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Values Statement

Each Member of the Town of Madison Police Department
subscribes to the following Values:

Honesty--We strive to remain honorable in our principles, intentions, and
actions.

Integrity--We believe in the uncompromising adherence to high moral and
ethical principles.

Ethical--We lead by example to demonstrate our high standards for
professional conduct.

Truthful--We uphold truthfulness in our actions, words, and deeds.

Trustworthy--We are responsible for the public trust placed in us, not only
individually, but as a Department.

Accountable--We shall remain answerable to the public and to each other
for our actions.

Professional--We shall endeavor to maintain a professional character
and spirit, which will be exemplified by our behavior.

Responsible--We are knowledgeable about our duties and obligations
and seek to perform them to the best of our abilities.

Dedication--Through dedication to the police profession, we shall remain
devoted to the service of our fellow human beings.

Motivated--By working together as a highly motivated organization, we
achieve excellence through our productivity.



The Town of Madison Police Department has adopted the
following Mission Statement:

“Our Mission is to proactively build and strengthen
community partnerships and reduce the fear of crime through
the delivery of high quality, efficient, and consistent servicesto
all Town businesses, residents, and visitors in a professional
manner.”

This Mission is a commitment for every member to demonstrate quality performance in
our daily endeavors. It is critica that al members understand and accept the
responsibilities established by this Mission. It provides the foundation upon which all-
operational decisions and organizational directives will be based. Directives include
rules, regulation, operating policies, procedures, and practices.

This Mission represents the commitment of this administration to the concepts of quality
performance management. In other words, members are expected to work consistently in
a quality manner in the daily performance of those duties, job responsibilities and work
tasks associated with this Mission. Quality manner means that performance outcomes
comply with the performance standards established for this agency and for each member
associated with this agency. Examples of performance standards include the oath of
office, code of ethics, agency rules, policies, procedures, directives, genera and
supervisory orders, work productivity, and performance behavior.

Revised: 02-26-97




Vision Statement

The Vision of the Town of Madison Police Department is
defined in the following statements:

We address community concerns through the enhancement
of problem-solving techniques that involve the community
and all Town departments via a process based upon
education, interaction, and innovation.

We contribute to the Town's viability through the delivery of
exceptional services to its businesses, residents, and
visitors.

We develop an environment conducive to participatory
leadership by 1) expanding the inter- and intra-departmental
levels of trust to facilitate each employee's role in the
organization; 2) encouraging behaviors that help to promote
the Department's Mission and Values; and 3) providing
opportunities to all employees for continued growth in their
chosen field.

We affirmatively promote the Town of Madison and the
Police Department as advocates of our culturally diverse
community.

Revised: 2/26/97






Town of Madison

... |
2120 Fish Hatchery Road - Madison, Wisconsin 53713

Police Department: 608-210-7262 - 608-210-7237 FAX

OATH OF OFFICE

State of Wisconsin)
County of Dane )
Town of Madison )

l, , who have been appointed to the office of Police Officer swear that | will support the
constitution of the United States and the constitution of the state of Wisconsin, and will faithfully discharge the
duties of said office to the best of my ability. So help me God.

Signature

Date




Cade of Fthics

As a law enforcement officer, my fundamental obligation is to protect the constitutional rights and freedoms of the people whom |

have been sworn to uphold.

While | consider the way | choose to conduct my private affairs a personal freedom, | accept the responsibilities for my actions, as
well as inactions, while on duty or off duty, when those actions bring disrepute on the public image of the Town of Madison, my

fellow officers and the law enforcement profession.

I vow to perform all my dutiesin a professional and competent manner. | consider the abilities to be courageous in the face of
danger and to exercise restraint in the use of my powers and authorities to be the ultimate public trust. | accept that | must
consistently strive to achieve excellence in | earning the necessary knowledge and skills associated with my duties. | will keep myself
physically fit and mentally alert so that | am capable of performing my duties according to the standards of quality expected of my

position.

I vow to be fully truthful and honest in my dealings with others. | deplore lies and half-truths that mislead or do not fully inform
those who must depend upon my honesty. | will obey the very laws that | am sworn to uphold. | will seek affirmative ways to comply

with the standards of my department and the lawful directions of my supervisors.

| vow to treat otherswith courtesy at all times. | consider it to be a professional weakness to allow another's behavior to dictate my
response. | will not allow others' actions or failings to be my excuse for not performing my dutiesin a responsible and professional

and expected manner.

I vow to empathize with the problems of people with whom | come into daily contact. However, | cannot allow my personal feelings,
prejudices, animosities, or friendships to influence the discretionary authorities entrusted to my job. | will affirmatively seek ways to

avoid conflicts and potential conflicts of interest that could compromise my official authority or public image.
I hold the authority inherent in my position to be an affirmation of the public's trust in me as a law enforcement officer. | do not take
thistrust lightly. Aslong as| remain in this position, | will dedicate myself to maintaining this trust and upholding all the ideals of

the law enforcement profession.

Signature of Affirmation

Date




Town of Madison Police Department
Articlesof Conduct

*The terms of these Articles of Conduct shall be applied consistently with any
applicable collective bar gaining agr eement(s).

Article 1. Affirmatively Promoting a Positive Public Image

Members of the Town of Madison Police Department (hereinafter “Members’) shall not
be discourteous to members of the general public, and they shall conduct themselves (on
duty as well as off-duty) in a manner that does not damage or have the probable
expectations (in the mind of a reasonable person) of damaging or bringing the public
image, integrity or reputation of the Town of Madison Police Department into discredit or
disrepute.

Article 2: Aiding Other Members

Members shall, during the line of duty, come to the ad of another member when a
request or need is apparent.

Article 3: Alcohol Use

Members shall not possess or consume alcoholic beverages on —duty, or while in uniform
on —duty or off-duty. Should a member report for duty under the influence of alcohol,
he/she shall be subject to disciplinary action, up to and including discharge.

Article 4: Illegal Substances and Unauthorized Drugs or Medications

Members shall not unlawfully possess, sell, consume, use or assist in the possession, sale,
consumption or use of any illegal substance(s) or unauthorized drug(s) or medication(s),
whether onrduty or off-duty. Any member who fails to adhere to this Article shall be
subject to disciplinary action, up to and including discharge.

Article5: Maintaining an Acceptable Level of Availability for Work

During any regular reporting period, each member must maintain a level of availability
for work that is at least that of the work unit’s calculated average for the reporting period.



Article6: Committing or Condoning Har assment

Members shall not use, or condone the use of sex, race, religion, nationa origin, ethnic
background, disability, sexual orientation, or age in their, or another person’s words,
actions, gestures, conduct or behavior when it could reasonably be perceived by another
person as hostile, offensive or intimidating. Harassment of any form which impacts upon
another member’s or person’s terms or conditions of employment is prohibited.

Article 7: Discrimination in the Performance of Duties

In the delivery of police services, the Department will not tolerate discrimination in any
form by any member on the basis of sex, race, nationa origin, marital status, sexual
orientation, religion, criminal history, age, disability or social status.

Article 8: Committing Unsafe Acts or Endangering Self or Others

Members shall not commit acts or behave in such a manner that has the potentia for
endangering or injuring themselves, property, or another person.

Article 9: Conflictsof Interest

Members shall not engage in conduct which creates conflicts of interest, or which has the
potential to create conflicts of interest, with the duties and obligations of their positions
within this Department.

Article10:  Cooperation with Members and Other Officials

Members are required to seek affirmative ways to cooperate and work with other
members, other public officials, and members of any organization with whom the
member of this Department needs to have a good working relationship in order to deliver
lawful, effective, efficient, and safe services.

Article1l:  Courteous and Respectful Behavior Toward Positions of Authority

Members shall be subordinate and display courtesy and respect in words, deeds, gestures,
and actions towards personnel holding higher levels of official authority.



Article12:  Supervisors Shall Display Respect Towards Subordinate-Ranked
Per sonnel

Supervisors shall treat subordinates with the same courtesy and respect that subordinates
are required to display to supervisors. Supervisory criticism of a member or member’s
performance will be given directly to the subordinate, and when practicable, in a private
setting.

Article13:  Dishonesty or Untruthfulness

It is reasonable to expect that information provided by members may be relied upon
because of the members position or affiliation with this Department. Therefore,

members shall not lie, give mideading information, or fasfy written or verba
communications in official reports or in their actions.

Article14:  Displaying Competent Performance and Achieving Competent
Performance Results

Members shall willfully display competent performance and consistently achieve

competent performance results on al assigned or assumed job responsibilities.

Article15:  Establishing Patterns of Absenteeism and Tardiness

No member shall establish a pattern of absenteeism or tardiness.

Article16:  Physical and Mental Readinessto Perform primary Duties and Tasks
Members shall report for duty, and at all times while on duty, remain mentaly,
physically, and emotionally ready to assume and competently perform all of their
responsibilities, duties, and tasks.

Articlel7:  Giving a Full Day’sWork for a Full Day’s Pay

Members shall give a full day’s work for a full day’s pay and not establish patterns of
non-productive work time.



Article 18: | nsubordination

Members shall willfully observe and obey the lawful verbal and written rules, duties,
policies, procedures, and practices of the Department. They shall also subordinate their
personal preferences and work priorities to the lawful verbal and written rules, duties,
policies, procedures, and practices of this Department, as well as to the lawful orders and
directives of supervisors and superior command personnel of this Department, or Officer-
InCharge. Members shall willfully perform all lawful duties and tasks assigned by
supervisory and/or superior-ranked personnel. Direct, indirect, tacit or constructive
refusal to do so is insubordination.

Article19:  Knowing, Observing, and Obeying All Directives, Rules, Palicies,
Procedures, Practices, and Traditions

Members shall display an affirmative, consistent effort to observe and comply with the

directives, rules, policies, procedures, practices and traditions established for the

effective, efficient, and safe operations of this Department. This standard applies to

written and unwritten policies, procedures, and practices.

“Affirmative effort” means to self-initiate acceptable ways to comply. In other words,

look for ways to comply with the standard and do not look for exceptions to the standard.

Article20:  Observance of Criminal and Civil Laws

Members shall obey the constitutional, criminal, and civil laws of the Town of Madison,

and county, state, and federal government.

Article2l:  Useand Care of Property and Equipment

Members are accountable for the proper use and care of any property or equipment

assigned to them, used by them, or under their direct or constructive care.

Article22:  Unsavory Associations

Members shall not participate in unsavory associations where a member knows, or should

know, that the unsavory individual has a reputation within the community or department
for criminality, or is under current investigation by any law enforcement agency.

June 20, 2003



Town of Madison

... |
2120 Fish Hatchery Road - Madison, Wisconsin 53713

Police Department: 608-210-7262 - 608-210-7237 FAX

January 1, 2005

A word on Policy ...

The policies and procedures in this manual serve as guidelines for the men and women that serve the
residents of the Town of Madison. They are not designed to supersede the laws of this State nor good
judgment. When an officer acts reasonably, in good faith and in the best interests of all concerned, the
officer’'s judgment will be upheld. If the officer acts otherwise, he or she will be subject to administrative
sanctions. If an officer is in doubt in a situation, acting consistently with these guidelines will be the best
course.

Scott T. Gregory, Chief of Police
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Town of Madison Police Department

Town of Madison Forms

Authorization For disclosure of medical records
Citizen Complaint Packet
Condition/Action Report form

Consent Search

Driver Information Exchange Crash Form
I ncident Status L og (excel file)

Missing Person Authorization form
Municipal Court Restitution Request form
New World Incident Report form

No Trespassing Authorization L etter

No Trespassing Sign example

Property Owner Notification

Pursuit Report Form (SP4553) (.pdf file)
Ride-along waiver and information packet
Sign up Overtime Sheet

Time/Expense Documentation form

Time Sheet

Training Request Formor fill in the blank Adobe form
Use of Force Report form
Vehicle/Equipment Repair Request
Victim Information(.pdf file)

Victim Notification of Contact Prohibition
Victim/Witness Statement Form

Weapon Registration form

Workers Compensation Packet




Town of Madison Police Department

Policy and Procedures

ADMINISTRATIVE
001 -099

001 Vehicular Pursuits
Pursuit Information memo

002 Strip Searches

003 Use of Force
Disturbance Resolution
Use of Force Report form

004 Complaint Review
Citizen Complaint Packet

005 Release of Records
Posted Public Notice

006 Domestic Abuse
72 Hour Victim Notification of Contact Prohibition form

007 Reserved
008 Reserved
009 Reserved

016 Operation of Emergency Vehicles

018 Baton

019 Firearms

020 Kinetic Energy Projectiles

021 OC Spray

022 Taser

023 Juvenile Records

031 Military Leave




032 Harassment and Discrimination in the Workplace

033 Use of Town of Madison Computers/Internet/Information Technology

034 Work-Related Injury or lliness
Worker's Compensation Packet

035 Employee Contact Information

036 Family Medical Leave Act

050 Overtime/Call-in Procedures
Posted Overtime Sign up sheet

051 Incident Notification Requirements

052 Uniform Requirements and Specifications
Full-Time Officer Basic Issue Equipment
Part-Time Officer Basic Issue Equipment
Additional Items allowed to be purchased on Uniform Allowance

053 Ride-Along Program
Ride Along Waiver Form

054 Bloodborne Pathogens
Hepatitis B Vaccine OSHA Waiver form
Consent to Release HIV and HBV Test Results

055 Chain of Command

056 Reserved
057 Reserved
058 Payroll Procedures

Time Sheet example
Payroll Procedures for Supervisors

059 Reserved
060 Reserved

061 Secondary Employment
Request Form




Media Release Template (Note: forward electronic copy to Chief)

062 Reserved
063 Training Reguest / Summary
Request Form
Fill in the blank Adobe .pdf form
064 Media Releases
065 Internship Program
066 Cellular Telephone Use




Town of Madison || Title:

Police Dept. Vehicle Pursuits and Emergency Vehicle Operation
Effective Date: Number: No. Pages: Special Instructions:
April 25, 2005 001 12 Replaces 001 dated 01/01/05

Reference: §346.03, 003 Use of Force, Training & Distribution: All Sworn Personnel
Standards EVO Manual

Reevaluation Date: May 1, 2006 Index as. Vehicle Pursuits, Emergency Vehicle
Operations, Pursuits, Chases, Stinger Spike Systems

PURPOSE

The purpose of this document is to establish a policy for the operation and use of
emergency vehicles by the officers of the Town of Madison Police Department.
The use of police emergency vehicles for non-emergency operations, emergency
operations, pursuits, roadblocks, silent responses to crimes, escorts of other
vehicles and transportation of sick and/or injured persons will be addressed in this
policy aswell as controlled-deflation devices.

. POLICY

This policy is aprimary document in the operation of an emergency vehicle in non
emergency and emergency operations.

This policy is asecondary document to the Use of Force policy with regard to any
use of force of avehicle by an officer of the Town of Madison Police Department
will comply with the requirements set forth in the Use of Force palicy.

A. Use of Deadly Force-see Use of Force Policy
B. Useof Non-Deadly Force-see Use of Force Policy

The Town of Madison Police Department recognizes Wisconsin's system of
Defensive and Arrest Tactics (DAAT) as the standard for the use of force in the state
of Wisconsin. The department also recognizes that thisis arecruit level standard,
and that advanced standing training in techniques outside of Wisconsin’'s DAAT
system may be authorized, provided the techniques and tactics are found to be
objectively reasonable. The Town of Madison Police Department recognizes that in
certain confrontations where an officer’s safety is in jeopardy, techniques outside of
Wisconsin's DAAT system may be used.

[1l.  DEFINITIONS



Deadly Force:

Non-Deadly
Force:

Great Bodily
Harm:

Objectively
Reasonable;

Privilege:

SHf Defense
and defense of
others:

Disturbance
Resolution:

Officers:

The intentional use of afirearm or other instrument, the use
of which would result in a high probability of death.

The use of any weapon or instrument, or any other action by
the officer, which does not fall under the definition of deadly
force, but could result in bodily harm.

A bodily injury which creates a substantial risk of death, or
which causes serious permanent disfigurement, or which
causes a permanent or protracted loss or impairment of the
function of any bodily member or organ or other serious
bodily injury.

This term means that, in determining the necessity for force
and the appropriate level of force, officers shall evaluate each
situation in light of the known circumstances. This includes,
but is not limited to the severity of the alleged crime at issue,
whether the suspect poses an imminent threat to the safety of
officers and/or others and whether the suspect is actively
resisting or attempting to evade arrest by flight.

The Town of Madison Police Department recognizes
Wisconsin State Statute 939.45 Privilege as the definition.

The concept of privilege is very important. What it means is
that as alaw enforcement officer, if you are acting in good
faith and seeking to achieve legitimate law enforcement
objectives (including making arrests), you can legally use
force that could otherwise be considered a criminal act.
Naturaly, if you use force for some unauthorized purpose—
such asto retaliate against someone—your use of forceis
not privileged, and you may be subject to criminal charges.
(Source: State of Wisconsin DAAT Manual)

The Town of Madison Police Department recognizes
Wisconsin State Statute 939.48 Self-defense and defense of
other s as the definition.

The Town of Madison Police Department uses the
Disturbance Resolution model as provided by the State of
Wisconsin in the DAAT Manua as the model in which
Deadly and Non-Deadly Forceis used. The Town of
Madison Police Department also recognizes that the
Disturbance Resolution model can be modified to
accommodate additional advanced standing training
techniques and weapons.

“Officers’ referenced in this policy means al sworn
personnel regardless of rank or assignment.



Pursuit:

Due Regard:

True
Emergency:

Authorized
Emergency
Vehicle:

Emergency
Driving:
Roadbl ock:

Moving
Roadbl ock:

Fixed
Roadbl ock:
Authorized
Emergency
Vehicle
Exemption:
Roadway:

Controlled
Deflation
Device:

An active attempt by alaw enforcement officer, on-duty in
an authorized law enforcement vehicle to apprehend one or
more occupants of a moving motor vehicle, providing the
driver of such vehicle is aware of the attempt and is resisting
apprehension by maintaining or increasing his or her speed or
by ignoring the law enforcement officer's attempt to stop him
or her.

The degree of care that areasonably careful person,
performing similar duties, and acting under similar
circumstances would show.

A gituation in which there is a high probability of death or
seriousinjury or significant property loss, and action by an
emergency vehicle operator may reduce the seriousness of
the situation. (Source: State of Wisconsin EVOC Manual)
Authorized Emergency Vehicles (Equipment): Department
vehicles equipped with one or more flashing, oscillating or
rotating red or red and blue lights and a siren. Authorized
emergency equipment does not include flashing yellow lights
or 4-way hazard lights on police vehicles although these
lights may be used in conjunction with emergency lighting.
Operation of a police vehicle using authorized emergency
equipment in response to a True Emergency.

A deliberate obstruction by physical means of aroadway for
the purpose of stopping vehicles to inspect them or their
contents or to interview or apprehend drivers or other
occupants of the vehicle.

The use of one or more moving police vehicles to block the
roadway and impede the continued movement of a vehicle
traveling in the same direction.

A full or partial roadblock established at a fixed point.

The Town of Madison Police Department recognizes
Wisconsin State Statute 346.03 Applicability of rules of the
road to authorized emer gency vehiclesas the definition.

The Town of Madison Police Department recognizes
Wisconsin State Statute 340.01(54) Words and Phrases
Defined as the definition.

Equipment designed to be laid across a roadway or other
path, which causes the pneumatic tires of avehicle to deflate
when avehicle passes over it. The “ Stinger” systems are the
devices currently used by the Town of Madison Police
Department.
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PROCEDURE

A.

Use of Authorized Emergency Equipment on Police Vehicles

1.

2.

All department vehicles used for patrol and investigative purposes
shall be equipped with authorized emergency equipment.

A supervisor may authorize the use of vehicles not equipped with
emergency lights or siren under unusual circumstances such as
undercover or surveillance work where the use of a vehicle having this
equipment may compromise the investigation. Officers utilizing such
vehicles shall not drive in a manner that would otherwise require the
use of emergency equipment.

Officers shall usered, or red and blue, emergency lights and sirens
whenever engaged in emergency driving or pursuit driving with the
exception of gathering evidence of speeding violations or silent
responses to felony in progress calls as authorized in state statutes and
this policy.

Emergency lighting alone may be used to effect a simple traffic stop.
However, the siren shall be engaged if the target vehicle fails to
respond, increases speed or otherwise fails to obey the initial signal to
pull to the side of the road.

Alternating headlights, 4-way hazard warning lights and the yellow
flashing lights located on some overhead light bars may be used in
conjunction with, but not in lieu of, authorized emergency lighting or
equipment.

"Take-down" spotlights, side "aley" lights and hand held spotlights
may be used by officers at their discretion for visibility purposes but
should not be used so as to blind or obstruct the vision of other
motorists.

Authorized Emergency V ehicle Exemptions to Traffic Laws

1.

Section 346.03, Wis. Stats., permits authorized emergency vehiclesto
disregard certain traffic regulations when responding to an emergency
call or when in pursuit of an actual or suspected violator of the law or
when responding to, but not from, afire alarm, subject to the
conditions and guidelines listed below. The Town of Madison Police
Department recognizes Wisconsin State Statute 346.03 in its entirety
as the policy of this department with regard to Authorized Emergency
Vehicle Exemptions to Traffic Laws.

Officers of the Town of Madison Police Department exercising an
Authorized Emergency Vehicle Exemption to Traffic Laws are a'so
required to operate a police vehicle in accordance with 346.03(5)
which is listed as: The exemptions granted the operator of an
authorized emergency vehicle by this section do not relieve such
operator fromthe duty to drive or ride with due regard under the
circumstances for the safety of all persons nor do they protect such
operator fromthe consequences of his or her reckless disregard for
the safety of others.



C. Emergency Driving

1.

2.

The decisionto engage in emergency driving shall be based upon the
totality of the circumstances known to the officer at the time the
officer is responding to an incident. The officer must reasonably
believe that the incident is a“ True Emergency” as defined in the
definitions of this policy.
An officer that decides to operate a police vehicle in emergency
driving shall assess and consider the following factors at the time they
engage in emergency driving:

a. Road, weather and visibility conditions.

b. Density of pedestrian and vehicular traffic.

c. The severity of the incident and/or offense to which the

officer is responding.

D. Pursuit Driving

1.

3.

Initiation of Pursuits: An officer in an authorized emergency vehicle
may initiate a police pursuit when the subject of the police pursuit is
attempting to avoid apprehension.

Continuation of Pursuits: In determining whether or not to continue a
police pursuit that has been justifiably initiated, an officer will assess
and consider the following factors at the time the pursuit is initiated:

a. Whether continuation of the pursuit would likely create a
danger to the public, officer or subject which is apparently
greater than the value of apprehending the subject, due to
such factors as, but not limited to, road conditions, weather
conditions, density of population, severity of the crime and
necessity of pursuit by vehicle.

b. Whether the vehicle's registration or the subject's identity has
been established so that later apprehension may be
accomplished and, in the officer's opinion, thereis no
apparent continuing need for immediate apprehension.

Termination of Pursuits: An officer should terminate a
police pursuit under any of the following conditions:

a. When a supervisor orders termination.

b. When the continuing distance between the pursuing and
fleeing vehicles is such that further pursuit is futile.

c. When the location of the pursued vehicle is unknown.

d. When the officer's vehicle or emergency equipment
malfunctions.

e. When it is necessary to stop to render aid to one or more
injured persons and no other unit is available to do so.

Pursuit Driving Techniques: An officer engaged in a police pursuit
shall do all of the following:

a. Adhereto and apply al of the emergency vehicle driving
techniques that the officer has been taught.



b. Assess and reassess weather, roadway and traffic conditions
throughout the duration of the pursuit and make changes in
speed and following distance where appropriate.

c. Consider and apply the officer's knowledge of the capabilities
and limitations of his or her vehicle.

d. Consider ard apply the officer's knowledge of his or her
individual abilities and limitations.

e. Establish a position on the roadway and maintain sufficient
maneuvering room to allow the officer to see and react to
what may appear ahead.

f.  Maintain visua contact with subject of the pursuit and be
alert to clues as to what the subject may do next.

g. Bealert and prepared for road and traffic conditions that
favor the subject of the pursuit.

h. Try to end the pursuit as quickly as possible, while
considering safety and using maximum caution.

i. Remain dert for possible dangers, including the reactions of
other drivers, and drive professionally, with good judgment
and an awareness of the risks being taken.

E Roadblocks and Intentional Ramming

1. Fixed or moving roadblocks or intentional ramming shall only be used
as alast resort to stop afleeing vehicle, and only under the following
circumstances:

a. The occupant(s) of the vehicle are reasonably believed to
have been involved in the commission of a dangerous felony
involving the use or threatened use of deadly force; OR

b. The continuing manner of operation of the fleeing vehicleis
creating a substantial risk of death or great bodily harm to the
public that would not be alleviated by terminating the pursuit;
OR

c. The occupant(s) of the fleeing vehicle pose a significant
threat of death or great bodily harm to the public, for reasons
unrelated to the pursuit, if not immediately apprehended.

2. Prior to the use of aroadblock, or the intentional ramming of afleeing
vehicle, officers shall make every effort to obtain permission from the
supervisor assigned to monitor the pursuit.

3. If afixed roadblock is to be established, a reasonable attempt shall be
made to establish the roadblock in the following manner:

a. The presence of vehicular or pedestrian traffic, weather
conditions, visibility, time of day and physical aspects of the
roadway shall all be considered to choose a location that
affords the greatest degree of safety.

b. The area chosen should be as well lighted as possible and all
available means of additional lighting should be used,
including, but not limited to, emergency equipment lighting,
headlamps, 4-way hazard warning lights and flares to ensure
the roadblock is readily seen.



c. Police vehicles shall not be parked in a manner that blocks
the roadway, thereby forcing a collision should the suspect
fail to stop. Sufficient room shall be left to allow for an
"escape route" for the eluding vehicle.

d. Roadblock locations shall be selected so as to provide
approaching vehicles adequate time and distance to stop and
avoid acoallision. The location should be on a straight and
level roadway with no sight obstructions.

e. Civilian vehicles or other private property shall not be used
to establish aroadblock without the expressed permission of
the supervisor assigned to monitor the pursuit and only then
as alast resort.

f. All persons shall be removed from the area of the roadblock
and all officers shall be located away from their parked
vehicles to prevent injury to the officers should a collision
occur.

g. The communications center shall be notified of the location
of the roadblock, when it is being established and when it is
removed.

h.  Roadblocks shall be established for a minimum amount of
time and shall be removed as soon as possible. The
roadblock should be removed before its intended use if it
becomes apparent the roadblock is creating an unreasonable
hazard.

