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CONROE POLICE DEPARTMENT

MISSION STATEMENT

The Conroe Police Department is dedicated to serving our community through the
protection of life and property and the prevention of crime. The Department will work to
enforce the laws, maintain order, educate the public and provide public assistance for
the purpose of ensuring the highest quality of life.

As the Police Department serves our community we emphasize:

- A Service Orientation - Responsiveness to our community needs by quality of service
and respect for the dignity of the human spirit.

- Enforcement of Law - The enforcement of laws and ordinances and to uphold the
Constitutional rights of all those within our jurisdiction.

- Maintain Order - Through vigilance assure the day-to-day activities of the community
may proceed in an environment of stability and security.

- Educate the Public - Enhance the public's awareness of crime information and educate
the general public in crime related matters.

- Provide Public Assistance - To respond to non-criminal or non-emergency concerns
such as traffic control, suspicious circumstances, possible safety hazards, other citizen
requests for assistance and to provide referral and direction to resolve non-criminal
problems through local social/humanistic services.



CONROE POLICE DEPARTMENT
DEPARTMENT GOALS

Respond to. investigate and report crime. To respond and make proper reports of all
crimes discovered or brought to our attention. Provide for methodological follow-up
investigations, as well as, modern techniques in crime scene investigations and evidence
procedures.

Apprehend and assist in successful prosecution of criminals. To suppress crime by the
apprehension of violators in the commission of unlawful acts, through traditional and proactive
patrols, and the apprehension of violators based upon the findings of criminal investigation. To
assist and cooperate with other law enforcement agencies with a team orientation in the best
interest of justice, and to prepare criminal cases and conduct investigations cognizant of the
needs of the courts and prosecutor’s office.

Deter Crime. To establish an effective police presence by providing adequate patrol
resources that employ modern patrol strategies to suppress crime through apprehensions and
prevention of criminal opportunity, and by the provision of effective criminal investigations to
identify and remove, by prosecution, criminal perpetrators from our community.

Promote a feeling of safety and security in our community for the citizens’ lives, homes
and businesses. To provide a professional police response, in a timely manner, to calls-for-

service and the investigation of crime, and a police patrol presence throughout all segments of
our community during all hours.

Educate the community in proper crime prevention techniques to help eliminate the
opportunity for crime. Provide for the distribution of crime prevention information through

home and business security surveys, seminars and community meetings, and the media to
enhance the community's ability to defend their persons and property from criminal attack.

Provide for a well trained. well equipped., and well disciplined Police Force whose
members _possess _a_ _team-orientation, commitment and focus toward their

responsibilities and duty. To enhance the Department's effectiveness by the professional
growth and development of our employees through effective education and training. To
ensure personnel are properly equipped for their tasks and assignments and for employee
safety concerns. To establish a proper level of order in the Department, a voluntary support
and compliance for the Department’s values and rules and individual adherence to policies and
procedures. To promote an environment of mutual respect, courtesy, cooperation, and
partnership amongst all employees at every level to establish a team effort to attain mission
success. To promote the Department's commitment, as a group and as individuals, to our
Department, our fellow employees, and the community we serve. To develop the ability to
determine long term goals without allowing the day-to-day operations of the Department to
suffer, and at the same time not lose sight of the long-term goal. To focus on our duty to
protect and serve the community, but to still be able to see and implement new ideas to
enhance our effectiveness.




CONROE POLICE DEPARTMENT
VALUE STATEMENT

The Conroe Police Department will fulfill its mission and goals with integrity and leadership.
The members of the Conroe Police Department will strive to be fair, courageous, and
dedicated in service to our community and the Department.

Integrity. Commitment and adherence to the highest moral principles and ethical conduct
as measured by the policing profession and community standards. A determination by each
employee to be truthful and trustworthy, and to value and respect honesty in themselves and
others. The recognition of one's self-worth, as well as that of others, and treating each and
every person with respect. Lastly, a commitment to the Department over and above that of
any individual, reflecting this service to others.

Leadership. To cultivate, through guidance and example, an environment that brings out the
best and inspires the individuals in a group towards reaching common goals or
accomplishments. To nurture a culture that motivates and even excites individuals to do what
is required for the benefit of all. To continually seek to improve the Department's effectiveness
through personnel development, service technology, individual self-improvement and personal
effort.

Fairness. Providing equal, unbiased application of rules, regulations and law within the
Department and in the community as we strive to fulfill our mission and attain our goals. To
grasp an awareness of the emotional needs of others and to extend a civil courtesy to all
persons within the Department and in the community.

Courage. Meeting all challenges, all adversity, and every level of danger with recognition of
the higher standards of our profession for which we are accountable. The commitment to
pursue and the tenacity to attain the Department's goals and values.

Dedication. Commitment to the Department, our community, and our fellow employees. A
determination to provide quality service and to respect the dignity of the human spirit.



LAW ENFORCEMENT
CODE OF ETHICS

"As a law enforcement officer, my fundamental duty is to serve
mankind; to safeguard lives and property; to protect the
innocent against deception, the weak against oppression or
intimidation, and the peaceful against violence or disorder;
and to respect the constitutional rights of all men to liberty,
equality and justice.

| will keep my private life unsullied as an example to all;
maintain courageous calm in the face of danger, scorn, or
ridicule; develop self-restraint; and be constantly mindful of
the welfare of others. Honest in thought and deed in both my
personal and official life, I will be exemplary in obeying the
laws of the land and the regulations of my department.
Whatever | see or hear of a confidential nature or that is
confided to me in my official capacity will be kept ever secret
unless revelation is necessary in the performance of my duty.

| will never act officiously or permit personal feelings,
prejudices, animosities, or friendships to influence my
decisions. With no compromise for crime and with relentless
prosecution of criminals, | will enforce the law courteously and
appropriately without fear of favor, malice or ill will, never
employing unnecessary force or violence and never accepting
gratuities.

| recognize the badge of my office as a symbol of public faith,
and | accept it as a public trust to be held so long as | am true
to the ethics of the police service. | will constantly strive to
achieve these objectives and ideals, dedicating myself before
God to my chosen profession . . . law enforcement.”




CONROE POLICE DEPARTMENT

RULES OF CONDUCT MANUAL

FOREWORD

The Rules Of Conduct Manual of the Conroe Police Department is published pursuant to
the Code of Ordinances of the City of Conroe, which gives the Chief of Police the
authority to promulgate administrative rules and regulations for the Police Department. It
is intended to serve the purposes of governance and guidance of Conroe Police officers,
Reserve officers, and employees.

The Rules Of Conduct Manual, therefore, contains the specific statements of the
expectations to which the behavior and conduct of each employee will be held. Conroe
Police officers, Reserve officers, and employees shall adhere to the rules in this manual
and officers shall follow the Code of Ethics contained herein.

Subject to the City Charter, ordinances, and rules and regulations of the Civil Service
Commission, the Chief of Police may bring disciplinary action against officers and
employees of the Department for violation of the rules and regulations promulgated in
accordance with this section.

All rules and regulations and such procedures in effect shall be compiled and published
under the direction of the Chief of Police, and a copy of all rules and regulations to which
each member of the Conroe Police Department is subject to shall be supplied to each
and every officer and applicable employee of the Department. It shall be the duty of all
Conroe Police Department employees to whom a Policy Manual is issued to familiarize
themselves with the contents of the manual and to keep themselves current concerning
it.

The right to modify or rescind any of the provisions of this Rule of Conduct Manual is
reserved to the Chief of Police. All previous rules, regulations and orders are hereby
rescinded.
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SECTION ONE: OBEDIENCE TO ORDERS. RULES AND L AWS
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1.2
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1.4
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1.6

1.7

1.8

1.9

Obedience to Rules of Conduct

All employees and Reserve officers, regardless of rank or assignment, shall be governed by the
following general rules of conduct. Violation of any of these rules by any employee of the
Department shall be considered sufficient cause for dismissal, demotion, suspension, or other
disciplinary action. Unless otherwise noted or not applicable, the term “officer” or “employee” will
be construed as inclusive of Reserve officers.

Obedience to Laws

Employees shall abide by the laws of the United States and the State of Texas, as well as the
ordinances of the City of Conroe.

Adherence to Departmental Rules

Employees shall abide by the rules of the Civil Service Commission, and the General and Special
Orders, Rules of Conduct Manual and other properly issued internal directives of the Police
Department.

Applicability of Rules

Certain rules may not apply in undercover police assignments specifically authorized by
supervisors in accordance with General Orders. Officers will be strictly accountable for justifying
their actions.

Insubordination

Employees shall promptly obey all lawful orders and directions given by a superior supervisor,
regardless of assignment. The failure or deliberate refusal of employees to obey such orders shall
be deemed insubordination and is prohibited. Flouting the authority of a supervisor by displaying
obvious disrespect or by disputing their orders shall likewise be deemed insubordination.

Issuance of Unlawful Orders

No commanding or supervisory employee shall knowingly or willfully issue an order that violates a
federal or state law, a city ordinance, or a Departmental rule or policy.

Obedience to Unjust or Improper Orders

If an employee receives an order they believe is unjust or contrary to a Departmental General
Order or rule, they must first obey the order to the best of their ability and then may appeal the
order to the Chief of Police via the proper chain-of-command.

Obedience to Unlawful Orders

No employee is required to obey an order that is contrary to the laws of the United States or the
State of Texas or the ordinances of the City of Conroe. If an employee receives an unlawful
order, they shall report in writing the full facts of the incident and their actions to the Chief of
Police via the chain-of-command.

Conflicts of Orders

If an employee receives an order that conflicts with one previously given them by a supervisor,
the employee receiving the order shall respectfully point this out to the supervisor who gave the
second order. If the supervisor giving the second order does not change the order in a way that
eliminates the conflict, the second order shall stand and shall be the responsibility of the second
supervisor. If the second supervisor so directs, the second order shall be obeyed first. Orders
shall be countermanded only when necessary for the good of the Department.



SECTION TWO: ATTENTION TO DUTY

2.1

2.2

2.3

2.4

2.5

2.6

2.7

Performance of Duty

Employees shall be attentive to their duties at all times, and shall perform all duties assigned to
them, even if such duties are not specifically assigned to them in any Departmental rules or
procedures manual.

Duty of Supervisors

Supervisors will enforce the rules, regulations, and policies of the Conroe Police Department.
They will not permit, or otherwise fail to prevent, violations of the law, Departmental rules, policies
or procedures. They will report violations of Departmental rules, policies, or procedures to their
immediate superior without delay. Where possible, they will actively prevent such violations or
interrupt them as necessary to ensure efficient, orderly operations.

Conduct and Behavior

Employees, whether on or off-duty, shall follow the ordinary and reasonable rules of good
conduct and behavior and shall not commit any act in an official or private capacity tending to
bring reproach, discredit, or embarrassment to their profession or the Department. Employees
shall follow established procedures in carrying out their duties as police officers and/or employees
of the Department, and shall at all times use sound judgment.

Responsibility to Serve the Public

The Department shall provide 24-hour/7 days per week emergency services to the citizens of the
City of Conroe. Employees shall promptly serve the public by providing direction, counsel and
other assistance that does not interfere with the discharge of their duties. They shall make every
attempt to respond to the inquiry or request for assistance themselves.

Responsibility to Respect the Rights of Others

Employees shall respect the rights of individuals, and shall not engage in discrimination,
oppression or favoritism. Employees shall maintain a strictly impartial attitude toward all persons
with whom they come in to contact within an official capacity.

Truthfulness
Employees shall not knowingly make false or untrue statements.

Officers Always Subject to Duty

Officers shall at all times respond to the lawful orders of supervisors, and to the call of citizens in
need of police assistance. Being off-duty shall not relieve officers from being recalled to duty as
needed. This shall not be construed to include mandatory enforcement of laws while the officer is
off-duty in civilian attire and lacking the proper equipment to safely effect an arrest (gun, holster,
badge, handcuffs, means of communicating with Dispatch, etc.), unless their immediate
intervention is necessary to cease a violent attack being committed on a person.

While off-duty in their personal vehicle officers shall not enforce, or take any police action to
enforce Class “C” traffic offenses. Officers should be cognizant that, dependent on the
circumstances (i.e. lacking the proper equipment to safely affect an arrest [gun, holster, badge,
handcuffs, body armor, intermediate weapons], presence of their family members, their current
attire, etc.), the most prudent course of action may be to contact Dispatch and help keep
responding officers updated. Officers should remember that they may be held civilly and/or
criminally responsible for their decisions and actions when performing off-duty enforcement of
laws.



2.8

2.9

2.10

2.11

2.12

2.13

2.14

2.15

2.16

Officers Required to Take Action

Except where expressly prohibited, on-duty officers or officers acting in an official capacity (i.e.
extra jobs, special events, etc.) are required to take prompt and effective police action conforming
to Departmental policy with respect to violations of laws and ordinances coming to their attention
or of which they have knowledge. Officers shall promptly and punctually perform all official
duties.

Reporting for Duty

Line officers (Patrol and Communication Officers) shall promptly report for duty properly prepared
at the time and place required by assignments, subpoenas, or orders. Line officers shall remain
at their posts or place of assignment until properly relieved by another officer or dismissed by a
supervisor. All other officers and employees shall promptly report for duty properly prepared at
the time and place required by assignment and shall remain at their post, place of assignment, or
otherwise engaged in their duty assignment until having completed their tour of duty as set by
established procedures or dismissed by a supervisor.

Availability While On-Duty

Employees while on-duty shall not conceal themselves except for some authorized police
purpose. Employees shall keep themselves immediately and readily available at all times while
on-duty.

Prompt Response to All Calls

Officers while on-duty shall respond without delay to all calls for police service. Calls shall be
answered in compliance with normal safety precautions, traffic laws and Departmental policy.

Duty to Report All Crimes and Incidents

Employees shall promptly report all crimes, violations, emergencies, incidents, dangers,
hazardous situations and police information that come to their attention. Employees shall not
conceal, ignore or distort the facts of such crimes, violations, emergencies, incidents and
information.

Responsibility to Know Laws and Procedures

Employees shall know the laws and ordinances they are charged with enforcing, all Departmental
orders and rules, and the duties and procedures governing their specific assignments.

Responsibility to Know Districts and Locations

Officers shall know the location and boundaries of their assigned areas. Officers also shall be
familiar with the names and general locations of Conroe streets and highways and the names and
locations of hospitals and major public buildings.

Keeping Posted on Police Matters

Each day while on-duty and immediately upon returning from an absence, employees shall study
and become familiar with the contents of recently issued directives, memorandum, network e-
mails, and other communications. Employees shall promptly return work-related voice mails.

Sleeping on-duty

Employees must be alert throughout their tours of duty. Sleeping while on-duty is forbidden.



2.17

2.18

2.19

2.20

2.21

2.22

2.23

2.24

2.25

2.26

Assisting Criminals

Employees shall not communicate in any manner, directly or indirectly, any information that may
delay an arrest or enable persons guilty of criminal acts to escape arrest or punishment, dispose
of property or goods obtained illegally, or destroy evidence of unlawful activity.

