ({) iilCh below the corner of the 

mouth. Remainder of the face (exclusive 

of eyebrows) shall be clean shaven. 

d. Beards shall not be permitted. 

e. Personnel with a medical condition which 

precludes shaving shall be required to pre­

sent a written statement sjbl11ed by a licensed 

medical doctor of Illinois, verifying such 

condition. 

3. Failure to wear proper inSignia. 

4. Failure to keep uniform clothing buttoned. 

5. Failure to wear the uniform cap when in official 

contact with the public or when otherwise required. 

6. Wearing a uniform cap from which the grummct 
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has been removed or cut down. 

7. Turning up or rolling sleeves of eithel~ Hummer 

or winter shirt. 

8. Permitting shoes to be unshined, dirty, worn 

down at the heels. Regulation shoes as per 

Policy and Regulation Manual. 

9. Failure to wear black socks with the uniform, 

except when in possession of 11 certificate fron1 

a physician attesting that white socks must be 

worn. 

10. All sworn personnel shall wear the uniform and 

carry the applicable articles during all tours of 

duty, except: 

a. When attending court, unless so c1h:ectcd. 

b. When perfm:ming established plain clothes 

duty assignments. 

c. When attending events 'where wearing of 

civilian attire is considered to be more 

suitable for the occasion. 

d. When so directed by the Chief of Police. 

11. Failure to properly wear the radio and maintai.n 

official equipment in good condition • 
• 

12. Failure to carry regulation h~md-weapon wllen 

on duty, in official uniform. 

13. Failure to keep weapon clean and in good condition. 

14. Failure to carry weapon in such manner that it 

is aVailable for immediate usc. 

15. Wearing a holster which does not meet regulations. 

16. Failure to report back in service immediately 

upon completion of an assig11l11ent. 

17. Taking excessive time for lunch or personal 
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reasons. 

18. Failure to provide prompt, correct and courte­

ous service. 

19. Fa~lurc~ while on patrol duty to give full attention 

to the prevention of crime by: 

a. lounging 011 post; 

b. unnecessary visiting with citizens; 

c. visiting with ~ther officers except for the 

exchange of information relating to their 

assignment; or 

d. parking tll loc.attons and in such a mallner 

as to serve no usc:[ul purpose in pre,\,r~ntion 

of crime. 

20. Transporting persons in a Department vehicle 

except for a proper police purpose or a Depart­

ment business. 

21. Congregating while on patrol with two ore more 

other officers in an eating establishment, without 

prior approval of an immediate supervisor. 

22. Leaving beat before the prescril~d time at the 

end of tour of duty. 

23. Failure to perform assig11ed tasks • 

24. Possession of commercial-type radio while on duly 

(squad car excepted). 

25. Reading newspapers, etc., in public vie\~. 

26. Inattention to duty. 

27. Resistance to or 'cc111ctance to compJy with lawfl11 

orders of a superior officer. 

28. Misuse of Department equipment or supplies. 

29. Failure to promptly respond to a radio call by a 

dispatcher or to investigate a silent radio for P08-
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sible mechanical failure when an unusual period 

of time has elapsed without hearing any radio 

transmissions. 

30. Holding ~igarette, cigar, or pipe in mouth while 

in uniform and in official contact with the public. 

31. Failure through mistake or inaclvertance to appear 

in court or to notify superiors of the inability to 

appear. 

32. Being off assif:,rned post or beat without proper 

authorization. 

33. Absence of civilian members without permission. 

34. Being unfit for duty for reasons other than those 

which justify action under a complaint n'6rister 

investigation. 

35. Failure to promptly incHcate on property disposi­

tion tracers that property can be returned to owners, 

or that seized or recovered property can be dis­

posed of legally, in instances where a case has 

been adjudicated in court. 

36. Possession of unauthorized cameras wbile on duty. 

37. Failure of a supervisory officer to take appropriate 

action upon observ: > >6 a less serious transgression. 

The summary punishment which may be administered 

is limited to recommending a member for one day sus­

pension without pay (SWOTIl or civilian), or to recom­

mending a member (sworn) to work one or two regular 

days off without compensation. 

Discretion will be exercised in the application of this 

authority and summary punishment will only be aclrnin­

istered when a member has failed to respond to super­

visory counseling and guidallce. Care will be taken 
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that critical assignments are not left uncovered 

as a result of the imposition of summary punish­

ment. 

When a greater penalty js justified, the procedures 

for a complaint register investigation will be fol­

lowed. 

G. Action taken under summary punishment procedures 

will not bar a recommendation for a more severe 

r- penalty by a higher level authority. 

H. When summary punishment is admjnistered, oper-

r aUons bureau commander will be immediately noti­

,---

f-
1. 

J. 

fied of such action. A Complaint Register number 

is not necessary, and a statement is not required. 

When a sworn member is suspended by the Chief of 

PoHce for one to five days that member will be noti­

fied of said suspension in writing as p18scribed by 

this General Order. This notice will follow the 

administrative bearing outlined in this order. 

When a sworn member chooses to work one 

to three regular days off without compensation (options 

to suspension) in lieu of suspension without pay, RPD 

Form #76-508 will be executed b)T the member where­

by he voluntarily elects to use this option. 

A member may refuse to accept summary punish­

ment and request a complaint review hearing (ndmin'" 

istrative hearing). In such cases, a complaint regjs­

ter number will be issued by the lieutenant in charge 

of operations and the procedures for complaint regis­

ter invE. stigation will be followed. 

VIII. Options of Suspension 

A. Options of snspension may be granted by the Chief of 
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Police to a member who has been ordered suspended 

up to four days: 

B. The Chief of Police may permit the member to satis­

fy all or part of his suspension in the fal~<'}wing man-

ner: 

1. 

2. 

by forfeiture of vacation time up to, but not 

to exceed four days; 

by working regularly scheduled days off with­

out compensation (sworn members only); 

3. or by a combination of the above; 

4. by working up to four days off with pay. 

C. The suspended member's commanding officer, any 

1- superior officer in the chain of command may recom-

ment to the Chief of Police that he not grant options 

to suspension. 

D. When the Chief has signed a suspension order and 

If has granted options to suspension, the appropriate 

notification \vill be made to the personnel and pay-

.. --
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E. 

roll departments. 

The election of options to Suspension Form RPD #76-

509 will be executed. TIns form acknowledges election 

of the option volulltarily by the member and wajves 

rights to compensation for extra days worked or 

vacation time taken in lieu of suspension days. 

IX. Equipment to be Turned in by a Suspended Member 

A. 

B. 

When a member is ordered suspended, he will turn 

in Ins shield, his identification to his commandIng 

officer. These articles will be returned to the mem-

ber when he is returned to duty. 

A failure to turn in this department equipment win 

result in further disciplinary action against the member. 
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A. A sworn member of the Department will NOT carry 

a firean11 while on suspension. 

B. A sworn member of the Department is bound by the 

Rules and RegtJJ.ations of the Roselle Police Depart­

ment while on suspension, except those rules and 

regulations which require the exercise of direct 

police action by a member. 

C. A sworn member of tIle Department is not required 

to appear at Gourt healings of cases in which he was 

the arresting officer 'Nhen such hearings are scheduled 

during the period of time the member will be in sus­

pension. In the event the department receives notice 

of court cases requiring the appearance of a mem-

ber during his suspension period of request for a 

continuance will be made by the department. 

XI. Rele8se of Information 

During the course of any internal illvestigation, the Roselle 

Police Department will not identify any police officer who 

is the subj ect of such investigation. When an investiga­

tion has been completed and a determination has been 

made by the Chief of Police as to action to be taken, the 

namcs ~s) of members will only be relensed upon request 

and following approval of the Chjef of Police. 

XII. Expungement of Records of Complaints 

All complaint register case files involving the investIgation 

of complaints against department members sball he de­

stroyed five years from the datc of the conclusion of an 

investigation unless the investigation relates to a 11':.atter 

which has been subject to either civil or criminal court 

litigation prior to the explration of the five year period. 
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The complaint register case files, in such instances, 

will be destroyed five years after the date of the first 

court adjudication • 
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ORGANIZATION OF THE ROSELLE POLICE DEPARTMENT 

Executive Division: This division contains the Office of the 

Chi,ef of Police, and his secretarial staff. The Office of the 

Chief of Police is charged with the executive and ac1 millis trn -

tive responsibilities for the operation of the Pollce Department, 

and the development of policy and goals. The Chief of Police 

maintains administrative control and governs the departmental 

activities either directly or through his subordinate executive 

officers and supervisors. 

Administrative Division: The Administrative Division j s 

a staff organization given the responsibility of evaluating 

and formalizing the operational procedures of the police de­

partment. The Division is charged with the responsibiUties 

generally associated with the administrative activities of a 

police organizaUon. 1110se incluJe the areas of pImmillg, 

organizing, staffing, training, budgeting, internal and exlcnwl 

affairs and the coordination of the activities of various clivi-

sions within the police organization. 