4. Moving roadblocks are extremely hazardous and shall not be used if
high speeds are involved in the pursuit. Moving roadblocks may be
used when low speeds, approximately 30 M.P.H. or less, are involved.
The following factors shall be considered when establishing a moving
roadbl ock:

a. The presence of vehicular or pedestrian traffic, weather
conditions, visibility, time of day and physical aspects of the
roadway shall all be considered to choose a location that
affords the greatest degree of safety to initiate a moving
roadblock.

b. Emergency lighting and sirens shall be in operation and
officers shall attempt to gradually initiate the moving
roadblock to avoid a collision and give the suspect every
reasonable opportunity to stop without striking a police
vehicle.

c. Moving roadblocks shall be established for a minimum amount
of time and shall be discontinued as soon as possible. A
moving roadblock shall be terminated if it becomes apparent
the roadblock is creating an unreasonable hazard to officers,
citizens or the suspect.



5. The intentional ramming of a fleeing vehicle by an officer's vehicle
is extremely hazardous to both the officer and the suspect and is
generally prohibited except under the most serious of
circumstances as described in paragraph E1., above.

a

Officers should not attempt to ram a fleeing vehicle except
at lower speeds in situations involving the most serious of
circumstances.

If ramming is to be attempted, the officer shall attempt to
choose a location having the least possibility that
pedestrians, other vehicles or fixed objects may be struck if
the officer's or suspect's vehicle should loose control as a
result of the ramming. The intent of ramming shall be to
force the fleeing vehicle to stop or disable it, not to cause
significant damage to the suspect's vehicle or injury to the
suspect.

J. Controlled-Deflation Devices.
1. Restrictions on the use of controlled-deflation devices.

a

Controlled-deflation devices shall not be used to stop
fleeing motorcycles unless the use of deadly forceis
warranted as described in the Use of Force policy.

No officer shall deploy a controlled-deflation device until
he or she has been trained in the deployment of the
controlled-deflation device.

2. Deployment of a controlled-deflation device

a

Officers deploying a controlled-deflation device should do
so from a position of relative safety taking advantage of
available cover and concea ment.

The controlled-deflation device should be deployed
sufficiently in advance of afleeing vehicle to protect the
deploying officer and prevent the suspect from seeing the
unit deployed.

Deploying officers shall notify pursuing vehicles the
location of the controlled-deflation device to ensure the
safety of deploying and pursuing officers and citizens in the
area. Thelocation should be a straight and level roadway
with adequate sight and stopping distance behind the area
where the controlled-deflation device is deployed.



Upon noetification of a controlled-deflation device
deployment, pursuing officers should maintain sufficient
distance from the pursued vehicle to permit de-activation or
removal of the device upon passage of the suspect vehicle.

If another vehicle, other than the fleeing vehicle, runs over
the activated controlled-deflation device, the officer shall:

1. Obtain assistance for the citizen to effect repairs, if
possible;

2. Provide an explanation to the citizen of the reason
for the controlled-deflation device use and the
procedure for filing a claim for damage to their
vehicle.

3. Notify a supervisor of the situation and document
the damage in the offense report for the incident.

a. Thedeploying officer will be responsible for
checking the condition of the controlled-
deflation device after use, including replacement
of missing spikes.

4. Controlled-deflation devices may aso be used prevent a
vehicle from being moved by a suspect attempting to
flee a scene.

K. Multi-jurisdictional Pursuits

1.

Pursuits initiated by this agency.

a

Officers of this department may continue a pursuit initiated
in the Town into another jurisdiction.

Officers continuing a pursuit into another jurisdiction shall
continue to comply with al applicable statutes and the
provisions of this policy.

Upon leaving the Town of Madison, officers may request
assistance from the jurisdiction they are entering. An on
duty supervisor for the entering jurisdiction shall determine
whether, and the extent to which, the agency’s officers will
become involved.

Officers pursuing into another jurisdiction should be
mindful of unique circumstances/hazards present in the
area and should be aert to information provided by the



2.

communication center or local officers regarding such
circumstances/hazards.

The supervisor of the jurisdiction being entered may
reguest termination of the pursuit. Officers shall consider
such arequest in addition to all other factors present in this
policy when making a decision to cortinue or terminate the
pursuit. Final decision regarding termination rests with the
officersinvolved and/or the Town of Madison PD
supervisor monitoring the pursuit.

Other Agency Pursuits entering this Jurisdiction.

a

Officers of this department may assist other agencies that
enter the Town of Madison while in pursuit of afleeing
vehicle in amanner consistent with pursuit guidelines and
procedures established in this document.

The onduty officers shall notify pursuing units of
circumstances that may constitute safety hazards, such as
specia events, road construction, or other unique
conditions (if possible). The onduty officers may request
the pursuing agency to terminate the pursuit, though the
final decision remains with the pursuing agency.

If apursuit by another agency enters the Town of Madison
and then begins to leave the Town of Madison, officers of
thisagency shall generally not continue in pursuit. Officers
may continue only under the following circumstances: the
pursuit meets department criteria for continuation and the
initiating agency is no longer able to continue the pursuit,
the initiating agency requests further assistance or when so
directed by a supervisor.

L. Operational Review of Pursuits

1.

The Chief of Police or hig’her designee shall review all pursuit

situations involving Town of Madison police officers.

For the purpose of this operational review, a pursuit shall be
defined as any violation meeting the criteria established in Sec.
346.04(3), Wis. Stats., regardless of whether the violator is charged

with that offense.

It shall be the responsibility of the Patrol Sergeant to prepare and
submit to the Chief of Police a memorandum containing the
specific details of the pursuit situation.



The Patrol Sergeant, with the assistance of the officer(s) involved,
shall also complete the state mandated “Wisconsin Law
Enforcement Pursuit Report” and submit it to the Chief of Police.
The Patrol Sergeant will be responsible for compilation and
submission of the pursuit report to the state Department of
Transportation.

M. Vehicle Escorts, Emergency and Non-emergency.

1.

Absent exceptional circumstances, escorts of emergency vehicles
by emergency vehicles of this department are prohibited. Officers
may stop traffic at intersections or otherwise control the movement
of traffic to assist the passage of the emergency vehicle.

Circumstances that might warrant escorts of an emergency vehicle
are those in which the risk to life would be greater if the escort
were not provided. An example might involve escorting an
ambulance with a serioudly ill patient that lost all or part of its
emergency equipment or is not from the immediate area and does
not know the location of the medical facility.

Escort of Civilian Vehicles in Medical Emergencies.

a Escorting civilian vehicles under emergency circumstances
is an extremely dangerous practice and is not authorized.
b. Officers who encounter situations where medical transport

is needed shall immediately render first aid, as appropriate,
and shall summon medical assistance and transport, if
needed. If the operator of a civilian vehicle refuses to wait
for medical transport and prompt medical assistanceis
needed, the officer may lead the civilian vehicle to the
nearest medical facility but shall not use emergency
equipment, shall obey all traffic regulations and shall take
the most direct route.

C. Officers shall not convey injured or ill persons to a medical
facility for trestment in department vehicles unless there
are exceptional circumstances. While officers cannot force
persons to obtain medical assistance or accept medical
transport, except in limited circumstances, officers shall
encourage persons to accept these services and shall
provide all necessary assistance until the emergency
medical services arrive at the scene.

Escort of Nonemergency Vehicles.

a Requests for routine, non-emergency escorts of dignitaries,
oversized vehicles, parades, special events or hazardous or



unusual cargo shall be directed to the Chief of Police for
approval.

Approval for escort services should be based on the
following criteria:

1.

Security considerations such as when a dignitary,
diplomat, or demonstration involving sensitive
issues is involved.

Potential for disruption of traffic or danger to
pedestrians if an escort is not provided.

Size of vehiclesinvolved, route of travel, time of
day and anticipated traffic conditions including the
possibility of changing the route or time frame to
avoid such conditions and the need for an escort.

The availability or adequacy of private escort
vehicles.

Any other factors that would indicate the need for a
police escort or assistance.



Town of Madison Police Department

I nter departmental Memorandum

TO: All Sworn Personnd
FROM: Chief Gregory
DATE: January 1, 2005

SUBJECT:  Pursuit reports

As some of you may be aware the Department isrequired to report al motor vehicle police pursuitsto the
State. Thiscamein effect dueto 1997 Wisconsin Act 88.

When an officer isinvolved in a pursuit please forward the report to Sgt. Withee. Make sure the below
information isin thereport. If we asss another agency that isinvolved in a pursuit, a dictated report will
need to be completed with the below information in the report.

The information needed to complete the report is as follows:

g~ owbdpE

S

Pursuit Date, Pursuit Time— Initisted and Terminated

Our involvement (Initiation of Purauit, Primary Pursuit Vehice or Asss Other Agency)

Purauit Distance and Maximum Speed (primary unit only)

Location pursuit initiated and terminated

Reason for Commencing Pursuit (Choices are; Ordinance violation, Traffic violation, Crimind Traffic
violaion, Misdemeanor violation, Felony, Wanted person, Other)

Termination (choices, Terminated by law enforcement, crash — during active pursuit, crash — after
pursuit terminated, Violator sopped on own accord, Violator vehicle failure, violator escape, Other)
Outcome of Pursuit (1dentify WI statutes that operator was charged with and whether the charge was
known at time of pursuit or discovered |ater)

Crash info: (Desaths, injuries, property damage and estimated amount)



Town of Madison | Title: _
Police Dept. Strip Searches
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 002 2 Replaces PO03 dated 06/20/03
Reference: §968.255 Distribution: All Personnel
Reevaluation Date: January 1, 2006 Index as. Strip Searches
PURPOSE

The purpose of this policy is to state the guidelines under which Department personnel
may perform strip searches of detained persons.

POLICY

It isthe policy of the Department to safeguard the rights of all persons. The strip search of
a person detained in compliance with state statutes congtitutes an invasion of a person's
privacy, and must meet the specia criteria as enumerated in state law. This policy
narrowly regulates the manner in which strip searches can be performed.

DEFINITIONS

Detained - Means any person arrested for a felony, arrested for certain misdemeanors as
defined in sec. 968.255(1)(a) Stats., a child taken into custody under sec. 48.19, Stats. for
an aleged act that if committed by an adult would permit a strip search under the
aforementioned criteria, and any arrest not previousy covered where there is probable
cause to believe the person is concealing a weapon or thing which may constitute evidence
of the offense for which the person is detained.

Strip Search- A search in which a detained person's genitals, pubic area, buttock or anus,
or a detained femae person's breast, is uncovered and ether is exposed to view or is
touched by a person conducting the search.
PROCEDURES
A. Conditions under which a strip search may be performed

1 The person to be searched must be a detained person;

2. The person conducting the search is of the same sex as the detained person,

unless the search is a body cavity search, which must be conducted by a
state licensed physician, physician assistant or registered nurse;



BY ORDER OF:

The detained person is not exposed to the view of any person not
conducting the search;

The search shall not be reproduced through visual or recorded means;

The person conducting the search has obtained the prior written permission
of the Sheriff and/or Chief of Police or his or her designee, unless there is
probable cause to believe that the detained person is concealing a weapon;

A person conducting the search prepares a report identifying the person
detained, all persons conducting the search, the time, date, and place where
the search was conducted, and the written authorization of the Sheriff or
Chief of Police or his or her designee.

a A copy of thisreport shall be provided to the person being detained.
b. A copy of this report shall also accompany the officer's incident

report and shall be forwarded o the Chief of Police as soon as
possible.

Scott T. Gregory
Chief of Police



Town of Madison | Title:
Police Dept. Useof Force
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 003 10 Replaces PO04 dated 06/20/03

Reference: 018 Baton, 019 Firearms, 020 Kinetic Distribution: All Personnd
Energy Projectiles, 021 OC Spray, 022 Taser,

Training & Standards DAAT Training Guide
Reevaluation Date: December 1, 2005 Index as. Use of Force, DAAT, Disturbance Resolution

Purpose

The purpose of this policy isto provide law enforcement officers of this agency with
guidelines for the use of deadly and nondeadly force.

Policy

It is the policy of the Town of Madison Police Department that officers will use only
the force that reasonably appears necessary to bring an incident under control
effectively while protecting the lives of the officers and others, as well as protecting
the constitutional rights of each individual. An officer’s use of force must be
objectively reasonable. The officer must use only that force which a reasonably
intelligent and well-trained police officer would use under the same or similar
circumstances. Officers may escalate their use of force when alower force option has
failed, or when a lower force option would be clearly ineffective. Officers may use

force legitimately when it is needed to achieve control in five specific situations:

Maintain control of resistive subjects
Detain persons reasonably suspect of criminal behavior
Make lawful arrests

Defend themselves or others

a w0 DN PE

Prevent escape.

The Town of Madison Police Department recognizes Wisconsin's system of
Defensive and Arrest Tactics (DAAT) as the standard for the use of force in the state
of Wisconsin. The department also recognizes that thisis arecruit level standard, and
that advanced standing training in techniques outside of Wisconsin's DAAT system
may be authorized, provided the techniques and tactics are found to be objectively

reasonable. The Town of Madison Police Department recognizes that in certain
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confrontations where an officer's safety is in jeopardy, techniques outside of
Wisconsin's DAAT system may be used. When an officer of the Town of Madison

Police Department uses force as part of their law enforcement duties, their use of

force must fit into one of these categories:

1.  Trained technique

2. Dynamic application of atrained technique

3. Technique not trained, but justifiable under the circumstances.

Definitions

Deadly Force:

Non-Deadly
Force:

Great Bodily
Harm:

Objectively
Reasonable:

Privilege:

The intentional use of a firearm or other instrument, the use of

which would result in a high probability of death.

The use of any weapon or instrument, or any other action by the
officer, which does not fall under the definition of deadly force, but
could result in bodily harm.

A bodily injury which creates a substantial risk of death, or which
causes serious permanent disfigurement, or which causes a
permanent or protracted loss or impairment of the function of any

bodily member or organ or other serious bodily injury.

This term means that, in determining the necessity for force and the
appropriate level of force, officers shal evaluate each situation in
light of the known circumstances. This includes, but is not limited
to the severity of the alleged crime at issue, whether the suspect
poses an imminent threat to the safety of officers and/or others and
whether the suspect is actively resisting or attempting to evade
arrest by flight.

The Town of Madison Police Department recognizes Wisconsin
State Statute 939.45 Privilege as the definition.

The concept of privilege is very important. What it means is that as
alaw enforcement officer, if you are acting in good faith and
seeking to achieve legitimate law enforcement objectives
(including making arrests), you can legally use force that could
otherwise be considered a criminal act. Naturaly, if you use force
for some unauthorized purpose—such as to retaliate against
someone—your use of forceis

not privileged, and you may be subject to criminal charges.
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(Source: State of Wisconsin DAAT Manual)

Solf Defense The Town of Madison Police Department recognizes Wisconsin
State Statute 939.48 Self- defense and defense of othersasthe

and defense of o

others: definition.

Disturbance The Town of Madison Police Department uses the Disturbance

Resolution: Resolution model as provided by the State of Wisconsin in the
DAAT Manua as the model in which Deadly and Non-Deadly
Forceisused. The Town of Madison Police Department also
recognizes that the Disturbance Resolution model can be modified
to accommodate additional advanced standing training techniques
and weapons.

Officers: “Officers’ referenced in this policy means al sworn personnel

regardless of rank or assignment.

IV.  Procedure
A. Use of Deadly Force

1 The definition of subject behavior that justifies an officer’ s use of deadly
force is any behavior that an officer reasonably believes has caused or
imminently threatens to cause death or great bodily harm to you or another
person or persons. (Source: State of Wisconsin DAAT Manual)

a Imminent (Source: State of Wisconsin DAAT Manual)

The word imminent means, “about to happen.” For a subject’s threat to
be considered imminent, it must meet three criteria

1) Intent

2)  Weapon

3) Dedlivery system

b. Preclusion (Source: State of Wisconsin DAAT Manual)

An officer may use deadly force to respond to behavior, but only if no
other reasonable option is available (Preclusion). Deadly force is a last
resort. An officer must be able to articulate that, if possible, they
attempted to escalate through other modes and tactics, and that all
options except deadly force had falled, or would have been clearly
ineffective.  This law enforcement agency recognizes that in many
deadly force situations, an officer will not have the time or the ability to

try other force options.

c. Target Requirements (Source: State of Wisconsin DAAT Manual)
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If an officer has determined that they face a threat that meets the
requirements to permit the use of deadly force, and they have decided to
shoot, they must still fulfill three target requirements:

1) Target acquisition

2) Target identification

3) Target isolation.

One exception to the requirement for target isolation is called the greater
danger exception. Essentially, this exception alows an officer to shoot
without target isolation if the consequences of not stopping the threat

would be worse than the possibility of hitting an innocent person.

WITH A SUBJECT PRESENTING AN IMMINENT THREAT OF GREAT BODILY
HARM OR DEATH TO THE OFFICER OR OTHERS AND OTHER INTERVENTION
OPTIONS BEING EXHAUSTED OR CLEARLY INEFFECTIVE, THE TOWN OF
MADISON POLICE DEPARTMENT DIRECTS ITS OFFICERS TO STOP THE
SUBJECT'SACTIONS BY USING DEADLY FORCE.

2.

Use of Deadly Force to Prevent Escape

Officers are authorized to use deadly force to prevent the escape of afleeing
violent felon whom the officer has probable cause to believe will pose a
significant threat of death or greatly bodily harm to the officer or others.
Where practicable prior to the discharge of the firearm, officers shall
identify themselves as law enforcement officers and state their intent to
shoot.

Deadly Force Restrictions

a. Officers may use deadly force to destroy an animal that represents a

threat to officer safety, public safety, or as a humanitarian measure when
the animal is serioudly injured, when the officer reasonably believes that

deadly force can be used without harm to the officer and others.

. Firearms may be drawn for use in situations where it is anticipated that

they may be actually required.

. An officer shall never threaten to use deadly force unless he/she would

be justified under this policy to use such force.



d. Decisions to discharge a firearm at or from a moving vehicle shall be
governed by the use-of-force policy and are prohibited if they present an

unreasonable risk to the officer or others.
e. Officers are prohibited from firing warning shots.
4.  Deadly-Force Weapons

a. Officers are required to carry afirearm (service pistol) while on duty in
either uniformed or investigative assignments subject to the firearms

policy.

b. Officers may carry afirearm (service pistol) off-duty at their option
subject to the firearms policy.

B. Use of Non-Deadly Force

1. Where deadly force is not authorized, officers may use only that level of force

that is objectively reasonable to bring an incident under control.

2. The purpose for the use of force is to gain control in pursuit of a legitimate
law enforcement purpose.

3. Atany time, if the level of force you are using is not effective to gain control,

you may disengage or escalate to a higher level of force to gain control.

4. Once you have gained control of a subject, you must reduce the level of force

needed to maintain control.

5. Officers are not permitted to carry as part of their duty gear any weapon
unless it has been authorized by the Chief of Police and the officer is qualified

in its proficient use as determined by training procedures.

6. Officers are required to carry at least one non-deadly force weapon while on

duty in either uniformed or investigative assignments.
7.  The following nondeadly weapons are authorized:
a Oleoresin Capsicum — OC Chemical Spray

1) Officersarerequired to carry department-issued OC spray. (See
Oleoresin Capsicum (OC) Chemical Agents Policy)

b. Conducted Energy Weapon (See Conducted Energy Weapon policy)
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C. Expandable/Straight Baton

1) Only department authorized Expandable and Straight Batons are

authorized (see Impact Weapons (Baton) Policy)

d. Kinetic Energy Impact Munitions Shotgun System (See Kinetic

Energy Impact Projectiles policy.)
e Police Service Dogs (See Police Service Dog procedure.)
C. Traning

In addition to training required for firearms qualification, officers shall receive
agency-authorized training designed to simulate actual shooting situations and
conditions and, as otherwise necessary, to enhance officer’s discretion and
judgment in using deadly and norntdeadly force in accordance with this policy.

D. Useof Force Reporting
1. Definition

Use of Force: For the purposes of this document, use of force is the
amount of effort required by police to gain compliance from a person.
Except as noted below, this includes any use of force occurring while the
officer is acting in an official law enforcement capacity. This includes
undercover, plainclothes, or uniform assignments whether on or off
duty.
2. Procedures
A. Responsibility for Reporting Use of Force

1. Officers shal immediately notify a supervisor and the
Chief of Police of any incident when the use of force

results in death or injury to a suspect or officer.

2. Officers shall write an incident report and document their
use of force whenever the officer’s Intervention Options
are at the level of escort hold/handcuffing or higher is
used.



3. It is not necessary for an officer to write a report every
time they un-holster their firearm (i.e. room clearing,
alarms, etc.) A report is necessary when an officer points
his /her firearm and a show of force is directed toward a
subject. In cases involving a High Risk Vehicle Contact,
the officer initiating the contact is responsible for a written
report documenting the show of deadly force directed at a
subject. A report is dso required when a firearm is

discharged outside of the range.

4. Each officer who uses force in an incident shall submit a

separate set of details.

5. All use of force reports will document all Approach
Considerations, Intervention Options and Follow-Through
Considerations as explained in Wisconsin's DAAT
system. (See DAAT traning manual) Officers are
encouraged to utilize the Use of Force Documentation

Checklist when writing a use of force report.

6. Upon completion of the report the officer will attach the
report to the incident reporting documents for routing.
Clerical staff will separate and route the Use of Force
report according to the distribution list on the face of the

report.
B. Supervisory Responsibility

1. A supervisor shal be immediately summoned to the scene
and shall comply with investigative procedures as required

by the Department in the following situations:
a When a firearm is discharged outside of the
firing range, except when dispatching a sick
or injured animal.

b. When any use of force results in death or

serious injury.



C. When a subject complains that a serious
injury has been inflicted OR an officer
observes, or is otherwise made aware of,
substantial or life-threatening injuries to the
subject.

BY ORDER OF:

Scott T. Gregory
Chief of Police



DISTURBANCE RESOLUTION
(Approved by the DAAT Advisory Committee January 16, 2002)

1) Approach Considerations
A. Decision-making Justification
Justification
B. Tactical Deployment Control of distance
Positioning
Team Tactics
C. Tactical Evaluation Threat assessment opportunities
Officer/subject factors
Special circumstances
Level/stage/degree of stabilization
2 INTERVENTION OPTIONS
Mode Tactic Purpose
A. Presence Professional Presence To present avisible display of authority
B. Diaog Tactical Communication To verbally persuade
C. Empty Escort Holds To safely initiate physical contact
Hand
Control Compliance Holds To overcome passive resistance
Oleoresin Capsicum To overcome active resistance or its threat

(O.C.) Aerosol Spray

Conducted Energy Weapon To overcome active resistance or its threat
Advanced, M26 or X26 TASER
(Trained officers only)

Passive Countermeasures To decentralize
Active Countermeasures To create dysfunction
Incapacitating techniques To cause the immediate, temporary cessation of

violent behavior

D. Intermediate Impact Weapons To impede a subject
Weapon
Kinetic Energy Impact Projectiles To impede a subject
E. Deadly Force Firearm To stop the threat
3) Follow-Through Considerations
A. Stahilize Application of restrains, if necessary
B. Monitor/Debrief
C. Search If appropriate
D. Escort If necessary
E. Transport If necessary
F. Turn-over/Release Removal of restraints, if necessary
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TOWN OF MADISON POLICE DEPARTMENT

USE OF FORCE REPORT

PERSON (circle) ANIMAL
Case # Date Time
Officer
EMPTY HAND CONTROL

1. Passive Countermeasures
O Decentralization Techniques (physically force to the ground)

2. Active Countermeasures
O Vertical Stuns
O Focused Strikes
O Hand Strikes O Elbow/Forearm Strikes
O Kicks O Knee Strikes

3. OC (used by)
O Officer

4. Taser X26#
O Touch Stun Mode O Cartridge Discharge Mode

5. Other Technique (justified given circumstances)
Describe

INTERMEDIATE/IMPACT WEAPON
O  Straight Baton

KINETIC ENERGY IMPACT PROJECTILE WEAPONS
O 12 GA. Bean Bag Flexible Projectiles

DEADLY FORCE
O Firearm used
Make Model Serial No.

O Other Deadly Force (describe)

INJURY REQUIRING MEDICAL ATTENTION (excluding OC decontamination)
1. Officer(s) YesO No OO0 Yes Explain

2. Subject(s) Yes O No O Yes Explain

CC: Offense report (white)
Chief of Police (yellow)
Administrative Sgt. (pink)
Patrol Sgt. (gold)

Use of Force Report form PO04



Town of Title:
Madison Complaint Review
Police Dept.
Effective Date: Number: No. Pages: | Special Instructions:
January 1, 2005 004 4 Replaces P008 dated 06/20/03
Reference: 62.13(5), 66.0511(3), 946.66, Distribution: All Personnel
946.68, Articles of Conduct
Reevaluation Date: December 1, 2005 Index as: Complaint Review, Citizen complaint,
Complaint Against Officer

l. PURPOSE

The purpose of this policy is to inform all sworn employees of departmental procedures for
addressing complaints of misbehavior and misconduct. This policy does not supersede
applicable laws, statutes, ordinances or rules of the State of Wisconsin, Town of Madison,
or Town of Madison Board of Police and Fire Commissioners.

. POLICY

It is the policy of this department to investigate all complaints of alleged officer misbehavior
or misconduct to determine whether the allegations are valid or invalid and to take
appropriate action.

. PROCEDURES
A. Bases for Disciplinary Action

1. Officers may be subject to discipline for just cause, including, but not
limited to, the following:

A violation of local, state or federal law;

Conduct unbecoming an officer;

Incompetence;

A violation of written or verbal departmental rules, policy,
procedure, practice or orders;

Nonfeasance;

Insubordination;

Failure to perform or improper performance of official duties;
Other conduct which his reasonably subject to disciplinary action

aoop
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B. Role of Sworn Officers

1. It shall be the duty of all personnel to report allegations of employee
misbehavior or misconduct to any supervisor.

2. Any member of this Department, sworn or civilian, who fails to or refuses to
report employee misbehavior or misconduct shall be subject to disciplinary
action up to and including dismissal from the Department.