Reading on-duty

Employees shall not read newspapers, books or magazines while on-duty and in the public view
unless such reading has been appropriately assigned by a supervisor.

Studying on-duty

Employees shall not, during their regularly assigned working hours, engage in any studying
activity that is not directly related to their current job assignments.

Maintaining Communications

While employees are on-duty or officially on-call, they shall be directly available by normal means
of communication, or shall keep their office, headquarters, or supervisors informed of the means
by which they may be reached when not immediately available.

Keeping Notes on Police Activities

Officers shall maintain written notes on police matters such as calls, arrests and other activities to
the extent that they may complete official reports and accurately testify in official proceedings.

Reporting Accidents and Injuries

Employees shall immediately report the following accidents and injuries: all on-duty traffic
accidents in which they are involved, all personal injuries received while on-duty, all personal
injuries not received while on-duty but which are likely to interfere with performance of assigned
duties, all property damage or injuries to other persons that resulted from the performance of
assigned duties, and all accidents involving city equipment whether on or off-duty.

Report Address and Telephone Number

Employees shall have a working telephone or other means of communication in case of
emergency, and shall register their correct residence address and telephone number with the
Department on the prescribed form. Any change in address or telephone number must be
reported immediately to the office of the Chief of Police.

Testifying in Departmental Investigations

When directed by a competent authority to make a statement or furnish materials relevant to a
Departmental administrative investigation, employees shall comply with the directive.

Carrying of Firearms

Except for senior staff or as approved by the Chief of Police or established procedures, all full-
time officers are required to carry sidearms while on-duty. While off-duty, full-time officers may
use their own discretion as to whether to carry sidearms.

Regqistration of Firearms

All weapons carried and used by officers in the performance of their official duties must be
registered with the Department. Required registration information must be kept current.



SECTION THREE: COOPERATION WITH FELLOW EMPLOYEES AND AGENCIES

3.1

3.2

3.3

3.4

Respect for Fellow Employees

Employees shall treat other members of the Department and fellow City of Conroe employees
with respect. They shall be courteous, civil and respectful of their superiors, subordinates, and
associates, and shall not use threatening or insulting language.

Supporting Fellow Employees

Employees shall cooperate, support, and assist each other whenever necessary.

Interfering with Cases or Operations

Employees shall not interfere with cases assigned to others. Employees shall not interfere with
the work or operations of any unit in the Department or the work or operations of other
governmental agencies. Employees against whom a complaint has been made shall not directly
or indirectly contact or attempt to contact for any reason, the complainant, withess or any other
persons related to the case in an attempt to intimidate or to secure the abandonment or
withdrawal of the complaint, charges, or allegations.

Cooperation with Other Agencies

Employees shall cooperate with all governmental agencies by providing whatever aid or
information such agencies are entitled to receive.

SECTION FOUR: RESTRICTIONS ON BEHAVIOR

4.1

4.2

4.3

4.4

Interfering with Private Business

Employees, during the course of their duties, shall not interfere with the lawful business of any
person.

Use of Intimidation

Employees shall not use their official positions to intimidate persons engaged in a civil
controversy.

Soliciting and Accepting Gifts and Gratuities

Unless approved by the Chief of Police, employees of the Conroe Police Department may not
accept any reward, gratuity, gift or other compensation for any service performed as a result of or
in conjunction with their duties as employees of the Department regardless of whether the service
was performed while said persons were on or off-duty. Employees also shall not solicit any gift,
gratuity, loan, present, fee or reward for personal gain.

Soliciting and Accepting Gifts from Suspects and Prisoners

Employees are strictly prohibited from soliciting or accepting any gift, gratuity, loan, fee or other
item of value, or from lending or borrowing, or from buying or selling anything of value from or to
any suspect, prisoner, defendant or other person involved in any case, or other persons of ill
repute, or professional bondsmen, or other persons whose vocations may profit from information
obtained from the Police Department.
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4.13

Reporting Bribe Offers

If an employee receives a bribe offer, the employee shall immediately make a written report to
his/her immediate supervisor.

Accepting Gifts from Subordinates

Without approval from the Chief of Police, employees shall not receive or accept any gift or
gratuity from subordinates, other than customary celebratory times such as holidays or birthdays.

Soliciting Special Privileges

Employees shall not use their official positions or identification to solicit special privileges for
themselves or others, such as free admission to places of amusement, discounts on purchases,
or free or discounted meals or refreshments.

Giving Testimonials and Seeking Publicity

Employees representing themselves as members of the Conroe Police Department shall not give
testimonials or permit their names or photographs to be used for commercial advertising
purposes. Employees also shall not seek personal publicity either directly or indirectly in the
course of their employment.

Soliciting Business

Employees shall not, while on-duty, solicit subscriptions, sell books, papers, tickets, merchandise
or other items of value nor collect or receive money or items of value for any personal gain to
themselves or others. Employees may solicit for projects related to charitable fundraising, but
only when done in a manner so as not to disrupt the workplace, and only with the approval of the
Chief of Police.

Drinking on-duty

Employees shall not, unless participating in an authorized undercover operation, drink any
intoxicating beverages while on-duty.

Intoxication

Employees shall not be under the influence of any intoxicating beverage or substance during their
tour of duty or immediately prior to their tour of duty. Nor shall officers be intoxicated off-duty
while in the public view. While off-duty, officers that have consumed an alcoholic beverage to the
extent that their mental and/or physical faculties are impaired shall refrain from exercising any
police authority. Officers assigned to special units or assignments where they may consume
alcoholic beverage during the performance of their duties shall not do so to the extent that their
mental and/or physical faculties are significantly impaired.

Drinking While in Uniform

At no time shall any employee consume alcoholic beverages while in uniform.

Liguor on Official Premises

Employees shall not bring containers of intoxicating beverages into a Police Department building
or vehicle.
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Entering Bars, Taverns and Liquor Stores

Officers on-duty or in uniform shall not enter or visit any bar, lounge, parlor, club, store or other
establishment whose primary purpose is the sale and on-premise consumption of liquor unless
for the purpose of official duties, and shall not otherwise enter, remain in or frequent such places.
Officers on-duty or in uniform also shall not purchase intoxicating beverages.

Playing Games on-duty

Employees on-duty or in uniform shall not engage in any games of cards, billiards, pool,
dominoes, electronic arcade games, portable electronic games, computer games including both
internally programmed games such as solitaire or Internet based games, or other games.

Political Activity

While in uniform or on-duty, employees are not allowed to actively participate (e.g., make political
speeches, pass out campaign or other political literature, write letters, sign petitions, actively and
openly solicit votes) in political campaigns.

Seeking Personal Preferment

Employees shall not solicit petitions, influence or seek the intervention of any person outside the
Department for purposes of personal preferment, advantage, transfer, advancement, promotion
or change of duty for themselves or for any other person.

Criticism of the Department

Employees shall neither publicly, nor at internal official meetings, criticize or ridicule the
Department or its policies, City officials, or other employees by speech, writing, or other
expression, where such speech, writing, or other expression is defamatory, obscene, unlawful,
undermines the effectiveness of the Department, interferes with the maintenance of discipline, or
is made with reckless disregard for truthfulness.

Disruptive Activities

Employees shall not perform any action that tends to disrupt the performance of official duties
and obligations of employees of the Department, or which tend to interfere with or subvert the
reasonable supervision or proper discipline of employees of the Department.

Operation and Use of Police Radios

Operation and use of police radios is restricted to authorized and official police business.
Personal conversations, or using vulgar, sarcastic or obscene language, or making unnecessary
sounds are not permitted.

Use of Racial Jokes and Slurs

No employee shall engage in any form of speech likely to be construed as a racial or religious
slur or joke, whether in the presence of citizens or of other employees.

Use of Force

Officers shall use only that amount of force necessary to accomplish their police mission. The
use of excessive force is strictly forbidden.
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Indebtedness to Subordinates

Supervisors shall not become indebted to their immediate subordinates.

Inappropriate Relationships

Members of the Department shall not associate or fraternize with known gamblers, prostitutes,
drunkards or other persons of bad character or ill repute except to accomplish a police mission.
No employee shall establish an inappropriate social relationship with a known victim, witness,
suspect, or defendant of a Department case while such case is being investigated or prosecuted
as a result of such investigation.

Duty to be Kind, Courteous, and Patient

Employees shall at all times be courteous, kind, patient, and respectful in dealing with the public.
Employees shall strive to win the respect of all law-abiding citizens in the discharge of their official
duties. When addressed, employees shall avoid answering questions in a short or abrupt manner,
and shall not use harsh, coarse, violent, profane, indecent, suggestive, sarcastic, or insulting
language.

SECTION FIVE: IDENTIFICATION AND RECOGNITION

5.1

5.2

5.3

54

5.5

Giving Name and Badge or ID Number

Employees shall give their name, badge number, or other ID humber (employee number or radio
number) and other pertinent information to any person requesting such facts unless doing so
would jeopardize the successful completion of a police assignment.

Carrying Official Identification

Officers shall carry their official identification on their persons at all times. Civilian employees will
carry their official identification on or about their persons while on-duty.

Personal Cards

Employees are not permitted to have or use personal cards showing their connection to the
Department if such cards bear any information not directly pertaining to their work as Police
Department employees.

Exchange, Alteration or Transfer of Badge

An employee’s issued badge shall not be altered or exchanged between employees or
transferred to another person except by order of the Chief of Police. Employees retiring or
resigning will not be permitted to retain their badge when doing so will hamper normal operations
of the Department. All badges must be purchased unless exempted by the Chief of Police.

Plainclothes Officers - Identification

A uniformed officer shall neither acknowledge nor show recognition of another police officer in
civilian clothes unless that officer first addresses the uniformed officer.



ECTION SIX: MAINTENANCE OF PROPERTY

6.1

6.2

6.3

6.4

6.5

6.6

6.7

Use of City Property or Service

Officers shall not use or provide any City equipment or service other than for official City
business.

Responsibility for City Property

Each employee is responsible for protecting Departmental equipment against loss, damage, or
destruction. All Department issued property/equipment shall be signed for by the receiving
employee. At the employee’s separation from the Department, the employee shall deliver all
issued property/equipment to the Department Inventory Technician.

Reporting Needed Repairs

Employees shall promptly report to their immediate supervisor the need to repair any city-owned
property.

Responsibility for Private Property

Employees are responsible for protecting private property or equipment that has come into their
possession by reason of their office against loss, damage, or destruction. Officers may release
stolen/recovered property in the field to the proper owner in situations where the release will not
jeopardize successful prosecution or completion of a case. Officers releasing property in such
cases should utilize the Property Receipt/Release form (CPD-053). Both the officer releasing and
person receiving the property shall sign the form.

Care of Quarters

Employees shall keep their offices, lockers and desks neat, clean and orderly.

Property and Evidence

Employees shall not convert to their own use, manufacture, conceal, falsify, destroy, remove,
tamper with, or withhold any property or evidence held in connection with an investigation or other
official action except in accordance with established procedures.

Alteration or Modification of Police Equipment

Officers shall not use any equipment that does not conform to Departmental policy or
specifications. All equipment shall be carried and utilized only as issued and authorized, and no
changes, alterations, modifications or substitutions shall be made to such equipment unless
approved by the Chief of Police.

SECTION SEVEN: RELATIONSHIPS WITH COURTS AND ATTORNEYS

7.1

Attendance in Court

Employees shall arrive on time for all required court appearances and be prepared to testify. This
includes trials, hearings, or depositions for which they have been subpoenaed, or meetings with
prosecutors when requested.
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7.3

7.4
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7.6

7.7

Recommending Attorneys or Bondsmen

Employees shall not suggest, recommend, advise or counsel the retention of a specific attorney
or bondsmen to any person (except relatives) coming to their attention as a result of police
business.

Testifying for a Defendant

Any employee subpoenaed or requested to testify for a criminal defendant or against the City of
Conroe or against the interests of the Department in any hearing or trial shall immediately notify
the Chief of Police through the chain of command.

Interviews with Attorneys

Interviews between an officer and a complainant's attorney about a case arising from the officer's
employment by the Department shall be done in the presence of, or with the knowledge and
consent of, the employee's commanding officer.

Assisting and Testifying in Civil Cases

Officers shall not serve civil-process papers nor render assistance in civil cases except as
required by law. No employee shall volunteer to testify in civil actions.

Notice of Lawsuits against Officers

Employees who have had a suit filed against them because of an act performed in the line of duty
shall immediately notify the Chief of Police in writing and furnish a copy of the complaint as well
as a full and accurate account of the circumstances in question.

Notice of Arrest or Citation

Employees who have become the subject of a citation (other than traffic citations) or arrest action
shall immediately notify the Chief of Police in writing.
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TITLE: GRIEVANCE PROCEDURE

1 PURPOSE

In accordance with the provisions of state law, the Department makes a system of grievance
procedures available to all Police Department employees and shall follow those procedures
whenever a grievance arises. This general order contains guidelines for employees to use
when patrticipating in the grievance procedure.

In such instances, the affected employee should use the City's grievance procedure to bring the
problem or complaint to his/her Immediate Supervisor's attention. The Immediate Supervisor
and other management personnel shall work with the aggrieved employee in an effort to find a
proper solution.

2 DEFINITION

A.

For the purpose of this policy, a grievance shall be defined as a problem or complaint
affecting an employee and their career in the Police Department, including the interpretation
or application of topics such as:

1. Policies, rules and regulations, and general orders.

2. Working conditions or safety standards.

3. Treatment of Police employees.

4. Another employee’s neglect of duty.

B. A grievance may be submitted by any employee not on probation.

3 GRIEVANCE BOARD

A. Should any employee that feels a grievance has not been adequately addressed having

pursued it through the existing Chain of Command or, for whatever reason, does not wish to
seek a remedy through the Chain of Command, they may submit a grievance in writing
directly to the Chief of Police or his designee. The written grievance should include:

1. A statement of fact upon which the grievance is based.
2. An allegation of the specific wrongful act and the harm that has occurred.
3. A statement of the remedy sought.

Upon receipt of the written grievance the Chief of Police or his designee shall notify the
person or persons against whom the grievance was lodged and arrange a grievance
hearing within ten (10) days unless either party is unavailable to attend. In any event the
grieving employee shall be kept informed and the hearing will be held within thirty days. If
the Chief of Police or his designee is able to resolve the grievance at this step to the
satisfaction of grieving employee, then the grievance is ended.
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C.

If the grieving employee is not satisfied with the decision reached by the Chief of Police or
his designee, the person or persons against whom the grievance was lodged shall be
allowed a reasonable time to deliver a written response to the allegation to the Chief of
Police. The Chief of Police shall then impanel a Grievance Board comprised of the Chief of
Police or his designee, a Lieutenant, a Sergeant, an Officer, and a civilian employee to
convene a hearing into the matter, upon receipt of the written reply from the person(s)
against whom the grievance was lodged.