The general responsibility of the Administrative 

Division can be set out as follo'ws: 

1. Maintenance of Personnel Piles 

2. Public Relations 

3. Crirae Prevention 

4. Reoearch and Planning 

5. Coordination and Control of the Community Service 

Officers 

6. Statistics and Analysis 

7. Manual Revision 

8. Training 

9. Legal Research and Analysis 
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10. Internal Affairs 

11. Staff Inspections' 

12. Cadet and Intern Programs 

13. Budget Preparation 

14. Staff Studies 

15. Administrative Reports 

Police and Public Relations: It is the primary responsibility 

of the Administrative Divisjon to establish cl.nd maintain 

channels of communications betvleen'the Roselle Police De­

partment and the community it serves. In this area, the 

po1ice department's public affair s program is directed to: 

1. Promoting police- citizen part'lership in crime pre­

vention. 

2. I3uilding cooperative police-community efforts in 

problem solving. 

3. Providing an opportunity for the police ancl com-

11lunity leaders to understand tIlU nature ancl causes 

of problems. 

4. Stimulating a cooperative relationship between the 

police and other community institutions. 

5. Promulgating that law enforcement is a general 

community relationship. 

The Administrative Division is charged with the responsibility 

of supervising and organizing the Roselle Polj ce Community 

Service Officers. 

" \. 

Training Function: The Administrative Unit is given the respon­

sibility ()f providing comprehensive training programs to insure 

that the pel'sonnel of the Roselle Police Department arc always 

equipped to handle any situfltion confronting them. It shall be 

the Administrative Division 's responsil~tlity to maintain a 
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complete and accurate file on the educational ac1lievements 

of all of the employees of the depaTtment. The Administra­

tive Division is charged with the responsibility of maintaining' 

the Police Liht:ary. It is their responsibility to insure that all 

books checked out of the Library arc returned promptly and 

that the Library is maintained in good order. 

The Administrative Division shall maintain liaison 

with the local educational institutions '\forking closely with 

. them to make sure that the needs of the Roselle Police Depart­

ment are made known to the local institutcs 811(1 that prog-rams 

are provided to meet these needs. 

Personnel Function: The Administrative DIvision maintains 

the personnel records of all police employees. It keeps 

records relating to the individuals work hist01Y and other 

persomKd stallJS reports nccessary for the efflcient operation 

of the Police Department. rl11e Division maintains all files 

relating to personnel inisconlluct anc! conducts investigations 

in this area as directed. 

The Police Cadets :md Interns arc a:3signed under tbe 

direction of the Administrative Officer. It is his responsibilit:y 

for making all the necessary schedules for this class of em­

ployee. 

Plalllli.ng and Research Function: The Administrative Division 

is charged with the responsibility of rcsearchtng and deve10pjng 

new operational and proccdul"Dl plans to meet the ciJanging needs 

of the police department. This division is given the responsibiJ.ily 

of discovering solutions for problems which are brought to them 

and for projecting the needs of the Police Department in dis­

covering problems that may arise in the future and recommendil1g 

courses of 'lction to avert the anticipated problem. 
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The I?ivision is charged with the responsibility of 

preparing annual reports and compiling the department bUdget. 

The Division is given the responsihility of replying 

to all special surveys and questionnaires sent to this police 

departillent and maintaining files relating to the information 

contained in those reports. Planning and Research files shall 

be maintained within the Division to give the department ready 

access to research information. 111e Division shall prepare 

reports on current crime trends and other topics as directed. 

The Division shall be given the responsibility to make special 

staff studies and compile reports. 

The plannulg and research function bas tbe task of 

reviewing papers and other material extracting information 

for the department's research files. The information shall 

be properly indexed to provide a data base for future projects 

and research problems." 

Field Operations Bl1rea~: This Bureau is the front line of 

the police department, and consists of two divisions, Patrol 

and Traffic. 

Patrol - - Function: Basically, Patrol is the police depart­

ment. Any responsibility, with the exception of Administra­

tion, that is primarily charged to any other division, is also 

a responsibility of Patrol if it can be accomplished without 

jeopardizing a specific case or the overall police operation. 

It is established for the sole purpose of rendering the most 

prompt and efficient police service possible to the public. 

These officers respond to calls and emergoencies of every 

conceivable nature, and must be trained and equipped to to.ke 

the proper positive action under the most trying circumstances. 

The following are a few of the more common duties of Patrol: 
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Preliminary investigation of all crimes and 

incidents unless o,therwise specified. 

Follow-up investigations, where feasible, of 

major and minor climes. 

Answer and dispose of calls for service. 

Regulations of public conduct and crowd control 

as required. 

Traffic Accident investigations as required. 

Traffic control ~U1d enforcement. 

Supression of criminality through preventive 

patrol and field interro:;ations. 

Assist in emergC:!ncies such as fire, flood, disaster, 

etc. 

Inspections of businesses, industry and recreational 

facilities for hazardous or undesirable conditions. 

10. Report through chmmels, unusual or hazardous 

conditions that affect the public morals, conduct or 

safety. 

11. Perform such other work as directed by competent 

authority. 

12. All other divisions can only be justified by their value 

in assisting Patrol, and their very existence depends 

upon their ability to do so. 

Traffic - - Function: The Traffic Unit is primarily respon­

sible for the smooth and effic.i.ent flow of traffic over tbe streets 

and highways of the Village of Roselle. To accomplish this, 

accident prevention througb enforcement, accident invesu'gation, 

preventive patrol and the gathering and analysis of statistical 

data play an important role. In addition, they are charged 

with the responsibility of enforcing all laws and ordinances, 

and may be called upon to perform the same functions as any 
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other officer in the Departl:nent. 

Organization: The Uniform Division is unde!: the supervision 

of a Division Commander, who is assisted by subordinate 

commanding and supelior officers as assigned. 

Investigation Division: This Division is comprised of two 

sections; Detective and Juvenile. It is responsible for the 

apprehension of criminals, the recovery of stolen property 

and the preparation and pres~ntation of evidence in court. 

Organization~ The Investigation Division shall be under the 

supervision of a Division Commander. He shall be assisted 

by such subordinate supervisory personnel as assigned hy 

the Chief of Police. 

Detective Section - - Function: Follow-up or continued in­

vestigation of all crimes from the point where the preliminary 

investigation was discontinued, unless they arc specIfIcally 

assigned to another division or section. Maintenance of relu­

tionships with outside law enforcement agencies inclu(ljng 

assistan.ce to other departments on investigations involving 

other jurisdictions. Assist and advise officers of thej' clivi­

sions. Conduct surveillances and stakeouts at locations where 

crimes are suspected of being committed or p1mmed. Other 

investigations as assigl1ed by the Chief of Police. 

Juvenile Section - - Function: Same as the Detective Section 

where victim or suspect is under the age of 17 years. 

1. To develop and maintain an effective delinquency con­

trol program. 

2. Investigation of all missing persons reports • 

3. Maintain a relationship or coordination and 

cooperation with other agencies dealing with 

wayward youths such as Juvenile Court, Prqbation 



... 

-~-

I 

• • • .-
III 

-.. 

_Wiih'" --- .... ' .... UiWUi ___ ...... ;;""'U ...... -.. ----.......,-

201. 12 

82 

Department, ancI Illinois Youth Authority. 

4. Such other i'unctions as assigned by thl! Chief of 

Police. 

Technical Services Bureau -- Function: The Technical Scr-

vices Bureau provideR the other Burcaus of the Police Depart­

ment with the alL'<.iliary services needed for them to function. 

111ese services ar"; rendered to all the other Bureaus and 

therefore are placec1, in a division s()parate from the othl!rS 

to insure equal services for them all. 

Organizati<211: This Bureau is headed by a Command Officer 

who reports directly to the Chief of Police. He may have 

other appointed pOI'sonnel to assist him in the superviflion 

of the Division and its Sections. 

Functiolls: (Sec 101. 46) 

IdentW,c[1tion Section -- Function: This flectlon shuH he 

responsible for the onlcl'ly maintenance of evidence ill all 

cases. Mctl'J.bers of tbe Section will assist: and cljrect the 

search for, marking of and preservation of all evidence 

at major crime scenes to where they have becn flRsigned. 

They shall exert functional supervision over ane! be rcspollHible 

for the training of the Patrol Division Crime Scene Investiga­

tors. 

They shall ar.range for PolYKCUph examinations for 

the Department und nHdntain the Identification Modus Opcnmdi 

and Indenti.-Kit Systems. They slmll conduct such necessary 

criminalistics work as aSSigned. 

The supervising Identification Technicitm shall 

work under direct supervj sion of the Services Divi.sion Com­

mander. 
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202.00 SUPERVISORY RELATIONSHIPS BETWEEN BUREAUS 

It is necessary to establish a policy and prococh.n:e relati.ng 

to the supervision of members of divisiolls and bureaus who 

are operating in the absence of their division or bureau com­

manders or supervisors. 