No member of the Department who is the subject of a misbehavior or
misconduct complaint shall intentionally take any action against the
complainant in retaliation for filing the complaint. Any employee who
retaliates against another as a result of the filing of such complaint shall be
subject to disciplinary action up to and including dismissal from the
Department.

Complaints

1.

All complaints pertaining to departmental policies or procedures or that
allege officer misbehavior or misconduct shall be documented and
investigated by the department.

a. Complaints may be given in person, in writing, over the telephone,
or via other electronic means (e-mail).

b. Anonymous complaints will be accepted for investigation; however,
the department reserves the right to abridge these procedures or
standards to reasonably act on or decline to act on anonymous
complaints to the extent appropriate.

Complaints shall be accepted by all sworn members of the department
who are approached for assistance. Complaints shall be forwarded to any
supervisor by the officer taking the complaint as soon as practicable.

Supervisors who accept complaints shall document receipt of the
complaint in writing as soon as practicable. Supervisors may attempt to
resolve a complaint by an exploration of departmental policies and
procedures, where applicable. Attempts to resolve complaints shall be
noted on the complaint form.

Complaint investigations shall be completed within a reasonable amount of
time.

Complainants shall be advised of the departmental procedures for the
processing and investigation of complaints.

Complainants shall be advised as to the status of their complaint.

Complainants shall be informed that they may file charges independent of
the department directly with the Town of Madison Board of Police and Fire
Commissioners.

Any person making a false complaint regarding the conduct of a law
enforcement officer is subject to a Class A forfeiture (see § 946.66 Wis.
Stats.)

Supervisor Investigation

1.

Upon becoming aware of or receiving notification of potential misbehavior or
misconduct of a department officer, or being assigned a complaint for
investigation, a supervisor shall begin an investigation of such allegations.

The supervisor’s investigation shall include, but not be limited to,
interviewing complainants, witnesses and officer(s) involved in the



complaint and securing all relevant evidence to the extent appropriate and
necessary to the investigation.

a. If at any time throughout the supervisor’s investigation it appears
that there may be probable cause to believe the subject(s) of the
investigation have committed a violation of the law, the
investigating supervisor shall immediately notify the Chief of
Police.

b. The Chief of Police shall make a determination whether to initiate
a criminal investigation, and whether the criminal investigation is to
occur concurrently or consecutively with the internal investigation.

3. Upon completing the investigation, the supervisor shall forward to the Chief
of Police the following:
a. A report of the alleged violation;
b. All documents and evidence relating to the investigation;
C. Recommendations for further investigation or other disposition of
the case (i.e. referral to the district attorney);
d. Recommendations for disciplinary action (if applicable).
E. Officer Rights During an Internal Investigation
1. Officers shall be subject to:
a. Section § 62.13 Wis. Stats.; and
b. Procedures adopted by the Town of Madison Board of
Police and Fire Commissioners.
F. Chief of Police Action

1. Upon receipt of a completed internal investigation by a supervisor, where
appropriate, the Chief of Police shall make a determination if further
investigation is needed and, if necessary in the discretion of the Chief,
order such investigation.

2. After completion of all investigations, the Chief of Police shall review the
investigation along with all supporting evidence, and shall give final approval
of the disposition of the complaint. The following dispositions, or other
appropriate disposition, may be given:

a. Sustained: Evidence sufficient to prove allegations.
b. Not Sustained: Insufficient evidence to either prove or disprove
allegations.
C. Exonerated: Incident occurred but was lawful or proper.
d. Unfounded: Allegation is false or not factual.
3. Upon final approval, the Chief of Police shall ensure delivery and service of

the disposition, including any disciplinary recommendation, to the officer
named in the complaint.

Discipline with Charges — Suspensions, Demotions or Dismissals



BY ORDER OF:

When disciplinary action results in demotion or dismissal, the Chief of
Police shall file a formal Statement of Charges with the Board of Police
and Fire Commissioners. When disciplinary action results in a
suspension, the Chief of Police shall file a Statement of Charges with the
Board if the officer requests a hearing to the extent required by law.

The Statement of Charges shall include the following to the extent
appropriate and necessary:

a. A statement of the alleged acts or omissions;

b. The dates and places where the alleged acts or omissions
occurred;

C. The particular rule(s) alleged to have been violated,;

d. Request for Hearing before the Police and Fire Commission; and

e. The recommended disciplinary action.

The Chief of Police or designee shall ensure that the accused officer(s) be
served with the charges in accordance with § 62.13(5)(d) Wis. Stats..

Police and Fire Commission Hearing

1.

Hearing proceedings shall comply with the rules set forth in § 62.13(5)
Wis. Stats., and the applicable rules of the Board, as follows:

The officer may obtain a representative for the hearing;

The officer may present evidence and witnesses on his or her behalf;
The officer may cross-examine adverse witnesses;

The proceedings shall be recorded or transcribed;

Witnesses shall testify under oath, when authorized by law; and
The hearing shall be open to the public in accordance with all
applicable state laws.

~PpoooTp

Review — An officer may seek review of any decision of the Board of Police and Fire
Commissioners as provided by state law.

Scott T. Gregory
Chief of Police



Dear Citizen:

Any citizen may file a complaint against the police department or any of its members.
Complaints can be filed if you believe a police officer employed by the Town of Madison
has violated a department rule, town ordinance, state or federa law, or standards of
acceptable conduct. This letter is to advise you of the procedure to follow and what will
happen after your complaint is filed.

Any person filing charges against any member of the police department must file the
original copy of the complaint with the Chief of Police, unless the complaint is filed
against the Chief, in which case the complaint will be filed with the Chairperson of the
Police and Fire Commission.

| encourage you to submit the complaint in writing and to use the enclosed citizen's
Complaint Form. The complaint should include the following: information on the person
filing the complaint, witnesses (if any), name or other identification of the person being
complained about, the fact which give rise to the complaint including the date and time of
the alleged offense and the signature of the individual filing the complaint. Please
include as much information as possible when completing the Complaint Form.

The complaint will then be reviewed by the Chief of Police and assigned to a supervisor
who will conduct an investigation. The Chief of Police will take appropriate action based
on the findings of the investigation. The person filing the complaint will then be notified
in writing as to the result. The Chief of Police will then brief the Police and Fire
Commission on the results of the investigation and that action taken.

The complainant or officer may request the Police and Fire Commission to hold a hearing
to review any action taken as a result of the investigation. Hearings will be conducted
according to the rules of the Police and Fire Commission and the Wisconsin State
Statutes.

If you desire assistance in completing the Complaint Form, please contact the Town’'s
administration office or police department for assistance.

Sincerdly,

Scott T Gregory
Chief of Police



Town of Madison Police Department

Complaint Number:

Complaint Form

(completed by Chief of Police)

This complaint is filed pursuant to Section 62.13(5)(b), Wisconsin Statutes, permitting

charges to be filed against a police officer. Charges may be filed by the Chief of Police,
the Board of Police and Fire Commissioners (“Board” or “PFC”) or any of its members,
or by an aggrieved person. If you have any questions concerning the police department,
please contact us at (608) 210-7262 or via our web site:
http://www.town.madison.wi.ug/.

When you have finished completing the form, please return to:

Town of Madison Police Department

Attn: Chief of Police
2120 Fish Hatchery Road
Madison, WI 53713

OR

Town of Madison Board of Police and
Fire Commissioners

Attn: Board President

2120 Fish Hatchery Road

Madison, WI 53713

COMPLAINANT INFORMATION

Name:

Age: Date of Birth:

Sex;: O Made O Femde

Address

Home Phone

Work Phone

Best Time(s) to Call:

OFFICER INFORMATION

Name:

Age (approximate) Sex: OMae [OFemde
Race: Height: Weight:
Complainant Signature Date Time

(PLEASE COMPLETE OTHER SIDE OF THIS FORM)




COMPLAINT / STATEMENT OF CHARGES

Describe the actions of the person(s) you identified in this complaint that you believe violates a department
rule, town ordinance, state or federal law, or standards of acceptable conduct. Be as specific as possible.
Use additional sheetsif you need more space.

SPECIFICATION OF VIOLATION

Cite the departmental rule, town ordinance, state or federal law, or standard of acceptable conduct you
believe the person identified in the complaint violated.

OTHER INFORMATION: Witness names, addresses, phone numbers, etc

Important I nformation:

Wisconsin State Statute 946.66 reads. Whoever knowingly makes a false complaint
regarding the conduct of alaw enforcement officer is subject to a Class A forfeiture.




Town of Title: -
Madison Police Records
Police Dept.
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 005 5 Replaces PO11 dated 06/20/03

Reference: 88 19.31, and 938, 064 M edia Releases

Distribution: All Personnel

Reevaluation Date: December 1, 2005 Index as. Police Records, Open Records, Records

Request

PURPOSE

To provide guidelines for the custody, security and delivery of official Town of Madison Police Department
records or information.

POLICY

It shall be the policy of the Town of Madison Police Department to presume complete public access to
police department records consistent with the business of the department. Denial of public access to
records will be the exception and may only be done in accordance with this policy. (Wis. Stat. §19.31)

DEFINITIONS

Custodian - The Chief of Police is the legal custodian for Police Department records. The Chief of Police
may designate a deputy legal custodian.

Person authorized by the individual - The parent, guardian, legal custodian of a child; the guardian of an
individual adjudged incompetent; the personal representative or spouse of an individual who is deceased or
any person authorized, in writing, by the individual to exercise the rights granted in this policy.

Personally identifiable information - Information that can be associated with a particular individual through
one or more identifiers.

Record - Any material on which written, drawn, printed, spoken, visual or electromagnetic information is
recorded or preserved, regardless of physical form or characteristics, which has been created or is being
kept by the police department. Record includes, but is not limited to: police reports, photographs, evidence
receipts, computer generated information (such as e-mail), and film. Record does not include: notes,
preliminary computations and like materials prepared for the originator's use or prepared by the originator in
the name of a person for whom the originator is working. Drafts may be considered to be open records in
some situations. Requests for drafts should be reviewed by competent legal counsel prior to release.

Requestor - Any person who requests inspection or copies of a record, except a committed or incarcerated
person, unless the person requests inspection or copies of a record that contains specific references to that
person or his or her minor children for whom he or she has not been denied physical placement, and the
record is otherwise accessible to the person by law.

PROCEDURES
A. Adoption of Procedures
1. The Town of Madison Police Department hereby adopts and prominently displays to the



public the following information concerning access to records:

a. A description of the organization; and
b. Established times and place(s) where requestors may obtain access to records,
and
C. Costs of records.
B. Physical Security and Access to Records
1. Physical access to Town of Madison Police Department records shall be limited to:
a. Police department employees; and
b. Municipal Court Clerk; and
C. Other Town of Madison employees as designated by the Chief of Police.
2. Employees shall not reveal police information except as provided in department policy or
required by law or other competent authority.
a. Information considered confidential includes, but is not limited to:
1) information contained in police reports that are not public records; and
2) information contained in other official correspondence that are not public
records; and
3) names of informants.
b. Indiscriminate and unauthorized disclosure of non-public information reflects gross
misconduct and is subject to disciplinary action.
3. Agencies/Individuals with Full Access (includes pending and juvenile cases) to reports
WITHOUT CHARGE:
a. District Attorney’s Office
b. Dane County Human Services
C. Probation & Parole
d. Community Corrections
e. Other Police Departments
f. Office of the Corporation Counsel
g. Victim — Witness Requests
h. Guardian ad Litem
4, Agencies with access to closed adult cases WITHOUT CHARGE:



a. Community Development Authority — Community Housing
b. Family Court Counseling
5. Other Agencies subject to public records availability WITH CHARGES:
a. Public Defender’s Office
C. Separation of Juvenile Criminal Records and Adult Criminal Records
1. Juvenile criminal records shall be kept physically separate from adult criminal records and
are subject to disclosure only according to the Juvenile Record Policy maintained by the

Department.

D. Procedures and Criteria for Release of Department Records
1 General Information

a. Requests for records shall be filled or denied as soon as practicable upon receipt of
the request and shall be given high priority. Typically, the Department shall
attempt to answer or acknowledge a request for records within 10 days of receipt of
the request.

b. Requests may be made orally or in writing.

1) Person(s) making requests are not required to:

a) identify themselves; or
b) state the purpose for their request of records.

2) Persons making requests may be asked to identify themselves and/or
state the purpose for their request. However, refusal of the requestor to
answer these questions is NOT a reason to deny release of records.

C. Requests are deemed sufficient if they reasonably describe the requested record or
the information requested.

1) Requests for records without a reasonable limitation as to subject matter
or length of time represented by the record are not sufficient.

d. Requestors shall be given the option to inspect or copy public records.

e. The Department is required to provide facilities to any person comparable to those
used by employees to inspect, copy and abstract the record during established
office hours.

f. The Department is not required to purchase or lease special equipment or to
provide a separate room for inspection, copying or abstracting of records.

g. Partial release of records are permitted where any portion of the requested record
is deemed to be public information. Information that is not subject to disclosure
shall be redacted from the record prior to release.

h. At the discretion of Department personnel or when necessary, requests for

information may be forwarded to the Department Records Custodian.



If a requestor makes a request for a record that does not or no longer exists, the
requestor shall be informed as soon as practicable.

Records held for other agencies are considered to be official police department
records and are subject to release per this records policy. Example: Sheriff's office
records created as a result of assisting the Town of Madison Police Department
with a homicide investigation.

Standing or ongoing requests for records shall be honored to the extent possible
with consideration for use of resources as determined by the records Custodian.

Release of Records Containing Personally Identifiable Information

a.

Unless prohibited by law, a requestor has a right to inspect or copy any records,
including those containing personally identifiable information.

The requestor may be an individual who is the subject of a Department record
containing personally identifiable information; or, the requestor may be a person
who is authorized by the individual who is the subject of a Department record
containing personally identifiable information.

Procedure

1) The Department shall first determine whether the requestor has a right to
inspect or copy records.

a) The Department will examine the request within the scope of the
exemptions listed in section IV.D.3 of this Policy.
b) If the requestor has a right to inspect or copy the record, the

request will be granted.

2) If the requestor does not have a right to inspect or copy the record, the
request will be denied in accordance with section 1V.D.4 of this Policy.

Records Exempt from Release

a.

Any record containing personally identifiable information collected or maintained in
connection with a complaint, investigation or other purpose that may lead to an
enforcement action, administrative proceeding, arbitration proceeding or court
proceeding, or any record collected or maintained in connection with such an
action or proceeding.

Any record containing personally identifiable information that, if disclosed, would do
any of the following:

1) Endanger an individual’s life or safety; or
2) Identity a confidential informant; or
3) Endanger the security of any state correctional institution, jail, secured

child caring institution, mental health institute or center for the
developmentally disabled or the population or staff of any of these
institutions, facilities or jails.

Records containing personally identifiable information about victims should be given



careful consideration prior to release. Department Policy PO06, Media Releases
provides information concerning the release of victim information.

General Records Release Guidelines

a.

Records NOT SUBJECT TO RELEASE without proper authorization:

1) Cases forwarded to District Attorney’s Office - Refer requestor(s) to DA’s
office.

2) Active cases - Must be reviewed by records Custodian or Deputy
Custodian.

3) Juvenile cases — Upon review by records Custodian (or Deputy Custodian),

juvenile names may be redacted and then released in accordance with
Department Policy P007, Juvenile Records.

Records forwarded to Town of Madison Municipal Court are subject to release per
this policy and Policy P0O07, Juvenile Records.

Denial of Requests

a.

Fees

An oral request may be denied orally.

1) The Department shall provide a written statement of the reasons for
denying the request upon demand by the requestor within five (5) business
days of the oral denial.

A written request denied in whole or in part shall be denied in writing stating the
reasons for denying the request.

1) Every written denial of a request made by the Department shall inform the
requestor that if the request was made in writing, the Department’s
determination for the denial is subject to review by mandamus under s.
19.37(1) or upon application to the attorney general or a district attorney.

The Department may impose a fee upon the requestor of a copy of a record not to
exceed the actual, necessary and direct cost of reproduction and transcription of
the record.

The Department charges $.25 per page for copying of a public record. Motor
vehicle accident reports may be purchased for $1.00 for a four-page report.

The Department may provide copies of records at no charge or at a reduced charge
if the Department determines that waiver or reduction of the fee is in the public
interest.

The Department may require prepayment by a requestor if the total amount of the
request exceeds $5.00.

The Department may require prepayment, of any amount, by a requestor who has
an outstanding balance or who has not paid the required fees in the past.



e. The Department may impose a fee upon the requestor for locating the record not
exceeding the actual, necessary and direct costs of locating the record(s),
providing the cost is $50.00 or more.

f. If the requestor is a prisoner and the prisoner has failed to pay any fee that was
imposed by the Department for a prior request, the Department may require
prepayment both of the amount owed for the previous request and the amount owed
for the current request.

g. The department will charge a $5.00 fee to locate an individual or business contact
record or an address call history with the Town of Madison Police Department. If a
listing provided is more than four (4) pages a charge of $.25 for each page over four
(4) shall added to the above fee.

h. The department will charge a $10.00 fee to copy a squad car digital video to a
compact disk.

i Copies of VHS video to VHS video will be subcontracted to a third party. The
requesting party shall pay all fees and costs associated with this transaction.

E. Records Retention Schedule

1. The Town of Madison Police Department adheres to state and local requirements for
retention of police records.

BY ORDER OF:

Scott T. Gregory
Chief of Police



PUBLIC NOTICE

TOWN OF MADISON POLICE DEPARTMENT
ACCESS TO RECORDS: PROCEDURES & FEES

Description of the Organization: The Town of Madison Police Department is designated as an
official authority for the keeping of police related records. The Chief of Police is the official legal custodian of
Police Department records.

Access to Records: Persons may: 1) obtain information; 2) make requests for access to records; and 3)
obtain copies of records during normal business hours. Normal business hours are Monday - Friday
(Except Holidays) from 8:00 A.M. - 4:30 P.M.

Requests for Records: Unless prohibited by law, any requestor may request records via an oral or
written request with certain exceptions. These exceptions are delineated by Department Policy 005.

Right to Inspection: Unless prohibited by law, any requestor has a right to inspect any public record
without charge.

Costs of Records: Copies of records may be obtained for $.25 per page, which covers the actual,
necessary and direct cost of reproducing the record. Motor vehicle accident reports may be purchased for
$1.00 for a four-page report. A copy of an individual, business or address call history is $5.00 plus $.25 for
each page over four (4) pages. Copy of a digital video is $10.00.

Questions: If you have questions about this policy or need further information, please contact the Chief of
Police at 608-210-7262 during normal business hours.




Town of Madison || Title:
Police Dept. Domestic Abuse
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 006 4 Replaces PO15 dated 06/20/03
Reference: §968.075 Distribution: All Personnel
Reevaluation Date: January 1, 2006 Index as. Domestic Abuse, Mandatory Arrest

l. POLICY

This department’ s official response to cases of domestic violence emphasizes the protection of victim(s),
enforcement of laws, and the attitude that violent behavior is neither excused nor tolerated. Furthermore,
criminal laws will be enforced without regard to the relationship of the partiesinvolved.

. DEFINITIONS

Domestic Abuse- Any of the following engaged in by an adult person (aperson 17 years of age or older)
against his or her spouse or former spouse, against an adult with whom the person resides or formerly
resided or against an adult with whom the person has a child in common:

1 Intentional infliction of physical pain, physical injury or iliness
2. Intentional impairment of physical condition.
3. A violation of the law amounting to first, second, or third degree sexual assault §

940.225(1), (2),0r (3) Wis. Stats.

4. A physical act or threat that may cause the other person reasonably to fear imminent
engagement in the conduct described under Section 11.A.1 through 3.

[I. PROCEDURES
A. Arrest Disposition— Mandatory Arrest
1 The officer shall arrest and take a person into custody if:

a The officer has reasonable groundsto believe that the person is committing or
has committed domestic abuse and that the person’ s actions constitute the
commission of acrime; and

b. Either or both of the following circumstances are present and the officerisin a
position to legally make an arrest:

1) The officer has areasonable basis for believing that continued domestic
abuse against the alleged victim(s) islikely, or
2 Thereisevidence of physical injury to the alleged victim(s).
C. The partiesinvolved are in adomestic relationship as defined by state statute.
d. The report is made within 28 days of the incident.



An arrest will be made under the above requirements even though the victim expressly
indicates adesire not to prosecute, or indicates an unwillingnessto cooperateif the
officer reasonable believes that the victim will suffer further injury if an arrest is not
made.

This decision to arrest will not be affected by the relationship of the parties.
Note: Marriage is not a bar to prosecution for sexual assault.

If the above circumstances exist, and the suspect is not present, areasonable effort will be
made to locate and take the suspect into custody.

If an officer is acting on the basis of adomestic abuse report, which is received more than
28 days after the alleged incident occurred (excluding the date of the incident), the
provisions mandating an arrest do not apply. However, all other provisions would still
apply. For instance, if the officer makes an arrest, though not mandated to do so, the no-
contact provisions would apply.

Arrest Disposition — Discretionary Arrest (Pro-Arrest)

1

In most circumstances, other than those under Section I11.A. above, an officer should
arrest and take a person into custody if the officer has reasonable grounds to believe that
the person is committing or has committed domestic abuse and that the person’s actions
constitute the commission of acrime.

2. Anofficer'sdecision not to arrest under this section may not be based solely upon the absence

of visible indications of injury or impairment.

Report Required Where No Arrest

1

If an officer does not make an arrest under this section when the officer has reasonable
groundsto believe that a person is committing or has committed domestic abuse and that
person’s acts constitute the commission of acrime, the officer shall prepare awritten
report stating why the person was not arrested prior to comp leting the officer’ stour of
duty.

The report shall be sent to the District Attorney’s Office for review to determine whether
the person involved in the incident should be charged with the commission of acrime.

While § 968.075 Wis. Stats. compelsreasonable efforts to locate and arrest suspects who
have committed acts of domestic abuse, there will be limited instances when thisis not
possible. Examples where an arrest may not be immediately plausible:

a Reasonabl e effortsto locate and arrest the suspect are unsuccessful.

b The suspect has been committed to Mendota Mental Health under standards for
an emergency detention.

C. The suspect has received injuries necessitating an overnight admissionto a
hospital.

When probable cause exists to arrest adomestic abuse suspect who is at large, the
reporting officer will:

a Complete the probabl e cause affidavit and attach to the squad room bulletin
board and advise the incoming shift at the end of the officer’s tour of duty.

Mutual Domestic Abuse



When the officer has reasonable suspicion to believe that persons in a domestic
relationship are committing or have committed domestic abuse against each
other, the officer does not have to arrest both persons, but should arrest the
person whom the officer believes to be the “primary physical aggressor”. In
determining who is the primary physical aggressor, an officer should consider:

a. The intent of the law to protect victims of domestic violence;
b. The relative degree of injury or fear inflicted on the person involved; and
C. Any history of domestic abuse between these persons, if that history can

reasonably be ascertained by the officer.

The primary physical aggressor is the person who was the most aggressive
physically during the entire incident.

E. Temporary Restraining Orders and Injunctions
1. Knowingly violating a Temporary Restraining Order (TRO) or Interlocutory
Injunction is a misdemeanor under Wisconsin law and the officer should:

a. Contact Dane County Communications Center to determine that the TRO/Injunction
exists.

b. Determine whether the TRO/Injunction has been served and its specific contents.

c. The officer will make an arrest for a violation of the order when there is an order in
existence, the order has been served, and there is probable cause to believe that it
was knowingly violated.

d. If the TRO/injunction has not been served, the officer should:

i. Collect all copies of the TRO or injunction from the petitioner. The
petitioner copy can be served to the respondent. Notify the
petitioner a new copy can be obtained from the Clerk of Courts
Office.

ii. Read all information to respondent, with particular attention to
“conditions” and “date of injunction hearing”. This may include
removing the respondent from the residence.

iii. If TRO or injunction is Domestic Abuse or Child Abuse, you should
attach “Surrender of Firearm Procedure” and give to respondent.

iv. Officer signs/dates the back of TRO/injunction and must give it to
the respondent. Must stay on scene until the respondent leaves.

V. You must contact data (266-9038) to affirm service (provide
respondent’s name along with date and time of service). If served
during regular business hours contact Pat Farino at 284-6824 or
the Dane County OIC at 284-6155 to advise of service.

vi. The service must be documented in a narrative report under a
separate report heading.

e. When the order has been served, the suspect should be advised to obey the order.
Failure to comply with the order will result in the arrest of the suspect for the violation
of the order.

F. Children

1. Note the names and ages of children and whether they were present when the

domestic incident occurred.

2. If the disposition of a dispute leaves minors in the home without a responsible

adult, the officers are to contact the Dane County Department of Human Services
for temporary arrangements.



3. In the event that a minor child appears to be the victim of physical and/or sexual
abuse, it is the responsibility of the officer to take immediate action, including
notifying the Dane County Department of Human Services within 12 hours of
report of the incident per § 48.981(3) Wis. Stats.

G. Contact Prohibition; Waiver
1. Under the domestic abuse law, unless there is a waiver by the alleged victim,

during the 72 hours immediately following an arrest for a domestic abuse
incident, the arrest person is required to:

a. Avoid the residence of the alleged victim of the domestic abuse incident
and, if applicable, any premises temporarily occupied by the alleged
victim, and

b. Avoid contacting or causing any person, other than law enforcement

officers and attorneys for the arrested person and alleged victim, to
contact the alleged victim.

2. A law enforcement officer is required to arrest and take a person into custody if
the officer has probable cause to believe that the person has violated the “no
contact” requirements.

3. Regardless of whether or not there has been a signed 72-hour no-contact
provision, if the arrested person commits an act of domestic abuse during this
72-hour period, and the act constitutes commission of a crime, the penalty
increases to a felony.

4, At any time during the 72-hour period specified above, the alleged victim may
sign a written waiver of the 72-hour no-contact provision. The Department will
have waiver forms available for this purpose. If a waiver of the no-contact
provision has been signed by the victim, the officer will provide one copy of this
wavier to the victim, one copy is provided to the suspect (if located), and the rest
of the copies will be submitted with the report.

5. The officer responsible for the arrest of a person for a domestic abuse incident
will ensure that the alleged victim is notified of the no-contact provision.