1.  The written reply to the grievance must include the following:
a. Analysis of facts or allegations made in the grievance.
b. Affirmation or denial of the allegations made in the grievance.
c. Identification of the remedy or adjustment, if any, to be made.

2. The Grievance Board shall, at the request of the aggrieved employee, conduct
the hearing either in a discussion format with both parties before the board or as
a separate weighing of the facts and circumstances as represented by the written
memoranda and individual interviews before the board.

3. Both the aggrieved employee and the employee whom the grievance has been
lodged against may object to strike any board member, but both parties shall be
limited to only two such objections.

The Grievance Board shall render its findings in writing accompanied with any official
action taken by appropriate authority to all members concerned within five days of the
hearing.

If the aggrieved employee is not satisfied with the findings or proposed solution of the
Board the employee may pursue the grievance as set forth in the City of Conroe
Personnel Manual.
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TITLE: SEXUAL OR OTHER UNLAWFUL HARASSMENT

1 PURPOSE

It is the purpose of this policy to define harassment in the workplace, set out responsibilities for
preventing such conduct, and to establish procedures for the reporting, investigating, and
resolution of any allegations of improper or unlawful harassment.

2 POLICY

Title VII of the Civil Rights Act of 1964, as amended, protects employees from discrimination and
harassment on the basis of race, color, religion, age, gender, or national origin in matters of hiring,
discharge, compensation, classification, recruitment, and terms or privileges of employment, and
prohibits retaliatory discharge.

All employees of the Conroe Police Department should be able to enjoy a work environment free
from all forms of discrimination and harassment. The Conroe Police Department prohibits
discrimination and/or harassment of any type among its employees and is committed to eliminating
negative or destructive patterns of behavior, such as harassment because of race, gender,
ethnicity, religion, or sexual harassment, within the workplace. The Department will not tolerate the
harassment of other employees or non-employees by any of its employees and will take immediate
steps to stop and correct such behavior when it occurs.

3 SEXUAL HARASSMENT

No supervisor shall threaten or insinuate, either explicitly or implicitly, that an employee's refusal to
submit to sexual advances will adversely affect the employee's employment, evaluation, wages,
advancement, assigned duties, shifts, or any other condition of employment or career
development.

No supervisor or employee shall engage in sexually harassing speech or behavior which has the
purpose or effect of unreasonably interfering with an individual's work performance or creating a
work environment that is intimidating, hostile, or offensive. Examples of sexually harassing
behavior may include, but are not limited to, the following:

« Unwelcome sexual flirtations, advances, or propositions;

« Verbal abuse of a sexual nature;

e Graphic verbal comments about an individual's body;

¢ Sexually degrading words used to describe an individual;

¢ The display in the workplace of sexually suggestive objects or pictures.
No officer or non-sworn employee shall subject a citizen to any form of sexual harassment as
defined in section 39.03 of the Texas Penal Code:

“Unwelcome sexual advances, requests for sexual favors, or other verbal or physical
conduct of a sexual nature, submission to which is made a term or condition of a person’s
exercise or enjoyment of any right, privilege, power, or immunity; either explicitly or
implicitly.”
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4

REPORTING PROCEDURES

Ideally, any employee who believes that he or she has been the object of sexual or some other
type of harassment should ask the offender to stop using the offensive behavior. If such action
does not cause the behavior to stop, then the employee should report the alleged act immediately,
either in writing or verbally, to his/her immediate supervisor. If the immediate supervisor is the one
alleged to be committing the harassing behavior, the aggrieved employee should report it to the
first level of supervision not involved in the harassment. An employee may initiate a complaint with
a supervisor of their own gender if so desired.

The employee should document the presence of witnesses, and the time, place, and date each
incident is alleged to have occurred.

Each employee of the Department has an affirmative duty to report any type of harassment by
another employee witnessed by them, irrespective of the desires of the aggrieved employee.

Employees reporting sexual or other type harassment will be free from any type of retaliatory
actions or other reprisal by any employee of the Department. Intimidating or vengeful actions by
another employee or supervisor are forbidden and will not be tolerated. However, any employee
found to have been intentionally dishonest in the reporting of harassment against another
employee or supervisor will be subject to disciplinary action under policies governing truthfulness
and making false reports.

RESPONSIBILITIES

A. Employees shall take the initiative in preventing sexual harassment in the workplace by:

1. Conducting themselves in a professional manner, maintaining a professional attitude, and
dressing appropriately for the workplace,

2. Avoiding any type of act or discussion that the employee knows, or should know, that
others may regard as offensive,

3. Ceasing immediately any behavior or discussion when told the conduct is offensive,

4. Responding immediately, verbally or in writing, to sexual or other harassment by
communicating to the harasser that such conduct is unwelcomed,

5. Advising the harasser(s) that further incidents will be reported to a supervisor.

B. Every supervisor has the responsibility of maintaining a harassment-free workplace for their
employees. Supervisors shall take the initiative in preventing sexual or other harassment by:

1. Demonstrating courteous, professional behavior and setting a good example at all times,
2. Actively monitoring the work environment,

3. Ensuring that each employee is aware of the Department’s policy regarding harassment or
misconduct in the workplace,

4. Advising employees of the range of penalties for harassing behavior, which may include
termination dependent upon the severity of the offense,
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5. Informing employees of avenues for reporting incidents of sexual or other type harassment,

6. Ensuring that employees are free from retaliation or reprisal for reporting acts of sexual or
other harassment,

7. Taking immediate, appropriate, positive action to eliminate any form of sexual or other
harassment when it comes to their attention,

8. Attending sexual harassment courses, workshops, or seminars and discussing with
employees the nature of sexual harassment.

6 INVESTIGATION OF COMPLAINT

A. All written or verbal allegations of sexual or other type harassment shall be treated seriously
and shall be dealt with promptly and effectively.

B. Supervisors shall take immediate and positive action to eliminate any form of harassment when
it comes to their attention. A supervisor who observes or is made aware of a possible incident
of sexual or other type harassment will immediately interview the aggrieved employee to
determine the appropriate level and nature of action to be taken.

1.

If the supervisor can resolve the incident to the mutual agreement of all parties involved,
the supervisor will document the action taken in an interoffice correspondence and forward
it, with any accompanying paperwork, through the chain of command to the Deputy Chief of
Police.

If the supervisor is unable to resolve the incident, or if the incident is of serious enough
nature as to require a stronger response which exceeds the authority of the supervisor, the
supervisor shall immediately complete a Personnel Complaint Form and follow the
procedures outlined in General Order 3-05 PERSONNEL COMPLAINTS.

All complaints resulting in the completion of a Personnel Complaint Form will be forwarded
to the office of the Chief of Police pursuant to G.O. 3-05. Any administrative or criminal
investigation will be conducted under the guidelines of that General Order.

The failure of a supervisor to take proper corrective action on a sexual or other type
harassment complaint shall be documented and forwarded to the Deputy Chief of Police.

The Chief of Police will be notified as soon as possible if the employee being complained of
is a staff officer.

If the employee is not satisfied with the action taken by the supervisor, or feels that that supervisor
would not receive the complaint objectively, the employee may bring the complaint directly to the
attention of the Chief of Police or the City of Conroe’s Human Resource Director. The complaint
will be investigated and the employee will be advised of the findings and conclusion. All actions
taken to resolve complaints of sexual harassment through internal investigation shall be
confidentially conducted.

Any employee who is found, after appropriate investigation, to have engaged in sexual or other
type of harassment of another employee shall be subject to disciplinary action, up to and including
discharge.
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TITLE: PERSONNEL COMPLAINTS

1 PURPOSE

The purpose of this order is to establish within the Conroe Police Department procedures for
handling complaints and disciplinary actions against members of this agency, thereby preserving
the integrity of this Department. These procedures will assure the prompt and thorough
investigations of incidents to clear the innocent, establish guilt, and facilitate suitable disciplinary
action. This order is based on the premise that discipline is a function of command and a well-
disciplined force is a force which voluntarily and ungrudgingly conforms to all Departmental Rules
and Regulations.

2 SCOPE

A.

The incidents which are to be handled in accordance with the provisions of this order are;
alleged or suspected violations of statutes, ordinances, or Departmental rules or
regulations, by members (sworn and civilian, including temporary employees), of the
Conroe Police Department.

The incidents include, but are not limited to:
1. Those reported to supervising or commanding officers by members of the

Department, either orally or in writing, by telephone or by correspondence, either
signed or anonymous.

2. Those reported by citizens.
3. Those referred by the City Administrator.
4, Those observed by supervisory or commanding officers.

3 STATE LAW PERTAINING TO COMPLAINTS

A.

The Texas Government Code, Chapter 614, Subchapter B. [Complaint Against Law
Enforcement Officer or Fire Fighter], Sections 614.021 — 614.023, require that, to be
considered by the head of a police department, a complaint must be placed in writing and
signed by the person making the complaint. A copy of the signed complaint must be
presented to the affected officer or employee within a reasonable time after the complaint
is filed and before any disciplinary action may be taken against the affected employee.

The handling of complaints against all personnel of this Department will be conducted in
compliance with the above cited sections of Chapter 614 of the Texas Government Code.

1. Complaints must be reduced to writing in the form of a statement (affidavit), and
must contain a sworn oath in which the signer attests to the verity of the statement.
The complaint must be signed by the person making the complaint and notarized.

2. A signed letter complaint will be sufficient only after it has been verified that it is not
a fictitious letter signed with a fictitious name.
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Anonymous complaints will be investigated only on the specific direction of the
Chief of Police. Once the determination to investigate has been made, the
complaint will be prepared and signed by the investigator who is assigned the
investigation and who is aware of the facts. The employee may not be questioned
regarding the complaint until it is signed and becomes official.

A complaint memorandum informing the employee that a complaint has been lodged
against him/her, the nature of the complaint, that an administrative investigation has been
initiated and outlining the employee’s rights and responsibilities in regard to the
administrative investigation will be issued to the employee at the time he/she is requested
to make a written response to the allegation contained in the complaint.

Also, a copy of the signed complaint will be given to the accused employee at the time the
accused employee is requested to make a written reply to the allegation contained in the
complaint. Copies of other statements or affidavits will not be provided to the employee.

4 AUTHORITY AND RESPONSIBILITY

A.

B.

Individual Responsibility

1.

Each member of the Department will perform the duties and assume the
obligations of their rank in the investigation of complaints or allegations of
misconduct against members of the Department, and will cooperate fully with
personnel of the Department conducting such investigations. Supervisory and
Command personnel will, themselves, initiate investigations when the subject
complained of or observed in an infraction is within the scope of their authority for
the initiation of this action.

All alleged or suspected violations will be reported to the Deputy Chief of Palice by
the Supervisor or Commanding Officer who first received information of the alleged
violation, even when it is believed to be unfounded. Complaints may be classified
as confidential if criminal acts are alleged, or open if a complaint alleges
misconduct or policy violations.

Exception:

a. Complaints relative to a difference of opinion between a police officer and a
citizen over the issuance of a traffic citation or arrest, unless there is an
allegation of a violation of law or of Departmental rules and regulations on
the part of the Officer. In such instances, the investigation will be restricted
to the specific allegation of misconduct.

On-Duty Supervisors

1.

The Supervisor on-duty will be responsible for the preliminary acceptance and
screening of the following types of complaints:

a. All charges by citizens against Departmental personnel.

b. All referrals from the City Administrator.
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C. Allegations against Departmental personnel involving the commission of a
criminal offense, gross misconduct or negligence of duty.
d. All offenses observed by members of this Department.
2. The On-Duty Supervisor will:
a. Upon receipt of an alleged violation:
(1) Interview the complainant, complete the Personnel Complaint Form,
and obtain a written, notarized statement from the complainant.
(2) Forward the Personnel Complaint Form and completed statement(s) to
the Chief of Police
b. Conduct a preliminary investigation at the request of any member of the
Department who justifiably feels threatened by a false accusation or a
contrived situation involving false evidence. Such persons are authorized
to report their situations directly to their Division Commander.
3. The Chief of Police will cause a Complaint Register Log to be maintained on

written complaints only. Spaces will be provided in the log for the complainants’
names, employees’ names, Personnel Complaint humber, date of complaint,
investigating officer, date of assignment, final classification, and the date of final
classification. This log will be securely kept in the Office of Professional Conduct
office, or other approved storage location consistent with current Public
Information Act requirements. The log will be open to inspection by any
supervisory officer of this Department.

5 COMPLAINT ORIGINATION

A.

Sometimes mistaken or even false reports and accusations are made against members of
the Department. In some instances, the most conscientious and hard working member
will be the subject of such allegations. In order to insure the integrity of the Police
Department and its members, it is necessary to record all reports and accusations from all
sources. At the same time, in the interest of fairness and effectiveness of police
operations, the reputations and good names of innocent members must be protected.
Therefore, the following procedures will be applied in reporting all complaints.

1.

The Supervisor interviewing the complainant will obtain all of the information
pertinent to the complaint in order that the Personnel Complaint Investigation
Request form may be completely filled out. Supervisors shall only accept
complaints involving non-criminal conduct alleged to have occurred within the
preceding 180 days. All complaints alleging criminal conduct by the employee shall
be accepted.

The supervisor will then advise the complainant that, in order to proceed any
further with the complaint or to take action against police personnel, the complaint
must be made in writing and signed by the complainant (see section 3-B. above).
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3. When the complainant has appeared in person and has shown a desire to reduce
his/her complaint to writing, a statement form (affidavit) will be completed, sworn
to, and signed by the complainant and notarized.

4. When the complainant cannot appear in person, he/she will be advised that no
further action will be taken by the Department until a signed, sworn, and
notarized statement (affidavit) is received. The complainant should be directed to
mail the completed statement to the Office of Professional Conduct.

5. If the complainant will not sign a statement and the complaint alleges that the
employee committed a crime, and other evidence exists tending to show the
incident did occur, the supervisor will submit an interoffice correspondence to the
office of the Chief of Police detailing all information obtained.

6. Once the Personnel Complaint Investigation Request form and statement
(affidavit) have been completed, they will be forwarded to the office of the Chief of
Police, who will determine the appropriate investigation level (OPC, Division
Commander, Line Supervisor, etc.) and assign the investigation as appropriate. A
copy will be provided to the employee in question at the appropriate time
depending upon the classification assigned and investigative processes initiated.

6 CONDUCT OF THE INVESTIGATION

A.

The assigned investigator will be responsible for insuring a complete and expeditious
investigation. Administrative investigations shall be completed (up to and including
administrative notification of discipline) within sixty (60) days of being assigned unless
specifically extended by authorization of the Chief of Police. If such extension is needed,
the assigned investigator will submit an interoffice correspondence to the Chief of Police
requesting the extension and explaining the reason(s) for it.

Each member participating in any way in the investigation or having knowledge of the
reported incident will submit an individual written statement to the investigator. The
statement will be accurate and complete, and will include all facts relating to the incident
known or reported to him/her. An employee can be required to answer questions relating
to their duties and can be disciplined with measures up to and including dismissal for
refusal to answer such questions. Any such required statements may be used against the
employee in a disciplinary action or other civil proceeding.