202.01 Types of Supervision: The following types of supervision 

must be understood by the officers to establish the following 

procedure. 

Direct: Supervision: The authority to supervise both man and 

task. 111is would mean the subordinate would be assigned 

directly to the supervisor. 

Functional Supervision: It is the supervision of eithor man 

as it applies to mles and regulations, or [IS to the task as 

relates to the m<111ner in which 110 d<.1C'S hiH job. Discipline 

and other controls will be referred to the subonlinate I H 

immediate supervisor for any nCLion that may be n<,'ccll!d. 

202.04 Watch Commander: The Watch Commander slwll have direct 

supervision of all personnel assig11ed to his watch [lnd fl.l11ctionnl 

supervision of ofEcers in the absence of their clivision COl1lmnn­

deI'S. 

202.07 Detective Supervisor: Tho Detective Supervis())~ shall 11 ave 

direct command of an the Detectives on the: scC'ne of an in­

vestigation. He shall further, in the a bS(!llCe of the Field 

Sergeant or oLher patrol supervisor, llavc functional supe r­

vision over those patrolmen at the sceJ1(; conducting the in­

vestigation. 

202.10 Detectives: When a Detective is in charge or a crime scene, 

he shall have f1lJlctional supervision over those members of 

other divisions assig11ed to the crime scene and of non com­

mand stature. 
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Chain of Command at the Crime Scene 

1. Pc:.trol Division: When the Patrol Division is in charge of 

the crime scene, the normal chain of command will be 

followed within that division. Members of any other 

division at the scene assisting in the investigation shall 

fall under the flmctional supervision of the ranking patrol 

officer at the scene. 

2. Investigation Division: If called upon the scene to con­

duct an investigation, the Investigation Division shall 

take over command of the crime investigation a11Cl rbeir 

normal chain of command shall dictate to the officer in 

charge. The 1m estigator in charge shall have functional 

supervision of all those assisting in the investigation. 

TraiI~il1g and Advi,c..;:". When a traffic officer, detective or 

supervisor from anotl1er c~ivi8ion or p~lreau is in charge of 

the scene, he lDny ans,'!er any questions or give any advice 

neceb'sa-y wIlen l'equcsteu by an officer. The patrol officc~r 

shall not', howev8r, go to n.n officer or supervisor of another 

division for assiRtance or counseling when l1is supervisor is 

available, or the matter is of such a nature tbat an answer 

may wail until his supervisol- j c; availuble. 
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203.00 ADMINISTRATIVE RESPONSII3ILITIES 

Chief of Police 

Executive Authority: The Chief of Police is the administra­

tive head of the police depal1:ment and is responsible for 

planning, organization, direction, and externnl relations. 

(These responsibilities embrace prevention of criminality, 

repression of crime, apprehension of offenders, recovery 

of property, regulation of non - criminal conduct.) Upon him 

rests the final responsibility for determining departmental 

policies. He is also fully responsible for the complete dis­

charge of all duties imposed on him by law, ordinance, or 

resolution 'If the Village Board. 

Dir<:ction: The Chief of Police must officially silllction 

and approve any cbanges in departmental organizntion before 

they can be put into effect. The detailed methods of directing 

and controlling specific functions may be developed by subor­

dinate executive officers, but Ule original direction and final 

approval rests with the Chief of Police. 

ContTol: In his capacity as \.;hief executive and administrativE: 

head of th~ dCp.'lrtment. tllc Chief of Police maintains admin­

istrative control, and governs de;18xtmental activity personally 

and througll his subordinate executive officers and supervisors. 

The Chief may at his discretion, amend, modify a1l1 

or cancel any general or special order, and such other orders, 

whether verbal or written, as he may deem necessary or ex­

pedient for the efficient, orderly, or effectlve operation of the 

Roselle Police Department. 

Discjpline: T~le Chief of Police may take disciplinary action 

against any ofi:icer of the police department for violation of 

any order, rule or regulation or for any neglect, failure, or 
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refusal on the part of any officer to comply with such orders 

or regulations. 

He shall maintajn and enforce l.:1w, and discipline so 

as to secure the complete efficiency of the police department. 

Instruction and Inspection: The Chief of Police shall instruct 

his Command Officers regarding all branches of their duty 

and through them see that similar instructions are given to 

subordinate officers. He shall inspect or cause to be inspected 

all officers or personnel of the police department on duty, for 

allY appearance of neglect, carelessness, improper performance 

or act on their part. hI the performance of this duty, he shall 

be assisted by such officers as may be detailed from time to 

time for this purpose. 

Training: He shall as often as he considers necessary, cause 

the members of the -:lepartmcnt to participate in the training 

program and firearms practice. 

Planning: He has the authority to plan the work of his depart­

ment, in order to embrace emergencies, rapid changes or 

probable emergencies. the proper distribution of the force, 

for regular or special duty or otherwise. He is responsible 

for personnel standards and recruitment, space planning and 

budget planning. 

Technical Services Bureau Officer: The Officer commanding the 

Technical Services Bureau shall have general supervision and 

personal direction of the services functions of the department. 

The functions falling Within the jurisdiction of the Technical 

Services Bureau are identified in Section 101. 46. The officer 

commanding the Technical Services Bureau, and the administra­

tive controls set down by the Chief of Police. 

Assignments: He shall, as he deems it necessary, assign the 
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personnel of his I3ureau to .certain assignments and hours 

of duty. He shall oversee these assig11ments and see that they 

are correctly performed. 

Supervision of Command: He shall make personal inspec­

tions of the areas of his command so that h6 may keep in­

formed of the conditions therein. He shall determine if all 

members of his command are eftic:iently performing their 

duties and shall take suitable Letion to c,)rrect any violation 

of t;leir orders, ruJes, regulations; or dereliction of duty that 

he may 0bserve. 

He shall kEep the personnel under ~is commanc'l in­

formed of curreilt problems by consulting with the Chief of 

Police Dnd other Bm~eau Heads. He shall trD.nsrnit to th<~ 

members of his command such instructions, outline of90:'icy 

and other 111atLer8 of 1.mpo1"tancE. as may be llccessaryCrom 

tim8 to tirl1e. 

Records: He shall fllTIlish desired information to members 

of the department, and coopenlte 'with other agencies and the 

public in their request for information. He shall provide the 

records and analyses which may be the basis for crime and 

accident prevention. 

Communications: He shall he in charge of all communications, 

including teletype, telephone and radio. He 811all make sure 

that the equipment is suffi'"icnt and mainttdncd in good order. 

J ail: He shall be responsible for tIle welfare of the prisoners 

confined in the Village Jail. He shall see that they are pro­

vided 'with adequate food and clothing. He shall make frequent 

inspections of the Jail making sure that it is clean and in good 

repair • 

Building Maintenance: He shall be responsible for the ordering 

of supplies and preparing of work orders to keep the police 
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bUIlding in good state of repair and to obtain any alterations 

or additions needed. 

Transportation: He shall be responsible for the maintenance 

of transportation equipment. The Police Mechanic shall be 

under his functional supervision. 

Property: All property received by tllj" department will be 

under the care and custody of the Services Commander. This 

includes found property, items in safekeeping and pTison~:c' s 

property. 

Supplies: He shaH be responsible for the care and c\lstody 

of departmental supplies. 11e shall take inventory and orc~er 

supplies as needed. 

Patrol Di.vision Commander 

General Responsibilities: The Officer commanding the Uni­

form Division shall be required to supervise rhe patrol work 

and require the satisfactory performance of the unit. He shall 

use his best efforts in meeting problem.s, appraising effective­

ness of the police tec1mique used and interpreting departmental 

policies and rules. He may pel~sonally participate in com­

plaint dispositions and general police records and ac1lf)ini~ltra­

tive work. He will receive specific jnstruction £rorn his su­

perior officer in unusual situations :lnd his work may be re­

viewed through observation and evaluation of reports. He shall 

supervise and coordinate the activities of the w:ltches of the 

Uniform Division. He shall create and maintain high morale 

among the personnel of that Division and constantly evaluate 

the quantjty and quality of supervision provided subordinate 

officers. He shall maintain frienc1ly relations bet-ween the 

Uniform Division, other divisions, the publiC, other Village 

departments and the Press. 
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SUpervision of Conmumc1: .He shall make a personal inspec-

tion of the area under his command at j.rregu]m: intenruls as 

frequently as may be necessary to keep him thoroughly informed 

of conditions therein. I-Ie shall c1ct8rmlnc if all J11embers of 

his command are efficiently performjng their duties and shull 

take suitable action to correct any violation of orders, rules 

or regulations of derelictions of duty that hc may observe. 

He shaH note all non-compliancc with the laws and Municipal 

Codes and all other matters requiring U10 attention of the l)olicc. 

He shall supervise and revicw' the reports of the 

f>ergeants allCI patrolmen and, if there are [Uly errors or O11)is­

Si(>118, he will retuDl them to the officer for correction. 