H. VINE

1. Pursuant to state law, the Department is responsible for developing a procedure
notifying the alleged victim of an alleged domestic abuse incident of the
procedure for releasing the arrested person.

l. Victim Information Form
1. Officers should provide victim’s with this form.

BY ORDER OF:

Scott T. Gregory
Chief of Police



Town of Madison Police Department
EMERGENCY PHONE NUMBER 9-1-1

The 72-hour no contact prohibition is valid until

TIME
on

DATE

I understand that during the 72 hours
VICTIM

immediately following the arrest of

ARRESTED
| have the following rights pursuant to State Statute 968.07(5)(a);

1.  Thearrested person shall avoid my residence or any premises temporarily occupied by
me

2. The arrested person shall avoid contacting me or causing any person, other than the
attorney for the arrested person, to contact me.

| understand that may be arrested pursuant to
968.075 (5) (a) (1, 2) during the 72 hours immediately following the arrest if he/she
violates the contact prohibition. | understand that it is my responsibility to report any
violations of the contact prohibition.

After reading the information above and understanding what my rights are, | am
requesting that (circle one):
1. THE 72 HOUR NO CONTACT PROHIBITION BE ENFORCED.
2. | WANT TO WAIVE MY RIGHT TO THE PROTECTION AVAILABLE FROM
THE 72 HOUR CONTRACT PROHIBITION. | DO NOT WANT THE 72 HOUR
CONTACT PROHIBITION TO BE ENFORCED.

| also understand that even if | do not waive the contact prohibition at this time,
State Statute 968.075 (5) (3) (c), allows me to waive the contact prohibition at any
time during the 72 hours immediately following the arrest. The officer has told me
and | also understand that it will be my responsibility to contact the Police Depart-
ment if | want to change the status of the contact prohibition. All changes must be in
writing. a verbal notice is not sufficient.

| have read this statement and understand what my rights are pursuant to the
contact prohibition explained above. Knowing these rights and understanding each
of them, | have circled the response that | would like followed.

Signature
Time Date
Case Number Officer

TMPD (7/96) White— Law enforcement  Yelow — Jail Pink — Victim Goldenrod - Suspect



Town of Madison || Title:
Police Dept. Operation of Emergency Vehicles
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 016 3 Replaces PO02 dated 06/20/03
Reference: 346.03 Distribution: All Personnel
Reevaluation Date: January 1, 2006 Index as. Operation of Emergency Vehicles, EVOC
PURPOSE

The purpose of this policy is to provide written guidelines for officers while operating
emergency vehicles and exceeding posted speed limits.

POLICY

State statutes exempt operators of authorized emergency vehicles from specific rules of
the road. They DO NOT relieve the operator of the authorized emergency vehicle from
the duty to drive with due regard under the circumstances for the safety of all persons. It
is the policy of this Department to safeguard the lives and property of all persons, and to
narrowly regulate the manner in which officers may disregard specific rules of the road.

DEFINITIONS

Authorized Emergency Vehicle - A publicly owned police vehicle.

Emergency Warning Devices - Visua signal(s) consist of at least one flashing, oscillating
or rotating red and blue light. An audible signal consists of a siren or exhaust whistle.

PROCEDURES
A. Use of Emergency Warning Devices

1 The operator of an authorized emergency vehicle may stop, stand, or park
irrespective of the traffic regulations ONLY when the operator of the
authorized emergency vehicle utilizes visual signal emergency warning
devices.

2. The operator of an authorized emergency vehicle may proceed past a stop
signal or sign, exceed the speed limit, or disregard regulations governing
direction of movement or turning in specified directions ONLY when all
emergency warning devices are in use (both visual and audible signals).



Visua signal emergency warning devices shall be used when an officer
effects a traffic stop. Audible signa emergency warning devices may be
used when effecting traffic stops.

Officers utilizing unmarked authorized emergency vehicles must exercise
special care when responding to an emergency call or operating in an
emergency mode.

Officers may activate emergency warning device(s) when required to assist
in handling any perceived emergency situation.

In other than emergency situations, when expediency is required to
effectively eliminate a potential hazard to the public or fellow officers, law
enforcement officers may activate emergency warning devices to allow
orderly and safe transit through heavily congested roadways. Examples of
permissible uses of emergency warning devices during non-emergency
response situations include, but are not limited to:

a Using visua signa emergency warning devices as "beacons' to
assist disabled motorists; or

b. Using visual signal emergency warning devices when it is
necessary to use authorized emergency vehicles as protective
barriers.

B. Disregarding emergency warning device requirements

1.

An officer may only disregard the visual and audible signal requirements of
sec. 346.03(3) Wis. Stats., under the following circumstances exempted in
sec. 346.03(4)(a) and (b), Wis. Stats.:

a If the officer is obtaining evidence of a speed violation;
b. If the officer is responding to a call which the officer reasonably
believes involves a felony in progress and the officer reasonably

believes any of the following:

Q) Knowledge of the officer's presence may endanger the
safety of avictim or other person; or

2 Knowledge of the officer's presence may cause the
suspected violator to evade apprehension; or

3 Knowledge of the officer's presence may cause the
suspected violator to destroy evidence of a suspected felony



or may otherwise result in the loss of evidence of a
suspected felony; or

4 Knowledge of the officer's presence may cause the
suspected violator to cease the commission of a suspected
felony before the officer obtains sufficient evidence to
establish grounds for arrest.

C. Additional considerations
1 Notwithstanding the requirements of the law, officers shall consider the
following factors in determining whether to utilize emergency warning
devices.
a Road conditions

b. Density of population

C. Severity of crime
d. Necessity of pursuit by vehicle.

D. Securing vehicles
No employee will leave a squad car unattended with keys in the ignition and
unlocked. Squad cars will not be left running and unattended.

1. The department understands there may be cases an officer is required
to exit hissher squad car in an emergency and unable to secure the
vehicle. If this occurs the officer is required to have another officer
return to his’her squad car and secure it or return as quickly as possible
to secure the squad car.

2. The department also understands during winter months a squad may be
left running and unattended to keep the electronic equipment warm. |If
this is required squad cars will be secured. Squad cars will not be left
running and unattended for more than 30 minutes.

E Use of Safety Belts

All employees operating Town of Madison vehicles are required to wear the safety belt
restraints. WI statute 347.48(2m)(dm) exempts law enforcement officers from wearing
safety belts under circumstances in which compliance could endanger the safety of the
operator or another. The department realizes in a few circumstances safety belt use may
endanger the officer; but in most circumstances safety belt use is required.

BY ORDER OF:

Scott T. Gregory
Chief of Police
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. Purpose

The purpose of this policy is to provide officers of this law enforcement agency with
direction on when and how to use their Baton.

. Policy

The availability of Impact Weapons (Baton) can assist officers in de-escalation of
potentially violent confrontations and in certain situations; it can provide additional
alternatives to the use of deadly force. Impact Weapons are an important component of

this agency’s less lethal

force equipment. Officers are authorized to employ impact

weapons in accordance with provisions of this policy and this department’s policy on use

of force.

[1. Definitions

Less Lethal
Weapons:

Impact Weapons
(Baton):

Devices used by police officers to stop, control, and redrain
individuals while causing less harm than deadly force to the
individual as well as the officer and any nearby persons.
Examples of the less |ethal weapons include pepper spray, pepper
balls, water guns, nets, batons, Tasers, and beanbag and rubber
projectiles.

Impact Weapons often referred to generically as “Batons’. Itis
designed to impede a subject. While the department recognizes
two primary types of impact weapons for daily carry and use by
officers of this department, it also recognizes that in a dynamic
environment other instruments may be utilized as a temporary
impact weapon. Only trained techniques, dynamic applications
of trained techniques or techniques not trained but justifiable
under the circumstances are authorized with department approved
batons or temporary impact weapons.

This department recognizes two types of impact weapons for
daily carry:

A. Straight 26 inch wood baton

-1-



V.

B. Collapsble/Expandable Batons in 21-inch to 26-inch lengths.

Procedure
A. Guidelines for Use of Impact Projectiles

1. All uses of impact weapons shall be consistent with this department’s
policy on use of force. Use of an impact weapon is listed under
Intermediate Weapon in Intervention Options. (See State of Wisconsin
DAAT Manual)

2. Impact weapons should be used in circumstances that require the officer
to impede as subject, and deadly force would not be appropriate for creating
such impediment.

5.  Officers should attempt to utilize impact weapons at the following target
areas:

a. Lower Abdomen (source: State of Wisconsin DAAT Manual)
b. Knee and Elbow area (source: State of Wisconsin DAAT Manual)
c. Deadly Force Target Areas. Head, Neck, Chest, Groin, Spinal Column.

6.  Suspects who are struck with an impact weapon should be restrained as
necessary and transported to a medical facility for examination.

7.  Use of impact weapons is a use of force and is subject to the same reporting
and investigative policy requirements as other types of force incidents.

B. Training
1. Officers authorized to deploy impact weapons shall receive designated
training as required by this department and shall re-qualify with the impact
weapon as designated by this agency.
2. Officers shall receive agency-authorized training specifically designed to

simulate actual deployment situetions and conditions to enhance officer’s
discretion and judgment in using impact projectiles in accordance with this

policy.

C. Post Deployment

1.

Care of subject:

a. After deployment of an impact weapon and a subject has been struck
with an impact weapon, the officer will summon emergency medical
care via ambulance.



b. A subject that has been struck by an impact weapon from a Town of
Madison Police Officer will be transported to the most appropriate
hospital for medical treatment and/or clearance.

2. Reporting use of almpact Weapon

a. Any officer that has used an impact weapon (if subject has been struck)
will complete a Use of Force Report form in addition to their case
report.

b. Any time a subject has been hit with an impact weapon, a supervisor
will be notified.

BY ORDER OF:

Scott T. Gregory
Chief of Police
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Purpose
The purpose of this policy is to provide officers of this law enforcement agency with
guidelines in the safe use and deployment of department authorized firearms.

Policy

This policy is a secondary document to the Use of Force policy and any use of firearms
by an officer of the Town of Madison Police Department will comply with the
requirements set forth in the Use of Force policy.

A. Use of Deadly Force-see Use of Force Policy
B. Useof Non-Deadly Force-see Use of Force Policy

The Town of Madison Police Department recognizes Wisconsin's system of Defensive
and Arrest Tactics (DAAT) as the standard for the use of force in the state of Wisconsin.
The department also recognizes that this is a recruit level standard, and that advanced
standing training in techniques outside of Wisconsin's DAAT system may be authorized,
provided the techniques and tactics are found to be objectively reasonable. The Town of
Madison Police Department recognizes that in certain confrontations where an officer’s
safety isin jeopardy, techniques outside of Wisconsin’s DAAT system may be used.

Definitions

Deadly Force:  The intentiona use of a firearm or other instrument, the use of
which would result in a high probability of death.

Non-Deadly The use of any weapon or instrument, or any other action by the
Force: officer, which does not fall under the definition of deadly force, but
could result in bodily harm.

Great Bodily A bodily injury which creates a substantial risk of death, or which

Harm: causes serious permanent disfigurement, or which causes a
permanent or protracted loss or impairment of the function of any
bodily member or organ or other serious bodily injury.

Objectively This term means that, in determining the necessity for force and the
Reasonable: appropriate level of force, officers shall evaluate each situation in

light of the known circumstances. This includes, but is not limited
to the severity of the alleged crime at issue, whether the suspect

-1-



Privilege:

SAf Defense
and defense of
others:

Disturbance
Resolution:

Officers:

Firearm:

Semi-Automatic
Pistol:

V. Procedure

poses an imminent threat to the safety of officers and/or others and
whether the suspect is actively resisting or attempting to evade
arrest by flight.

The Town of Madison Police Department recognizes Wisconsin
State Statute 939.45 Privilege as the definition.

The concept of privilege is very important. What it means is that as
alaw enforcement officer, if you are acting in good faith and
seeking to achieve legitimate law enforcement objectives
(including making arrests), you can legally use force that could
otherwise be considered a criminal act. Naturaly, if you use force
for some unauthorized purpose—such as to retaliate against
someone—your use of forceis

not privileged, and you may be subject to criminal charges.
(Source: State of Wisconsin DAAT Manual)

The Town of Madison Police Department recognizes Wisconsin
State Statute 939.48 Self-defense and defense of othersasthe
definition.

The Town of Madison Police Department uses the Disturbance
Resolution model as provided by the State of Wisconsin in the
DAAT Manual as the model in which Deadly and Non-Deadly
Force isused. The Town of Madison Police Department also
recognizes that the Disturbance Resolution model can be modified
to accommodate additional advanced standing training techniques
and weapons.

“Officers’ referenced in this policy means all sworn personnel
regardless of rank or assignment.

The Town of Madison Police Department recognizes the definition
under 18 USC 921 (3)(a) The term "firearm" means any weapon
which will or is designed to or may readily be converted to expel a
projectile by the action of an explosive. (Source U.S. Code)

The semi- automatic pistol, some of the force is used to operate the
mechanism that gjects the empty casing and places the next round
in the chamber. Each time you pull the trigger, one round is fired
and the next round is fed into the chamber. (Source State of
Wisconsin Firearms Manual)

A. Guidelines for Use of Firearms
1. All usesfirearms shall be consistent with this department’s policy on use
of force. Use of any firearm is listed under Deadly Force in Intervention
Options. (See State of Wisconsin DAAT Manual)
2. Firearms should be used in circumstances that require deadly force.

B. Carry of Firearms



1. Semi-Auto Pistols

a The Town of Madison Police Department authorizes only semi-
automatic Pistols for daily carry in uniform and investigative
assignments.

b. All uniformed officers shall carry their duty weapon while driving
a department vehicle.

c. All semi-automatic pistol (semi-auto) magazines will be loaded to
capacity during duty carry.

d. All officers must carry a minimum of two magazines loaded to
capacity. One must be carried in the weapon and one must be
carried on their person, available for immediate use.

e. Only Department authorized semi-auto pistols will be carried on
duty or off-duty by officers.

f. All semi-automatic pistols will be carried with the chamber loaded.

g All semi-automatic pistols must be Double Action with a
decocking mechanism or Double Action only pistols. Single
Action Pistols are not authorized.

h.  Authorized Semi- Auto Pistols:

1. On-Duty-pistols: Officers arerequired to carry a semi-auto
pistol from one of the following manufacturers:

Glock, Smith & Wesson, Colt, Springfield, Walther,
Ruger, Beretta, Sig-Sauer and Heckler & Koch.

2. Off-Duty and Back-up pistols: Officers carrying semi-auto
pistols for off-duty and back- up purposes are required to
carry a pistol from the following manufacturers:

Glock, Smith & Wesson, Colt, Springfield, Walther,
Ruger, Beretta, Sig-Sauer, Heckler & Koch, Kel-Tec
and Kahr.

3. Any pistol other than those listed above may be authorized
at the discretion of the Chief of Police or the Chief’s
designee.

i. Authorized Caliber

1. All OnDuty pistols shall be a minimum of 9mm, .40 S& W
or .45 ACP.

1. Officer serving in investigative or plain-clothes
assignments may carry .380 ACP pistols.

2. All Off-duty and Back-up pistols shall be a minimum of
.380 ACP, 9mm, 40 S&W or .45 ACP.

3. Any caliber other than those listed above may be
authorized at the discretion of the Chief of Police or the
Chief’s designee.

J. Modifications

1. Department authorized semi-automatic pistols will not be
modified from their original manufacturers condition.

2. Modifications do not include; rubber grips, night sights,
attached lights or magazine extensionsup to 1”.



3. The Chief of Police or the Chief’'s designee may only
authorize a modification.

2. Shotguns

a

The Town of Madison Police Department authorizes only
department owned Remington 870 12 gauge shotguns to be carried
in Town of Madison Police Vehicles.

All Department shotguns are to be placed in department vehicles
with the magazine empty and safety on.

Only Department authorized Kinetic Energy Impact Projectiles
(Bean Bag rounds) are to be carried with the authorized shotgun.
At not time will any other ammunition be carried in a Department
vehicle or with the officer’s personal items or on the officer’s
person..

Each office will check the Department authorized shotgun at the
beginning of hig’her shift and verify that the Department issue
shotgun has an empty chamber and magazine tube, with the safety
in the “On” position.

The Department may authorize training ammunition use for
personnel attending training. The issuance of training ammunition
will be department authorized only, and the administrative staff is
responsible for issue.

3. Rifles

C. Traning

a

b.

Only authorized Colt AR-15 .223 caliber riflesareto be carried in

Town of Madison Police Vehicles.

Department authorized rifles are to be carried with the magazine

loaded with 28 rounds, with the chamber empty and safety in the

“safe” position.

Only department-authorized ammunition is to be carried in the

magazine of the department rifle.

All officers are issued one extra magazine, which isto be loaded in

the same condition as the magazine in the rifle, 28 rounds.
Officers may carry additional AR-15 magazines loaded in
accordance with this policy.

No modifications to the original condition of the rifle will be

authorized without the permission of the Chief of Police or the

Chief’ s designee. The Chief of Police authorizes the Colt AR-15

rifles to be carried in Town of Madison Police Vehicles.

Each officer will check the Department authorized rifle at the

beginning of higher shift and verify that the rifle has aloaded

magazine inserted, the safety isin the “Safe” position, and the

chamber is empty.

1. Regular firearms training and qualification sessions for onduty, off-duty

and back-up weapons will be conducted. A police officer shall not be
permitted to carry any on-duty weapon with which he/she has not been
able to qualify during the most recent qualification session.



a.

On-Duty Semi-Auto Pistol — Failure to Qualify: Any officer who
fails to qualify with their on-duty handgun within a reasonable
time period and following remedial training or other corrective
action(s) shall be relieved of duty pending the outcome of an
administrative hearing and/or a fitness for duty evaluation as
determined by the Chief of Police or his designee.

Backup or Off-Duty Semi- Auto Pistol — Failure to Qualify: Any
officer who fails to qualify with any back- up or off-duty handgun
shall be given opportunities within a reasonable time period to re-
qualify with that firearm. Failure of the officer to re-qualify
thereafter shall disqualify the officer from carrying the firearm in
question until such time as the officer may re-qualify. However,
the officer may remain on regular duty assignment if qualified to
carry their on-duty handgun.

On-duty Rifle and Shotgun — Failure to Qualify: Any officer who
fails to qualify with any Department Rifle or Shotgun shall be
given opportunities within a reasonabl e time period to re-qualify
with that firearm. Failure of the officer to re-qualify thereafter shall
disgualify the officer from carrying the firearm in question until
such time as the officer may re-qualify. However, the officer may
remain on regular duty assignment if qualified to carry their on
duty semi-auto pistol.

2. A police officer, who has taken extended leave or suffered an illness or
injury that could affect his or her use of firearms ability, will be required
to re-qualify before returning to enforcement duties.

D. Safety

1. Thefollowing rules apply to any firearm, whether it is a pistol, a
revolver, or along gun (Source State of Wisconsin Firearms Manual):

a
b.
C.

d.

Assume all guns are loaded.

Never let the muzzle cross anything you are not willing to destroy.
Keep your finger off the trigger and outside the trigger guard until
you are firing.

Know your target and what’s beyond it.

2. Range Safety (Source State of Wisconsin Firearms Manual):

a
b.

Obey all commands by the range officer.

Keep your weapon holstered at all times when not on the firing
line.

Draw your weapon only when directed to do so by arange officer.
Always keep your weapon pointed down range.

Remain on the firing line, facing down range, unless directed
otherwise by arange officer.

If acease-fireis called, immediately cease shooting and remain at
the low ready until further direction by arange officer.

If you see any unsafe condition, call a cease-fire and notify arange
officer.

Always wear eye and ear protection.



3. Safe Storage of Weapons. Wisconsin law provides crimina penalties for
leaving a firearm within reach or access of a child (8948.55 Wis. Stats.)
(Source State of Wisconsin Firearms Manual)

a Store firearms unloaded and locked up.

b. Store ammunition locked up away from the weapon.
c. Store your weapon uncocked.

d. Educate responsible adults in your home.

BY ORDER OF:

Scott T. Gregory
Chief of Police
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Purpose

The purpose of this policy is to provide officers of this law enforcement agency with
direction on when and how to use Kinetic Energy Impact Projectiles (KEIP).

Policy

The availability of Kinetic Energy Impact Projectiles (KEIP) can assist officers in de-
escalation of potentially violent confrontations and in certain situations; it can provide
additional alternatives to the use of deadly force. Impact projectiles are an important
component of this agency’s less lethal force equipment. Officers are authorized to
employ impact projectiles in accordance with provisions of this policy and this
department’ s policy on use of force.

Definitions

Less Lethal Devices used by police officers to stop, control, and restrain

Weapons. individuals while causing less harm than deadly force to the
individual as well as the officer and any nearby persons.
Examples of the less lethal weapons include pepper spray,
pepper balls, water guns, nets, batons, Tasers, and beanbag and
rubber projectiles.

I mpact Kinetic Energy Impact Projectiles often referred to generically

Projectiles: as “bean bags’ and “rubber bullets” It is designed to

incapacitate a subject with minimal potential for causing death
or serious physical injury when compared to conventional
projectiles when used in accordance with agency policy and
training guidelines. There are two impact projectiles utilized by
this department.

1. A 12-gauge kinetic energy projectile consisting of an
approximate 40gm lead- shot filled bag with a tail for
better accuracy delivered by a standard police 12- gauge
shotgun.

2. A variety of 37mm or 40mm impact rounds delivered
from a specialized 37mm or 40mm less letha launcher.



V.

Procedure
A. Gui

1.

B. Gui

1.

2.

delines for Use of Impact Projectiles

All uses of impact projectiles shall be consistent with this department’s
policy on use of forcee Use of an impact projectile is listed under
Intermediate Weapon in Intervention Options. (See State of Wisconsin
DAAT Manual)

Impact projectiles should be used in circumstances that require
incapacitation, and force less than deadly force would be preferable for
creating such incapacitation.

Officers who utilize impact projectiles during lethal circumstances/situations
shal at al times have a cover officer(s) with him/her that is prepared to
immediately use deadly force if necessary.

Where possible, officers should inform other police personnel in the
immediate vicinity that impact projectiles will be deployed in order that the
shot will not precipitate the use of firearms by other officers.

Officers should attempt to utilize impact projectiles a the following
recommended distances and target areas:

a 520yads =  Optimad Range

b. Primary Target Areas. Lower Arms, Upper and Lower Legs, Lower
Abdomen.

c. Secondary Target Areas. Upper Arms, Shoulder Blades, Knees.
d. Deadly Force Target Areas. Head, Neck, Chest, Groin, Spinal Column.

Suspects who are struck with an impact projectile should be restrained as
necessary and transported to a medical facility for examination.

Use of impact projectiles is a use of force and is subject to the same
reporting and investigative policy requirements as other types of force
incidents.

delines for Kinetic Energy Impact Projectile Equipment:

All shotguns used to fire impact projectiles will be 12 gauge pump-action
shotguns. Only kinetic energy impact projectiles may be loaded into and fired
from this weapon.

All officers and/or supervisors who take a squad car equipped with an impact
projectile shotgun will check that shotgun and kinetic energy impact projectile
ammunition at the start of their shift. Only authorized Kinetic Energy Impact
Projectile ammunition will be carried in or on a Department Authorized
shotgun. At no time will any other type of ammunition be carried by officers



of this agency while on-duty without the authorization of the Chief of Police
or designee.

Only officers who have been formally trained by this department in the use of
the impact projectile shotgun will be permitted to utilize the less lethal
projectile weapons.

C. Traning

1.

Officers authorized to deploy impact projectiles shall receive designated
training and certification as required by this department and shall re-qualify
with the weapon as designated by this agency.

Officers shall receive agency-authorized training specifically designed to
simulate actual deployment situations and conditions to enhance officer's
discretion and judgment in using impact projectiles in accordance with this

policy.

D. Post Deployment

1

2.

BY ORDER OF:

Care of subject:

a. After deployment of a KEIP and a subject has been struck with aKEIP,
the officer will summon emergency medical care via ambulance.

b. A subject that has been struck by a KEIP from a Town of Madison
Police Officer will be transported to the most appropriate hospital for
medical treatment and/or clearance.

Reporting use of aKEIP

a. Any officer that has used a KEIP (whether a subject has been struck or
not) will complete a Use of Force Report in addition to their case report.

b. Any time a subject has been hit with aKEIP, a supervisor will be
notified.

Scott T. Gregory
Chief of Police
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Purpose

The purpose of this policy is to provide officers of this law enforcement agency with
direction on when and how to use Oleoresin Capsicum (OC) Chemica Agents.

. Poalicy

The availability of Oleoresin Capsicum Chemical Agents (OC Spray) can assist officers
in de-escalation of potentially violent confrontations and in certain Situations; it can
provide additional aternatives in the use of force. OC Spray is an important component
of this agency’s less letha force equipment. Officers are authorized to use OC Spray in
accordance with provisions of this policy and this department’s policy on use of force.

[1. Definitions

Less Lethal
Weapons:

Oleoresin
Capsicum
Chemical

Agents:

V. Procedure

Devices used by police officers to stop, control, and restrain
individuals while causing less harm than deadly force to the
individual as well as the officer and any nearby persons.
Examples of the less lethal weapons include pepper spray,
pepper balls, water guns, nets, batons, Tasers, and beanbag and
rubber projectiles.

Oleoresin Capsicum Chemical Agents often referred to
genericaly as “OC Spray” and “Pepper Spray.” It is designed
to incapacitate a subject with minimal potential for causing
serious physica injury when compared to other empty hand
control options when used in accordance with agency policy and
training guidelines.  There is one OC Chemical Agent
deployment device utilized by this department.

A canister in either a 30z or 40z version manufactured by a
department-authorized manufacturer.

A. Guidelines for Use of Oleoresin Capsicum Chemical Agents (OC Spray)



All uses of OC Spray shall be consistent with this department’ s policy on use of
force. Use of an OC Spray is listed under Empty Hand Control in Intervention
Options. (See State of Wisconsin DAAT Manual)

B. Criteria For Use:

1. An Officer shall not brandish, display or threaten to use OC Spray unless the
Officer reasonably believes its use may become justified or anticipated.

2. OC Spray should not knowingly be used:
a.  Near any open flame

b. In cases of Passive Resistance unless there is or the subject poses
articulable threat of harm to Officers or others.

In an attempt to gain information from a subject.

Against a subject in custody unless physical resistance of the subject
muse be overcome.

e. Towake anintoxicated subject.

f.  Inany other situation and/or circumstance that OC Spray would be
inappropriate according to that standards set forth in the Use of
Force policy and the State of Wisconsin DAAT Manual.