Compulsory Polygraph Examinations.

1. The Chief of Police may order any member of the Department to submit to a
polygraph examination regarding matters of alleged misconduct which are directly
related to the performance of the employee's duties.

2. Before ordering a polygraph examination, the Chief of Police must determine that
extraordinary circumstances exist which call into question the integrity of the
employee or the Department.

3. A polygraph examination may be required both in the connection with alleged
criminal misconduct or noncriminal misconduct.
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4, Refusal to submit to a polygraph examination as ordered by the Chief of Police
shall constitute insubordination and shall be independent grounds for disciplinary
action.
5. Whenever possible, the complainant will be required to take and pass a polygraph

examination prior to the employee being ordered to take a polygraph examination.

Non-Compulsory Polygraph Examinations.

1. The Chief of Police may offer to any member of the Department a polygraph
examination regarding matters of alleged misconduct that are not directly related to
the performance of the employee's duties. This offer will be made only if the
complainant has taken and passed a polygraph examination. Refusal of the
polygraph examination by the accused employee may not be considered a factor
in weighing evidence to determine guilt.

2. A member of this Department who is the subject of an administrative investigation
may request, in writing to the Chief of Police, the opportunity to voluntarily take a
polygraph examination. The discretion to approve or deny such a request shall
rest solely with the Chief of Police.

Protection of Employee's Constitutional Rights.

Submission to a polygraph examination, compulsory or non-compulsory, shall not
constitute a waiver of the employee's privilege against self-incrimination or of any other
right guaranteed by the federal or state constitutions. Neither the results of the polygraph
examination nor any statements made by the employee during the examination shall be
used by the Department for any purpose other than reaching an administrative
determination regarding the alleged misconduct and any appropriate disciplinary action.

Polygraph Examiner.

Polygraph examiners utilized to examine members of this Department shall be currently
licensed through, and in good standing with, the Texas Department of Licensing and
Regulation, and shall comply with all rules, standards, and laws governing the conduct of
polygraph examinations.

The employee may be interrogated only during their normal duty-hours, unless the Chief of
Police or his designee determines that the seriousness of the investigation requires
interrogation at another time. The employee will be paid overtime for that period. The
Chief may not hold the employee responsible for normal duty-time missed because of their
participation in an investigation. The employee may not be interrogated at their home
without the employee’s consent. The interrogation may not be unreasonably long, and
provision must be made for physical necessities.
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When there are indications that the employee complained against has been drinking,
he/she may be required to submit to a blood test and/or a Breathalyzer test. The elapsed
time, expressed in minutes, between the initial report or observations of the person’s
condition and the intoxication test will be accurately recorded. Where driving a vehicle is
also involved, the accused will be required to comply with State Law regarding alcohol
tests.

The Chief of Police or a Deputy Chief may designate a complaint as confidential and may
restrict access to the file of the investigation to only those persons they deem necessary.
The investigator assigned the responsibility of investigating a confidential investigation
may, if necessary, report any matter directly to the Chief of Police. He must however,
inform the appropriate Deputy Chief as soon thereafter as possible.

If an officer or employee is the subject of a complaint, the supervisor to which the officer is
assigned will notify the officer or employee that a complaint has been received. If the
complaint is designated confidential, the officer or employee will not be notified.

Upon conclusion of the investigation, each allegation of the complaint will be classified,
upon evidence determined through investigation, as one of the following:

1. Unfounded - Allegation is false or not factual.

2. Exonerated - Incident complained of occurred but was lawful and proper.

3. Not Sustained - Insufficient evidence to either prove or disprove the allegation.

4, Sustained - The allegation is supported by sufficient evidence.

5. Misconduct Not Alleged in Complaint — Act(s) of misconduct not alleged in

complaint but discovered during the investigation.

a. Any sustained allegation regardless of its classification may form the basis
for disciplinary action.

Special Procedures:

1. Where the investigation of an incident reveals other misconduct or violations of
rules and regulations, or orders, these other acts will be investigated in accordance
with this order.

2. Investigation of incidents involving the discharge of firearms will be investigated to
determine if a violation occurred and to make a written record of the incident for the
employee's protection if no violation did occur.

3. All allegations of violations of criminal statutes by officers or employees will be
investigated by the Criminal Investigations Division.
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7 REPORTING

A.

All pages of report of investigations and other documents relating to complaint cases will
be identified by the control number secured from the complaint register log.

The Commander of the Office of Professional Conduct will be responsible for notifying the
complainant of the final disposition of the investigated complaint, except in those cases
where a pending criminal case might be compromised by the disclosure of this
information.

All pages/parts of completed complaint investigations shall be securely kept in the office of
the Office of Professional Conduct or other designated controlled-access storage area,
and will be maintained pursuant to appropriate records retention requirements.

8 EMERGENCY RELIEF FROM DUTY

A.

Any Supervisory Officer has the authority to impose emergency relief from duty until the
next business day on a member or employee when it appears that such action is in the
best interest of the Department.

A member or employee receiving an emergency relief from duty will report with his/her
Division Commander to the Chief of Police on the next business day at 9:00 A.M. unless
otherwise directed by competent authority.

The Supervisory Officer imposing the emergency relief from duty will also report to the
Chief of Police at that time, unless otherwise directed by competent authority.

9 RESULTING ACTION

When the investigation results in a finding of unfounded, exonerated, or not sustained, the
Deputy Chief of Police will so notify the accused, and the accused will be continued of
duty. Should he/she have been placed on leave without pay status, he/she will be paid for
that period of time.

When the investigation is classified as sustained:

1. The reports will be forwarded to the Chief of Police who will review the investigation
and take such action, as he deems appropriate.
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10 FORMS OF POSSIBLE ACTION AVAILABLE

A Oral Reprimand

B. Written Reprimand

C. Suspension.
D. Reduction in Rank
E. Dismissal from Employment

F. Filing of Criminal Charges.

The administration of discipline to sworn officers as a result of a complaint investigation shall be within the
guidelines of the Texas Local Government Code, Chapter 143 [Municipal Civil Service for Firefighters
and Police Officers]. Any such discipline shall be administered within 180 days of the receipt of the initial
complaint, exclusive of any subsequent appeal by the officer.
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TITLE: TRAVEL AND TRAINING

1

PURPOSE

The purpose of this General Order is to provide a coherent guide to the development of
Departmental personnel through in-service training in a manner that provides uniform
opportunity for all personnel and is of optimum benefit to the Department.

POLICY

It shall be the policy of the Department to regulate in-service training in a positive manner to the
benefit of all employees and the Department.

A.

Each officer, Regular, Reserve or Communication shall accrue at least the minimum
amount of in-service training hours per training cycle as set forth by T.C.O.L.E. Rules
and Regulations.

No officer or civilian member of the Department shall accrue more than 80 hours of in-
service training per fiscal year without the authorization of the Chief of Police, exclusive
of the mandatory training provided by the Department.

All in-service training requests shall demonstrate an immediate benefit to the employee,
their current assignment or professional goals and the mission of the Department.

SPECIFIC RESPONSIBILITIES

A.

It shall be the responsibility of Division Commanders and supervisors to ensure that in-
service training requested is pertinent to the employee's assignment or professional
goals and will provide an immediate benefit to the employee and the Department.

It shall be the responsibility of Division Commanders to ensure that all assigned
personnel receive the minimum number of training hours set forth herein and do not
exceed the maximum number of hours without proper authorization.

It shall be the responsibility of the designated Training Coordinator to maintain training
records and to inform Division Commanders when an employee is deficient, or has
reached the maximum, in the number of training hours he/she has accrued for the
training cycle.

It shall be the responsibility of the individual employee to be familiar with the type and
amount of training mandated by law, policy, or procedure and to submit School Request
forms in a timely manner to ensure that they receive the necessary training.

REQUIRED TRAINING

A.

It shall be the responsibility of the designated Training Coordinator to ensure that all
training, required either by statute, T.C.O.L.E. rule, Department policy, or other mandate
be conducted in a manner consistent with such statute, rule, policy, or mandate in both
content and timeliness.
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B.

Such required training may be performed, as allowed by appropriate regulations, in
regular classroom sessions, Roll Call training, internet or other computer sessions, or in
conjunction with quarterly firearms training. Some examples of training required, in
addition to the T.C.O.L.E. mandated training cycles include, but are not limited to:

1. Annual Hostage Negotiations training (all SWAT hostage negotiators)
(a) Must include electronic intercept training consistent with CCP art. 18.20 (23)

2. New Supervisor training (Full-time sworn positions, civilian supervisory positions)
(a) Must be completed within 12 months of any new promotion
(b) Training must be appropriate for duties of each new rank

3. Administering Performance Evaluations (all supervisors, full-time sworn and civilian)
(a) All supervisor level employees shall receive initial training
(b) Afterwards, newly promoted supervisors shall receive training within one year

4. Annual Use of Deadly Force training (all full-time sworn and Reserves)
(a) Review of applicable Departmental policies
(b) Review of reporting procedures

5. Biennial Use of Force training (all full-time sworn and Reserves)
(a) Review reporting procedures
(b) Review of Departmental policy
(c) Recertification training and proof of proficiency with intermediate weapons

6. Basic SWAT class
(a) New SWAT officers within one year of acceptance to team
(b) All SWAT members shall recertify proficiency per that Unit’s policies

7. Arrests (biennially for all officers, full-time sworn and Reserve)
(a) With warrant (including obtaining and serving warrants)
(b) Warrantless arrests
(c) Use of Miranda warning
(d) Restraint techniques, handcuffing techniques, and self defense tactics

8. Vehicle Pursuits (biennially for all officers, full-time sworn and Reserve)
(a) Statutes and Policy
(b) Review reporting procedures
(c) Use of Tire Deflation Systems

9. Investigations
(a) Preliminary investigations (all newly appointed officers in Field Training
Program and/or BPOC training in Academy)
(b) Interview and Interrogation (all newly appointed investigators within one year
of appointment)
(c) Basic Criminal Investigations or equivalent course (all newly appointed
investigators within one year of appointment)

10. Background Investigations
(&) Any employee assigned duties of background investigation must receive
background investigator training course within one year of assignment.
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11. Emergency Telecommunicator
(a) Any person appointed as an Emergency Telecommunicator at this agency is
required to successfully complete the Communications Officer Field Training
program as established by the policies of that section.

(b) Any person appointed as an Emergency Telecommunicator at this agency
shall, within one year of their employment date, complete the Basic
Telecommunicator course and the TCIC/NCIC Full Access Operator training.

12. National Incident Management System (NIMS)
(a) It is the intent of the Conroe Police Department to comply with the Federal
Emergency Management Agency (FEMA’s) NIMS Training Plan.

(b) To that end the Departmental Training Coordinator will ensure the
appropriate Department personnel complete the corresponding courses
required for their position.

(c) Afterwards, the Departmental Training Coordinator will ensure that new
personnel have completed the appropriate training before their second
employment anniversary date.

5 REQUESTING TRAINING

A.

Employees shall submit requests for training, utilizing the Department’s School Request
form, to their immediate supervisor. School requests shall be submitted 15 days prior to
the first day of instruction if the school does not require any hotel or per diem. School
requests that require hotel or per diem shall be submitted 30 days prior to the day of
departure.

If approved at each step, the form shall be forwarded up the chain of command to the
training coordinator in a timely manner. If disapproved at any step in the routing
process, the employee shall be notified and the denied request will be forwarded to the
training coordinator.

If an employee has been approved and scheduled for training and becomes aware of a
situation which will prohibit the employee attending the training, the employee shall notify
their immediate supervisor and the training supervisor as soon as possible.

If an employee has requested training, been approved, and the training scheduled or
registered for, but fails to attend the training due to their own negligence, the employee
may be subject to punitive and/or disciplinary action as determined by the Chief of
Police.

Any training that an employee receives due to the status of their employment with this
agency shall be approved in the manner detailed above. No employee shall attend job
related training, whether on or off-duty, without a School Request form having
been submitted and approved. This does not preclude employees, while off-duty,
from attending colleges, universities, etc., or participating in on-line educational
programs or completing on-line law enforcement courses at their own expense.
However, the Department will only pay for and employees will only be compensated (on-
duty, overtime or comp time as appropriate) for mandated training or requested training
that was approved in the prescribed manner.
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F. Employees that are approved to take voluntary on-line courses or webinars may take the
course on-duty if approved by their supervisor. Department mandated or approved
voluntary on-line courses taken while off-duty will not be compensated with overtime or
comp time.

6 SPEAKING ENGAGEMENT REQUESTS

All employees shall submit a Speaking Engagement Request on the form designated for that
purpose and receive approval prior to representing the Department, or themselves as a member
of the Department, at any group function. This includes any presentation, instruction, tour or
participation in any fundraising or promotional event the employee is attending due to their
employment status with the Department. This does not include Department or City sponsored
events such as KidzFest or National Night Out.

7 MODE OF TRANSPORTATION

A. City Vehicle — Whenever a city vehicle is available for use, one shall be utilized for any
business related travel unless exigent circumstances exist that would warrant the use of
a privately owned vehicle. When a city vehicle is used, the Department will make
available a gasoline credit card to be used while traveling. The employee will ensure the
vehicle is fully fueled using City fuel before leaving the city limits. The gasoline receipts
will be returned along with all other appropriate receipts. If, while traveling by city
vehicle, that vehicle becomes disabled, the employee will notify a supervisor who will
then gain proper authorization and procedure to be used in the repairs of the vehicle.

B. Privately Owned Vehicle — In the event a city vehicle is unavailable for business related
travel the employee may be authorized to use a privately owned vehicle with approval
from the Chief of Police in accordance with the City Travel and Training Policy. If for
personal preference an employee elects to use a privately owned vehicle for business
related travel there will be no mileage, fuel or towing reimbursement to the employee.

C. Public Transportation/Parking — Will be governed by current city policy. Public carriers
will be notified in advance of any special conditions that need to be addressed, such as
the need to be armed, transportation of suspect, etc. The carrier will then advise their
requirements. These requirements shall be followed. If for some reason the specified
requirements would hinder the completion of the assignment or cause unreasonable
problems, another carrier or mode of transportation shall be used.

D. Any motor vehicle related accident that occurs while traveling must be investigated by
the law enforcement agency under whose jurisdiction the accident occurred. A copy of
the accident report or information regarding the acquisition of said report will be
forwarded to the Chief of Police via the appropriate chain of command.

8 PER DIEM EXPENSES

Per Diem expenses shall be restricted to meals and toll road passage. Per Diem for meals will
be calculated at the approved GSA rate in accordance with City of Conroe Travel and Training
Policy and a check will be provided to the traveling employee prior to departure. Toll road
expenses will be separate from the per diem for meals. Employees will submit toll road receipts
upon return for reimbursement.



| EFFECTIVE: March 06, 2019 | PAGE: 50f 6 | G.O.#: 3-07

10

11

REQUIRED ATTENDANCE

Employees granted leave to attend professional seminars or conferences are required to attend
a significant portion of these functions, specifically any portion that directly relates to the original
reason for the travel request. Employees granted leave for attending TCOLE approved in-
service training are required to attend ALL of the scheduled training for which credit hours will
be submitted to TCOLE. If the course provider issues a certificate of attendance/completion, a
copy will be submitted upon return with any related receipts.