Transfer of Information: He shall keep the Uniform Division 

advised 0f current problems by consulting with the Chief of 

Police, <l.nd other divif>ion commanders. He shall transmit to 

members of hi') comm,md such instructions, outlinc of policy 

and other malters of hnportance as may be ncceSStll)7 from 

time j·o lime. 

Warrants: He shall assume tbe responsi.hHity for tbe service 

o£ misdemeanor WUlTants an,; bl'bIJoenas tlJat can be servl'll 

by the Unilorm Division. 

Direction of Office1:s: He shall direct the members of the 

Uniform Division in the apprehension of roffenders that com­

mit such crimes as malicious mischief, disturbing the pettee, 

indecent exposure cases and an.y otJ1Cr crilnes that are tnking 

place in a regular. rnanncr. He shall keep himsulf informed of 

rh'.?se evonts so that he may direct the Uniform Division with 

the greatest amount of efficiency. 

Inspection For Information: He sllal1 make or cause to he 

made periodic inspections of hotels, crowded theaters, pool 

rooms, bars, etc., and report any unlawful aSHcmulles to 
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the Chief of Police, and during labor disputes he will be 

alerted to tho conditions and report regularly to the Chief 

of Police. 

He shall keep ldmsclf fully and accurately jl1formC'll 

as to political and other meetings cmcl gatheril1gs likely to 

attract large nurnbers of persons at particular place''> and 

shall take such .'lteps as m:c necessmy to insure propc'l" po­

lice service at sllch assemblagcs. 

Assistance: lIe shaH give aJlllccessary aiel to subonli11.1tcs 

in the preparati.on of tbeir cases, and when in dcmbt as to the 

status of a case, consult: with the proper supedol' officC'l:. 

He 811a17. be accountable for the proper pn~paration, att('l1tlm1Cl' 

and pr'c':'cntation of cases In court by ln~mbcrs of Ilis command. 

In.snc.ction of rrobationers: lIe shuJlmaintain u strict and 
_.....J..s" 

constant SC:r.utiliY of ell] members 0(' bis C'o"lnmancl s,:>,rvi11p: 

the probntionary pCl'iocl with n view of asceltaining theIr fit­

n0.SS for the pos1tion~ ("llC:Y (lCCl:PY' lIe flliaJ1 he rCf'[l0nsjble 

for merit reviews. He f:ht.n report in wJ:iting to the Chief 

of Police su(.h proJJutiol1crs who fOl nny reason appear unfit 

fox pc..l:ice service. 

Unusual Evet~ts: Hc shall, W]'en notified of I1ny unusual event 

or gmve crime, dispatch £t patrol car and promptly notify 

the Tnvestigation Division Ilnd the Chid of PoEcc and give 

thema11 portinent information concerning the matter that hus 

come to his attention. 

Assignments: He shall be responsible for assigning the mem­

bers of the Uniforn1 Division to theb: dutil'S. 

Investigation Division_ 

General Responsibilities: The commanding officer of the 

Investigation Division shall have general supervision and per­

sonal direction of the Detective DNision, Juvenile Division. 
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He shall see that all cases, are properly invesUgatecl for the 

purpose of apprehending, questionJng and prosecuting offenders, 

together with the recovery of lost and stolen PJ~operty. The 

commanding Officer of tlle Investigation Division will be respon­

sible for the administration of the Investigation Division, inclu­

ding the Detective Section, Juvenile S::ction, subject to the or­

ders of the Chief of Police and the administrative controls set 

down by him_. 

Assignments: He shall, as he deems it necessary, assign b1C.~ 

officers to these Divisions and Details to certain classes of 

cases. He shall oversee the assignment of cases fOJ: invcstign­

tion and see that each investigator receives the proper super­

vision and assistance needed to finalize all cases. lIe shall 

assign such officers of hi.s Division as he deems necessary, to 

return fugitives wanted by this Department and in the custody 

of other law enforcement agencies. He v,'ill assign members 

of the Juvenile Section to handle all assignments pertaining to 

juvenile offenders and crimes against juveniles. He shall sec 

that all members of his division arc prepared for their respective 

claily duties and shall inform himself of all special orders and 

assignments and see that such duties are promptly performed. 

Unusual Crimes and Events: He shall personally ovel:see the 

supervision and investip;ation of unusual or major crimes. TIl! 

shall promptly bring to the attention of the Chief of Police all 

serious crimes and unusual events conccrnin:.:!; police wOJ:k. 

Progress Reports and Records: He shall keep thoroughly in­

formed of particulars concerning all crime reports, cases, 

and shall as frequently as may be required hy the facts, inquire 

into and receive oral and written reports relative to the progress 

of the investigations. He shall daily check the work of members 

under his command to determine whether ca ses assigned are 
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propel:ly and promptly investigated, and shall keep a record 

of all such investigative assignments and progress on cases. 

Records and Statistics: He shall majntain such records of 

cases, assignments, jnvestigations and work performed by 

members of bis DivisJGn as may be necessary. 

Equipment: He shall be in charge of and responsible for the 

equipment used by the Investigation Division. The requisition 

of all nCYI' material shall be controlled by the Division Com-

mander. 

Control of Working Hours: The Division Commander sha11 be 

responsible for the control and assiglU11ent of working hours. 

He shall oversee the authorization and npproval of all overtime 

work. He shall be responsible to m,aintain a vacation schedule. 

Coordination: He shall "vork in close harmony with tbe Chief 

of Police in all matten:;, especially those that concern vice, 

g-nmbling and the sale, usc and traffic of narcotics. He shall 

strive for 11armonjotls coordination wiLh all other Division 

Commanders towards the attainment of the total departmentaJ 

objectives. 

9ther Law Enforcement Agencies: He shall work in close coop­

eration with the prosecuting attorneys and other law enforcement 

agencies. He shall represe:ut the Roselle Police Depa rtment in 

all phases of activities conducted by the outside agencies. 

Evidence: The Investigation Division Commander shall be 

responsible for tile proper handling and disposition of all 

evidence that is associated with current investigations. 

Discipline: He shall be charged with exacting the proper per­

formance of duty from nIl persons assigned to his division 

and will be particul.::1rly responsible for the efficiency, discip­

line, general conduct and appearance of the members of the 
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Investigation Division. 

Patrol Sergeant: A Sergeant of Patrol is designated as a 

Watch Commander of the Police Department during an 8-

hour period. He shall be required to supervise patrol, 

dispatchers, and miscellaneous personnel during his tour 

of duty and require the satisfactory performance of all 

subordinate officers on duty whose services may be needed 

for the efficient operation of the department. He shall use 

his best efforts in meeting problems, appraising effective­

ness of police techniques used, and intellJreting departmental 

policies and rules. He will receive specific instructions 

from superior officers in unusual sHuations, <md his work 

may be reviewed for effectiveness. He shall be directly 

responsible to the Uniform Division CommandeI' and keep 

him informed of developments and problems, both exist.ing 

and potential, which directly affect his command. 

Supervision of Command: He shall make a personal inspec­

tion of the area under his command at irregular intervals 

so that he may keep informed of conditions therejn. He 

shall determine if all members of his command are efii-

ciently performing their duties and shall take suitable action 

to correct any violation of their orders, rules, regulations 

or derelictions of duty that he may observe. He shall note 

all non-compliance with laws which the police department 

is responsible to enforce and all other matters requiring 

attention of the police. He shall supervise and review the 

reports of all personnel under his command if any errors or 

omissions are noted, return them for correction. He shall 

keep the personnel under his command informed of current 

problems by consulting with the Chief of Police or other 
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Watch Commanders. He s,hall transmit to the members 

of his command such instructions, outline of policy and 

other matters of importance as may be necessary from time 

to time. 

Direction: He shall direct the members of his command in 

the apprehension of offenders tbat commi.t crimes of any 

kind and keep himself informed of current p:roblems of viola­

tions of laws so that he may direct all personnel under his 

command for the greatest amount of efficiency . 

Inspections for Information: He shall make or cause,to be 

made, periodic inspections of the Village at any place where 

there may be existing problems, or possible violations of 

the law and report any information necessary to the Chief 

of Police. 

Assistance: He shall give all necessary aid to subordinates 

in the preparation of cases, and when in doubt as to status 

of a case, consult with a superior officer. He shall be re­

sponsible for the proper preparation, attenc1L111Ce and pre­

sentation of cases in court by members of his command. 

Inspection of Probationers: He shall maintain a .strict and 

constant scrutiny of all members of his command serving 

the probationary period with a view of ascertaining their 

fitnes s for the positions they occupy. He shall be respon­

sible for merit reviews. 

He shall report in writing to the Chief of Police such 

probationers who for any reason appear unfit for the pOlice 

service. 

Unusual Events: He shall, when notified of any unusual 

event, or grave crime, assign the neCeSStllY men. If 

neces sary, he will promptly notify the Investigations Di­

vision Commander, and the Chief of Police, giving them 
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all the pertinent informatiqll he has concerning tIJe situa­

tion. 