C. Deployment of OC Spray:

1. Deployment of OC Spray shall be in accordance with the department approved
training that an officer received.

2. Thetarget area of OC Spray is the face. Specificaly, nose, mouth, eyes, nose.
3. If possible officers should shake the OC Spray canister prior to use.

4. Whenever a OC Spray isto be deployed, the deploying Officer should attempt,
when possible, to notify other Officers on scene that OC Spray being deployed.
The announcement “ Spray to aert other Officersis appropriate. (Source: State
of Wisconsin DAAT Manual)

D. Post Deployment

1. Any subject that is sprayed by OC Spray will be considered contaminated and
will require follow-up care.

a.  Use Professional Communications skills to calm and reassure the
subject, who may feel quite panicked.

b. Ask the subject if he/she is wearing contact lenses. If so, contact
emergency medical personnel to remove same.

c. If the subject is wet with OC, dry him/her before transporting.

d. Encourage the subject to open his’/her eyes and blink. The will
encourage tearing, which will help wash out the OC.



e. If possible, move the subject to fresh air, and face him/her in the
wind.

f.  If possible, rinse the subjects face and eyes with cool water,
preferably from a running tap or hose. Dipping the face into standing
water will contaminate the water and result in re-exposure. Advise the
subject not to rub higher eyes.

g If available, use (nonlotion) soap and water to remove the resin from
the skin. Do not use salves, creams or lotions. These will trap the OC
against the skin.

h. Get media assistance under any of the following circumstances:
i. If the subject requests it
ii. If symptoms do not visibly improve after 45minutes

iii. If you observe any other problem or feel that medical assistance
iswarranted. (Source State of Wisconsin DAAT Manual)

i. Officers shall monitor the subject for adverse reactions and inform the
receiving agency (jail, secure detention, crisis center, and other
agencies) that the subject had been “sprayed” with OC Spray.
Whenever there is doubt concerning the need for medical attention, it
should be resolved through the examination of the subject by an
appropriate medical facility.

2. Reporting:
Any use of OC Spray will require to completion of the Use of Force
Report along with the officer’ s case report.
E. Carry of OC Spray

Officers are permitted to carry only department issued OC Spray, which
will be of 10% OC concentration.

F. Training

1. Officers authorized to deploy OC Spray shall receive designated training as
required by this department and shall re-qualify with the OC Spray as
designated by this agency.

2. Officers shall receive agency-authorized training specifically designed to
simulate actual deployment situations and conditions to enhance officer’s
discretion and judgment in using OC Spray in accordarnce with this policy.

BY ORDER OF:

Scott T. Gregory
Chief of Police
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Purpose

The purpose of this policy is to provide trained law enforcement officers of this agency
with guidelines for the safe use and deployment of Department approved Conducted
Energy Weapons. (Taser X 26)

Policy

A Conducted Energy Weapon (CEW) may be used by trained Officers when a subject is
threatening to actively resist, or is actively resisting an Officer and the subject poses an
articulable threat of harm to an Officer or another person. It may aso be used when a
subject poses a threat of harm to him/herself such as a self-inflicting injury or a suicide
attempt. Officers are authorized to employ CEW'’s in accordance with provisions of this
policy and this department’s policy on use of force.

Definitions

Conducted A Less Lethal incapacitation device that uses Electro-Muscular
Energy Weapon Disruption (EMD) to disrupt the central nervous system and create
(CEW): loss of muscular control.

Taser: A CEW developed by Taser International. The Taser X26 utilizes
compressed nitrogen to shoot two small probes up to 21 feet. These
probes are connected to the weapon by high-voltage insulated wire.
When the probes make contact with the target, powerful electronic
pulses are transmitted along the wires into the target.

Deployment: The activation of a CEW resulting in an arcing of the unit, a
contact maneuver on a person or animal, and/or the discharge of an
air cartridge whether or not the probes strike their intended target.
The activation of a CEW by powering the unit and pointing it at a
person or animal is considered a deployment.

Drive Stun: The act of firmly pressing the front of the CEW against the
subject’s body and “driving” it into them, when the cartridge has
been deployed or removed from the end of the weapon.

Test Arc: The act of sgueezing the trigger on a CEW with the cartridge
removed to cause a visual display of electricity to occur across the
electrodes on the front of the weapon.



Air Cartridge:  The Taser X26 CEW uses a cartridge that connects to the firing
bay of the Taser X26. This cartridge uses a compressed nitrogen
capsule to discharge two small probes up to 21 feet. The probes
are connected to the air cartridge via insulated wire.

Procedure

A. Qudlification:

1. Officers must successfully complete an authorized training class approved by
the Chief of Police prior to the grant of permission to carry a CEW.

2. Officers may only carry department approved CEW'’s, holsters, and cartridges.

a At no time will Officers make changes, adjustments, modifications or
attempt to disassemble a CEW, cartridge or holster.

b. Officersshal immediately cease carrying any CEW or cartridge that
they suspect may be defective or otherwise not be in proper working
order. The defect or problem shall be reported to the Training
Supervisor.

c. Officerswill complete an approved training course every two years or
at the discretion of the Chief of Police.

B. Criteria For Use:

1. An Officer shall not brandish, display or threaten to use or use a CEW unless
the Officer reasonably believes its use may become justified or anticipated.

2. An Officer shall not make or threaten any disparaging remarks about being
“electrocuted, charged, juiced” or the like, to a subject before, during or after
deployment of a CEW. The term “tased” and “taser deployment” is
acceptable.

3. A CEW is not a substitute for Deadly Force and the use of Lethal Cover shall
be required for all for cases when a subject poses a Deadly Weapon.

a. No Officer shall attempt to resolve a situation alone on those types of
situations that would reasonably require more then one Officer, merely
because the Officer possesses a CEW.

4. A CEW should not knowingly be used:
a. Near flammable gas or liquids.

b. In cases of Passive Resistance unless the subject poses an articulable
threat harm to Officers or others,

C. In an attempt to gain information from a subject.

d. Against a subject in custody unless physical resistance of the subject
must be overcome.

e. To wake an intoxicated subject or asa“Prod”.

-2-



5. Taser Carry:

a. All Tasersthat are carried by an officer shall be opposite side(reaction
side) of their semi-auto pistol.

b. All officers shall perform the following checks prior to the carry of a
Taser (source: Taser International Training Bulletin 11.0-04):

i. Ensure that the safety switchisin the down (SAFE) position.
ii. Removetheair cartridge.

iii. Point the TASER X26 in a safe direction and place the safety
switch in the up (FIRE) position.

iv. Check the remaining battery life percentage on the CID
(Central Information Display). Any Taser with less than 20%
battery life will be held from service and a supervisor will be
notified.

v. Pull the trigger and perform a spark test for a minimum of one
second. Check for visible spark between the electrodes and a
rapid spark. Thereis no need to conduct a full five second
firing.

vi. Place the safety switch in the down (SAFE) position.
vii. Replacetheair cartridge.

If the spark test is not satisfactory, hold the Taser unit out of service
and notify a supervisor.

6. Taser Storage:

a. All Tasers will be stored in the designated |ocation of the temporary
evidence storage room.

b. Officers that are certified to carry the Taser and wish to carry one on
duty may take one from the designated location for on-duty use.

c. Officers are required to return Tasers that have been carried for duty use
to the designated location prior to ending their shift.

d. Officers who fail to return a Taser at the end of their shift will be
subject to disciplinary action.

e. Tasers are to be stored in the “Off” position.
C. Deployment of CEW:

1. Deployment of the CEW shall be in accordance with the Department
approved training that an Officer received.

a. Officerswill not intentionally target the head and neck area of a subject.

b. Officer will not perform a test arc prior to deployment on a human or
animal.



c. Prior to deployment, an Officer shal make a reasonable assessment of
potential of injury to a subject who is running, traveling at high speeds, or
in an elevated position.

d. Whenever a CEW isto be deployed, the deploying Officer should attempt,
when possible, to notify other Officers on scene that it is a CEW being
deployed and not lethal force. The announcement “Taser”, “Taser” to
alert other Officersis appropriate.

D. Post Deployment

1. Onceasubject is safely secured and in custody, only trained Officers shall
remove the probes according to the trained procedure.

a. If the probe/s penetrate a sensitive or soft tissue area such as the face,
neck, head, female' s breast or groin/male genitalia only medical
personnel shall remove them.

b. Removed probes shall be handled as a biohazard and disposed of at one
of the Madison Area Hospital’ s or with the Town of Madison Fire
Dept.

2. Officers shall monitor the subject for adverse reactions and inform the
receiving agency (jail, secure detention, crisis center, and other agencies) that
the subject had been “tased”. Whenever there is doubt concerning the need for
medical attention, it should be resolved through the examination of the subject
by an appropriate medical facility.

a. In the event of an adverse reaction or if requested by the subject,
trangportation shall be arranged to a medical facility.

b. Any Taser deployment resulting in medical transport for probe removal,
will have photographs of the injuries attached to the case report.

3. Following deployment of a CEW, Officers shall complete a use of force report
in addition to their case report.

4. It isthe deploying Officers responsibility to obtain a new cartridge/s prior to
ending his/her shift.
5. Reporting:

a. Anytime an officer deploys aTaser in either cartridge discharge mode
or with the activation of light/laser only, a Use of Force Report will be
completed along with the officer’s case report.

E. Anima Deployment:

1. Officers should be prepared to act quickly with other restraint devises once a
CEW has been deployed against an animal. In all cases, the Officers safety
and the safety of the public shall be considered first prior to deployment.

2. Officers may use a CEW on animalsif the Officer reasonably believes that the
animal is vicious and is threatening and/or attacking another Officer, citizen,
or other anima or if the anima is a public nuisance and needs to be

-4-



controlled, and the use of other force in the Officer’'s belief would not be
appropriate or safe.

3. Officer shall use reasonable care when deploying a taser when a police K-9is
near the subject about to be tased.

BY ORDER OF:

Scott T. Gregory
Chief of Police
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PURPOSE

To establish guidelines for release of juvenile records as a result of several new
provisions of law that became effective on July 1, 1996.

POLICY

For purposes of records indexing, maintaining arrest records and records inspection
issues, persons 17 years of age who are a suspect in or have been charged with any
violation of federal or state law, or any municipal or civil ordinance violation on or after
January 1, 1996, will be treated asif 18 or older.

DEFINITIONS

Adult - A person who is 18 years of age or older, except that for the purposes of
investigating or prosecuting a person who is alleged to have violated any state or federal
criminal law or any civil law or municipa ordinance, “adult” means a person who has
attained 17 years of age. [ss. 938.02(1)]

Juvenile - A person who is less than 18 years of age or older, except that for the purposes
of investigating or prosecuting a person who is aleged to have violated any state or
federal criminal law or any civil law or municipa ordinance, “juvenile’ does not include
a person who has attained 17 years of age. [ss. 938.02(10m)]

PROCEDURES
A. Juvenile Records [ss. 938.396]
1 Juvenile criminal records shall be kept physically separate from adult
criminal records. Juvenile records shall not be open for public inspection

or their contents exposed except for the following exceptions: sub. (1b),
(1d), (19), (1m), (1r) or (1t) or ss. 938.293 or by order of the court.




This section does not apply to representatives of the news media
who wish to obtain information for the purpose of reporting news
without revealing the identity of the juvenile involved.

This section does not apply to the confidential exchange of
information between the police and officials of the school attended
by the juvenile or other law enforcement or social welfare
agencies.

c. This section does not apply to juveniles 10 years of age or older who
are subject to the jurisdiction of the court of criminal jurisdiction.

Specific Exceptions

(1b)

(1d)

(1m)

Requests from parent, guardian, legal custodian or involved
juvenile - If requested by the parent, guardian or legal custodian of
ajuvenile who is the subject of alaw enforcement officers report,
or if requested by the juvenile, if 14 years of age or older, alaw
enforcement agency may, subject to official agency policy, provide
to the parent, guardian, legal custodian or juvenile a copy of that
report.

Permission to others - Upon the written permission of the parent,
guardian or legal custodian of ajuvenile who is the subject of a
law enforcement officer’s report or upon the written permission of
the juvenile, if 14 years of age or over, alaw enforcement agency
may, subject to official agency policy, make available to the person
named in the permission any reports specifically identified by the
parent, guardian, legal custodian or juvenile in the written
permission.

School official access - It is the department’s policy that
information under this section will be provided only to official
school district administrators, not to principals, school staff, or
teachers. Any request must be in writing, must specify the
information requested, and must clearly state the purpose for the
request. Before fulfilling any request, the records must be
reviewed to ensure that no information regarding other juveniles
not the object of the request is included.

@ If requested by the school district administrator of a public
school district, alaw enforcement agency may provide to
the school district administrator any information in its
records relating to the use, possession or distribution of
alcohol or a controlled substance or controlled substance
analog by a pupil enrolled in the public school district. The



(1)

(19)

information shall be used by the school district as provided
under s. 118.127(2).

(am) If requested by a school district administrator of a public
school district, alaw enforcement agency may, subject to
official agency policy, provide to the school district
administrator any information in its records relating to the
illegal possession by ajuvenile of a dangerous weapon, as
defined in s. 939.22(10).

(b) If requested by the school district administrator of a public
school district, alaw enforcement agency may disclose to
the school district administrator any information in its
records relating to the act for which ajuvenile enrolled in
the public school district was adjudged delinquent. The
information shall be used by the school district as provided
ins. 118.127(3).

C) On petition of alaw enforcement agency to review pupil
records, as defined in s. 118.125(1)(d), other than pupil
records that may be disclosed without a court order under s.
118.125(2) or (2m), for the purpose of investigating alleged
delinquent or criminal activity, the court may order the
school board of the school district in which ajuvenileis
enrolled to disclose to the law enforcement agency the
pupil records of that juvenile as necessary for the law
enforcement agency to pursue its investigation. The law
enforcement agency may use the pupil records only for the
purpose of its investigation and may make the pupil records
available only to employees of the law enforcement agency
who are working on the investigation.

Victim access - If requested by avictim of ajuvenile's act, alaw
enforcement agency may, subject to official agency policy,
disclose to the victim any information in its records relating to the
injury, loss or damage suffered by the victim, including the name
and address of the juvenile and the juvenile€' s parents. The victim
may use and further disclose the information only for the purpose
of recovering for the injury, damage or loss suffered as a result of
the juvenile' s act.

Insurer access - If ajuvenile who has been ordered to make
restitution for any injury, loss or damage caused by the juvenile
and if the juvenile has failed to make that restitution within one
year after the entry of the order, the victim’'s insurer may request a
law enforcement agency to disclose to the insurer any information



in its records relating to the injury, loss or damage suffered by the
victim, including the name and address of the juvenile and the
juvenile' s parents, and the law enforcement agency may, subject to
officia agency policy, disclose to the victim'’s insurer that
information. The insurer may use and further disclose the
information only for the purpose of investigating a claim arising
out of the juvenile's act.

BY ORDER OF:

Scott T. Gregory
Chief of Police
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PURPOSE

The purpose of this policy isto establish guidelines for the uniform accounting of
military leave and outline entitlement, requests, military duty certifications as well as the
leave scheduling process.

. POLICY

It is the policy of this department to honor requests for leaves of absence for servicein
the United States Armed Services, Reserve Forces and National Guard in conformance
with state and federa law.

[Il. PROCEDURES
A. Genera Information
1 All members of the department affiliated with any military organization

shall keep the Chief of Police informed of his or her status and obligations
in the military organization.

Military leave will be authorized when employee is ordered to active duty
for training, inactive duty for training, annual training or when ordered to
active duty in times of emergency or under any other circumstance.
Appropriate military authority must issue al orders.

All military leave will be without pay.

The employee shall have the right to apply previously accrued leave
(vacation, holiday, compensatory time) to military leave.

During military leave, the following may be charged against earned leave
time at the employee’ s discretion:

1) Regular leave days

2) Holidays

3) Vacation




6.

4) Compensatory time

Each employee requiring leave for military service is responsible for:

a Submitting complete and accurate documentation supporting the
request to the extent available;
b. Fulfilling the military service obligation under honorable

conditions in accordance with federal and state law and the
provisions of this policy;

C. To the extent known and unclassified, providing full and complete
information about matters relating to the military service upon
request from a supervisor;

d. Providing as much advance notice as possible (verbal, if necessary)
of their military duty/training schedule.

Secondary Employment

1.

All employees serving in the military must have an approved Request for
Secondary Employment on file with the Chief of Police. All request
forms related to service in the Reserve Forces or National Guard will be
approved.

Accounting Procedure

1.

The calculation of military leave for an employee will include al the days
from the time of the employee’s departure until the time of his or her
return, regardless of whether the employee was scheduled to work on al
interim days or not.

Compensatory time will not be granted at a later date for military leave
days or for off-duty time which would normally fall within the military
leave period.

Requesting Military Leave

1

Unless prevented by reasons of military necessity, a copy of the

employee’s military orders must be filed with a supervisor at least:

a ten days prior to a weekend training session or as soon as orders
arereceived. If ordersare not provided to the employee, the
employee will notify his or her supervisor in writing at least ten
days prior to aweekend training session. In the alternative, the
employee may provide alist of all weekend training sessions
scheduled during the federal fiscal year which will be attended by
the employee.

b. thirty days prior to the two-week annual training period or as soon
as orders are received.



C. thirty days prior to any other training requirement, excluding
weekend training sessions and annual training, or as soon as orders
arereceived.

d. immediately, if ordered to active duty on a non-scheduled basis or
mobilized for any reason, to include a declared stated of
emergency, or as soon as reasonably practical after orders are
received.

Exemptions from the minimum notice requirement will be granted when
non-scheduled military duty is required (alert, mobilization or state of
emergency), or when notice is prevented by military necessity. The
employee as soon as reasonably possible will provide notice. An officer
of the uniformed service in which military duty will be performed may
also provide notice.

Through the fault of the employee, failure to provide reasonable advance
notice or to file orders in atimely manner may result in disciplinary
action.

Military leave will be scheduled through a supervisor as soon as
practicable.

F. Certification

1

BY ORDER OF:

A copy of amilitary discharge certificate or other evidence of release from
active duty shall be filed with any supervisor on the first day of the
employee’ s return to work.

Scott T. Gregory
Chief of Police
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PURPOSE

The purpose of this policy isto provide clear and understandable guidelines that illustrate
the Town of Madison’s goa of maintaining a professional workplace environment free
from harassment and discrimination for al employees.

POLICY

Title VII of the Civil Rights Act of 1964 prohibits discrimination and/or harassment
because of race, color, religion, sex or national origin in all employment practices
including conditions of employment.

It is the policy of the Town of Madison to provide an environment free from harassment,
discrimination and retaliation. This policy applies equally to al employees of the Town
of Madison, regardless of their employment position or status within the employment
hierarchy.

Employee conduct, whether intentional or unintentional, that results in the harassment
and/or discrimination of other employees regarding race, color, religion sex or national
originisillega and will not be tolerated. Such conduct will result in disciplinary action
up to, and including, termination.

DEFINITIONS

Employment Discrimination- Less favorable treatment of persons who are protected by
the law where the treatment is based on the person’s protected category (race, color,
religion, sex or national origin). Examplesinclude: refusal to hire; different job
assignments; harassment; denial of raise, transfer, promotion, or assignment; unfavorable
performance evaluation; discipline and discharge.

Harassment - Conduct that adversely affects the protected person’s working environment.
Examplesinclude: verbal comments; written or drawn materials, and non-verbal actions.
Improper conduct may or may not occur on the job; may or may not be specifically
directed at the protected person; may involve the behavior of supervisors, co-workers, or
even non-employees.




Sexua Harassment - The deliberate or repeated behavior of a sexual nature by one
employee toward another that is unwelcome, unasked for or rebuked by the other
employee. The behavior can be verba or physical.

1. Hostile Work Environment - Unwelcome sexual conduct that has the

purpose or effect of reasonably interfering with an employee’ s work
performance or creates an intimidating, hostile, abusive or offensive work

environment.

a The following examples are provided to assist in understanding the
types of behavior included in the definition. These specific
examples can, but do not necessarily or automatically, establish
hostile work environment harassment. Thislist isnot an
exhaustive list of behaviors that can be construed as establishing a
hostile work environment.

1)

2)

3

4)
5)
6)

7)

Unwelcome touching, grabbing, cornering, leering or
staring, sexual gestures, or commenting on body parts.
Unwanted intrusive letters, telephone calls, e mail, or
repeated requests for dates.

Sexually patronizing comments (ex: “honey”, “babe’,
13 dol | 71)

Telling vulgar, sexist jokes
Making obscene or suggestive sounds or gestures
Requesting employees wear sexually-suggestive clothing

Posters or calendars depicting nude or scantily clad
individuals, or any other offensive behavior

2. Quid Pro Quo - When a supervisor or manager, with authority to affect an
employee' s working conditions makes unwel come sexua advances, and
submission to the advances is an expressed or implied condition for receiving job
benefits, or refusal to the demands results in the loss of a job benefit or in

discharge.

V. PROCEDURES

A. Supervisors will not tolerate any form of harassment, discrimination or retaliation.
All complaints of harassment and/or discrimination will be investigated.



Immediate action will be taken against any employee or vendor found to have
engaged in such actions.

Reporting Harassment or Discrimination

1

People who believe they have been victims of harassment and/or
discrimination should immediately commit the incident to writing, noting
any witnesses to or other evidence of such harassment and/or
discrimination.

Employees who believe they are the victims of quid pro quo harassment or
hostile work environment harassment are encouraged to tell the initiating
party that their actions are unwelcome and offensive.

Employees who believe they are the victims of quid pro quo harassment or
hostile work environment harassment should report such harassment to
their immediate supervisor or If the alleged harasser/discriminator is the
employee’ s immediate supervisor, the employee may bypass the
supervisor and notify the next level of management.

a Employees are encouraged to report al incidents of harassment,
including those directed toward other employees and which
generally create a hostile work environment, to management.

Employees also may choose to notify the Town of Madison’s Business
Manager if they believe harassment and/or discrimination has occurred.

If the alleged harassment and/or discrimination does not cease within a
reasonable time after it has been reported the employee should file a
forma complaint with the Town of Madison Business Manager.

Investigation of Harassment/Discrimination claims

1.

To the greatest extent possible, confidentiality will be preserved by all

employees with respect to harassment and/or discrimination incidents and

complaints.

a Information will be shared with only those who specificaly need
to have knowledge of the incident and/or complaint in order to
achieve the objectives of this policy.

b. Information gathered in achieving policy objectives may be used in
the context of any related administrative or judicial proceeding.

C. Complaining employees must be aware that witnesses may need to
be interviewed in the course of an investigation and that their
identity as a complainant may also be revealed in performing such



investigation. Such disclosures will be kept to a necessary
minimum.

Supervisors will confer with their respective Department Head prior to
initiating all investigations of harassment and/or discrimination claims.
Such conferences will a'so occur when an employee tells the supervisor
about behavior considered harassment or discrimination, but does not want
to make a forma complaint under this policy.

Supervisors who receive an allegation of harassment and/or discrimination
are responsible for accurate documentation of such complaints and the
investigation which follows. Documentation will include, but not be
limited to:

a The specific complaint made, including the parties involved and
the alleged behavior;

b. The investigation that was completed, including any witnesses
spoken to and the responses of those interviewed,

C. The corrective action taken (when appropriate) to remedy the
Situation.

Records of all harassment/discrimination complaints and information
received in the course of an investigation will be:

a Maintained by the respective Department Head
b. Kept in strict confidence

C. Secured and kept separate from general administrative files.

D. Discipline

1

After an investigation has been completed, any individua found to have
engaged in harassment and/or discrimination in violation of this palicy,
will be subject to disciplinary action up to and including termination.

Employeesin violation of this policy will, in addition to other disciplinary
actions, be required to attend harassment/discrimination training unless
discharge is the consequence of the investigation performed.

a It is the responsibility of the respective Department Head to ensure
that training is scheduled and completed.



BY ORDER OF:

Any retaliatory action, including reprisal, coercion or intimidation
(directly or indirectly) taken against a complainant, hisher representative
or other witness(es) is prohibited and will serve as the basis for
disciplinary action up to and including termination.

Because false accusations regarding harassment/discrimination can have
serious effects on the person or persons accused, any substantiated false
accusation will likewise result in disciplinary action up to and including
termination.

Scott T. Gregory
Chief of Police
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PURPOSE

The purpose of this policy is to provide employees with guidelines in the use, care and
control of Town of Madison Police Department computers and the Internet

POLICY

The Town of Madison Police Department shall maintain approved hardware and software
in amanner consistent with maintaining a system that is reliable and predictable. These
purchases should be discussed with the system administrator prior to purchase to insure
compatibility with system hardware.

PROCEDURES

A. Generd Guidelines

1.

Access to Town of Madison Information Technology (IT) resourcesis a
privilege granted to members of the Town of Madison that carries with it
the responsibility to exercise common sense and civility.

Authorization for use of IT resources is provided to each individua for his
or her own use. No person shall use authorization which belongs to
someone else.

The protection of Town of Madison IT resources depends heavily on each
user’s careful handling of “keys’ to these resources, since any account can
serve as an entry point for theft, damage or unauthorized use. Users must
protect the confidentiality of their personal codes and passwords and are
expected to exercise reasonable care to insure that others cannot use their
accounts.

Persons shall not obtain or use--or attempt to obtain or use-- passwords, |P
addresses or other network codes that have not been assigned to them as
individuals or authorized for their use as Town of Madison employees.
Persons shall not obtain--or attempt to obtain--unauthorized access to



10.

computer accounts, software, files, or any other Town of Madison IT
resources.

Persons shall not alter or intentionally damage software or data belonging
to someone else or interfere with another person’s authorized access to
Town of Madison IT resources. Users shal not intentionally disrupt or
damage Town of Madison computers or networks in any way.

Users of Town of Madison IT resources shall not send anonymous

electronic messages or messages with the sender’ s identity forged.

a Persons conducting investigations necessitating this type of
anonymity shall obtain prior permission from his or her supervisor
before sending the message or false identity.

Persons may not use Town of Madison IT resources to sell or solicit sales
for any goods, services, or contributions. Persons may not use these
resources to support the nomination of any person for political office or to
influence avote in any election or referendum. No one may use Town of
Madison IT resources to represent the interests of any non-Town of
Madison group or organization unless authorized by a supervisor.