MULTIPLE TRAVELERS

Whenever more than one employee is attending an event that requires travel, the employees
will travel together in the same vehicle unless approved by the Chief of Police.

APPROPRIATE ATTIRE

A. Employees of this Department are expected to present a professional image when
representing the Department at all times, including time devoted to training. Employees
are expected to ensure that their dress is as appropriate as possible for their position in
the agency and the status of the event being attended. Employees attending training
courses, conferences, or seminars, whether locally or out-of-town, shall abide by the
dress standards established under this policy.

B. Dress standards for employees attending training courses, conferences or seminars
shall be:
1. Male employees shall wear their issue uniform, dress shirts or polo-type shirts

with dress or casual slacks, BDU/fatigue trousers, or well kept jeans, providing
the attire is appropriate to a business environment.

2. Female employees shall wear their issue uniform, dresses or slacks/skirts/ jeans
with shirt/blouse, which are appropriate to a business environment.

3. Footwear will be appropriate for the class assignment and by its construction or
condition not present a safety hazard.

4, Unacceptable attire includes, but is not limited to:

Form fitting stretch pants or stirrup-type pants

Capri or % length pants

Shorts or skorts (see exception in 5. below)

T-shirts (see exception in 5. below), tank tops, muscle shirts

Denim jeans that are torn or unkempt

Excessively worn or torn apparel

Shoes without an enclosed heel or a heel strap, such as slippers, clogs or

mules, sandals, flip-flops, etc.

e Clothing that shows bare shoulders (strapless or spaghetti straps) will not
be worn unless a coordinating jacket or blouse is worn as a top garment
at all times

e Attire which reveals midriffs or excessive cleavage

e See-through clothing, unless proper undergarments are also worn

¢ No hats or caps of any type shall be worn in the classroom
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5.

At the discretion of the training provider, employees may be directed to wear
other attire that is more appropriate to unusual training activities or conditions.
This may include firearms courses involving actual firing on the range, tactical or
other physically demanding courses, courses requiring extended outdoor
activities, or courses that by their nature may cause damage to the student’s
clothing.

a. Any optional clothing approved by the training provider may not display
any vulgar, profane, or offensive writings, logos, symbols, pictures, or
depictions.

b. T-shirts approved as optional clothing by the training provider shall have

sleeves and either standard crew or v-neck banded collar.

C. When on a firing range during firearms training, STUDENTS WILL NOT

WEAR ANY FORM OF RED CLOTHING OR RED BASEBALL CAPS.

d. No open-toed shoes will be worn on any firing or tactical range.
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CONROE POLICE DEPARTMENT | REPLACES: G.O.# 3-09 ISSUED 07/27/2010

TITLE: OVERTIME

1 POLICY
It shall be the policy of the Department to provide overtime pay, at a rate of time and a half, for all
required work or work-related activity conducted outside normal duty hours that causes the
employee's workweek to exceed 40 hours.

2 SPECIFIC GUIDELINES

A. Overtime pay and compensatory time for non-exempt employees:

1. An employee's right to overtime compensation is governed by the provisions of the
FLSA and the City of Conroe Personnel Manual. Employees who are exempt from
the overtime compensation requirements of the FLSA are ineligible for overtime
compensation.

2. Overtime pay will be authorized for all service-time, other than assigned duty-hours,
rendered for situations that are emergency in nature requiring extended police
services, or are the result of a call-out response or other Departmental mandated
functions. These situations would include, but not be limited to, major crime scenes,
major investigations, emergency or life threatening situations, court related duties, and
Departmental mandated in-service training, counselings, meetings or hearings.

3. “Hours Worked” defined:

(a) “Hours worked” specifically excludes time spent on sick leave, military leave,
personal leave, jury duty, or compensatory leave.

(b) “Hours worked” specifically includes time spent on vacation leave, holiday leave,
or funeral leave.

4. Time worked on holidays may consist of (a) previously scheduled work time, or (b)
holiday call out time.

(a) Scheduled work occurring on a holiday does not result in any premium pay.
Scheduled work is considered to have occurred on a holiday only where a
majority of the time worked falls within the calendar day on which the holiday
occurs. An employee who is scheduled to work on a holiday is awarded
compensating holiday leave. Eight (8) hours of holiday leave are awarded for
each holiday worked.

(b) Where hours worked result from call out on a holiday which the employee was
not previously scheduled to work, all hours actually worked during such work day
will be compensated at a holiday premium rate equal to one and one-half (1-1/2)
times the employee's regular hourly rate, regardless of whether or not hours
worked within the work period exceeds the maximum hours standard. Additional
compensatory holiday leave shall not be granted for holiday time lost as a result
of a call out.
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D.

Compensatory time accrued by exempt employees under this section is not
compensable at any time for any reason, including upon termination.

When on-duty it is the responsibility of the employee to contact his/her immediate
supervisor for approval prior to remaining on-duty past the normal tour of duty.

Unit supervisors are responsible for regulating overtime within these guidelines.

3 VOLUNTEER SERVICE

A.

Overtime pay shall not be authorized for voluntary or individually requested in-service
training conducted outside the officer's assigned tour of duty and that is not mandated by
the Department.

The above and all other work or work-related activities construed to be voluntary shall be
compensated by compensatory time at a rate of time and a half. Specialized units such as
S.W.A.T. or Honor Guard will be governed by their respective policies.
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TITLE: RELEASE OF INFORMATION TO THE NEWS MEDIA

1 PURPOSE

The purpose of this order is to establish a fair and reasonable policy and procedures for
cooperation with and release of information to the news media.

2 GENERAL POLICY

A.

The policy of this Department is to engage in a positive program to make available to the
news media timely information pertaining to matters within the purview of this Department,
except in those instances where the law enforcement process or fair administration of
justice might be hampered by premature disclosure of information to the public. Members
of the Department shall make every effort to be courteous and diplomatic in dealing with the
news media.

Included in this order are guidelines for members of this Department which, when adhered
to, will discharge the responsibilities of this Department with regard to fair administration of
justice and privacy of individuals. Beyond adherence of Department personnel to these
guidelines, it is neither the responsibility nor policy of this Department to restrict activities of
the press, either to ensure fair trial or to protect privacy of individuals not employed by the
Department.

This Department will comply with the provisions of the Texas Open Records Act, Article
6252-17a, V.T.C.S.

Beyond the explicit constraints set forth in the policy, members of this Department are
encouraged to be cooperative with the news media. When at all possible, the members of
this Department will refer the news media to the Department’s spokesperson (Public
Information Officer) as designated by the Chief of Police.

3 CRIMINAL INVESTIGATIONS AND MAJOR INCIDENTS

A.

Members of the news media shall not be denied access to the perimeter (as established by
crime scene barrier tape, police personnel, or other appropriate markers or barricades) of
crime scenes, incidents, natural disasters, etc., except:

1. When the crime scene is on private property, unless the owner requests that the
media be allowed to remain.

2. When the presence of the media members might adversely affect the preservation
of the crime scene or interfere with an investigation.

3. When the presence of the media members would interfere with a police operation
(hostage situation, aftermath of disaster, etc.).

4. When media members, in the judgement of officers at the scene, are exposed to
danger, whether present or potential.
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B. Photographs, pictures or video may be taken in or from any area to which media members
have been given access, except:

1. Members of the Department shall take no action to assist media members.

2. Photographs of officers working in an undercover type situation shall not be
allowed.

3. The media shall be restricted to the extent possible from photographing or taking
video of evidentiary items, personal property of a victim, or of a victim at a death
scene.

C. Interviews by the news media of persons in custody of the Department shall not be
authorized without written consent of the person in custody, after such person has been
informed of right to counsel and right to refuse to give the interview.

4 POLICE REPORTS AND FACTUAL INFORMATION

A. Supervisors and the Department’'s spokesperson (PIO) are authorized to release to the
news media the following information related to a current active scene, subject to the
restrictions of Paragraph B. Any information that is not related to a current or active scene
shall be referred to the Department’s spokesperson (P1O).

1. Original offense report information, to include the offense committed, location of the
offense, identification and description of complainant, premises involved,
description of weather, description of offense, and the names of the investigating
officers.

2. Arrest Report information of accused adults, after they have been jailed, including
the accused's name, age, occupation, the time and place of the arrest, the name of
the arresting officer (if it does not compromise an undercover operation), the facts
and circumstances of the arrest (including resistance, pursuit, and the use of
weapons); and the general description of evidence seized (avoiding that which
might hinder an investigation or prejudice the case).

3. Accident Report information.

4. Any additional information that may assist in an investigation.

B. No member of the Department shall release for publication, or in a manner likely to result in

publication, information falling into the following categories, except when released as part of
a record open to public inspection:

1. Information that may jeopardize the successful conclusion of an investigation
(access to crime scenes also may be restricted for this reason). This includes all
supplementary investigative reports, and all reports from the Crime Scene Unit of
this Department.

2. The identity of any suspect prior to arrest or the results of any investigative
procedures except to the extent necessary to aid in the investigation, to assist in the
apprehension of the suspect, or to warn the public of dangers.
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3. Any opinions as to the guilt or innocence of the accused or as to the merits of the
case or the evidence in the case.

4. The prior arrest records of a suspect or arrestee, or statements or information
regarding the character or reputation of a suspect or arrestee.

5. The existence or contents of admissions or confessions.

6. The performance of any examinations or tests or the refusal or failure of any
examination or requests.

7. The identity, testimony, or credibility of any prospective witness.

8. The possibility of a plea of guilty to the offense charges or to a lesser offense.

9. Information relating to, or statements by, informants.

10. The construction, content, and mechanism of any explosive or incendiary device.

11. Photographs of crime scenes, suspects prior to arrest (except to obtain public
assistance in effecting an arrest), victims of crimes, juveniles, or police officers
holding sensitive positions.

12. Information furnished by members of the Department to promote publicity for
themselves.

13. The names of victims killed or injured (police or civilian), until next of kin have been
notified.

14, Any information concerning the identification of juveniles in police custody or
juvenile victims or witnesses.

Media representatives should be reminded that it is normal practice, even though they may
see the information in a report to which they have been given access, not to publish the
names and addresses of:

1. Victims of sex offenses.

2. Juvenile defendants and victims.

3. Witnesses or Informants.

4. Deceased persons before the next of kin is notified.

The personnel records of members of the Department are not open to routine public
inspection. The residence address or telephone number of a member of this Department
shall not be released to anyone without the expressed consent of the member. A violation
of this policy will be considered a most serious offense and shall require disciplinary action.
The purpose of this provision is to strengthen the off-duty privacy and safety of the officer
and family, but not to make the officer inaccessible to legitimate contact by the public.
Therefore, every reasonable effort shall be made to ensure the members of the Department
receive business-related messages through the units to which assigned and, when
appropriate, are made available for interview or telephone contact.
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E.

Members of this Department will not discuss personnel investigations with non-police
personnel. Inquiries of this nature will be referred to the Chief of Police. No other member
of the Department may be authorized to make a statement to the media regarding an
investigation of this type.

5 ADMINISTRATIVE RESPONSIBILITY

A.

Staff supervision over all matters pertaining to the release of information to the news media
shall be exercised by the Chief of Police or his designee.

1. Policy statements shall be revised as necessary to ensure prompt and responsible
release of information to the public.

2. All formal press releases emanating from the Police Department shall be issued
under the authority of the Chief of Police.

3. It will be the duty of the Department’s spokesperson (PIO) to make the authorized
information available to the press. The designated spokesperson (PIO) will cause a
file to be created to ensure that all press releases will be maintained for future
referral. In the event the Department’s spokesperson (PIO) cannot be available for
the media, during normal business hours or a predetermined time, an on-duty
supervisor may make the information available to the press, in the prescribed
manner.

Information pertaining to administrative matters, such as organizational changes in tour of
duty, shall be released to members of the Department prior to public release whenever
feasible.

Officers or Supervisors in charge of details or units assigned at the scene of a special event
or emergency shall direct all inquiries to the Department’'s spokesperson. An exception to
this would be a situation where the event is of a public relations type. In this type of
situation, the Supervisor in charge may make a reasonable effort to provide appropriate
information to news media representatives on the scene.

The Department’s spokesperson (PIO) designated by the Chief of Police shall, within their
first year of appointment, receive training designed specifically for that position (i.e. media
relations, open records, etc.).
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CONROE POLICE DEPARTMENT | REPLACES: G.O.# 3-13 ISSUED 06/14/2004

TITLE: TRAVEL ORDERS

This General Order is permanently rescinded.
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CONROE POLICE DEPARTMENT | REPLACES: G.O.# 3-15 ISSUED 01/10/2018

TITLE: INSPECTIONS

1 POLICY

Each Division of the Conroe Police Department will conduct regular line inspections (one that is
carried out by personnel in charge of the employees, facilities or procedures being inspected),
using procedures appropriate to the structure and mission of the unit. Commanders and
supervisors at all levels shall participate in the responsibility for such inspections and for the
correction of conditions discovered by the inspections. Copies of ALL personnel and equipment
inspections will be forwarded to the Recognition Program Manager for the Department’s
Program files.

2 INSPECTIONS GENERALLY

Division Commanders are responsible for overseeing and documenting inspections and shall
create form(s) specific for their Division to record any deficiencies discovered. These forms
shall be maintained for evaluation and disciplinary purposes.

3 PERSONNEL INSPECTIONS

First line supervisors will conduct monthly inspections of ALL officers and civilian personnel for
compliance with uniform and equipment regulations. Division Commanders will monitor such
inspections and will be accountable for enforcing regulations within their Division. All personnel
shall be inspected at least once each month, with the results and any corrective actions
forwarded to Division Command. Inspection forms are due by the 15" of every month. Follow-
up for any deficiencies noted will be completed by the end of each month.

4 VEHICLE INSPECTIONS

All vehicles regularly assigned to organizational units for routine use shall be inspected monthly
by the supervisors of those units. Vehicle condition, presence and proper function of prescribed
equipment, and a check for contraband/evidence shall form the basis for such inspections.
Officers assigned to a marked unit will inspect their unit at the beginning and end of their shifts
and report their findings on the forms provided for that purpose. In lieu of completing a form
officers may record the inspections on their BWC’s. Officers will notify the on-duty supervisor of
any deficiencies discovered on the form designated for that purpose and the supervisors will
see that the noted deficiencies is corrected as expeditiously as possible.