Jail: He shall be responsible for the welfare of the prisoners 

confined in the Village jail during his tour of duty and wi.ll 

see that the rules and regulations rego rding the Vil1agc 

jail are carried out. 

Assignments: He shaH be responsible for the assignment 

of the members of his command. 

Authority to Di.scJpli.nc:. Whenever it is necessary for 1:ea­

son of any serious violation of the rnles and regulations or. 

for the preservation of good order, efficiency and discipline, 

all ranking officers may relieve from duty, )lending formal 

charges, any subon1i.nate members of the department. 

The ranking officer who relieves any member of the 

department shall immediately make a written rcpo:r.:t in de­

tail to the ellief of Police through the Cbain of Command. 

In all cases the finnl decision for further action 

shall rest with the Chi.ef of Police. 

A ranking officer sIJall cxerci.se the authority of his 

position under all conditions which require t hat he usc SUell 

authority in the best intcJ:est of the dcpm:tment. 

Supervisors - - Investigation Division 

General Responsibilities: The supervisi.ng ofneel' of the 

Investigation Divj sion shall be respoLlsible to the Chief of 

Police. He will be responsible for the supcrviflion of per-­

sonnel in those areas of work as assignee! by the DiYision 

Commander. Inllis 8SSjgrlCc1 nreac:; of work, he shall f)8C 

that all cases are properly investigated for the purpose of 

apprehending, questioning and prosecllting offenders togeth-

13r with the recovery of lost and stolen property. 
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In addition to his supervisory functions, he shall 

be responsible for the p,!;"0pcr investigation of cases assigned 

to him. He shall familim:b:e himself with the classes of 

crj minals, their practices, haunts and as socintcs and 

shall acquaint himself with the various methods of police 

work. 

In shall cooperate with aU other members of the 

department in the detection of crime and the arrest of 

criminals. 

Assignments: He shall assign cases to members of the 

Investigation Division in those areas as directed by the 

Chief of Police. 

Reports: Within his area of supervision he shall keep 

thoroughly informed of pc:nticulars concerning all cases 

he has aSSigned for folloyv-up investigation. He shall 

see that ehe proper reports relative to the progress of 

the investigation arc c0mplcted promptly and distributed 

properly. 

He shall make all necessary reports in each case 

assigned to him for investigation. Hl.: shall keep thoroughly 

familiar with departmental procedures in the proper man­

ncr of writing, distributing reports. 

Evidence and Propelty: 11e sh~(n sec that cad, investignt'or 

detects, preserves and secures all possible (!Vidence for u 

successful prosecution of each case assigned to him. In all 

matters relating to property or money coming into his pos­

session either as evidence or otherwise, he s11:111 be governed 

by the rules and regulations of this manual. He shall at no 
• 

time retain property or money not his own for his O'.vn use. 

Dress and Appearance: He shull dress in civHiGn clothes 

and keep himself neat and clean. I lis gcmeral appearance 
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shall be businesslike and presentable at all times when in 

public. 

Assignment to tIle Investigation D.Lvision: An officer assig1ll~d 

to the Investigation Division sholl continue in the pORitioll hy 

reason of his good conduct and general fltness for the (jutic's 

assigned to him, as indicated by the quantity and qll olity of 

his work and by reports and recommendations of his superior 

officers. 

Detective 

General Resl1onsibiUties: An Officer assigned to the Ilives­

tigation Division will be chargec1 with the responsibility for 

investigating cases for the ptll110se of apprebc'nding, ques­

tioning, and prosecuting offcmclers, togc~tl1cr with the re­

covery of lost or stolen property. 

Assignrnel1ls: lIe shall, wh('n t1SSiglWd to ~1 case', nVHtl 

himself of all details, witnesses and suspect.s; <lml, make 

record checks of sur~pccts and necessary bullet-jns for (lis­

tribution of infornlDtion. ITe shall keep in mind tlw dale of 

a defendant's arrest and be responsible for having the de­

fendant properly assigned and processed under the law. 

He shall keep 11 record of all matters assigned to him and 

regularly report to his superior officer on developments 

and progress in his investigations. 

Evidence and Property: llc shall keep a record of cvi(lcnce, 

see that it is properly wrapped, tagged for idcntification and 

have it ready or accessible for l)resentation for court. Whc'n 

a case is completed, he shall be responsible for the 1"('tUDl 

of any eviclenre or )11' :>perty that cannot be relcasell will 

be properly tagged and returnc'd to property room for clis­

posal as prescribed by law. 
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He will not take for his own use or any other per-' 

son's use, any property -:ecovercd by the police departl1l ont. 

Performance: A Detective will be expected to produce satis­

factory results or accomplishments 0:1 a reasonable percentage 

of the cases to which he is assigned. He will be expected to 

refer back in assignments not cleared with a view to any new 

leads or developments. 1-1e will not atte!\1pt to close out a 

case without making every reasonable efi'ort to successfully 

complete it. Personnel assigned to this division serve at the 

pleasure of the Chief of Police and concurrence of tlle police 

department staff. 

Juvenile Officer - - Investigation Division 

General ResponsibHitics: A Detective assigned as Juvenile 

Officer shall be subject to the orders and supervision of the 

officer commi1nding the Investigation Diviston and Officer of 

the Juvenile section. 

He shall devote his time to the prevention of crime, 

investigation and solution of cases involving juveniles and 

apprehension of juvenile offenders, and the arrest and pro­

secution of adults involved in crimes involving juvenHes. 

Liaison Duties: He shall act as a liaison officer between the 

police department, Juvenile Court, Probation Office and 

schools • 

Case Disposition and Responsibility: He shall be respol1flibJe 

to the supervising officer for all cases assigned to him, and 

keep a daily record of all cases and their status Dnd dispOSi­

tion. 

Reports: He shall be responsible for making complete and 

concise reports on all cases assigned to him and making the 

necessary preparation for court cases. He shall be respon­

sible for forwarding to his supervisor all juvenile records 
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needed for statistics of the Divisiono 

Patrolman 

General r~espon8ibmties: EVCJ:Y Patxolmn.n 811<111 consis­

tently direct his efforts to the functions of the police de­

partment; namely, the preservation of the public peace, the 

protection of life and pruperty, the prevention of crime, the 

arrest of violators of the law, and the proper enforcement 

of all laws and ordinances. He shall act intelligently and 

efficiently and hold himself in readiness at all times to 

answer calls and obey orders of his snperior officers. 

Beat Responsibility: He shall be held to strict account­

ability for the good order of the beat, area, post, or de-

tail to which be is asstgned. He shaH not leave the immedt­

ate area of his beat nor the: Village without his supervisors 

approval, except in direct pursult of a Yiokl.tOl'. 

Reporting for Duty: He sh811 report for duty at the time 

specified by his senior officers. He shall before going on 

duty, become fully acquainted with the information on file for 

that purpose, such as descriptions of wanted persons, stolen 

cars and property and any other information available, and 

make a note of same in his notebook. He shall report for 

duty in regulation uniform and equipment and keep him self 

and all equipment neat and clean, with leather and brass 

shined. 

Patrolling the Beat: He Shall, after assignment, proceed 

without delay to his beat and not loiter around the stationo 

In case permission is grcmted for transacting of business, 

he shall immediately, after completing business, return to 

his assignment. 

He shall not leave his beat before the time set by 

his senior officer, and upon arrival at the station, he sha 11 
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, 
file all reports required of him. The writing of reports shall 

not be left until the next day. 

He shall patrol his beat constantly while on duty, 

making a complete tour of his beat at the start of his shift, 

so that he may acquaint himself with any possible problems. 

He shall frequently recheck hazardous places and keep in 

mind the areas in which there may be a higher frequency 

of crime. He shall become thoroughly familiar with his 

beat. 

Investigations and Service Reporting: He shall investigate 

an accidents and crimes occurring on his beat, or tlJat may 

be assigned to him, interviewing complainants and informants 

when possible. 

He shall report water leaks, gas leaks, street 

light outages, power lines down, faulty traffic lights, or 

any other thing likely to prove dangerous or inconvenient to 

the public. If possible, he will remedy such conditions. 

He shall immediately report any dangerous condition 

likely to affect Village responsibility to his immediate super­

vising officer. 
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300.00 GENERAL RULES OF CONDUCT 

The foregoing General Rules of Conduct are Dpplicablc to 

all police personnel sworn Dnd civilian. Nothing in these 

directives shall limit the authority of the Chief of Police 

for disciplining any sworn or civilian employee who vio­

lates or attempts to violate any of the rules and regulations. 

An officer may be disciplined for violation 01' attempted vio­

lation of any rule, regulation, policy or procedure, general 

or special order, vvritten or verbal directive rendered by 

Constituted Authority. 

Prohibited Acts Include: 

Violation of <llly State or Federal law or Village Ordinance. 