In the interest of making the use of IT resources a natural part of the day-
to-day learning and work of al members of the Town of Madison,
incidental personal useistolerated. However, one should use non-Town
of Madison sources of e-mail, Interret access, and other IT services for
activities of an extensive nature that are not related to Town of Madison
pUrposes.

Persons shall not use Town of Madison I T resources to violate Federal,
State or loca laws.

Violation of Town of Madison rulesgoverning appropriate use of IT
resources may result in loss of access privileges, disciplinary action,
and/or criminal prosecution.

Use of Software

1.

Only properly licensed and approved software shall be used on
Department computers. Town of Madison Software Usage Policy
supports al software licensing agreements and directs that any violation
thereof be reported immediately to a supervisor.

Users who need specialized software will submit a written request to their
immediate supervisor documenting the need, the proposed software, the
anticipated results, on-going support options/costs and other information
as may be needed.



System administrators will approve and load all software used on the
system, or its components, in order to insure compatibility with the
system.

Copies of Department-owned software and/or corresponding
documentation will be made or distributed only in accordance with the
software licensing agreement.

Only the system administrator or designee shall change program files,
operating files or system set-up configuration files. Examples include
batch (.BAT), command (.COM) and system (.SY'S) files

Software operation malfunctions will be reported to a system
administrator in atimely manner.

Each user is assigned a unique user ID as needed. Users are:

a Responsible for al business transacted, for reading information,
messages and e-mail received under their ID’s.

b. Directed to report any suspected violation or misuse of their
password immediately to their supervisor.

C. Encouraged to periodically change their passwords and not reveal
their password to any other person. This decreases the likelihood
of unauthorized transactions using their ID.

Users will create or change Department records only as specifically
authorized and in a manner consistent with Department procedures and
training.

Software audits will be conducted periodically by the system
administrator.

Use of Hardware

1.

Addition of peripheral hardware or changes in setup or configuration of
multiple user terminals must be approved by the system administrator.

Computers are precision instruments and are easily damaged. Exercise
specia care when using food, drink, sprays, physical force or potentially
damaging items in the area of computer equipment.

Report damage, problems or maintenance needs immediately to a
supervisor.



C. Use of Mobile Data Computers (MDC's)

1.

2.

BY ORDER OF:

Users will use the system as specified in training.

Personnel will sign on to the MDC when beginning their tour of duty and
sign off at the end of their tour of duty unless exigent circumstances exist.

Personnel are responsible for making their own status changes when
applicable.

All communications shall be professional and in concert with standard
police operations. Communications are subject to the open records law.

Police Officers assigned to patrol will use vehicles equipped with an
operational MDC whenever possible.

Scott T. Gregory
Chief of Police



Town of Madison | Title:

Police Dept. Work-Related Injury or Illness
Effective Date: Number: No. Pages: Special Instructions:
August 8, 2005 034 2 Replaces 034 dated 01/01/05
Reference: Worker's Compensation Packet, 051 Distribution: All Personne

Incident Notification Requirements

Reevaluation Date: August 31, 2006 Index as. Work-Related Injury or IlIness, Workers

Comp, On-duty Injury

PURPOSE

The purpose of this policy is to provide guidance and information to department members
concerning work-related injuries and illnesses.

. Policy

It isthe policy of the Town of Madison Police Department to report and document any
on-duty related injuries.

[1. Definitions

V.  PROCEDURES

A. General Information

1.

The Town of Madison carries worker’ s compensation insurance through
Wausau | nsurance Companies.

2. The Town’'s Business Manager is designated as the Worker’s
Compensation Coordinator.

3. Packets containing the required forms shall be made readily available to
all department employees.

4, Employees shall follow the instructions contained on the first page of the
packets.

B. Instructions for Injured/lll Employee

1. All work-related injuries/illnesses shall be reported by employees within
24-hours of the occurrence of the injury/iliness to any department
Supervisor.

2. Reporting shall be done using the packet, attached with this policy. This

packet includes the following forms:
i. Employer’s First Report of Injury or Disease (WKC-12-E)
ii. Employee’s Report of Injury form (TMPD 034-1)
lii. Medical Release of Information (TMPD 034-2)



BY ORDER OF:

iv. Witness Report (TMPD 034-3)

v. Accident Analysis Report (TMPD 034-4)
The employee is responsible for completing the forms identified above in
IV (B)(2) and forward these forms to their direct supervisor within 24
hours of the injury. The injured employee shall have any witnesses
complete the Witness Report form (TMPD 034-3).
The Employee’s supervisor shall confirm any witnesses have received and
completed a Witness Report form. The supervisor will forward the
completed packet to the Chief of Police or if unavailable to the Worker’s
Compensation Coordinator within 24 hours of the injury (leaving a copy
for the Chief of Police).
Supervisors shall review the circumstances of the injury or illness. If any
policy/procedure violations occurred the supervisor shall make
recommendations for additional training, change of policy/procedure, or
discipline. After investigating the incident the supervisor will complete
the Accident Analysis form (TMPD 034-4). The supervisor will review
this form with the injured employee and forward the form to the Chief of
Police.
Questions or concerns about Worker’s Compensation can be directed to
the Town’s Worker’s Compensation Coordinator. Questions about this
procedure should be directed to your immediate supervisor.

Scott T. Gregory
Chief of Police



Town of Madison Police Department
2120 Fish Hatchery Road
Madison, Wi

Instructionsfor Injured Employee

“What do | doif | have a work-related injury or illness?”
Obtain this packet, all the forms you need are included.
A Town of Madison Police Department case number and dictated report is required for each incident
where an injury occurs.
3. Complete the following forms:
a. Employer’s First Report of Injury or Disease (WKC-12-E)
I. Complete the Employee and Injury information sections
ii. Complete the final line and sign
b. Employee's Report of Injury (TMPD 034-1)
Cc. Medica Release of Information (TMPD 034-2)
d. Witness Report (TMPD 034-3)
I.  Provide this form to any witnesses and forward the completed form with your other
paperwork
4. The packet with the above forms and the Accident Analysis Report (TMPD 034-4) should be forwarded
to your direct supervisor within 24 hours.
5. We are required to have this information to our Worker’s Compensation carrier within 24 hours.

.

“What arethe Supervisor Responsibilities?”

1. Your immediate supervisor will review the forms and dictated report. The supervisor will forward the
formsto the Chief of Police within 24 hours. If the Chief of Police is unavailable, the supervisor will
forward a copy of these forms to Human Resources.

2. The Supervisor will investigate the incident and complete the “ Accident Analysis Report” and review
the report with the injured employee. The supervisor will forward this report to the Chief of Police.

“Who pays for the medical treatment?”
All medical bills relating to this claim should be forwarded to Renee Schwass, the Worker’s Compensation
Coordinator at the Town of Madison within 24 hours of your work-related injury or receiving the bill.

DO NOT USE YOUR GROUP HEALTH MEMBERSHIP CARD if thisinjury/illness was sustained while
working or acting in an official capacity for the Town of Madison.

“What should | doif I still have questions or concer ns?”
Contact the Worker’ s Compensation Coordinator, Renee Schwass, Business Manager at 210-7260.



EMPLOYER’S FIRST REPORT OF INJURY OR DISEASE

An employer subject to the provisions of ch. 102, Wis. Stats., shall, within one day after the death of an
employee due to a compensable injury, report the death to the Department of Workforce Development (DWD)
and to the employer’s insurance carrier, if insured. In cases of permanent disability or where temporary
disability results beyond the 3-day waiting period, an insured employer shall also notify its insurance carrier
of a compensable injury or iliness wthin 7 days after the injury or beginning of a disability from occupational

disease related to the employee’s compensable injury.

Insurance carriers and self-insured employers must report all compensable claims to DWD on this form, the

EDI system, or the internet format within 14 days of the date of injury.

Department of Workforce Development
Worker's Compensation Division

201 E. Washington Ave., Rm. C100

P.O. Box 7901

Madison, WI 53707-7901

Imaging Server Fax: (608) 260-2503
Telephone: (608) 266-1340

Fax: (608) 267-0394
http://www.dwd.state.wi.us/wc/

e-mail: DWDDWC@dwd.state.wi.us

The provision of your social security number is voluntary. Failure to provide it may result in an information processing delay.
Personal information you provide may be used for secondary purposes [Privacy Law, s. 15.04(1)(m)].

EMPLOYEE

EMPLOYER

WAGE INFORMATION

INJURY INFORMATION

(Please read the instructions on page 2 for completing this form)

Employee Name (First, Middle, Last) Social Security Number Sex Employee Home Telephone No.
- - OmOF]C ) -
Employee Street Address City State Zip Code Occupation

Birthdate

Date of Hire

County and State where accident or exposure occurred

Employer Name

WI Unemployment Insurance Account No.

Self-Insured?

Nature of Business (specific product)

Town of Madison 694006 [ ves[] No

Employer Mailing Address City State Zip Code Employer FEIN
2120 Fish Hatchery Road Madison Wi 53713- 39 - 6005991
Name of Worker's Compensation Insurance Co. or Self-Insured Employer Insurer FEIN
Employers Mutual Casualty Company 16455 W. Bluemound Rd Po Box 327, Brookfield, WI 53008-0327 | 42 — 0234980
Name and Address of Third Party Administrator (TPA) used by the Insurance Company or Self-Insured Employer TPA FEIN

Wage at Time of Injury
$

Specify per hr., wk., mo., yr.,

etc.

Check Box(es) if

In Addition to Wages, [] Meals
] Room
Emplovee Received: [ ] Tips

No. of Meals/wk.
No. of Days/wk
Ava. Weeklv Amt. $

Is worker paid for overtime? [] Yes [ No Ifyes, after how many hours of work per week?

For the 52 week period prior to the week the injury occurred, report below the number of weeks worked in the same kind of work,
alarv. commission and bonus or premjum earned fo

and the total waaes

such weeks

No. of Weeks:

Gross Amount Excluding Tips: $

If Piece-Work, No. of Hrs. Excluding Overtime:

Start Time

Hours Per Dav

Hours PerWeek | Davs Per Week

Employee’s Usual Work Schedule When Injured:

L1 av [ pPwm

Employer’s Usual Full-Time Schedule For This
Type of Work At Time of Employee’s Injury:

Part-Time Employment
Information:

Are there other part-time workers doing the same work
with the same schedule?

[1vYes 'l No

If ves. how manv?

Number of full-time employees doing the
same type of work:

Injury Date

Time of Injury

AM

PM

Last Day Worked

Date Employer Notified

[] Date Returned to Work
[] Estimated Date of Return

Did injury cause death?

[1ves [ No

Date of Death

Was this a lost time or other
compensable injury?

] ves [ No

Did injury occur because of:
[] substance [ Failure to Use [ Failure to

Abuse Safety Devices Obey Rules

Was employee treated in an emergency room? [ Yes [ No

Name and Address of Treating Practitioner and Hospital:
Case Number from the OSHA Log:

Was employee hospitalized overnight as an in-patient? [ Yes [ No

Injury Description - Describe activities of employee when injury or illness occurred and what tools, machinery, objects, chemicals, etc. were

involved.

What happened to cause this injury or illness? (Describe how the injury occurred)

What was the injury or iliness? (State the part of body affected and how it was affected)

Report Prepared By

Work Phone Number

¢ )

Position

Date Signed




WKC-12-E (R. 03/2002) SEND REPORT IMMEDIATELY - DO NOT WAIT FOR MEDICAL REPORT



EMPLOYER AND INSURANCE CARRIER INSTRUCTIONS

The employer must complete all relevant sections on this form and submit it to the employer’s worker’'s
compensation insurance carrier or third party claim administrator within seven (7) days after the date of a work-
related injury which causes permanent or temporary disability resulting in compensation for lost time. The
employer’s insurance carrier or the third-party claim’s administrator may request that this form also be used to
immediately report any injury requiring medical treatment, even though it does not involve lost work time.

For any work injury resulting in a fatality, the employer must also submit this form directly to the Department of
Workforce Development within 24 hours of the fatality.

An employer exempt from the duty to insure under s. 102.28, Wis. Stats., and an insurance carrier administering
claims for an insured employer are required to submit this form to the Department of Workforce Development within
14 days of the date of work injury.

MANDATORY INFORMATION

In order to accurately administer claims, each of the following sections of this form must be completed.
The First Report of Injury will be returned to the sender if the mandatory information is not provided.

Employee Section: Provide all requested information to identify the injured employee. If an employee has multiple
dates of employment, the “Date of Hire” is the date the employee was hired for the job on which he or she was
injured.

Employer Section: Provide all requested information to identify the injured worker's employer at the time of injury.
Provide the name and Federal Employer Identification Number (FEIN) for the insurance carrier or self-insured
employer responsible for the worker's compensation expenses for this injury. Also identify the third party claim
administrator, if one is used for this claim.

Wage Information Section: Provide the information requested regarding the injured employee’s wage and hours
worked for the job being performed at the time of injury.

Injury Information Section: Provide information regarding the date and time of injury. Provide a detailed description
of the injury, including part of the body injured, the specific nature of the injury (i.e., fracture, strain, concussion,
burn, etc.) and the use of any objects or tools (i.e., saw, ladder, vehicle, etc.) that may have caused the injury.
Provide the name of the person preparing this report and the telephone number at which they may be reached, if
additional information is needed. This form was designed to include information required by OSHA on form 301. If
this section is completed and retained, the employer will not have to complete the OSHA 301 form.



Town of Madison Police Department Case#
Employee' s Report of Injury

Thisreport must be submitted to your immediate supervisor within 24 hours after the date of the incident.

INSTRUCTIONS
Injured 1. Completeitems 1-7 in detail
Employee 2. Sign at bottom
3. If your supervisor will not be available within the next 24 hours, submit the form to
the Chief of Police

1 Name Department: Police Position:
Date of Injury: Time of Injury:

2. Place of accident (where were you?) Be specific:

3. Describe specific body part(s) injured:

4, In your own words, explain in detail what you were doing immediately before the accident, and how the
accident happened:

5. Witnessed by:

6. Were you using al required personal protective equipment? O Yes O No

If not, which egquipment was not used and why?

7. Did you or will you seek medical treatment? [ Yes O No O Undecided at thistime

Doctor’s Name: Clinic or Doctor’s Address:

Doctor’ s Phone number:

| hereby certify that the above istrue and correct to the best of my knowledge. | authorize any hospital or physician who has treated
or examined me to release any information requested by the Town of Madison to the injury describe in this statement.

Signature of Employee Date

Signature of Supervisor Date Signed by supervisor Date of Recelpt

TMPD 034-1(07/05)




Town of Madison Police Department
Medical Release of I nfor mation

The undersigned does hereby consent to the disclosure of information contained
in patient health care records of myself to Town of Madison or such third party
administrators the Town of Madison may designate, for the purpose of ascertaining the
reasons for my absence(s) from work and my fitness to return to work. The patient health
care records to be released are those maintained by any and all registered nurses, licensed
practical nurses, chiropractors, physicians, podiatrists, physical therapists and
psychologists who have provided medica care to me at any time for any treatment related
tomy : The type of

information to be disclosed to the above is any an all in such patient health care records.

This authorization of release is effective one year from the date of signature.

Date this day of , 20

Employee’s Name — Signature

Employee’s Name - Printed

Witnessed by:

Witness signature

Witness name - Printed

TMPD 034-2 (07/05)



Town of Madison Police Department Case#
Witness Report

Y ou were listed as a Witness by to an alleged work related injury.
Name of Witness: Department:
Date of incident/accident: Time:

Describe what injured employee was doing immediately before the accident and how the accident happened.

Did you see the injured employee wearing or using safety equipment at the time of the incident or accident?
O Yes ONo

If yes, what safety equipment was the employee using?

Witness signature: Date:

Supervisor signature: Date received:

TMPD 034-3 (07/05)



Town of Madison Police Department Case#

Accident Analysis Report

To be completed by Injured Employee’s Immediate Supervisor.
Supervisor to forward to Chief of Police within 48 hours after incident or accident
Instructions
1. Investigate the accident and complete the form
Supervisor 2. Review the report with employee
3. Forward to Chief of Police

Injured Persons Name: Date of Injury:

Date Supervisor was notified:

1 Describe specific boy part(s) injured.

2. How long (days, months, years) has the employee been doing this job?

3. Isit part of the employee’ snormal duties? 0 Yes [ No

4, How did the accident happen?

5. What saf ety equipment is required on the job of the work the employee was performing?

6. Was the employee using all required safety equipment? O Yes O No

7. If “No”, which specific personal protective equipment was not used and why not?

8. How could the accident have been prevented? Be as specific as possible:

9. Does an unsafe condition exists which contributed to the cause of the accident?d Yes O No
10. If “Yes’, what isthe condition?

11. Recommendation:

Signature of Supervisor Date
Employee Sign & Date that thisform was reviewed with your SUpervisor Date

Date Received by Chietf of Police:

TMPD 034-4 (07/05)




Town of Madison
Police Dept.

Title:

Employee Contact | nformation

Effective Date:
January 1, 2005

Number:
035

No. Pages: Special Instructions:
1 Replaced 009 dated 06/20/03

Reference:

Distribution: All Personnél

Reevaluation Date: January 1, 2006

Index as. Employee Contact Information

Purpose

To provide guidance to employees in maintaining current address and/or telephone
number information to facilitate communication between the town and the employee.

. Policy

Each employee shall maintain ahome telephone number. Notification of any changesin
address or telephone number shall be forwarded to the Chief of Police immediately.

[1. Definitions

V. Procedures

A. Every employee shall have a working telephone at his’her residence.

B. Each employee shall provide and make certain that the department has hig/her
current home address and telephone number.

C. A change of address and/or telephone number shall be reported in writing to
department administration and payroll staff within twenty-four hours of the

change.

D. Personnel home addresses and telephone numbers will not be released to any
person not a member of this department without the authorization of a supervisor.

BY ORDER OF:

Scott T. Gregory
Chief of Police




Town of Madison || Title: ’ _
Police Dept. Family Medical L eave Act
Effective Date: Number: No. Pages: Special Instructions:
August 1, 2005 036 11 Town wide policy
Reference: § Distribution: All Personnel
Reevaluation Date: Asneeded Index as:. FMLA, Family Medical Leave Act, Medical
Leave
Pur pose

The purpose of this policy is to briefly describe some of your rights and responsibilities
under Federal and W1 Family Medical Leave laws; however, this policy does not, nor is it
intended to, spell out every right and responsibility under the two laws.

BY ORDER OF:

Scott T. Gregory
Chief of Police



TOWN OF MADISON

Family and Medical Leave— Rights and Responsibilities

Employees may be eligible for family and medical leave under the Federal Family and
Medical Leave Act of 1993 ("FMLA"), the Wisconsin Family and Medical Leave Act
("WFMLA"), or both. There are different eligibility requirements for these laws,
different rights under the laws, and different procedural requirements for employees to
follow. The purpose of this policy is to briefly describe some of your rights and
responsibilities under these laws; however, this policy does not, nor isit intended to, spell
out every right and responsibility under the two laws. If you have any questions or desire
additional information, please contact the Town of Madison Business Manager.

Eligibility Requirements

A. FMLA

The general €ligibility requirements under the federal Family and Medical
Leave Act are:

1. The employee must have been employed by the Town for atotal of
at least 12 months (not necessarily consecutive);

2. The employee must have worked at least 1,250 hours during the
previous 12 months; and

3. The employee works at a workplace where there are at least 50
employees empl oyed by the Town within a 75 miles radius.

B. WFMLA

The general eligibility requirements under the Wisconsin Family and Medical
Leave Act are:

1. The employee must have been employed by the Town for more
than 52 consecutive weeks; and

2. The employee must have worked at least 1,000 hours during the
preceding 52-week period.



Types of L eave

If an employee meets the eligibility requirements of either law, then he or she may be
eligiblefor certain forms of family and medical leave under the law.

A. FMLA
Thetypes of leave available under the Federal Family and Medical Leave Act are:

1. Uptoatotal of 12 work weeks of unpaid leave during any calendar year for
one or more of the following reasons:

a For the birth or placement of a child for adoption or foster
care and for care for the newborn and/or newly placed child,
iIf leave is concluded within 12 months from the date of birth
or placement; or

b. To care for an immediate family member (spouse, child or
parent) with a serious health condition; or

c. To take personal medical leave if the employee has a serious
health condition that renders the employee unable to perform
the functions of his or her position.

2. For purposes of 1.b., above, "spouse, child or parent” are defined as
follows:

a "Spouse" means husband or wife as defined or recognized
under state law for purposes of marriage.

b. "Child" means abiological, adopted or foster child, step child,
legal ward, or a child of a person having day-to-day care for
the child, who is under age 18. Child aso includes a child
age 18 years or older who is "incapable of self care because
of amental or physical disability."

c. "Parent” means biological parent or an individual who was
responsible for the day-to-day care of the employee when the
employee was a child. This term does not include parents-in-
law.

3. A husband and wife who are both eligible for FMLA leave and are both
employed by the Town are permitted to take only a combined total of 12
weeks of leave during each calendar year for birth or placement of a child



for adoption or foster care and for care for the newborn and/or newly placed
child or to care for theemployee’ s parent with a serious health condition.

B. WEMLA

The types of |leave available under the Wisconsin Family and Medical Leave Act

are:

1. Family Leave

a Up to six (6) weeks of unpaid family leave within each
calendar year for:

I The birth of the employee's natural child, if the leave
begins within 16 weeks of the child's birth; or

ii. The placement of a child with the employee for
adoption or as a precondition to adoption if the leave
begins within 16 weeks of the child's placement.

b. Up to two (2) weeks of unpaid family leave within each
calendar year to care for the employee's child, spouse or
parent if he/she has a serious health condition.

c. No more than eight (8) weeks total may be taken for family
leave for any purpose in each calendar year.

d. For the purposed of 1.b above, a child, spouse or parent has
the following meanings:

2. Medical Leave

Child means a natural, adopted, foster or
treatment foster child, a step child or a legal
ward to whom any of the following applies:
the individual is less than 18 years of age or
the individual is 18 years of age or older and
cannot care for himself or herself because of
aserious health condition.

I. Parent means a natural parent, foster parent,

treatment foster parent, adoptive parent,
step-parent or legal guardian of an employee
or an employee’ s spouse.

Spouse means an employee’s legal husband
or wife.



Up to two weeks unpaid leave within each calendar year for an employee
who has a serious health condition that renders the employee unable to
perform his or her employment duties.

Coordination Of The Federal Family And Medical L eave (FML A) With
Wisconsin Family And Medical L eave Act (WEMLA) And Other L eave
Benefit Provision.

Leave qualifying under both laws (FMLA and WFMLA) will be counted against the
employee's entitlement under both laws. For example, if an individual requests six weeks
of leave for the birth of a child, the six weeks will count against both the 12 week FMLA
entitlement and the six week WFMLA entitlement.

When leave runs concurrently under WFMLA and FMLA, the provisions of each most
favorable to the employee will apply. For example, under the FMLA, the employee does
not have the absolute right to choose whether to substitute paid leave for unpaid family
and medical |eave; the employer may require substitution. Under the WFMLA, however,
the employer may not require substitution. Because the WFMLA provision on paid leave
substitution is more favorable, that provision will control and employees whose leave
qualifies as both WFMLA and FMLA leave will have the right to substitute paid leave
for the unpaid family and medical |eave.

When leave qualifies as leave under FMLA only (and not also under WFMLA),
coordination of other leaves may be required.

| nter mittent L eave

A. FMLA

1. Intermittent leave or leave on a reduced work schedule is available with the
following limitations:

a Leave must be given only when there is a medical need for such leave
and the medical need can best be accommodated through an intermittent
or reduced leave schedule and the leave is for the employee’s own
serious health condition, or to care for a family member with a serious
health condition;

b. Leave may be given, a the employer’s discretion, when taken for the
birth of the employee's child or the placement of a child with the
employee for adoption or foster care. The size of an increment of leave
taken by the employee may be no shorter than one week or one tour of
duty.

-5-



2.

If the employee requests intermittent leave or leave on a reduced schedule, the
employer may require the employee to transfer temporarily to an available
aterative position for which the employee is qualified and which better
accommodates recurring periods of leave than does the employee’s regular
position. The alternative position must have equivalent pay and benefits, but
does not have to have equivalent duties.

B. WEFMLA

Leave may be taken in increments equal to the shortest increment permitted by the
Town for any other non-emergency leave. Family leave must be scheduled so that
it does not unduly disrupt the Town’s operations. Leave for the employee’'s own
serious health condition may be scheduled as medically necessary.

Paid L eave

Employees are not entitled to be paid for their leave under either the FMLA or the

WFMLA.

However, unused accumulated paid leave may be applied in certain

circumstances.

A. FMLA

1.

The FMLA permits employees or employers to substitute unused
accumulated paid leave, such as annual leave or personal days, or any
combination thereof, for any portion of any type of unpaid FMLA leave.

The FMLA aso permits employees or employers to substitute unused
accumulated family leave for that portion of FMLA leave relating to birth
or placement of a child for adoption or foster care, or for care for a spouse,
child or parent who has a serious health condition. However, the employer
IS not required to permit the employee to substitute such leave for unpaid
FMLA leave if the leave in question would not qualify as family leave
under the employer’ s policy.

Finally the FMLA permits employees and employers to substitute unused
accumulated sick leave, as defined by the employer’s policy for FMLA
leave due to the employee’s own serious health condition, or the serious
health condition of the employee’'s spouse, child or parent, but only if the
leave in question actually qualifies as sick leave under the employer’s

policy.

B. WEFMLA



The WFMLA permits employees to substitute any unused accumulated paid leave
for al or any part of unpaid WFMLA leave. The Town may not require such
substitution.

L eave Requests

Employees who wish to use family and medical leave under either the FMLA or
WFMLA, must provide proper notice of his or her intent to do so. While the time
requirements differ under the FMLA and WFMLA, as a rule of thumb, employees should
make every effort to provide as much notice as possible for foreseeable leave and should
provide notice as soon as possible for unforeseeable leave. Under federal and state law,
employees are required to try to schedule foreseeable |eave so as not to unduly disrupt the
Town’ s operations.

A. FMLA
Under Federa law, at least 30 days advance notice must be provided when the

need for the leave isforeseeable. If it is not foreseeable, notice must be given as
soon as practicable.