5 INSPECTIONS OF STORED PROPERTY

Commanders of specialized units that possess vehicles, equipment and/or property usually
stored for use in emergencies and specialized situations (SWAT, CID, Crime Scene Unit, etc.)
are responsible for keeping the vehicles, equipment and property in a state of operational
readiness. Commanders shall oversee quarterly inspections of such vehicles, equipment and
property and correct any deficiencies identified during such inspections. Checklists should
indicate the unit, date inspected, condition of each item, and the person who inspected the
equipment. Any maintenance needs will be identified. Copies of each unit Checklist shall be
forwarded to the appropriate Bureau Chief for review.
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EVIDENCE/PROPERTY INSPECTIONS

Inspections of the Evidence and Property storage area shall be conducted in accordance with
General Order 9-05 (Evidence and Property Procedures).

CAPITAL ASSETS INSPECTIONS

Inspection and inventory of all capital assets assigned to this agency shall be conducted not
less than annually, and shall be conducted in accordance with the City of Conroe fixed asset
accounting and management procedures manual. Per that manual, the Conroe Police
Department Asset Coordinator shall be the department’s Fixed Asset Coordinator (DFAC), and
shall perform all of the duties proscribed for the DFAC in the manual. The DFAC will ensure that
a report detailing the results of the inspection/inventory is forwarded to the office of the Chief of
Police.

STAFF INSPECTIONS

A. Periodically, the Chief of Police may assign a member of the department to conduct a Staff
Inspection of a department function or operation. They should be conducted by personnel
who have no direct supervisory responsibility for the divisions, personnel, equipment, or
facilities being inspected, and are not subject to the command authority of those who have
such supervisory responsibility.

B. Staff inspections are conducted to make the following types of assessments or evaluations:

1. Effectiveness of the department’s organization, including command and supervisory
structure and functioning.

2. Proper compliance with and enforcement of departmental policies.

3. Effectiveness of departmental operations and compliance with best practice standards
and other contemporary professional practices.

4. Accuracy and timeliness of written reports and other required documentation.

5. Proper preparation and maintenance of written and computer records.

6. Adequacy, security, and safety of departmental equipment, facilities, and furnishings.
7. Effectiveness and productivity of investigative procedures and case handling.

8. Adequacy of recruitment mechanism.

9. Appropriateness and effectiveness of departmental training programs.

C. The results of staff inspections will be formally recorded and submitted to the Chief of Police.
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9 FREQUENCY OF INSPECTIONS

While the inspections described above should be carried out on a regular basis, frequently
enough to be useful and effective, nothing precludes a commander from holding an
unannounced inspection at any time.

10 MAINTAINING COMPLIANCE WITH TEXAS LAW ENFORCEMENT BEST PRACTICES

A. The department’s assigned Program Manager for the TPCA Recognition Program is
responsible for ensuring continued compliance with the Texas Law Enforcement Best
Practices.

B. The Program Manager will design and implement a system to ensure all continuing
compliance requirements are met and provide immediate feedback to the Chief of Police if a
continuing compliance issue is not met.

C. The Program Manager shall provide the Chief of Police with a memorandum at least
guarterly advising the status of Best Practices Compliance.
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EFFECTIVE: February 25, 2020

REPLACES: G.O.# 3-17 ISSUED 11/16/2009

TITLE: PERFORMANCE EVALUATIONS

PURPOSE

The Police Department will assess, appraise and evaluate the performance of Departmental
employees and will use the performance evaluations as one instrument for assessing efficiency
and effectiveness, and for planning departmental training needs. This General Order establishes
the procedures for carrying out performance evaluations.

RECORDS AS A BASIS FOR EVALUATIONS

It shall be the responsibility of all supervisors to keep performance records for each employee
they supervise.

Performance records shall be defined as a record of supervisory observations regarding an
employee's performance of his/her tasks and duties. These observations shall be specific rather
than general and shall reflect the positive and negative aspects of an employee's performance.

Tasks and duties should be based on the job description (classification analysis) completed for
each working title. This job description lists the duties and tasks that provide a basis for a
supervisor's evaluation of employee performance. These records shall be used as the basis for
the performance evaluations completed on each employee. Performance evaluations for
classified employees shall be completed every January for the preceding calendar year.
Performance evaluations for civilian employees shall be completed annually on their anniversary
month and will be based on the preceding twelve-month period.

SUPERVISORY RESPONSIBILITIES

Supervisors shall counsel each employee at the beginning of each grading period with regard to
the tasks expected for the position the employee occupies.

Reference should be made to the job description (classification analysis). The employee should
be counseled regarding the level of performance expected and the criteria that will be used for the
performance evaluation.

The same counseling session shall be used to discuss the employee's performance during the
previous grading period. The employee disagrees with a performance rating the employee shall
have ten (10) days from the date of receipt of the written performance evaluation to respond in
writing, if desired. This written document shall be attached to the performance evaluation and
shall become a part of the employee's permanent personnel file.

To contest a written performance evaluation an employee must file a grievance according to the
Department's Grievance Procedure within ten (10) days from the date of receipt of the written
performance rating. A disagreement about a category rating is not a grievance.

Supervisors shall monitor each employee’s performance periodically and advise each employee
in writing as to his/her status. Supervisors may issue unscheduled performance evaluations
whenever an employee's performance has become unsatisfactory and counseling has failed to
correct the situation. Unscheduled written performance evaluations may also be issued to reflect
improved performance by an employee.
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In addition to counseling, supervisors shall use training as a means of improving employee
productivity and effectiveness. Personalized remedial training should be viewed as an opportunity
to correct specific deficiencies in a positive and constructive manner. Formal training should be
used to broaden the scope of the employee's job skills, knowledge and abilities.

Supervisors shall issue a written performance evaluation for a transferring employee. This
performance evaluation shall be a reflection of the employee's performance from the date of
his/her last performance evaluation until the date of transfer. An exception to this rule shall be
employees who were evaluated fewer than thirty (30) days prior to the transfer.

4 RETENTION OF PERFORMANCE EVALUATION REPORTS

Performance evaluation reports will become part of an employee's permanent personnel file and
shall be retained in accordance with Civil Service regulations for classified employees, and in
accordance with the Texas State Records Retention Schedule developed pursuant to the Texas
Administrative Code, Title 13, Chapter 6, Section 6.10 for all employees.
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CONROE POLICE DEPARTMENT | REPLACES: G.O.# 3-19 ISSUED 10/05/2010

TITLE: EMERGENCY MOBILIZATION

1 PURPOSE
Provide for a rapid and systematic mobilization of Conroe Police Department personnel to the
degree required to adequately address the personnel needs of operations related to major
emergencies, special threats, disasters, or special event management.

2 MOBILIZATION

For those situations that require an increased police response through the augmentation of
conventional personnel deployments. The increased police response shall be gained by the
reinforcement of the Department's existing sub-units by off-duty personnel as follows:

A. Cancellation of all days off, holidays, compensatory time off, and vacations.

B. Personnel will report to their normal duty-assignment and shift-assignment adequately
equipped and properly uniformed.

3 FULL FORCE MOBILIZATION

For those situations that require a maximum effort that will pool the total personnel resources of
the Department into two (2) Provisional Commands responsible for all police operations for a
twelve (12) hour tour each. The augmentation of on-duty personnel by off-duty personnel will be
accomplished as follows:

A. Cancellation of all days off, holidays, vacation and compensatory time off and immediate
recall to duty from effective leave.

B. Personnel shall report adequately equipped and properly uniformed to the Conroe Police
Department headquarters facility or to other marshalling areas as directed.

4 DUTIES
A. Non-Supervisory Personnel:

1. Be watchful for conditions and/or information pertinent to command decisions, and
rapidly transmit that information to a supervisor and/or dispatcher.

2. Maintain radio communications with the Communications Center at all times.

3. Review duties and responsibilities of all applicable General Orders, S.O.P.s, and
Emergency Operations Guidelines.

4. Should all communication systems become inoperative, assume a leadership role
in protecting lives and property within your span of control.

5. All personnel shall report with adequate equipment and in proper uniform.

Consideration should be given to the possibility of extended deployment during
both day and night and the assignment to 12-hour tours of duty.
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B. Supervisory Personnel:

1. Assist in efforts to mobilize personnel.

2. Assume command and initiate necessary police actions until relieved by a higher-
ranking supervisor.

3. Expedite information and intelligence reports to central headquarters and/or field
command post.

4, Be familiar with the duties and responsibilities specified in all applicable General
Orders, S.O.P.s, and Emergency Operations Guidelines.

5. Be prepared to assume other duties in the command.

6. Keep aware of the location of all personnel assigned under your command.

5 AFTER-ACTION REPORT AND REVIEW

The SWAT Team Commander, or other Incident Commander as designated by the Chief of
Police or Deputy Chief of Police, shall be responsible for compiling and forwarding an After-
Action Report to the office of the Chief of Police after any terrorism-related event, natural or
man-made disaster, significant civil disturbance, or other incidents involving large-scale police
resource response. The report will be made as soon as practical after the incident is resolved.
The report should contain:

A. Date, time, and location of the initial incident,
B. An explanation of the incident, including cause and /or contributing factors, if known,
C. Description of Departmental response to the incident including:
1. personnel utilized (attach copies of any rosters available),
2. special equipment utilized,
3. other resources utilized, and
4, actions and functions carried out by the Department to resolve the incident.
D. Summary of the resolution of the incident. Included should be:
1. description of noteworthy and/or meritorious actions of individuals or units
involved in operations,
2. description of any noted deficiencies in availability or performance of equipment
or personnel,
3. description of any training needs noted,
4, description of any deficiencies in policy/procedures noted during the incident.
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The Chief of Police or his designee shall review each After-Action Report with the command
staff and others, as appropriate, to determine sufficiency of the Department’s response and to
implement any needed changes to policy/procedures, or address any other issues resulting
from the incident.

The Chief of Police will cause a review of emergency operations plans to be conducted at least
once every two years. The review will include General Orders 3-19, 8-09, 8-10, 8-11, 8-13, City
of Conroe Emergency Management Plan, and any other policies or guidelines concerning
emergency operations involving natural or man-made disasters, large-scale civil disturbances
and/or mass arrests. The purpose of the review will be to determine sufficiency and relevance of
the policies and guidelines, and to implement any needed changes.
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CONROE POLICE DEPARTMENT | REPLACES: G.O.# 3-21 ISSUED 04/13/2021

TITLE: RELATED EMPLOYEES

1 PURPOSE

The purpose of this order is to provide for the equitable and effective assignment of department
employees, classified or non-classified, who are of common and immediate kinship by marriage,
blood, or other personal relationship.

2 DEFINITIONS

A. Immediate kinship is defined as the immediate family whether by marriage (husband,
wife, step or half-relationships), by consanguinity [blood relation] (father, mother, sister,
brother, daughter, son), or other relationships by affinity (fiancés/fiancées, guardians,
wards and live-in significant others including same sex relationships).

3 ASSIGNMENT

A. Employees of immediate kinship shall not be permanently assigned to the same unit or
shift. Employees of immediate kinship may be temporarily assigned to the same unit or
shift to cover personnel shortages, shift trades, or special assignments.

B. Employees of immediate kinship shall not respond to the same call for service or
investigation unless authorized by a supervisor.

C. No employee shall be assigned to a position where he/she would be directly supervised by
another employee who is a member of their immediate kinship.




PAGE: 1 0f 7 | G.O.#: 3-22
GENERAL ORDER EFFECTIVE: November 23, 2020

CONROE POLICE DEPARTMENT | REPLACES: G.O.#: 3-22 ISSUED 08/07/2017

TITLE: EMPLOYEE SELECTION PROCESS

1 PURPOSE

The purpose of this general order is to address the process for hiring employees at the Conroe
Police Department and to establish procedures for internal transfers and applicant recordkeeping.

2 POLICY

The City of Conroe/Conroe Police Department is an equal opportunity employer. It is the goal of
the Conroe Police Department for the hiring process for all employees to be completed with
fairness, equality, and within federal, state, and local statutes. In addition to the guidelines below,
the sworn employee hiring process is also governed by the Texas Local Government Code
[Chapter 143 - Municipal Civil Service for Firefighters and Police Officers] and the rules of the City
of Conroe Civil Service Commission.

3 APPLICATION AND HIRING PROCESS

A. Police Officers

1.

Civil Service law requires the City of Conroe to conform to specific notice and testing
requirements when hiring. All positions are filled through a process of written
examinations and physical agility tests.

Applications are submitted to the City's HR Department and Letters of Intent are
returned to the HR Department by applicants after Civil Service Entry test date is
scheduled.

Applicants appear at the specified location on the date/time scheduled for testing. Once
an individual has taken and passed an entry level exam, they must then meet the
employment requirements, including physical agility testing.

An individual not meeting the published requirements will not be eligible for employment
even though they may have passed the entry exam.

Eligibility list is established by the Civil Service Director.

Applicants complete and turn in Departmental Personal History Statement forms and
background investigations are performed.

Examinations which may include, but are not limited to, physical and psychological
examinations by a licensed physician, drug/alcohol screening, and polygraph.

Applicants who successfully complete and pass all phases of the testing, interview, and
background investigation will be hired based on the current eligibility list. Applicants not
meeting employment requirements will receive a formal letter of rejection.

Final interview. Applicant is made job offer or dismissed from consideration.
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10. Applicants who do not possess a T.C.O.L.E. Peace Officer license must successfully
complete both the T.C.O.L.E. Basic Peace Officer Course and licensing examination
before being commissioned as a Conroe Police Officer and being allowed to perform
police duties.

Civilian

Applicants for the positions of secretary, clerk, Communications officer, or other similar

positions will apply to the City’s Human Resources Department and successfully complete a

process that may include:

1. Meet qualifications for the particular position

2. Entrance examination, if applicable

3. Typing test, if applicable

4. Pre-employment interview

5. Background investigation

6. Complete or partial physical examination by licensed physician

7. Drug/Alcohol screening

8. Psychological examination

9. Polygraph examination

10. Final interview

The Department will place emphasis on Departmental personnel to fill all advanced

positions as much as possible, provided qualified personnel are available. However, the

Chief of Police reserves the right to reject any and all applicants and/or select an external

candidate to fill any position if he/she better meets the qualifications and needs of the
Department.

4 BACKGROUND INVESTIGATIONS

The Department will perform background investigations on all candidates for employment with
the Conroe Police Department. Background investigations shall only be performed by
employees who have received appropriate training in conducting such investigations. The
investigations will be performed following the procedures outlined below for both sworn and
civilian candidates.

A.

Personal History Statement form

After successfully completing any required pre-employment skills’lknowledge testing,
applicants will complete a Personal History Statement form and submit it to the Department
in the manner and within the timeframe indicated on the form. Background investigators are
responsible for maintaining security and confidentiality of the Personal History Statement
during the background investigation.



| EFFECTIVE: November 23, 2020 | PAGE: 30F7 [G.O# 3-22

B.

Interview

An interview should be conducted with the candidate. The object of the interview is to
determine the accuracy of paperwork that has been turned in and to clarify any questions
or confusion. The interview should be conducted after the Department’s Personal History
Statement has been turned in.

Personal Information

Personal information for the candidate will contain the candidate’s name, date and place of
birth, the candidate’s driver's license number, TCOLE PID number if applicable, SSN,
and any identifying marks (scars, marks and tattoos) should also be included where
applicable.