Any action or conduct which impedes the Department's 

efforts to achieve its gods or brings discredit upon the 

Department. 

Any fa.nure to promote the Department's efforts to accom-

plish its goals. 

Any conduct or action taken to use the official position for 

personal gain or influence. 

Failure to promptly perform as directed all lawful duties 

required by constituted authority, notwithstanding the general 

assif:,'l1ment of duties and responsibilities . 

Disobedience of an order ~ written or oral; or failure to con­

form to department operating policies and/or procedures. 

Insubordination - - which shall include but not be necessarily 

limited to any failure or deliberate refusal to obey a lawful 

order given by a superior or any disrespectful, mutinous, 

insolent, or abusive language or action toward a superior, 

whether in or out of the presence of the superior. 

Disrespect to or willful maltreatment of any person. 



~------------------~---------------------------------------------~ 

• I • • r 
--

300.09 

300.10 

300.11 

300.12 

300.13 

300.14 

300.15 

300.16 

300.17 

300.1S 

·300.19 

300.20 

300.21 

103 

Ina ttention to duty. 

Incompetency or inefficiency in the perfonnnnce of duty. 

Failure to wear the uniform as prescrilxxl. See Section 

Three, this manual. 

Failure to account for, inventory, and/or properly safeg1lanl 

money or property belonging to the Village or received in an 

official capacity. 

Making a false report, written or oral. 

Being unfit for duty as a result of intoxication; failure to re­

port for duty as a result of indulgence in intoxicating, liquors; 

drinking intoxicating beverages in public view or in any place 

accessible to the public while of[ duty and while in uniform 

or while wearing any recogll1zable part of the police uniform. 

Entering any tavern or bar while on duty or in uniform, ex·' 

cept in the performance of a police duty. 

Drinking alcoholic beverages while on duty or in l.mifOl'lll, or 

transporting alcoholic beverages on or in Dcpm:tmenl properly, 

except in the performance of a police duty. 

Engaging directly or indirectly in the ownership, maintenance, 

or operation of a taxicab, taVel'll or retail liquOl' establishment. 

Failure to pay a just indebtedness wHhin a reasonable time 

after it was incurred. 

Failure to submit immedIately a wdtten report that any 

member, inc1udhlg self, is under criminal investigation by 

any law enforcement agency other than the Roselle Police De­

partment. 

Failure to report promptly to the Department any jnforma­

tion concerning any crime or other unlc:t\vful action. 

Failure to report a fellow Department member or employee's 

violation of a l'aw, rule or regl1lation, policy or procedure, 
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general or special order. fO his end, all such violations 

shall be reported in writing to the Chief of Police through 

official channels. Should an employee or member of the 

Department believe any matter is of such gTavity that it 

must be brought to the immediate personal attention of the 

Chief of Police, official chanllels may be bypassed. Any 

vio lation on the part of the Chief of Police SIKlJ. be reported 

to the Chief Executive of Roselle in the same manner as 

previously mentioned. 

Failure to obey Department orders concerning other em­

ployment, occupation, or profession. 

Failure to folloVl medical roll procedures. 

Failure to provide the Department with a current address 

and telephone number. 

Failure to report promp-;:1y any Llllticipntec1 absence from dUly. 

Being absent from duty without proper authori;;;ation. 

Failure to be prompt for duty assignment, including roll. call 

and court appearance. 

Leaving duty assignment without being properly relieved or 

without proper authorization. 

Public criticism of the Department, its policies or members 

by talking, writing, or expression, 'vvith such talking, writing 

or e::'qJression: (n) is defamatory, (b) is obscene, (c) is unlmv­

ful, (cl) tends to impair tIle operation of the Department by 

impairing its efficiency, interferring with the ability of super­

visors to maintain diScipline, or having been made with reck·· 

less disregard for truth or falsity. To this end, employees 

and memb8rs shall make maximum utilization of the grievance 

procedure of the Department as descdbed in the general orders 

of the Department. 



• • • • • • 
• • • 
• • • -­
II 

-­.-.-
" 

300.30 

300.31 

300.32 

300.33 

300.34 

300.35 

300.36 

300.37 

300.38 

300.39 

105 

Failure to keep vehicle in ~ublic view while assigned to 

general patrol duty except when authorized by a supervisory 

member. 

Permitting any person not on official police or Village busi­

ness to ride in a department vehicle unless specHically 

authorized by the Chief of Police. 

Unlawful or unnecessary use or dlsplay of a weapon. When­

ever a firearm is discharged by a member, he will immedi­

ately make an oral report to his supervisor a.nd will foHow 

this with a written report. 

Failure to inventory and process recovered property in con­

formance with department orders. 

Disseminating, releasing, altering, defacing or removing 

any department record or information concerning police 

matters except as provided by department orders. 

Giving an opini.on as to fine or penalty. 

Recommending any professional or commercial service, 

except tbat an officer may provide a list of services such 

as towing agencies, etc., as long as no specific recommellda­

tion be made. 

Failure to attend required courses of instruction, meetings, 

lectures, examinations, or other official assemblages. 

Soliciting anyone to intercede with the Chief of Police, Mayor, 

Board of Trustees, Board of Fire and PoUce Commissioners 

or any elected/appointed official in rP.lation to promotions, 

departmental assignment, disposition of pending charges or 

findings in a disciplinary proceeding. Nothing in tIlis Section 

shall be construed to be applicable to licensed attorneys-at­

law of the State of Illinois p when representing an employee/ 

member of the Department. 

Feigning or misrepresenting an i]]11eS8 or injury with the in-
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ten..t of evading duty. 
, 

Failure to f·1.lrnish such information or render such aiel to 

all persons when requested as is consistent with the duties 

of a police offIcer. Failure to keep his badge and name 

plate in sight when in uniform, and give his name and badge 

number in a respectful manner wl1en requested. 

No membGr of thG department shall give out or release any 

information covering the affairs, policies, husiness or 

operation of the police department without the consent of the 

Commanding Officer. 

Members and employees of the police department 

shall not deliver addresses in meGtings concerning tl1G work 

of the police department, nor shaH thGY make statements for 

publication concerning plans, policies or affairs of the police 

department unless authorized to do so by the Chief 01 Police. 

All transgTGssions listed in Section VII, Part C of General 

Order 76-1, dated February 16, 1976, which is incorporated 

in the Administrative Section part of this manual as 103.40 

Penalties: The police departmGnt, tl1rough the office of the 

Chief of Police, may take any of the following dl.sciplinary 

actions against a 8\."orn member found guilty of violating 

the Rules and Regulations of the depnrtment. 

1. Oral reprimand 

2. Written reprimand 

3. Suspension, without: pay, for a pCl:iod not to 

exceed five days 

4. Filing of charges bcfoTc the Fire and Police Com-

mission 

Any sworn member may gain audicnce with the Fire and Police 

Commission by written requcst. If said request is with re­

gard to numbers 3 and/or 4, a written appeal must be sub-
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mitted within 24 hours to th~ Secretary of the Police and Fil~e 

Commission. 

Civilian Emp]oye~s" The Police Departmc'nt, through the 

Office of the Chid of Police, may take ~ll1y of the following 

disciplinary actions against any of the non -sworn personnel 

of the department for violating the rules, regulations, poli­

des procedures of the department. 

1. Oral reprimand 

2. Written reprim[mcl 

3. Suspension, without pay, for 11 period not to exceed 

five (5) days 

4. Dismissal 

Any civilian employee may file an appeal of a suspension 0r 

dismissal from the Chief of Police by doing 80 in writjng 

within twenty-four (24) hours to the President of the Village. 
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400.00 UNIFORM REGULATIONS AND SPECIFICATIONS 

Purpose: To establish specifications for the uniform of the 

Roselle Police Department and to prescribe the maIUler in 

which it shall be worn by officers of this department. 

POlicy 

Uniform Required: All sworn persOlUlel shall possess and 

maintain rea.dy for immediate use, the uniform, equjpment 

and other required articles presclibed jn this manual. 

When to be Worn: All sworn personnel shall wear the 

uniform and carry the applkable articles during all tours 

of duty, except: 

1. When attending court, unless so directed. 

2. When performing established plain clothes duty 

assignments. 