B. WEMLA

Under Wisconsin law, advance notice of leave must be given in a reasonable and
practicable manner. If it is not foreseeable, notice must be given as soon as
practicable.

How To Request L eave

To request family or medical leave, an employee must submit a leave request form to
his’her Department Head. If an employee does not specifically request family or medical
leave, but requests leave from the Department Head for a reason or reasons that might
qualify as family or medical leave, the employee will be given aleave request form to fill
out and return to the Department Head as soon as possible in order to determine whether
the leave requested qualifies as family and medical leave.

The Business Manager will determine which provisions of the FMLA and/or WFMLA
applies to the individua employee's situation and, if necessary, provide additional
guidance on the employee’ srights and responsibilities.

Certification

Certification of a health care provider may be required by the Town. If the certification
indicates that the employee or the family member for whom the employee is providing
care does not have a serious health condition, the leave will not qualify as FMLA leave.

A. FMLA

1. The Town may require that a Certification of Health Care Provider form be
completed whenever an employee requests leave under FMLA:

a For the serious health condition of the employee that prevents him or
her from performing one or more of the essential functions of the
position; or

b. To carefor afamily member who has a serious health condition.

2. Employees will be allowed at least 15 calendar days to return the completed
medical certification form, or in the case of medical emergency or unforeseen
circumstances, as soon as practicable after the commencement of leave. If the
employee fails to provide timely medical certification, leave may be denied
until the required certification is provided.



3. The Town may generally request recertification at reasonable intervals, but not
more often than every 30 daysunless:

a

b.

The employee has requested a leave extension; or

Circumstances described by the original certification have changed
significantly; or

The Town receives information which questions the continuing validity
of the certification; or

The employee is unable to return to work after FMLA leave and the
Town needs such information for health insurance purposes.

4. The Town may require an employee on FMLA leave to report periodically on
the employee's status and intent to return to work.

B. WFMLA

The Town may require that a Certification of Health Care Provider form be
completed whenever an employee requests leave under WFMLA:

1. For the serious health condition of the employee that prevents him or her
from performing one or more of the essential functions of the position; or

2. To care for afamily member who has a serious health condition.

Denial Of FML A L eave Requests

Requests for leave under either federal or Wisconsin FMLA can only be denied when:

A. The employee does not meet the eligibility requirements as outlined in this policy;

or

B. The condition or purpose for which leave is sought is not for aFMLA or WFMLA
qualifying condition or purpose; or

C. The employee has failed to provide timely advance notice; or

D. Medical certification has not been provided as required.

Group Health Benefit Continuation

A. FMLA



1. The employee's group health insurance benefits, including health and
dental, will continue during the duration of the leave period under the
same circumstances and condition as existed prior to the leave. If the
employee fails to timely pay any portion of his or her insurance
premium, these benefits need not be maintained, although the employee
is entitled to restoration of identical coverage upon return from leave.

2. If the employee chooses not to return to work at the end of the leave
period for reasons other than a continued serious health condition of the
employee or the employee’s family member under circumstances where
the leave would otherwise qualify as FMLA leave, or other
circumstances beyond the employee’s control, the Town may recover
from the employee the portion of the premium for the group health
plan, and if the Town covered the employee’s portion of the premiums,
that portion as well.

B. WFMLA

The employee's group health insurance benefits must continue during the duration
of the leave period under the same circumstances and condition as existed prior to
the leave. If the employee fails to timely pay any portion of his or her premium,
these benefits need not be maintained, although the employee is entitled to
Immediate restoration of identical coverage upon return from leave.

Return To Work

A. Upon return from a leave under the FMLA and WFMLA, an employee will,
except as explained in paragraph B, below, be restored to his or her original
position, or to an equivalent position with equivalent pay, benefits, and other terms
and conditions of employment, including equivalent responsibilities. The
employee will not lose any employee benefit that he or she had earned before
taking leave, and any period of leave will be treated as continued service for the
purpose of vesting and eligibility to participate in pensions or investment plans.
Under the law, the employee wll not be credited with the accrual of additional
benefits or seniority that would have occurred had the leave not been taken.
However, the Town of Madison policy allows for the continuation of the accrual
of benefits and seniority that would have occurred had the leave not been taken.

B. For any part of family or medical leave that is covered only by the federal FMLA,
those employees designated as “highly compensated” or “key” employees as
defined under the FMLA, are not guaranteed to return to any position.

Fitness-For-Duty

-10-



Under FMLA, the employer may require an employee returning from leave for his or her
own serious health condition to provide a fitness-for-duty certificate, but only if the
employer uniformly requires such certification when employees return from other types
of sick or medical leave.

Failure To Return From L eave

The failure of an employee to return to work upon the expiration of a family or medical
leave of absence will subject the employee to immediate termination unless a leave
extension is granted, as specified below. An employee who requests an extension of
family leave or medical leave due to the continuation, recurrence or onset of his or her
own serious health condition, or of the serious health condition of the employee’s spouse,
child or parent, must submit a request for an extension, in writing, to the Department
Head. This written request should be made as soon as the employee realizes that she or
he will not be able to return at the expiration of the leave period. Extensions of leave
must be approved through Town Board action.

Additional | nfor mation

It is not possible to spell out all rights and responsibilities of Town employees under the
two family and medical leave laws. If you have any questions or desire additional
information, please contact the Town of Madison Business Manager.

-11-



Town of Madison | Title: _

Police Dept. Overtime
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 050 5 Replaces 014 dated 08/19/04
Reference: Distribution: All Personnel

Reevaluation Date: January 1, 2006 Index as. Overtime, Emergency Call-in Procedure,

Response to Calls at Shift Change

PURPOSE

The purpose of this policy is to provide a structure for monitoring, managing and
controlling the use of personnel overtime. Consistency how officers fill overtime
assignments are imperative.

POLICY

It is the policy of the Town of Madison Police Department to provide overtime
compensation, in a fiscaly responsible manner, to Town of Madison Police
Department employees in accordance with federal, state, and collective bargaining
agreements for work performed outside of the normally scheduled duty day consistent
with department goals and objectives.

DEFINITIONS

Overtime: Work performed outside the posted schedule, except routine preparation
of reports and that time worked resulting from voluntary exchange of shift with
another employee. Reports ordinarily will be done on an officer’s regular tour of
duty, unless directed to be done on overtime if necessary.

Fair Labor Sandards Act (FLSA) (29 U.SC. 207(a)): Federa law regulating wages
and work hours to include provisions for overtime pay.

Contractual Labor Agreements. Overtime compensation is regulated through the
current Wisconsin Professional Police Association/Law Enforcement Relations
Division (WPPA/LEER) union contract.

PROCEDURES

A. Genera Guidelines

1. Overtime should be used only when other aternatives are not appropriate.

2. The employee completing the overtime work must complete Town of
Madison Police Department form Time/Expense Documentation, to receive
overtime compensation.

a An employee's signature on Time/Expense Documentation verifies that
the information is correct and authenticates the request for compensation.

b. Submission of a Time/Expense Documentation form containing false
information may subject that employee to disciplinary action.



3. Time/Expense Documentation form shall be submitted to hisgher immediate
supervisor as soon as practical .

4. The immediate supervisor authorizing the overtime will sign the Time/Expense
Documentation form for overtime worked.

a. The supervisor's signature indicates his’her review of the Time/Expense
Documentation form and certifies the appropriateness of the claim in
accordance with department policy and contractual obligations.

5. When subpoenas are issued and cause an employee to work overtime, the
subpoena will be attached to the Time/Expense Documentation form.
6. Routing of the Time/Expense form

a. After the employee completes the form, the employee will route the
form to his’her immediate supervisor.

b. The supervisor will approve or deny the form and forward the yellow
copy to the officer. The white copy will be forwarded to the
Administrative Sergeant, or other staff person responsible for
scheduling. These copies will then be forwarded to the Chief of Police,
or other staff person responsible for completing payroll, no later than
8:00 am on the Monday following the end of a pay period.

B. Responseto calls at shift change

1. Cdls that are received after fifteen minutes prior to shift change will be
handled by the on-coming shift. (For example, a call received at 10:46 p.m.
will be the responsibility of the 11PM-7AM shift.) Callsreceived just prior to
fifteen minutes before shift change, e.g. 10:38 PM may be handled by the out-
going shift. Since the public judges our effectiveness to some degree on
response time, the “stacking” of calls without reasonable justification will not
be tolerated.

2. Minor calls may be held by the out-going shift near shift change. The out-
going shift shall inform the in-coming shift of the call, location and time they
received the call as well as any other pertinent information.

3. Officers are reminded to complete their reports when the opportunity arises
during atour of duty instead of waiting until the end of the shift.

C.  Overtime Shift
1. Eight (8) hours shiftswill be divided into two (2) 4- hour shifts.
2. Except in an emergency situation employees should have four (4) hours
off between shifts.

a This does not include court appearances, staff assignments,
training, special events (traffic control overtime, etc.), paperwork,
etc

3. “Double Shifts” will only be allowed as a last resort when al other means
of filling a shift are exhausted. It is the department’s desire not to have
officers work double shifts, but they will be allowed to prevent an officer
from being ordered-in.

4. Working more than a double shift will only be allowed in an emergency
situation.



5.

6.

The Chief of Police or designee in specia circumstances may suspend the
above procedures.

No more than twenty-four (24) hours of overtime that is voluntarily
scheduled will be assigned without prior approval during the six (6)
scheduled workdays.

D. Posted overtime shifts

1.

2.

Known overtime shifts will be posted one month in advance with the
monthly schedule.

For the first five (5) days immediately following the posting of the regular
monthly schedule, full-time officers will have first opportunity to fill up to
50% of the listed known vacancies.

a. If full-time officers sign up for more than 50% of the overtime
shifts in this time period the least senior officer will have their
name removed wtil no more than 50% of the overtime shifts are
signed up for by full-time officers.

Day six (6) through day fifteen (15) part-time officers will be allowed to
sign up for the remaining shifts.

a Part-time officers are not allowed to bump full-time or part-time
officers. Except with the exception as noted above in IV (D)(2)(a)

b. Itistheintent for part-time hours to be divided up and available to
all part-time officers.

After fifteen (15) days full-time personnel will be able to sign up for the
posted overtime.

a. Full-time officers are not allowed to bump part-time officers.
Bumping and retraction of overtime that an officer signed up for may take
place up to five (5) days prior to the day of the vacancy.

a. Fivedaysis 120 hours. To caculate the five (5) day lock in period

it will start 120 hours prior to the beginning of the overtime shift.
Five (5) days prior to the day of the vacancy no bumping or retraction of
an overtime shift is allowed.

a  When an officer takes or cancels overtime near the 5-day lock in
period the officer should date and note the time this was completed
on the posting.

b. If an officer has signed up for an overtime shift and within five (5)
days wants to retract this overtime the officer should complete a
Shift Vacancy Cal-in Form to fill this shift. If the officer is unable
to fill the shift the officer has committed to working these hours
and is required to work.

Overtime known after the schedule has been posted will be offered to part-
time officers first. This includes vacation and holiday requests after the
schedule has been posted, but excludes the first two (2) days of an absence
for sickness.



E. Order-in

1.

If routine overtime shift, sick shift or special assignment can not be
voluntarily filled, all part-time officers will be queried in an attempt to fill
the shift.
The least senior regularly scheduled officer will be ordered to stay for the
four (4) hours from the preceding shift and the least senior regularly
scheduled officer from the succeeding shift to work four (4) hours early.
a. An officer already working overtime may be ordered if the
regularly scheduled officer has already worked twelve (12) hours.
b. The DetectivesInvestigators, Court Officer and Neighborhood
Officer are included as a regularly scheduled officer according the
their scheduled hours as posted on the schedule.
The intent is to have an officer only accountable to work four (4) extra
hours on either side of the officer’s normal scheduled shift.
Sergeants may work the overtime shift to prevent an officer from being
ordered to work.
Sergeants may be called to fill a shift and accept the shift. If an officer
calls after the sergeant has accepted the shift the shift is considered to be
locked-in as indicated in 1V (F)(2)(F).

F. Shift Vacancy Call Form

6.

7.

Thisform is to be used to document notification and the subsequent filling
of a shift vacancy that is out of the posted schedule.

The senior officer onduty when the shift vacancy notification takes place
is responsible for filling the shift and proper documentation of seniority
call-in responses using the Shift Vacancy Call Form.

a. Officers should use common sense when completing and filling
these shifts. If an officer callsin sick for the 3:00 pm —11:00 pm
shift at 3:00 am, the senior officer working can wait until shift
change at 7:00 am and forward this information to the senior
officer working 7:00 am — 11:00 am to fill this shift.

b. Calls are made to all officers available to work the shift, including
those officers on vacation; if the shift is outside of the hours they
are on vacation.

c. Do not cal people who are already working or are off with an
injury or otherwise unable to work.

d. Officers are required to use the primary phone number on the form
to contact an officer.

i. You will let the telephone ring at least ten (10) times if
there is no answer this needs to be noted on the form.

ii. If an answering machine answers the officer will leave a
brief message on the answering machine.

e. Officers may use alternative numbers (pagers, cell phones, etc) to
contact officers to work. If reasonable, officers may respond to
another officers residence to contact them to work.



8.

f. If an officer calls back and the shift has not been filled the officer
who called back may receive the overtime.
g. If an officer accepts the overtime and a more senior officer calls
back later, the shift has been locked with the first officer.
If an officer feels there is a need to have an extra officer working the
officer may have another officer respond on overtime.
a If it is less than two hours from the start of the next shift the on
duty officer may call in the next shift early.
b. If ismore than two hours of overtime the Shift Vacancy Call Form
will be used.

G.  Emergency call-in procedure
In an emergency Situation any officer may request as many Town officers
respond to assist as possible. The following procedure will be used.

BY ORDER OF:

0.

10.

11.

12.

The officer requesting emergency assistance will request dispatch to start
the emergency call-in procedure for our department. Due to workload at
the Dane County Communications Center, they are unable to complete 18
phone calls to obtain officers to respond to the police department.
Dane County Communications Center will start the call-in procedure in
this fashion:
a Senior ID Officer
b. Second senior ID Officer
c. Third senior ID Officer
d. Investigator
e. Patrol Sergeant
f.  Administrative Sergeant
g. Chief of Police
Dane County Communications Center will notify the first officer of the
situation and advise that patrol officers are requesting as many Town
Officers respond as possible.
The first person Dane County Communication Center contacts and is able
to respond will then go through the call-in list while at home to have more
officers respond to the scene. The officer will determine if notification to
the Chief of Police is necessary and notify the Chief of Police if necessary.
a. The officer that Dane County Communications Center contacts
that makes the above phone calls will have their overtime start at
the time of notification, as long as this officer is at the police
department within one (1) hour of the notification. This extra
compensation will cover the time to make the necessary phone
cals.

Scott T. Gregory
Chief of Police



*NOTE: Useyour RADIO #, not your initials when signing up for Overtime**

TMPD —-SIGN UPOVERTIME SHEET

Day

Date of
opening

SHIFT

OFFICER
Date of
signup

OFFICER
Date of
signup

OFFICER
Date of
signup

OFFICER
Date of
signup

OFFICER
Date of
signup

OFFICER
Date of
signup

OFFICER
Date of
signup

Date
Posted

POSTED

# of open shifts posted

1% thru 5" of month — FULL —TIME SIGN up ONLY

6" thru 15" of month PART-TIME SIGN UP ONLY
16™ of month thru 5 days before shift, open to FULL or PART-TIME

5 days prior to open shift will be order-in.
of which 50% of those are available for FULL-TIME




Town of Madison || Title:

Police Dept. Incident Notification Requirements
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 051 1 Replaces PO12 dated 06/20/3

Reference: 003 Use of Force, 034 Work-Related Distribution: All Personn€
Injury or llIness
Reevaluation Date: January 1, 2006 Index as. Incident Notification Requirement,
Notification requirements

PURPOSE
The purpose of this policy is to provide guidelines as to when the Chief of Police shall be
notified of certain events or incidents.

. POLICY
It is the policy of the Department to provide information to the office of the Chief of
Police about events that may be of interest to the Department.

1. PROCEDURES

A. The Chief of Police shall be contacted at the earliest opportunity in the event of
any incident occurring in the Town or involving the department that may be
serious, mgor, controversial, sensitive, require extensive media involvement, or
may otherwise have an adverse effect on the Department.

B. Examples of such incidents include, but are not limited to:

Serious officer injuries or death involving the Department
Officer involved shootings

Incidents with questionable deaths

Incidents involving multiple desths

Incidents which may be of significant media interest
Incidents of a political nature

Particularly violent incidents

Motor vehicle crashes involving departmert vehicles

Other incidents per the discretion of any department member

CoNoO~wWDNE

BY ORDER OF:

Scott T. Gregory
Chief of Police



Town of Madison || Title:

Police Dept. Uniform Requirements and Specifications
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 052 7 Replaces 001 dated 06/20/3

Reference:

Distribution: All Personné

Reevaluation Date: January 1, 2006

Index as: Uniform Requirements and Specifications,
Uniform Allowance

PURPOSE

To establish a uniform policy that will be applicable to all sworn personnel of the Department.
POLICY

DEFINITIONS

PROCEDURES

A. General

1 Officers shall wear either winter or summer uniforms as prescribed by this policy.
“Summer” for purposes of this policy is defined as short-sleeved shirts with either
pants or shorts. “Winter” is defined as long-sleeved shirts with pants only.
Officers choosing to wear the “Winter” uniform have the option of wearing a
black turtleneck or dickey. Although Officers may choose to wear either the
“Summer” or “Winter” uniform regardless of the season, there shall be no mixing
of the two, i.e....wearing shorts with along-sleeved shirt. The Chief of Police or
his designee may alter the prescribed uniform requirements based on the duty
assignment of an employee.

2. When in uniform, the entire uniform will be worn. Officers are not allowed to
combine civilian clothing and uniform clothing unless the uniform clothing is not
readily identifiable as uniform clothing (such as a pair of dresstrousers). No
other uniform components, patches or insignias may be worn while in uniform
other than those prescribed by this procedure.

3. Each officer will be responsible for the correctness and fit of all uniform items
ordered and each officer will be responsible for return and replacement of non
conforming items. Officers will not be reimbursed for shipping costs to return
non-conforming uniform items.

4, Each officer shall be responsible for the condition of al uniform items and shall

replace same when necessary.



5. All employees who fail to complete the probationary period will be required to
return all itemsissued. Upon separation from the Department, all employees will

be required to return all badges, keys, ID cards. etc. Uniform or equipment items
purchased from clothing allowance within six (6) months from time of purchase
shall be returned to the Town viathe Chief or his designee in atimely manner.
B. Uniform/Clothing Classifications (see additional description in sectionll.D.)
1 Uniform “A” - Dress/Duty Uniform shall consist of:
a Shirt - Black, long or short sleeve
(@D} White or black T-shirt is required if no tie is worn, or
2 Black turtleneck or dickey may be worn in lieu of t-shirt (optional)
3 Tie (optional)
b. Trousers - Black, dress (knit) or tactical
D Shorts - Black (optional)
@ Socks - Plain white shall be worn with shorts only
C. Footwear - Black boots, tennis shoes, or other approved footwear
@ Black socks are required if socks are visble
d. Hats— Black dress or black stocking “watch” or baseball cap (optional)

1) Blue dress hats are “grandfathered” and shall be black in color when replaced.

e Outerwear - Black jacket or coat
Q) All navy blue jackets and coats are “ grandfathered”
2 Replacement coats and jackets shall be black in color

f. Belt - Black in color
1) Duty belt - Basketweave leather or nylon

2. Uniform “B” - Duty Uniform shall consist of:

a Shirt - Black “polo” style, long or short sleeved
@ White or black T-shirt is required, or
2 Black turtleneck or dickey may be worn in lieu of white t-shirt

(optional)
2



b.

C.

d.

Trousers - Black, dress (knit) or tactical
D Shorts - Black (optional)

@ Socks - Plain white shall be worn with shorts only
Footwear - Black boots, tennis shoes, or other approved footwear
@ Black socks are required if socks are visible

Hats— Black dress or black stocking “watch” or baseball cap (optional)

1) Blue dress hats are “grandfathered” and shall be black in color when replaced.

e.

Outerwear - Black jacket or coat

D All navy blue jackets and coats are “grandfathered”
2 Replacement coats and jackets shall be black in color
Belt - Black in color

1) Duty belt - Basketweave leather or nylon

3. Uniform “C” - Training/Court Uniform shall consist of:

a

d.

€.

Shirt - Dress button down or “polo” style shirt

@ Tie with button down shirt (optional)

Trousers - Dress pants or slacks (Dockers® or similar)
1) Jeans are not permitted

Footwear - Dress or casual shoes

(1) Tennis shoes or sneakers are not permitted
Sport coat or sweater (optional)

This section does not apply to InService Training

4. Uniform “D” - Formal Uniform shall consist of:

a

Shirt - Black, long deeve
D Tie or

2 Ascot, white and including braids
3



Trousers - Black, dress (knit)

C. Footwear - Black dress shoes
@ Black socks are required if socks are visible
d. Hat — Black (or blue until replaced) dress
e Belt - Black in color
1) Duty belt - Basketweave leather or nylon
C. Uniform Reguirements
Function Uniform “A” Uniform “B” Uniform “C” Uniform “D”
Patrol YES YES NO NO
Investigator YES YES YES NO
Court Attendance YES YES YES NO
Training - In YES YES NO NO
service
Training — Other YES YES YES NO
Court Officer YES YES YES NO
Funerals NO NO NO YES
Special Events ASDIRECTED BY CHIEF OF POLICE

D. Uniform Clothing Specifications

1

Uniform shirts

a

Comparable to the "Major" provided by Badger Uniforms. It shall be
black in color, with a button down front, sewn-in creases, and epaulets.
Buttons on the epaulets and pocket fronts shall be gold in color. Patches
will be sewn on each seeve, one inch below each shoulder seam.

“Polo™-type pullover shirt with a collar, black in color is also approved
uniform wear. The shirt will be similar to Blauer Streetgear 8130 (short
deeve). The“Polo” shirt shal be black in color, sewn in creases, and
epaulets. Patches will be sewn on each sleeve, one inch below each
shoulder seam. Badges and name plates will be worn. There will be no
embroidering on the “Polo” shirt. Previous “Polo” shirts described below
are grandfathered and all new or replacement “polo” shirts will be as
described above. NOTE: The “Grandfathered” “Polo” shirts are
described as: “Polo™-type pullover shirt with a collar, black in color, is

4




also approved uniform wear. The shirt shall have the department
patch/logo embroidered upon the left front breast of the shirt, and the
officer’s last name embroidered on the right front breast. The “Polo™-
style shirt will have "POLICE" in large gold lettering across the back of
the shirt, horizontally between the shoulder blades. The word “POLICE”
shall be embroidered on the sleeve cuffs (short-sleeve only). All
embroidery shall be gold in color.. NOTE: The shirt with the department
embroidered badge shall be grand-fathered and worn until 07/01/03 at
which time it would be replaced by the “Polo™-type pullover shirt with the
department patch/logo embroidered upon the left breast.

C. Sergeants will wear chevrons on both shoulder sleeves. The chevrons will
have a dark blue background, with three stripesin light blue, bordered by
alight stripe around each stripe. The chevrons will be positioned on each
deeve centered one- half inch below each Departmental shoulder patch.

(1) Chevrons shall not be worn on the “Polo™style uniform shirt.

d. Undershirts shall be worn in compliance with this policy and shall be
white or black and either crew or v-neck. Turtlenecks and dickeys shall be
black in color.

Uniform trousers

a Black, zippered fly and 1/4 dant front pockets. Comparable to Badger
Uniform #8829.

b. Also acceptable is the black tactical pant. The approved pair is the Blauer
Streetgear side pocket trouser or similar.

C. Approved for the summer uniform are Pro-Tuff black tactical shorts or
similar. These can be worn for routine patrol. Individual officers can
wear shorts independent of the officers on the rest of the shift.

d. Belt to be black with buckle in gold finish or velcro closure.

Uniform tie

a Black clip-on style.

Socks

a Socks shall be worn. Plain black in color. Other color socks are permitted
so long as no part of the sock is visible (i.e. white socks when worn with
boots).

Footwear

a Black, duty style boots or shoes with plain or stitched toe.

Hats



Dress hat

Q) The dress hat will be those provided by the Department. The hat
will be navy bluein color and have a black brim onit. The top of
the hat will be round.
€) Replacement hats will be black in color

2 Hat will have plain black band for patrol officer and gold snake
band for Sergeant and above.

3 Department issued hat badge will be properly affixed on hat.

Winter hat - Black "watch cap”. The hat will be consistent with a nylon or
wool style knit stocking cap.

Baseball cap - Approved style will be baseball cap as approved by
Department, black in color.

(1) Baseball cap may be worn during any season.

7. Uniform sweater

a

b.

Black military style pullover, described as a"commando” style sweater.

If worn as outer garment it will have shoulder patches affixed to each
deeve one inch below shoulder seam, shoulder epaulets, badge and name
tag affixed. Sergeants and above will affix rank on epaulets using
appropriate collar insignia.

8. Uniform jackets

a

Winter jacket - Nylon tufnyl, cloth Gore-Tex style waist or hip length,
with or without removable liner. Blauer jacket with thinsulate is
acceptable moddl. It will be black, with zipper and metal buttons in gold
finish. Shoulder patches will be sewn one inch below shoulder seam on
each deeve, badges will be worn, and Sergeants and above will affix rank
on each collar.

1) Blue jackets are “grandfathered” until replaced

Spring jacket - Lightweight nylon and may be reversible to orange with
reflective stripe. Badger Uniform "Badge Air" is acceptable model.
Sergeants and above will affix rank on each collar.

Sergeants will wear sergeant chevrons on both shoulder sleeves on jackets

(stripes will not be required on the raincoat). The chevrons will have a
dark blue background, with three stripesin light blue, bordered by a light

6



10.

11.

12.

stripe around each stripe. The chevrons will be positioned on each sleeve
centered one- half inch below each Departmental shoulder patch.

d. Raincoat - Black/orange reversible.

e Leather coat - Will be optional for winter jacket. Approved isthe
Chicago-style leather jacket in black.

Gloves

a Black in color. Gloves will cover the full hand and fingers. Fingerless
gloves are not authorized.

Service belt

a Shall either be black basketweave leather or black nylon. Will either have
gold or black finish buttons or velcro closures.