Residential History

This section is to list all addresses at which the candidate has lived within the indicated
time period. This will show the stability of the candidate and could also lead to unlisted
references (neighbors) to speak with about the character of the candidate.

Employment History

This is a statement that includes all full-time and part-time employment held by the
candidate during the indicated time period. The investigation should include contact with all
previous employers. The investigation should list any disciplinary actions and eligibility for
rehire. Time gaps in employment should also be listed and explained. This section will
show the candidate’s consistent or inconsistent work behavior.

Military Service History

This section will list any military service history when applicable. If the candidate has prior
or current, active or reserve, military service then all pertinent documentation should be
gathered and documented on the final investigative report. Documentation should include
discharge paperwork (DD214 or equivalent), which should be supplied by the candidate.

Educational History

This portion of the investigation will include all educational history for the candidate. The
candidate will be required to provide all diplomas, transcripts and certificates. The
investigator will attempt to determine if the candidate is currently enrolled in any school.
The investigator should also request explanations for deficiencies in grades and scores
during the interview.

Arrest, Detentions, and Litigations

This will contain a Criminal History check on the candidate. The investigator should also
attempt to call local jurisdictions where the candidate lived to determine if any
misdemeanor crimes have been committed by the candidate that have not been listed.
Local jurisdictions can also share information on calls for service at the locations in which
the candidate lived (disturbances, intoxications, etc.). Any traffic detention or arrest
should also be listed in this section. The investigation should also reflect any litigation (civil
suits) in which the candidate has been involved. The candidate should be questioned
about any criminal history inconsistencies found during the investigation.
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Traffic Record

A driver's license check on the candidate will be completed. The number of citations,
crashes, and suspensions they have had should be included. The candidate should be
asked if he/she has lived in any other state or country and if they have received citations or
been involved in motor vehicle crashes.

Marital and Family Information

The information in this section should include the candidate’s father, mother and siblings’
names and addresses. If the candidate is married, or has previously been married, their
spouse(s) should also be listed with name and address. The investigator should attempt to
make contact with all past and present family members. The character of the relationship
the applicant has with his/her parents, siblings, spouse, ex-spouse(s) and children should
be asked of the candidate and the family. The information about the family will help
determine the emotional stability of the candidate.

Financial History

A credit report will be provided by the candidate with the designated credit service. The
credit report should include all outstanding balance owed by the candidate as well as any
accounts that are in collections. The investigator’'s report should identify problem areas in
the candidate’s credit and an explanation for the problem area given by the candidate. All
non-disclosed accounts that are found should also be discussed in the report.

References

This section should include the candidate’s listed references and any letters of
recommendation. Attempts should be made to contact all references to help develop an
opinion of the candidate.

Personal Declarations

Personal Declarations should include any and all personal statements made about
inconsistencies or disqualifiers on the candidate’s Personal History Statement and during
all interviews. Personal declarations include, but are not limited to, the following; drug use,
alcohol use, personal beliefs, ability to do the job and any other information that is
identified as important to the position.

Summary

The summary of the background investigation will be a presentation of the facts and should
note all deficient sections, disqualifiers of the candidate, and a list of the attributes of the
candidate. It shall contain the recommendations by the investigator for the qualification or
disqualification of the candidate.

Completed Report

Once the Background Investigation report is completed it shall be turned over to the
Professional Services Division for processing.
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LATERAL TRANSFERS

This section is intended to standardize the procedures for officers applying for open positions
within the Police Department (lateral transfers). Officers that request to move from a specialized
assignment back to Patrol must have completed the length of commitment for the position.
Civilian employees will interview for an open position the same as a new hire applicant.

A.

Lateral Transfers are defined as the movement of personnel within the Police Department
between divisions or sub-units that does not involve a promotion. Some examples of lateral
transfers are:

1. A patrol officer moving from a shift to a specialized assignment.

2. A patrol officer or crime scene investigator moving to an investigator position in the

Criminal Investigations Division (C.1.D.).

3. An investigator moving to an instructor position at the Firearms Training Facility.
Procedure

1. A division, section or sub-unit that has been given the authority by the Chief of Police to

begin the lateral transfer process shall post the job opening, detailing any specific
conditions that may be required of candidates, for a period of fourteen (14) days unless
otherwise directed by the Chief of Palice.

a. Specific requirements can include a minimum length of service with the Department,
specialized training/experience, or other requirements as needed.

The job posting will definitively state the dates that candidates may submit an application
packet for the open position. No application packets will be accepted beyond the posted
dates.

Employees who wish to apply for a lateral transfer, and who meet the minimum
requirements posted in the job opening, may submit an application packet to the Division
Commander of the unit posting the opening. Application packets should, at a minimum,
consist of the following documents:

a. A résumé that documents the applicant’s relevant work and educational history. This
can include both formal education and continuing education, schools or training.
Relevant work history can be from outside of the Department.

b. The applicant’'s two most recent performance evaluations.

c. A report of the applicant’s work attendance history from the twelve (12) consecutive
months prior to the date of the application.

d. Any other documents or certificates that would show the candidate’s qualification for
the position.

All documents for the application packets will be obtained or prepared by the applicant.
The documents described in 3. b. and 3. c. above should be obtained by the applicant
through their current supervisor.
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5. After the final date to submit application packets has passed, all packets will be
forwarded to a committee for review. The committee will be comprised of the Chief of
Police, senior staff members, division commanders, and all sergeants (particularly
Sergeants of the applicants).

6.

a.

b.

The committee will review packets for qualifications and relevancy.

The committee will also research the candidate’s history for work performance,
disciplinary issues, etc.

The committee will hold a meeting with all members that are available to
discuss the candidates and choose three (3) candidates based on their
complete application packet and work history with the Department for the open
position. If there are two or more open positions, a sufficient number of candidates
will be chosen to ensure that there is always three (3) candidates to consider for
each open position (2 openings = 4 candidates, etc.).

All candidates not selected for interview will be personally notified by the
Division Commander with the open position of their removal from consideration and
advised of the reason for their removal.

A panel will be convened to conduct interviews of the candidates forwarded from the
committee.

a.

b.

C.

The panel will consist of available Command Staff members, including the
Division Commander of the unit with the opening and at least one first-line
supervisor from the unit with the opening.

After completing the interviews of the candidates, the panel will make a majority
recommendation to the Chief of Police as to the candidate best suited to fill the open
position. All application packets will be returned to the candidates.

The Chief of police will make the final determination to approve a candidate to fill the
position. Approval of a lateral transfer conveys no right or ownership of that position
and may be revoked at the discretion of the Chief of Police.

NEW APPLICANT RECORDS

A.

Applicant records will be maintained in compliance with City of Conroe policies, which have
adopted the Record Retention Schedule of the Texas State Library.

Records of applicants hired by this agency, sworn or non-sworn, will be maintained as

follows:
1. Applications will be maintained by the Human Resources (H.R.) Department.
2. Personal History statements

a. Original will remain in department file. All investigative notes will be made on the

original. No copies of the original will be made for any reason.
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C.

3. Test
a. Civil Service examinations for sworn employees are maintained by H.R.
b. Tests for non-sworn employees will be maintained in Departmental file.
4. Background Investigations for all employees will be maintained in Departmental file.

Records of applicants not hired by this agency, sworn or non-sworn, will be maintained as
follows:

1. Applications will be maintained by H.R.
2. Original Personal History statement will be filed in Past Employee / Not Hired files.
3. Test

a. Civil Service examinations for sworn employees are maintained by H.R.

b. Tests for non-sworn employees will be maintained in Department file.

4. Background investigations will be filed in Past Employee / Not Hired files.

RESPONSIBILITY

A.

It is the responsibility of every member of the Department to ensure the impatrtial, equitable
treatment of every applicant for employment with this agency. Discrimination against any
applicant because of their race, gender, ethnicity, or religious beliefs is strictly forbidden.

Responsibility for maintaining hiring records as described above rests with the
Administration Division.

All members of the Department are responsible for knowing and complying with all aspects
of this directive.

All  Division Commanders and supervisory personnel are responsible for ensuring
compliance with the provisions and intent of this directive.
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CONROE POLICE DEPARTMENT | REPLACES: G.O.# 3-23 ISSUED 11/19/2001

TITLE: LIGHT DUTY ASSIGNMENT

1 PURPOSE

It is the purpose of this policy to establish the authority for temporary light-duty assignments and
procedures for granting temporary light duty to eligible officers and civilian personnel within this
agency.

2 POLICY
Temporary light-duty assignments, when available, are for officers and other eligible personnel
in this agency who because of injury, illness or disability, are temporarily unable to perform their
regular assignments, but who are capable of performing alternative duty assignments.

3 DEFINITIONS
“Eligible Personnel” - For purposes of this policy, any full-time sworn or civilian member of the
Department suffering from a medically certified injury, illness or disability requiring treatment of
a licensed health-care provider and who, because of injury, illness or disability, is temporarily

unable to perform their regular assignment but is capable of performing alternative assignments.

4 PROCEDURES

A. General Provisions

1. Temporary light-duty assignments are limited by the needs of the Department in
number and variety. Therefore:

a. Personnel injured or otherwise disabled in the line of duty shall be given
preference in the assignment to light-duty,

b. Assignments may be changed at any time if deemed in the best interest
of the Department or the employee.

2. This policy in no way affects the privileges of employees under provisions of the
Family and Medical Leave Act, Fair Labor Standards Act, Americans with
Disabilities Act, or other federal or state law.

3. Assignment to temporary light-duty shall not affect an employee’s pay
classification, pay increases, promotions, retirement benefits or other employee
benefits.

4. Employees may be required to use paid leave balances (sick time and vacation

time), except in the case of duty related injury or illness.

5. No specific position within this agency shall be established for use as a
temporary light-duty assignment, nor shall any existing position be designated or
utilized exclusively for personnel on temporary light-duty.
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10.

Light-duty assignments are strictly temporary and normally should not exceed six
months in duration. After six months, personnel on temporary light duty who are
not capable of returning to their original duty assignment shall:

a. Present a request for extension of temporary light duty with supporting
documentation to the Chief of Police or his designee; or,

b. Pursue other options as provided by employment provisions of this
agency or federal or state law.

Employees on temporary light duty are prohibited from engaging in outside
employment in which they may be expected to perform law enforcement
functions or any other function for which they have been determined physically or
mentally unable to perform on behalf of this agency and that form the basis for
their temporary light-duty assignment.

Depending upon the nature and extent of the disability, an employee on
temporary light duty may be prohibited or restricted from wearing the
departmental uniform and limited in employing police powers as determined by
the Chief of Police.

Light-duty assignments shall not be made for disciplinary purposes.

Employees may not refuse temporary light-duty assignments that are supported
by and consistent with the recommendations of an attending physician or
certified health care provider although employees may protest such assignments
through established Department grievance procedures.

B. Temporary Light-Duty Assignments.

1.

Temporary light-duty assignments may be drawn from a range of technical and
administrative areas that include but are not limited to the following:

Administrative functions (e.g. special projects),

Desk assignments (e.g. telephone/walk-in report taking),

Clerical functions (e.g. data entry, filing),

Communications (e.g. telephone, radio operations),

Field Assignments (e.g. traffic surveys, Training Center projects).

®Cooow

The determination of the light-duty to be assigned shall be based upon the
availability of an appropriate assignment given the applicant's knowledge, skills
and abilities, actual light-duty assignments available, and the physical limitations
of the applicant.

Every effort shall be made to assign employees to positions consistent with their
rank and permanent assignment. However, when deemed appropriate,
employees may be assigned to positions designated for personnel of lower rank
or pay classification. Employees thus assigned shall retain the privileges of their
rank but shall answer to the supervisory officer of the unit to which they are
assigned with regard to work responsibilities and performance.
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C. Requests for and Assignment to Temporary Light Duty.

1.

Requests for and assignment to temporary light duty assignments shall be
submitted to the employee’s immediate supervisor. Requests must be
accompanied by a statement of medical certification to support a requested
reassignment, which must be signed by the treating physician or other licensed
health-care provider. The certificate must include an assessment of the nature
and probable duration of the disability, prognosis for recovery and the nature of
work restrictions medically required.

The request for temporary light duty and the physician’s statement shall be
forwarded to the Chief of Police or his designee for approval. The Department
may require the employee to submit to an independent medical examination by a
health-care provider of the Department’s choosing. In the event the opinion of
the second health-care provider differs from the initial health-care provider, the
employee may request a third opinion at the employer’s expense. The employee
and the Department shall act in good faith in selecting any third health-care
provider, and both parties shall be bound by that medical decision.

As a condition of continued assignment to temporary light duty employees may
be required to submit to monthly physical assessments of their condition as
specified by the Chief of Police or his Designee.

An employee on medical leave who has not requested temporary light duty may
be reassigned to light duty when there is a demonstrated need for the
employee’s particular knowledge, skills or abilities or as part of an overall
Departmental mobilization during critical incidents.

D. Pregnant Employees

1.

Pregnant employees are eligible for temporary light-duty assignments as
available and as appropriate to their physical capabilities and well-being.

Where appropriate temporary light-duty assignments are unavailable, pregnant
employees may pursue other forms of medical, disability, or family leave (FMLA)
as provided by this agency and state or federal law.

On a monthly basis, pregnant employees shall submit physician’s medical
certificates that document the employee’s physical ability to perform the present
assigned duties, the physician’s appraisal that the type of work being performed
will not injure the employee or her expected child, and any recommended duty
restrictions or modifications including temporary light duty.

Pregnant employees shall be permitted to continue working on regular duty or
temporary light-duty assignments as long as they present monthly physician
certificates or until such time as a physician recommends that work be curtailed.
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EFFECTIVE: November 9, 2020

REPLACES: G.O.# 3-25 ISSUED 10/14/2010

TITLE: PURCHASING EQUIPMENT AND SUPPLIES

PURPOSE

The purpose of this order is to establish a uniform method for the acquisition of supplies and
equipment used by Department personnel.

PROCEDURE

All purchases by Department personnel will be made within the guidelines established in
the current City of Conroe Purchasing Policy.

The following schedule of dollar thresholds will determine the appropriate action that needs to
be taken to approve and complete a purchase.

A. $1.00 TO 499.99

Oral Quotes. Each division will be responsible for associated paper work. Any
purchase other than monthly replenishing of regular consumables must have prior
approval from the Division Commander.

B. $500.00 TO $2,999.99

Quotations (minimum of 3) should be solicited (by telephone, internet, in writing, or
in-person) and documented on a quote sheet. Each division shall be responsible for
completing quote sheets and submitting them with purchase order requisitions and
associated paperwork to the Department Asset Coordinator. Purchase must have
prior approval from a Deputy Chief or Chief of Police.

C. $3,000.00 TO $49,999.99

Formal written quotations will be obtained. The Purchasing Department may assist
with quotations. Purchase must be approved by the Chief of Police.