3. When attending events where wearing of civilian 

attire is considered to be more suitable for the 

occasiono 

4. When so diJ~ected by the Chief of Police. 

Basic Uniform Clothing: The basic uniJorm of the Roselle 

Police Department, except for cadets, shall consist of the 

following items: 

Headgear: 

Shirt: 

Trousers: 

Necklvear: 

Coats: 

2 Five star winter/summer caps 

2 Long sleeved Winter 

3 Short sleeved Summer 

3 Twelve Ounce 

2 Ties - blue 

1 Winter Jacket - Blue 

1 Blouse (optional)* Not provided 

1 Raincoat 

1 LighDNeight Summer Jacket 



.-

• • • 
• • • • • • 

r_-

405.01 

uo 

-Footwear: 1 pair Shoes (I3lack dress plain toe 

oxford or chukka boot style) 

Leather: 1 Gunbelt - Basket-weave 

1. Holster 

1 Handcuff Cnse 

1 Mace Spray holder 

1 Baton Loop 

1 Bullet pouch 

Equipment: 1 Service Weapon 

1 set Handcuffs witb keys 

1 can Mace 

1. 22 inch baton 

25 rounds Ammunition 

1 Set - - Cap, badge and shield 

2 Nanle plates 

1 Whistle 

1 Flash light 

1 Black ink pen 

A valid IlHnois Driver's License 

Uniform Procurement: The procedure for uniform procure­

ment is as follows: All authorized purchases of department 

uniforms and equipment will be m[Lde only through the des­

ignated Procurement Officer. 

All uniform articles to be replaced must first be 

inspected by the requesting officer's immediate supervisor. 

If the supervisory officer finds a genuine need for replace­

ment, he will have the requesting officer fill out a procure­

ment form (1 copy). 

The supervisor will initial the procurel1l.ent form 

and forward it to the Division Commander who, in turn, 

will initial same and forward it to the Procurement Officer. 
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The Frocurement Officer will have three copies made ami 

then place one copy in the requesting officer's file, send 

one copy to the authorized uniform house, and forward 

one copy to the Chief of Police, keeping the original for 

his own records. 

All uniforms and equipment will be shipped to the 

attention of the Procurement Officer. Upon inspection of 

the eqUipment the requesting officer will be issued the 

eqUipment and a copy of the billing win be placed in the 

officer's personnel file, attached to the copy of the procure­

ment form. 

A Police Sergeant 'will be deSignated as the Procure­

ment Officer. 

General Instructions 

Uniform ConcliU.on: When the uniform is worn, care shall 

be taken that it fits well, is neat, clean, properly pressed 

and that all leather and metal goods are poliSl18d. 

Worn Only on Duty: The uniform shall be worn only during 

on-duty hours and when traveling to and from duty and ""hen 

otherwise authorized by the Chief of Police. 

Uniform of Appointed Rank Only: Officers shall wear the 

uniform of their particular rank. 

Wearing Portion of Uniform: Civilian clothes shall not be 

worn with any distinguishable part of the uniform when in 

public view. 

Riding Motorcycle or Uke Vehicle: Uniform, or parts of 

uniform, shall not be worn when riding personal motor­

cycle or like vehicle. 

!!nauthorized Jewelry on Uniform: Jewelry of personal 

ornaments, other than those authorized in this manual 

shall not be affixed to any part of the uniform or equipment. 
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Purchasing Procedure 

All requests for any supplies to be provided by tl,is depart­

ment, regardless of monetary value, to any personnel or 

Unit, shall be made in writing on the form provided fOJ~ 

same. 

A supply of the Purchase Requisition Form will be 

maintained in. the cabinet in the Radio Room. After fU.1ing 

out a requisition, djrect jt to your Shift Supervisor wll0, in 

turn, will direct it to the office of the Chief for approval. 
I 

. Approval or rejection \vill be indicated by circling 

one of the words denoting same at: the bottom of tl1e form. 

It will then be directed to the Village Administration, who, 

in turn, will approve or deny, and if approval is granted, 

the clel:k will direct that a Purchase Requisition Form be 

sent to the vendor. 

Specifications of Department OwnC'd Weapons 

Make of Revolver: "Colt" or "Smith and Wesson" 

Barrel Length: 4 inches or 6 inches, allowing a manu[a.c.­

turer's tolerance of} inch. 

Caliber: .357 Magnum or .38 pOlice special 
f 

Action: Double, to possess a positive safety lock. 

Cylinder: Six chambers, rotating with swing-out crane. 

Grips: Material to be wooel, plastic or rubber. Color to 

be brown or black. 

Metal: Steel, blued or Parkerized • 

Trigger Pull: Not less than 23/4 lbs. nor more tban 4 lbs. 

on single act ion • 

Instru cti ons: 

Loaded anel Holstered: The revolver shall be carried in 

the holster with all of the cylinder chambers loaded with 
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prescribed ammunition. Rev.olver can'ied on duty shall be 

clean and in servicable condition. 

Inspection of Ne,\' Weapon: Newly acquired revolvC'l' which 

is to be carried on duty shall .be submitted to the Range­

master for inspection and aP11roval prior to usc. 

Ammunition 

To be .38 calil1er. To be a factory full lond or 110 grain 

Super-Vel or 125 gndn .38 Special. 

Amount: A maximum of 18 extra rounds, but in no case 

less thru1. 6 eAtTa rounds of ammunition may be carried in 

the ammunition CD se in addition to rounds carried In the 

revolver. OfCicers sllaJl keep ammunition clean and scr­

vicable. 

~ag1ll111.1 ~oac1s..:.. Officers caxryinp; a . 3t,)7 !\1agnum revolvcr 

may not carryover 6 Magllmn loads. 'D1i8 more power(~ll 

load is to be used only under circUlnstances warranting its 

use and shaU not be carri,ed in the rcvolv<:r unless authori7.ed 

for a particular detail. 

The Remington and Ithaca Police Shotguns 

The two models of Police Shotgun presently in usc within 

this depaJ=trncnt are modified commercial gradc guns. They 

are desig110d for field usc under adverse weather conditi.onfl, 

and are dependable even when wet or dirty. Although both 

weapons are a pump action, certain open1ti0l1S c\lifcrence[l 

arc present and should be noted. 

Remington M~70 \Vin,gm<lster-12go. This weapon has a 4-

shell cap[tci ty, and has tile loading and ejection portion. 1)11 

the side of the receiver, making single shot loading and 

firing easy should a jam occur in the magazine tllbe. The 

safety is located on the rear of the trigger guard, and is in 

the "SAFE" position when extended toward the right side of 
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the xecciver. Caution: This weapon has a tendency to 

have a shell being fed from tIle magazine on the reanvard 

motion of the slide to slip under tbe fceder ramp, jamming 

the gun and making it impossible to clenr without cUs­

assembly. It is obvious this could llot be done in a combat 

situation, and should it occur tlUdcr those conditions, tho 

weapon should be immediately abandoned, This condition 

can be minimized by insuJ7ing the shells are fully into the 

mllgazjne tube while loading, and that the 8lide is FIRMLY 

AND FULLY extended in both clircctkns wbile Olwl"llting 

the slide. 

Ithaca 1'1.3 7 Fcatherwcight:- J :?t~~ T111 s \"enpon has a 7 - shot 

cnpacity, as it is equipped with the maga/dne extcnsi on. '1'11<.' 

weapon is a bottom loading-bottom ejection type, making it 

more c1esir~!blc for kft- hanckd shoot(,fS. Dl1e to design, jt 

is more tl:ifficu]t to single load and fire. Tlw aafety is hku­

tical in looation aml ('Jx~r~\L1on us that of the Remington .M070. 

Sight configuration and opc'ntion 01 tho firing 111('­

chanis1l1s of both guns arc similar, and if handed the IfJalk·d 

weapon to fire, there is no reason to waste n second to ~on­

sider which weapon you hove in your hands. 

Shotgun Ammunition: Pistol s and rifles utiJi7.C: cartTidgcH 

and bullets. Shotguns usc shcn~ and slugs. A\tl.lilablc il, 

our departm cnt aJ:C thrc~e types of shotgun am mUllition: 

1. 00 Buck-shell contn.ins 9 . :j2 caliber 1C,1<1 balls . 

This is an A.NTI-PERSONNEL ROUND, dfeclive 

up to 200 yanls. Grouping \.~;..:('dlunt fot' a single, 

man··sized target up to J 00 yards. This round 

WILL NOT penetrate vehicles or cindur block. 

2. Rifled slug-oen I oz. lead conical projectile, 

capable of accurate rifle typo firing U(l to 200 
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the 'receiver. Caution: This weapon has a tendency to 

have a shell being fed from the magazine on the rearward 

motion of the slide to slip under t11e feeder ramp, jamming 

the gun and making it impossible to clear without dis­

assembly. It is obvious this could not be done in a combat 

situation, and should it occur under'those conditions, the 

weapon should be immediately abandoned. This condition 

can be minimized by insuring the shells are fully into the 

magazine tube while loading, and that the slide is Fll"ZMLY 

AND FULLY extended in both directions while operating 

the slide. 

Ithaca 1\137 Feath9rweight-12ga. This weapon has a 7-shot 

capacity, as it is equipped with the magazine extension. The 

weapon is a bottom loading-bottom ejection type, making it 

more desir8 blc for left- handed shooters. DU8 to desigll, it 

is more difficult to single load and fire. The safety is iclen-

tical in location auc1 ('poration as that of the Remington M870. 

Sight configuration and openltion of the firing me­

chanisms of both gl.UlS are similar, and if handed the loaded 

weapon to fire, there is no reason to waste a second to con­

sider which weapon you have in your hands. 

Shotgun Ammunition: Pistols ~lllcl nfles utiJ:ize cartriclges 

ann bullets. Shotguns use shells and slugs. Available hl 

our d0partment are three types of ShOtg1.Ul ammunition: 

1. 00 Buck-shell contnins 9 .32 caliber lead balls. 

111is is an ANTI-PERSONJ\lEL ROUND. effective 

up to 200 yards. Grouping excellent for a single. 

man··sized target up to 100 yards. This round 

WILL NOT penetrate vehicles or cinder block. 

2. Rifled sIug-oen 1 oz. lead conical prOjectile, 

capable of accurate rifle type firing ~lP to 200 
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yards. It will penetrate cars, trucks and cinder 

blocks. Usc caution clue to extreme pcnetJ:ation 

power and range. 

3. Number 6 Hnd 7~ birdshot - - as impUed by name, 

but can kill a man at close J.'2.ngc. 

WHENEVER POSSIBLE, THE SHOTGUN SHOlTLD BE USED AS 

YOUR PRIMARY WEAPON. It's very appearance, firepower 

and adaptability m[lke it your best deterrent; and, if neces­

sary, your most powerful and effective weapon. 

Handc,":ff and Key 

SpecificDtions: American make p either Peerless 01' Smith 

and Wesson. To be chromium, nickel-plated or blucd, [lnd 

to be supplied with a minimum of one k.:::y to fit. 

Instructions: J-landcuffs shall be carried in handcuff CilBC. 

Key shall be carried on key strap or key ring. 

Whistle 

Specifications: Material to bo chron1c or black plDstic. 

Style to be Acme ThundeJ:er or equivalent. 

,!nstnlctions: vVhistle shall be carri.ed on key strap on th8 

Sam Browne Belt or concealed within the uniform. Whistle 

shall not be attached to a chain and the chain exposed on tho 

shirt 01~ jacket. 

Flashlight 

Spe~ifj.cation8: To be m.etal, black or chrome in col017. 

To be fixod focus, white light, using st[lnc1arct size batteries. 

Kelite Industries f,IIodol SKL3, or equivalent. 

Instructions: Flashlight shall he carried during the hours 

of darkness. 

Name Plate 

Specifications: The name plate shall be gold and silver 

finished metal (2~ x 5/8 or about that size) witb blnck or 
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green enameled letters for the name. Clutch grip on the 

back. 

Instmctions: The name plate shall be centered above the 

right shirt pocket OJ: jacket pocket imm(~d.iate]y above, 

and parallel with, the shirt or jacket pocket flap. 

Notebook 

Specifications: Black, basket weave stamped leather, 

approximately 14 3/8 inches by 4~ inches. To contai.n 

two inside pouches capable of accepting the covers of a 

4 1/8 inches by 6 3/4 :inches standard Boorum and Pease 

Notebook. 

Instmctions: Officers shall date the beginning and ending 

dates of each notebook filler and shall maintain them in a 

personal file for one year after the ending date. 

Boots - - Motorcycle 

Style: To be plain toed, smooth finish, laced over instep 

not to exceed 8 inches. Upper outside of top to include gore 

not to exceed 4 inches, with lace, zipper, or strap and 

buckle closm:e. 

Exception: 13o0ts with concealed back scam zippers may 

be worn when the size of the wearer' 8 leg perc1udes the 

wearing of boots of regular construction. 

Upper Stock: Height to be not less than 18 inches nor more 

than 20 inches. 

Exception: When length of wearer's leg precludes the wearing 

of boots with:ill prescribcr1 dimensions, a shorter or taller 

boot may be WOlll provided the top of tllC boot, after wrinkling 

at the ankle, is not less l"han one inch below the bone of the 

inside of the leg, which bone i.s known to the boot industry as 

the boot bone. 
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Authorized Medals 

Members may wear the decorations listed below in the man­

ner indicated. 

Revolver Shooting Classification Medal 

When worn it shall be attached to the right pocket of tho jack­

ket or shirt, one inch to the rjght of the left edge of the poc­

ket flap and centered midway benl/een top and bottom of fIap. 

Motorcycle Insignia 

Worn on left shoulder below village arm patch. Centered 

between elbow and top of shoulder. 

Insigl1ia of Rank 

All members of the rank of Sergeant or above shall wear 

the appropriate insignia or rank in conjunction with their 

lmiform. 

'::::hiof of Police -- 1111"oe Stars ----
Sbirt: Three gold colored stars win be worn in the horizon-

tal position on each side of the shirt collar. One point of 

each star shall point upward in such a mali.ner that a line 

bisecting the center of the stars will be parallel to the front 

edge of the collar. The stars shall be centered between the 

top and bottom edge of the collar, and the center of the front 

star shall be one inch from the front edge of the collar. 

Jacket: Three gold colored stars shall be worn on each 

shoulder of the jacket in such a manner that one point of 

each star points tov,rard the center. The three stars shall 

be so placed as to be evenly spaced bet~.veen the sleeve seam 

and the shoulder strap button. All of the stars shall be cen­

tered directly over the shoulder seam. 

Lieutenant - - One Bar 

Shirt: One gold bar, :\- inch by 3/4 inch, shall be worn on 

each side of the shirt collar in a position with the front edge 
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of the bar 3/4 inch from, an,d parallel with, the front edge of 

the collar. The bar shall he c('nterc<1 belween tlK! top anel 

bottom edge of the co]]ar. 

Jacket: One gold har, 3/8 inch wiele nncll incll long, shnll 

be worn on each shoulder of the ja.ckct, placed so that the 

outer edge of the bar is 3/ il inch from, and parallel wHh, 

the sleeve scam. The bar shall be centered directly over 

the shoulder scam. 

Sergeant - - Three -nar Chevron 

Chevron, Cloth: Three-bar type, 3 inches high, anel 2-1-

3/4 inches wide. Main portion to be blue bordered witll 

white. Chevrons to be sewn on left sleeve of shirt and 

jacket with the to))rnost portion of the top cllevron just be­

low the shoulder patch. 

Departmental Sh01.11c1cr Patcll 

Approved by the Department. 

Placement of Patch 

To be placed on left sleeve of any outer garment and short: 

sleeved shirt with the top of the patch to be ~ inch below 

sleevehead scam. To be sewn on garmcnt with color-fast 

yellow thread, not cross-stitched. 

Departmental Service 13m: 

For each five years of Illinois Law Enforcement c}"11eriencc 

there may be placed on the left sleeve of the shi.rt and jacket', 

one service bar. Officers purcbasing new garments during 

the six month period prior to completion of the required [iv,~ 

year period, m.ay have the additional bar for m.lch perioc1 

placed on the new garment. 

.USE, CARE AND tv1AINTENANCE OF VILLAGE SUPPLIES, 

VEHICLES, UNIFORMS, EQUIPMEr-l'f ,_~ND ANY VILLA91i 

PROPERTY NOT OTHERWISE MEt\"TIONED IN TIITS LISTING. 
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It is'the responsibility of eaoh member of the police dcpart­

ment to exercise all d:iligence in the efficient and econol11ic 

usc, and preventive maintenance of, ircms Listed in the 

subject of this directive. When damage to, 01" 108S of, 

Village property is due to the negligence and/or carclc~t-l­

ness of any employee, he shall be responsible [01" the re­

pair 0): replacement of such property. Wl1Cll damage to, 

or loss of, Village property occurs, typewritten reports 

shall be suhmitted, in duplicate, to the Office of tbe Chief 

of Police, as follows: The officer in charge of, or assig11ccl 

to the property slH.ill give a verbal account to his immediate 

supervisor at the scene of such damage OJ: discovery of Joss. 

Such officer shall then reduce his accounting to the type­

written report and submH it, in duplicate, to the immediate 

supervis or. 

The immedl.ate supervisor, if \.)t.ller rhan the Division 

Commander, will .'31..1b111it his report, also in dupJiC:1tc J with 

the subordinate's ]:el1ort also in duplicate, witll the subor­

dinate's report to the Division Commander. The super-

visor's report shall contain his opinion as to the negligence 

and/or careJ.essness on the part of the subordinate, and his 

recommendation fo:1' remedial or disci.plinary action. The 

Division Commander wi.ll review the reports and recommendation 

and submit them to the Chi.ef of Police with his own obscnra­

tions, opinions am! recommendation. Such rel~ort of the 

Division Coml' .under 811u11 reflect the degree of negJig<.>ncc.' 

and/or cm:elessness Oll the part of the JnullcdiatC! superviC)()J: 

in the matter. 'Vhen damage to, or loss of, Village Ju"ofJerly 

is determined to be due to the negJigence and/or carelcs~;ncs8 

of a member of the police department, such member shaH I)I.~ 
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disciplined under the provisi~ms of tllis order. Such dis­

cipline shall be within the range provided by the laws of 

the State of Illinois (Police and Fire Commission RU1<.'8 and 

Regulations ). 
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