D. Purchases Exceeding $50,000.00

Solicitation will be conducted by the formal, sealed, bid process, which is governed
by statute. All purchases for materials and/or services in excess of $50,000.00 must
have the formal approval of City Council.

Approved requisitions will be forwarded to the Police Asset Coordinator who will arrange for the
purchase, or through the current process approved by the City. Should the item be a specific
type of chemical, equipment, or other item familiar only to the person making the request, the
approved requisition will be forwarded to that person who will arrange for the purchase
themselves.
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GEN ERAL ORDER EFFECTIVE: November 12, 2020

TITLE: AGENCY ISSUED PROPERTY/EQUIPMENT

1

PURPOSE

The purpose of this directive is to require all personnel to sign for any Department
owned property/equipment issued to the employee, and includes a process for
recovering the property/equipment when the employee leaves the Department.

POLICY

It is the policy of the Department that all personnel will sign for any Department owned
property/equipment that is issued to them. It is also the policy of the Department that all
personnel will return any Department owned property/equipment for which they have
signed or otherwise been issued when they leave the Department. This does not include
consumable items such as small batteries, pens, file folders, legal pads, etc.

ISSUANCE OF PROPERTY/EQUIPMENT

The Departmental Asset Coordinator shall be responsible for the management and
issuance of uniforms, equipment and other supplies as needed. Personnel will sign for
and note the condition of any property/equipment at the time of its issuance on the
Uniform/Equipment Issue/Return form CPD-015.

Employees may be issued certain items that are deemed personal such as caps or t-
shirts that are not subject to being returned on separation from the Department. Such
items may be designated by the Chief of Police or a Deputy Chief at the time of issue
and will not be placed on the employee equipment list. Any item with a Department logo
or insignia shall be returned upon separation from the Department.

Employees who have lost, damaged, or destroyed any equipment issued to them by the
Department may be required to reimburse the City for that piece of equipment at current
replacement value if the loss or damage is the result of negligence on their part.

Employees will promptly report the loss, damage or need for repairs to any city-owned
property issued to, used or possessed by them to their immediate supervisor. A
supervisor so notified will take proper steps to ensure that repair/replacement of
damaged equipment is affected within a reasonable time. Supervisors will also be
responsible for ensuring that any loss of, or damage to, equipment or property is
properly documented in the format so designated by the administration. All damaged or
unserviceable equipment, uniform or accessory items, or property in need of
replacement should be turned in at the time the replacement is issued and be forwarded
to the Departmental Asset Coordinator.

Employees will not alter, make substantial repairs to, or in any way change, add to or
remove any parts or accessories of any city-owned property without permission of the
Chief of Police. This includes, but is not limited to, buildings, office equipment or motor
vehicles. This is not to be interpreted to preclude officers from having minor repairs
made to vehicles or other essential equipment to enable the equipment’s continued use
on duty.

REPLACES: GO # 3-26 ISSUED 06/28/2010
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Any key issued to an employee, other than one for a vehicle assigned to them, may not
be copied unless authorized by the Chief or a Deputy Chief of Police.

Employees will not convert or use Departmental equipment for personal advantage
outside the scope of their employment.

Police identification cards and codes issued to an employee will not be used by or given
to any other person.

4 RETURN OF PROPERTY/EQUIPMENT

All Department-owned items must be returned to the Department Asset Coordinator or
their designee and accounted for upon or before the last day of employment by any
employee.

All uniforms and equipment must be returned in serviceable condition upon termination
of employment. Shirts, trousers, coats and jackets will be cleaned and pressed.

5 DISPOSITION OF PROPERTY/EQUIPMEN T

It shall be the responsibility of the Departmental Asset Coordinator to document all
replacements of damaged or unserviceable equipment, uniforms, accessories, etc. and
ensure that the items are properly disposed of. All items returned in usable condition
shall be placed back into inventory for future re-issue.
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CONROE POLICE DEPARTMENT | REPLACES: G.O. # 3-27 ISSUED: 01/19/2012

TITLE: AWARDS/DECORATIONS

1

PURPOSE

The purpose of this order is to authorize the presentation or issue of appropriate awards and
decorations to provide Departmental recognition of distinguished acts or services rendered by
Department employees.

DECORATIONS

Authorized decorations, awarded at the discretion of the Chief of Police, shall consist of a medal
(formal award) and a corresponding uniform citation bar (see Attachment-A) for the following acts

or service:

A. Medal of Honor - Valor. An outstanding act, in the line of duty, at imminent personal
hazard to life with full knowledge of the risk involved.

B. Medal of Honor - Posthumous. To the family of a Conroe Police Officer killed in the line
of duty.

C. Lifesaving Medal. An act performed in the line of duty, which through disregard of personal
safety or prompt and alert action, results in saving a human life.

D. Wounded in the Line-of-Duty. A wound received in the line of duty, inflicted intentionally
by an armed or hostile adversary that results in serious injury suffered by the Officer.

E. State of Texas Law Enforcement Achievement Awards. Submitted through TCOLE,
approved and presented to peace officers, reserve officers and jailers who have exceeded
the normal expectations of job performance through acts of Professional Achievement,
Public Service, or Valor.

F. Peace Officers’ Star of Texas Award. Awarded by the Governor of Texas to an officer who
is seriously injured in the line of duty, or to the next of kin of an officer who is killed or
sustains a fatal injury in the line of duty.

G. United States Department of Justice Medal of Valor. Awarded upon successful

nomination and approval to the United States Department of Justice for service
distinguished by having exhibited exceptional courage in protecting and saving lives.

DEPARTMENT ANNUAL AWARDS

Authorized Department Annual Awards shall recognize Exceptional, Outstanding and Meritorious
acts or service and shall consist of a plague and corresponding uniform citation bar (see
Attachment-A) for the following:
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A.

Exceptional Achievement. For recognition of an act, service, achievement or performance
of duty that is exemplary to the Police Service. Nominations will be considered for the
following; Sgt. Ed Holcomb Jr. Memorial Award, Officer of the Year Award, and Civilian
Employee of the Year Award. The Chief of Police may confer upon

any employee an Exceptional Achievement award for recognition of a singular act deemed
so exceptional as to merit such award.

Outstanding Service Award. For recognition of an employee's outstanding act or
contribution to the mission and effectiveness of a particular sub-unit of the Department
(Division, Patrol Watch, Section, etc.).

Meritorious Service Award. For recognition of an employee's act, service, achievement
or performance of duty that is of conspicuous merit to the Police Service.

Unit Citation. For recognition of a Departmental unit and its members that have
demonstrated an outstanding effort either in the performance of duty during extreme
emergency or for exemplary performance as a unit over a sustained period of time. Plaque
only (Honors Display), no corresponding citation bar.

4 DEPARTMENT LETTER OF COMMENDATION

For

recognition of distinguished acts or service performed in the line of duty by

officers/employees.

5 SELECTION PROCESS

A.

Decorations.
Nominations: Open.
Selection: Responsibility of the Chief of Police.

Exceptional Achievement.

Nominations: Officer and Civilian Employee of the Year - Open.
Sgt. Ed Holcomb Award - Open, but restricted to the rank of
Sergeant or above.

Selection: Officer and Civilian Employee of the Year shall be the responsibility
of the Command Staff; Holcomb Award and Exceptional Act shall
be the responsibility of the Chief of Police.

Outstanding Service Awards.

Nominations: For outstanding contribution - Open, but restricted to members of
the unit.
Selection: Outstanding contribution shall be the responsibility of the unit's

supervisor(s). Outstanding Act shall be awarded at the discretion of
the Chief of Police.
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D. Meritorious Service Awards.
Nominations: Open.
Selection: Meritorious Service Awards shall be awarded at the discretion of

the Chief of Police.

E. Unit Citation.

Nominations: Open.

Selection: Responsibility of the Chief of Police.
F. Department Letter of Commendation.

Nominations: Open.

Selection: Responsibility of the Chief of Police.

Note: All letters or citations recommending an employee for a Department Letter of
Commendation will be placed in the subject employee's personnel file regardless
of the Department's action on the recommendation.



Medal of Honor—Valor Officer of the Year/
Exceptional Act

e |

Lifesaving Award Officer of the Year/Exceptional
Act - 2nd or more award

Wounded Line of duty/Purple
Heart Outstanding act or service/Unit
Officer of the Year

Qutstanding act or service/Unit
Ed Holcomb Award Officer of the Year - 2nd or more
award
Ed Holcomb Award- 2nd or Meritorious Service Award

more award

- B

Meritorious Service Award
- 2nd or more award




TCOLE TCOLE
Valor Public Service

TCOLE
Professional Achievement

Texas Peace Officers’ U.S. Department of Justice
Star of Texas Award Valor
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GENERAL ORDER EFFECTIVE: NOVEMBER 05, 2019

CONROE POLICE DEPARTMENT | REPLACES: G.O.#3-29 ISSUED 11/23/2010

TITLE: DRESS CODE FOR NON-SWORN EMPLOYEES

This General Order is permanently rescinded.
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CONROE POLICE DEPARTMENT | REPLACES: GO 3-31 ISSUED 11/19/2001

TITLE: COMPUTER OPERATION /INTERNET ACTIVITY

PURPOSE

The purpose of this General Order is to establish guidelines for the operation and maintenance
of the Departments Personal Computers and Internet use.

COMPUTERS

A.

No employee, other than the Administrative Services Lieutenant, may request the IT
Department or designated system administrators to add, delete, reconfigure, or in any way
alter, any software, program, or operating system or grant any restricted access on a
Department Personal Computer except under the circumstances outlined herein.

Should an employee wish to have a program installed onto, or deleted from their
Department Personal Computer, the employee will send written justification for such
request through their chain of command, to their Bureau Commander. Upon receipt of
such a request the Bureau Commander will review the request and determine if there is,
in fact, a need for the requested action. If the Bureau Commander agrees that the action
is necessary, he will forward the request, along with his approval, to the Administrative
Services Lieutenant.

Should an employee desire a configuration or default change on his/her Personal
computer, the request will go through their chain of command, to the Administrative
Services Lieutenant, as described in section B.

In the event a Department Personal Computer becomes inoperative, the operator will
contact IT by creating a helpdesk ticket.

INTERNET

A.

Access to the Internet is provided to employees to assist in the study and research of job-
related information. Division Commanders will designate which personnel under their
command will have access to the Internet.

No employee will visit any internet site that is pornographic in nature unless the visit is
related to an ongoing investigation by this Department. Any such investigation will be
limited to the Criminal Investigation Division and will require Division Command oversight.

At no time will any employee download any information, file or image from the Internet.
This restriction will not include the printing of information that is job-related.

No employee will take part in any auction or make any posting of items for sale while on
duty. Postings may be done while on duty (auctioning of items, posting of items for sale,
job openings, schools, grant applications, etc.) if they are job-related in nature and have
been approved by Division Command.

No employee will update an existing program or operating system by downloading the
update from the Internet. This will be accomplished in accordance with section 2. B.
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F.

Access to Internet-based, personal e-mail accounts will be allowed in compliance with all
other General Orders. Employees are reminded that the content of any personal e-mail
accessed through a Department P.C. is subject to review and should be of an acceptable
nature. Employees will limit their personal e-mail activity to a reasonable, brief amount of
time.

All employees are cautioned to engage in appropriate activity over the Internet. All Internet
activities are subject to review and users will be responsible for their actions under all
Police Department and City of Conroe policy. Abuses in either content or duration will be
subject to loss of Internet privileges and/ or disciplinary action.



G E N E RA L O R D E R EﬁISEE(::TIVE: 1Foefb::‘u ary 8, ‘2(?22# =

CONROE POLICE DEPARTMENT | REPLACES: G.O. 3-32 ISSUED 11/04/2020

TITLE: CRIMINAL JUSTICE INFORMATION SERVICES (CJIS) SECURITY

1 PURPOSE

The purpose of this policy is to comply with federal mandate by establishing guidelines for the
use and security of equipment related to Criminal Justice Information Services (CJIS).

2 POLICY

It shall be the policy of the Conroe Police Department to protect the integrity of the CJIS
database and all data and information obtained through use of Mobile Data Terminals (MDTS)
and/or “hard-wired” terminals by strictly following the procedures outlined in this General Order.
Failure to comply with this policy can result in disciplinary action or termination. Further, the
Department adopts the U.S. Department of Justice’s Criminal Justice Information Services
(CJIS) Security Policy, Version 5.0, dated 02/09/2011, along with any future revisions.

3 DEFINITIONS

Criminal Justice Information (CJI) - The term used to refer to all of the FBI CJIS provided
data necessary for law enforcement and civil agencies to perform their missions including, but
not limited to, biometric, identity history, biographic, property, and case/incident history data.
The following categories of CJI describe the various data sets housed by the FBI CJIS
architecture:

1. Biometric Data—data derived from one or more intrinsic physical or behavioral traits of
humans typically for the purpose of uniquely identifying individuals from within a
population. It may be used to identify individuals, and may include fingerprints, palm
prints, iris scans, and facial recognition data.

2. ldentity History Data—textual data that corresponds with an individual’'s biometric data,
providing a history of criminal and/or civil events for the identified individual.

3. Biographic Data—information about individuals associated with a unique case, and not
necessarily connected to identity data. Biographic data does not provide a history of an
individual, only information related to a unique case.

4. Property Data—information about vehicles and property associated with crime.

5. Case/Incident History—information about the history of criminal incidents.

Criminal Justice Information Services (CJIS) — The term used to refer to systems utilized to
provide and disseminate CJI to local, state, tribal, federal, and international criminal justice
communities, as well as the noncriminal justice community (for licensing and employment
purposes). The CJIS systems include, but are not limited to:

1. The Interstate Identification Index (lII)

2. National Crime Information Center (NCIC)
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3. Uniform Crime Reporting (UCR), whether summary or incident-based reporting to the
National Incident-Based Reporting System (NIBRS)

4. Fingerprint Identification Record System (including IAFIS)
5. Law Enforcement National Data Exchange (N-DEX)

6. Law Enforcement Online (LEO)

7. National Instant Criminal Background Check System (NICS)

8. Corresponding State programs and systems that derive all or part of their information or
data from national CJIS.

Non-secure location - All locations not defined as "secure location" below.

Secure location - This term includes the areas of the Conroe Police Department or other
facilities that are not openly accessible to the public. This term also includes official police
vehicles that are locked and/or attended by authorized sworn police personnel.

Terminal Agency Coordinator (TAC) — Department employee designated by Chief of Police to
serve as this agency’'s point of contact for matters relating to CJIS information access.
Administers CJIS programs within the Department and oversees the Conroe Police
Department’s compliance with CJIS systems policies.

4 PROCEDURES

A.

CJIS, TLETS, TCIC and NCIC data should be accessed only from secure locations, as
defined above.

1. Officers may, however, access the data from a portable laptop in a non-secure location
as long as they take necessary steps to ensure non-authorized persons are unable to
view any CJI data.

. Each person authorized to access CJI data shall receive security awareness training within

six months of appointment or employment and thereafter at least every two years, in
accordance with CJIS policy. All CJIS training will be