Q) Required: double compartment ammunition holder, handcuff case,
baton holder for expandable or straight baton, security holster for
officer's particular weapon, portable radio holder, OC spray holder
and glove holder.

2 Optional: key holder, flashlight holder and a second handcuff
case.

Badges
a Both the hat and breast badge will be only those issued by the Department.

b. The breast badge will be worn on the outermost garment. The hat badge
will only be worn with the round dress hat.

C. Breast badge will be in gold finish, with their lettering being black in color
and one-eighth inch in height.

d. The breast badge will have rank on top, full color State of Wisconsin seal
in middle, and be encircled by the wording "Town of Madison” with
"Wis' on the bottom. The overal size of this badge is three inches by one
and three-fourths inches.

e The hat badge will have full color State of Wisconsin seal in middle,
encircled by the wording "Town of Madison" with the rank across the
bottom, silver or gold in color

Name plate

a Shall be gold finish with black lettering with officer's last name affixed on
it. Itisto beworn on outermost garment and one-half inch above the right
pocket.

7



b. Approved are the nametags with the "Town of Madison™ emblem or the
"Serving Since" attachment.

13. Tie bar

a Badger Uniform emblem style #2615. It will be done in gold finish and
have small "Town of Madison" emblem centered onit. It will be worn
even with the fourth button from the top and perpendicular to the tie.

14.  Collar insgnia

a Sergeants will affix "SGT" on each collar of jacket and shirt, or on each
epaulet of sweater if worn. Investigators are authorized to wear "INV"
collar insigniawhile working in a patrol capacity. Patrol officers will use
"TMPD" or “TNMPD” on each collar of uniform shirt. Replacement
collar insignia purchased will be "TMPD" only.

1.  Approved Uniform Items for Clothing Allowance Purchase

Appendix 1 of this procedure is alisting of all uniform items and accessories that may be
purchased on an officers clothing allowance. Other items may be approved and will be
added to the appendix.

IV.  Replacement Of Damaged Uniforms And/Or Equipment

Initial issue item, items purchased on the officers uniform allowance, or items personally
obtained will be replaced by the officer, not the department. The intent of the Uniform
Allowance is for officers to replace damaged or worn uniformitems. Reasonable costs
for repair/replacement of personal artifacts such as glasses, contacts, and watches will be
considered on a case-by-case basis. Claims for damage to clothing and/or equipment,
resulting from the performance of duty, shall be directed to the Chief of Police in writing
via chain of command.

V. Sources Of Uniform Items

A. Badger Uniforms & Equipment C. Professional Equipment and Supply
4854 South 10 Street 43 N. Main Street
Milwaukee, WI 53221-2412 P.O. Box 62
414-489-2600 Deerfield, WI 53531
1-800-558-5952 608-764-2040
1-800-864-2705 FAX 608-764-2677 FAX

B. Schenk-Huegel Company D. Streicher’s
2005 Winnebago Street 4777 N. 124™ Street
Madison, Wl 53704 Butler, WI 53007
1-608-244-6245 (262) 781-2552

(262) 781-0444 FAX



BY ORDER OF:

Scott T. Gregory
Chief of Police



Name:

TOWN OF MADISON POLICE DEPARTMENT
FULL TIME OFFICER - UNIFORM BASIC ISSUE

Starting Date:

ITEM/QUANTITY

RECEIVED
DATE

RETURNED
DATE

Shirts- 4 ea. Summer w/ patches
4 ea. Winter w/ patches

Trousers- 1 pr. (black, dress)
2 pr. (black, tactical)

Ties- 1

Shoes/Boots - 1 pr. ($50.00 max.)

Caps- 1 round duty hat
1 winter cap

Jackets - 1 summer w/ patches
1 winter w/ patches

Raincoat - 1 (black/orange)

Badges - 1 jacket
1 shirt

Belts- 1 duty belt
1 trouser belt

Ammo case - 1 double

Handcuff case- 1
(Double or single case)

Baton ring/holder - 1
Flashlight ring (optional)
Holster - 1

Belt keepers- 3
Portable radio holder - 1

Body armor — 1
(Limit of $850.00)

Nameplate - 1

Collar Insignia- 1 pr. "TMPD"
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RECEIVED RETURNED
ITEM/QUANTITY DATE DATE

Oleoresin Capsicum (OC) canister - 1
Oleoresin Capsicum (OC) holster - 1
Gloveholder - 1

Briefcase- 1

Handcuffsw/ key - 1 pr.

Baton - 1

ID Cards-2

Keys

Policy Manual

Procedure Manual

Map Book

Town Work Rules

Fingerprint Kit

WPPA Contract

Ammunition

Portable Radio/Accessories

Blood borne Pathogen PPE
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TOWN OF MADISON POLICE DEPARTMENT

PART TIME OFFICER - UNIFORM BASIC ISSUE

Name:

Starting Date:

ITEM/QUANTITY

RECEIVED
DATE

RETURNED
DATE

Shirts - 2 ea. Summer w/ patches
2 ea. Winter w/ patches

Trousers- 1 pr. (black, dress)
1 pr. (black, tactical)
(Or two pair of either style)

Jackets - 1 year round w/ patches

Badges - 1 jacket
1 shirt

Name plate - 1"TMPD"
Collar Insignia- 1 pr.

ID Cards- 1 Department
Keys

Policy Manual
Procedure Manual

Map Book

Town Work Rules

Blood borne Pathogen PPE
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Appendix 1

Approved Uniform Items for Clothing Allowance Purchase

All items currently listed on the FULL-TIME OFFICER — UNIFORM BASIC ISSUE list as
delineated in this Procedure.

A. Weapons, as designated in Section 4, Article XI11 of the current collective bargaining
agreement and Firearms policy POOS5.

B. The following clothing items:

Turtlenecks, black only

Dickies, black only

Socks, black or white

Underwear, long

Gloves, black and/or orange

Cap, stocking, black only

T-shirts, black or white only

Rain boots — black over-the-shoe flexible, zipper style (16" or 18" height)
Sewing or removing of patches from uniform items

10 Chevrons or color insignia

WCoOoNOUR~WNEF

C. The following accessories:

1. Badge holder wallets

2. Briefcase

3. Utility tool/knives (must be pre-approved by Chief)

4. PolartechO hoods (or other similar material), black only

5. Persona Data Assistant (PDA) for officers in specialized assignment
(Investigations or Neighborhood Officer) — Must be approved by Chief

6. Tie Tack

7. Form Holder

8. Off duty holster (including fanny packs)

9. Pistol/gun locks —Must be approved by Chief

10. Flashlight and accessories

D. All other items not specifically mentioned must be pre-approved by Chief of Police
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Town of Madison | Title:

Police Dept. Ride-along Program
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 053 3 Replaced 002 dated 06/20/03
Reference: Distribution: All Personnel
Reevaluation Date: January 1, 2006 Index as: Ride-along Program
PURPOSE

To establish guidelines to civilians and sworn officers not employed by the Town of
Madison Police Department to ride with a police officer.

. POLICY
[Il. DEFINITIONS
. PROCEDURES
A. General Requirements
1 All requests for participation in the Ride-Along Program must be approved
by a supervisor.
2. The "Ride-Along Orientation” form and the "Agreement Assuming Risk of
Injury or Damage, Waiver and Release of Clams and Indemnity
Agreement” forms will be utilized as the application form to request
participation in the Ride-Along Program. These documents must be
submitted each and every time an individual participates in this Ride-Along
Program.
3. Persons aged eighteen (18) or over are dligible to participate in the Ride-
Along Program.
4, Such participation shall be at the discretion of any Supervisor.
5. The participating individual is to be identified upon request as an observer

and in no way isto be identified as having any police power, except as may
be provided by law.



Individual's Requirements for Participation

1.

The participating individual must present a neat, clean appearance.
Appropriate clothing must be worn at all times.

a Examples of appropriate clothing: Neat, clean jeans (without holes
or patches), collared shirt (no T-shirts), shoes and socks (no
sandals), tennis shoes are allowed.

The participating individua will not be alowed the use of any electronic
recording device such as atape recorder, camera, etc.

All activities and information observed, overheard, obtained or resulting
from the participant's involvement in this Ride-Along Program shall be
treated by the participating individual as CONFIDENTIAL.

The participating individual will sign a copy of the "Ride-Along
Orientation Rules’ and have a signed copy of this document in hig’her
possession during the ride-along session.

All requests to participate in the Ride-Along Program must be submitted at
least two (2) weeks prior to the requested ride-along date. Any supervisor
a their discretion may waive this time frame. In extenuating
circumstances, the senior officer on-duty may authorize a ride-along when
there has not been a proper submission of the request to a supervisor. In
such cases, the senior officer shall make every effort to obtain at least
verba approval from a supervisor.

Participating individuals ride-along period shall not exceed eight (8)
consecutive hours for any participant.

Assigned Officer's Rights and Responsibilities

1.

Individuals participating in the Ride-Along Program shall be under the
immediate and direct control of the officer to which he/she has been
assigned.

The participating individual is not to engage in any police activity unless
expressly directed to do so by a Town of Madison Police Officer.

The participating individua is not to be armed with any type of weapon.
a Exception: Sworn police officers in the State of Wisconsin may

carry a concealed firearm in compliance with State law and that
officer's departmental policy.



BY ORDER OF:

b. The Town of Madison assumes no liability for any non-Town
Police Officer for their use/misuse of any firearm.

C. The Town of Madison Police Officer will be informed of any
firearm carried.

If at any time the assigned Town of Madison Police Officer, the officer in
charge, or the ranking officer determines that it is appropriate to terminate
the individual's participation, the individual shall immediately comply.

Scott T. Gregory
Chief of Police



Town of Madison Police Department

Agreement Assuming Risk of injury or damage, waiver and
Release of claims and indemnity agreement

WHEREAS |, , being over the age of eighteen and not
being a member of the Town of Madison Police Department have made a wluntary request to ride as a guest in a
vehicle assigned to the Town of Madison Police Department and to accompany a member or members of the Town of
Madison Police Department during the performance of their official duties, and

WHEREAS, the Town of Madison Police Department is willing to allow me to ride as a guest in a vehicle assigned to that
department and to accompany a member or members of the department during the performance of their duties on the
following conditions:

NOW, THEREFORE, in consideration of the permission given to me to ride in a vehicle assigned to the Town of Madison
Police Department and to accompany a member or members of said department during the performance of their official
duties, | do hereby agree:

That | shall be under the immediate and direct control of the Town of Madison's Police Officer to whom | have been
assigned and shall obey that police officer's directions at all times; that | am not to engage in any police activity unless
expressly directed to do so by a Town of Madison Police Officer; that | am not to be armed with a weapon of any type
unless | am a sworn police officer in the State of Wisconsin and in such case | may carry a concealed firearm in
conformity with the Wisconsin Statutes and my own police department/agency policies; that | am to be identified upon
request as an observer and in no way to be identified as having any police power, and, that if at any time the responsible
Town of Madison Police Officer, Town of Madison Police Officer in charge, or any ranking Town of Madison Police Officer
determines that it is appropriate to terminate my participation, | must immediately comply.

That | am aware that the work of the Town of Madison Police Department are inherently dangerous and that | may be
subjected to risk of death or personal injury or damage to my property by accompanying a member or members of the
Town of Madison Police Department during the performance of their official duties and that | freely, voluntarily and with
such knowledge assume the risk of death, personal injury, or property damage arising from or in any way connected with
the accompanying a member or members of the Town of Madison Police Department during the performance of their
official duties. These risks include, but are not limited to, the use of weapons, unlawful acts or forcible resistance by law
violators or suspected law violators, assault, riot, breach of the peace, fire, explosion, gas, electrocution or the escape of
radioactive substances.

That the Town of Madison, its Police Chief, police officers, employees, Board members, commission members,
volunteers, departments and all their respective sureties, and each of them or any combination of them, shall not be
responsible or liable for my death or any injury to either me or my property incurred and/or arising from riding in any
vehicle assigned to the Town of Madison Police Department and/or while accompanying any member or members of said
Department during the performance of their official duties, whether or not said death or injury to me or my property results
from any negligent act or omission on the part of any member of the Town of Madison Police Department; and | hereby
specifically release the Town of Madison, and its Police Chief, police officers, employees, Board members, commission
members, volunteers, departments and all their respective sureties from any an all claims, demands, actions and rights of
action, of every kind or nature, which | now have or may hereafter have arising out of and/or in any manner resulting from
riding in any vehicle assigned to the Town of Madison Police Department and/or while accompanying any member or
members of said Police Department during the performance of their official duties.

For myself, my heirs, executors, administrators and assigns, | agree to defend and indemnify the Town of Madison, its
Police Chief, police officers, employees, Board members, commission members, volunteers, departments and all their
respective sureties, and each of them or any combination of them, against any and all claims, demands, actions, rights of
action, suits, debts, damages liabilities, expenses and fees of every kinds, description or nature incurred and/or arising
out of any actual or claimed negligent or wrongful act or omission of mine while riding in any vehicle assigned to the
Town of Madison Police Department and/or while accompanying any member or members of said Police Department
during of their official duties.



To defend and indemnify the Town of Madison, Scott T. Gregory, Chief of Police for the Town of Madison, all members
of the Town of Madison Police Department, their sureties, and each of them, against any and all manner of actions,
causes of actions, suits, debts, claims, or damages or liability or expense of every kind and nature incurred or arising by
reasons of any actual or claimed negligent or wrongful act or omission of mine while riding in any vehicle assigned to the
Town of Madison Police Department or while accompanying any member or members of said Police Department during
the performance of their official duties.

COMPLETE ALL INFORMATION

Signature Witness
Date Date
Name: First, M, Last (Please print) Address
Mae Female
Date of Birth (Circle one) City/Town/Village State
Race Telephone Number

Reason for Ride-Along Request:

| am requesting to ride on the following date and time and with the following officer (optional):

Date Time Officer (optional)

OFFICE USE ONLY:

Approved By:

Disapproved Date:

Officer assigned:

Hours of Ride-Along: From am or pm To am or pm




Town of Madison Police Department

Ride-Along Orientation

1) The participant must be at least 18 years old\

2) The patrticipant shall not assist the police officer(s) or participate in any police function without the expressed verbal
consent of the Town of Madison Police Department.

3) Dress Code: The participant shall be neat and clean and must wear appropriate clothing; shoes and socks required,
no T-shirts allowed. There shall be no controversial insignias or symbols on the person or clothing. The Town of
Madison Police Officer has total discretion not to accept an individual to participate in the Ride-Along Program based
upon the appearance of the individual.

4) The participant shall not carry or have access to or in any way use electronic recording devices such as tape
recorders, cameras, etc.

5) The participant shall not carry weapons of any type unless the participant is a sworn police officer in the State of Wisconsin.

i) Police Officers may carry a concealed firearm in conformity to Wisconsin Statutes and their individual
departmental policy.

ii) The Town of Madison assumes no liability for any non-Town Police Officer for their use/misuse of any
firearm.

6) The participant must read and sign the host agency's "Agreement Assuming Risk of Injury or Damage, Waiver and
Release of Claims and Indemnity Agreement."

7) All activities and information observed, overheard, obtained or in any resulting from the participant's involvement with
this Ride-Along Program shall be treated by the participant as CONFIDENTIAL.

8) The participant's ride may be temporarily or permanently terminated at the sole discretion of a police officer, and the
participant shall immediately comply.

9) Ride-along participants may not accompany officers into private residence or into any other place not readily open to
the public when the officer's legal basis for entering is not based upon consent (e.g., warrant execution, exigent
circumstances, community caretaker, etc.)

10) Ride along participants may accompany officer into private residences or into other places not readily open to the
public when:

i) The owner/resident or other person in control of the premises expressly consents to the ride-along
participants entry.

i) The ride-along participant is directly assisting the officer in the performance of the officer’s duties, (example:
intern assisting with searching or evidence collection during search warrant execution).

11) Ride-along participants may not exit the squad car during a traffic stop prior to the occupants being secured, unless it
is necessary to insure their safety or approved by a Town of Madison Police Officer.

l, hereby acknowledge and pledge that | have read, understood and will
obey and comply with the above rules and considerations requisite to my participation in the TOWN OF MADISON
POLICE DEPARTMENTS Ride-Along Program.




Town of Madison || Title:
Police Dept. Bloodborne Pathogens
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 054 15 Replaced 003 dated 06/20/03

Reference: OSHA Bloodborne Pathogens
Standard, Wisconsin State Statute §252.15

Reevaluation Date: January 1, 2006
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Purpose

A. The Department realizes that police officers and some non-sworn personnel, in the
course of their duties may be exposed to potentially infectious materials. The
Department is responsible for making certain safety equipment available to minimize
exposure. Although the Department is responsible for the provision of safety equipment,
each individual has a responsibility to use and maintain the equipment properly.

B. This Department will observe standard precautions to prevent contact with blood or other
potentially infectious materials. All blood or other potentially infectious material will be
considered infectious regardless of the perceived status of the source individual.

C. The Department establishes guidelines and procedures for the care and cleaning of
uniform clothing that has been contaminated with blood or other bio-hazardous material.

D. It is this Department’s intent to comply with OSHA Bloodborne Pathogens Standard (29
CFR 1910.1310) and Wis. Stats., § 252.15.

E. Each member will receive a copy of this procedure. Additional copies are available
through the Office of the Chief of Police or Designated Officer (Sergeant Daniel Withee).

Definitions
Blood: Human blood, human blood components and products made from human blood.

Body Substance Isolation: A method of exposure control for emergency response personnel in
which all bodily substances are treated as potentially infectious.

Communicable Disease: Any infectious disease capable of being passed to another person by
contact with the infected individual or their bodily fluids. Communicable diseases include but are
not limited to: AIDS (HIV), Hepatitis B, Tuberculosis and meningitis.

Decontamination: Using physical and/or chemical means to remove, inactivate or destroy
bloodborne pathogens on a surface or item so they are no longer capable of transmitting
infectious particles and the surface or item is rendered safe for handling, use or disposal.

Designated Officer: Officer in charge of writing Exposure Control Plan (ECP), contact person on
all exposure cases, Department’s liaison during OSHA inspections. The Designated Officer for
the Town of Madison Police Department is Sergeant Scott Gregory.

Exposure: Contact with blood or other potentially infectious materials.

Exposure Control Plan: A written plan developed by this Department and available to all
employees that details the steps taken to eliminate or minimize exposure and evaluate the
circumstances surrounding exposure incidents.

Indirect Exposure: Indirect contact with an potentially contaminated blood or bodily fluid, including
but not limited to, soiled gloves, gauze, disposable first aid materials.




Infectious materials: Includes semen, vaginal secretions, saliva and all bodily fluids in situations
where it is difficult or impossible to differentiate between them. Pathogenic bloodborne
microorganisms including but not limited to HIV, HBV, and unfixed tissue or organ from a human.

Personal Protective Equipment (PPE): Specialized clothing or equipment worn or used by
members for protection against the hazards of infection. This does not include standard issue
uniforms and work clothes without special protective qualities.

Sharps injury: Penetration of the skin with a possibly contaminated object such as a needle.

Significant Exposure: Direct contact by an employee with the bodily fluids of another. Direct
contact is mucous membrane exposure: i.e., being stuck by a hypodermic needle, knife or other
sharp object, contact with an open wound, or through the employee’s eyes, nose or mouth.

Source: The person whose bodily fluids come in contact with an employee.

Standard Precautions: Procedures promulgated by the Centers for Disease Control that
emphasize precautions based on the assumption that all blood and bodily fluids are potentially
infectious of the AIDS (HIV) and Hepatitis B (HBV) viruses.

EXPOSURE CONTROL PLAN
A. Bloodborne Pathogen Exposure Determination
1. The following positions are identified as employees who may be expected to

incur occupational exposure to blood or other potentially infectious materials.
Employees are considered exposed, even if personal protective equipment is

used.
a. Chief of Police, Police Sergeant, Detective and Patrol Officer.
2. The following positions are identified as employees who may have occupational

exposure, depending on a specific task.

a. Clerk of Court & Police Clerk(s)
b. Custodial Service
1) This service is provided by Fire Department interns who obtain
training from the fire department
C. Town of Madison general governmental employees
1) General governmental employees are covered by their own
policy and procedures
2) For occupational exposures related to the Police Department,

employees will follow this procedure.
B. Compliance Methods

1. In an effort to prevent and minimize contact with blood or other potentially
infectious materials all department employees will observe standard precautions.
All blood, bodily fluids or other potentially infectious materials shall be considered
infectious, regardless of the perceived status of the source individual.



Work practice controls will be used to prevent and minimize exposure to
employees. Where occupational exposure remains after institution of these
controls, personal protective equipment shall also be used.

a. Individual transport containers for sharps shall be kept in each squad car
and issued to each officer.

b. Antiseptic towelettes or hand cleaner shall be available to all employees
for duty use. (Hand washing should be done as soon as possible after
exposure.)

C. Sharps disposal containers shall be available in the Town of Madison
Fire Department.

d. The Designated Officer shall inspect the Police Department supplies on
a monthly basis and maintain an adequate quantity and quality of each
item.

e. Sergeant Scott Gregory shall be the Designated Officer.

Hypodermic Needles

1.

Hypodermic needles encountered by employees shall be considered
contaminated. Needles and other sharps shall not be bent, recapped, removed,
sheared or purposely broken. They shall be discarded as soon as possible in
containers which are closeable, puncture resistant, leak proof and labeled or
color-coded as a biohazard.

Work Area Restrictions

1

Exposure will most often occur in the field, during the normal course of duties.
On occasion there may be exposure while in the building, as with removal of
contaminated clothes, personal protective equipment, or clothing. If
contaminated equipment must be handled, special care must be taken. Food or
beverages must not be kept where potentially contaminated materials are
present.

Collecting specimens

1.

An employee taking possession of specimens of potentially contaminated
material will ensure the specimen is placed in a container that prevents leakage
during storage and transportation. The container used for this purpose shall be
labeled and color-coded in accordance with the OSHA standard.

An employee who assists medical personnel or another law enforcement agency
in the transportation of potentially contaminated material will ensure, prior to
taking possession, that all specimens that could puncture a primary container be
placed within a secondary container that is puncture resistant.

Contaminated Equipment

1.

If equipment is contaminated, the officer in charge of said equipment shall ensure
that the contaminated equipment is properly decontaminated, prior to returning
such equipment to service. If decontamination is not possible at that time, the
equipment should be secured in such a manner as to protect persons from any
potential hazard, until such time as it can be decontaminated. (See section III.B.
&D.)



G. Personal Protective Equipment

1.

The Chief of Police or designee shall see that the following provisions are met:

a.

Gloves

a.

All personal protective equipment (PPE) used by the Department shall
be provided to employees without cost. Such appropriate equipment will
be chosen based on the reasonable expectation of exposure to
potentially infectious materials, and the ability of that equipment to
prevent and minimize exposure.

Protective equipment is considered appropriate only if it does not permit
blood or other potentially infectious materials to pass through or reach
employee’s clothes, skin, eyes, mouth or other mucus membranes under
normal conditions.

PPE shall be available to all employees, including items such as
antiseptic towelettes, latex gloves, fluid resistant surgical mask, caps,
safety glasses, shoe covers, and gowns. Hypoallergenic gloves, glove
liners, powder-less gloves or similar alternatives shall be available to
those employees who are allergic to latex gloves normally provided.
Each employee shall ensure that PPE is used appropriately and promptly
disposed of after use.

Each employee is responsible for checking the supply of personal
protective equipment, and shall replace used equipment as needed.
Replacements can be found in the police department property room.

Latex gloves shall be worn when the employee reasonably anticipates
having contact with blood or other potentially infectious material, non-
intact skin and mucus membranes. Gloves shall also be worn when
handling contaminated items or surfaces.

Disposable gloves are not to be reused and must be disposed of
properly. They should be removed as soon as possible when they are
contaminated, torn, punctured or otherwise lose their ability as a
protective barrier. The employee should wear replacement gloves, if it is
necessary to remain in the contact with blood or other potentially
infectious material.

H. Additional Protection

1.

Additional PPE and clothing should be worn in circumstances when gross
contamination can be reasonably anticipated. Such equipment may include lab
coats, gowns, aprons, clinic jackets, shoe covers or outer garments. Some likely
situations in which uses of additional equipment might be necessary include but
are not limited to:

P20 T D

Autopsies.

Death investigations where contaminants are plainly visible.

Patient contact on EMS calls where contaminants are plainly visible.
Collection and handling contaminated physical evidence.
Performing Cardiopulmonary Resuscitation (CPR).

1) CPR should not be done without a barrier.



V. Cleaning, Laundering and Disposal

A. Contaminated Uniforms

1.

The Town of Madison Police Department has secured the services of Superior
Health Linens for the cleaning of uniforms contaminated by blood or other
biohazard material. This business is located at: Superior Health Linens, 2905
Syene Road, Madison, WI 53713 (608) 270-1870.

Superior Health Linens and its employees are aware that contaminated materials
are of a bio-hazardous nature and have received training in the receipt and
handling of bio-hazardous materials.

Superior Health Linens’ services are not available to the general public. The
service provided to the Town of Madison Police Department is a courtesy. The
majority of the service provided by this company is through local hospitals.

When an officer has a duty related contamination, the following steps shall be
taken:

a. Using PPE the officer shall remove the contaminated clothing as soon as
practical using care not to handle the affected area(s).
b. The contaminated clothing item(s) shall be placed in a white plastic

laundry bag provided by Superior Health Linens. A bag tie shall seal the
bag. This bag shall then be placed into another white bag and sealed in
the same manner.

1) Supplies of plastic bags are kept in the Evidence Room.

C. The outside of the bag shall be clearly marked Town of Madison Police
Department with a black felt-tip marker and the bag transported as soon
as possible to Superior Health Linens for cleaning. The bag may be
turned in at the front office.

d. If the contamination occurs outside of normal business hours, the bag
containing the contaminated clothing should be placed inside the pole
shed with a note attached and clearly marked biohazard. A note should
be left for the day shift to transport this bag to the Superior Health
Linens.

e. The officer involved may call Superior Health Linens within the next day
or two to find out when the uniform item(s) are ready for pickup. The
item(s) are to be picked up during normal business hours.

f. The Town of Madison Police Department will be billed for this service
directly. There is no money or paperwork exchanged between the
officers and Superior Health Linens.

g. There is a minimum charge for this service. It would be advantageous
for all affected item(s) to be transported at one time.
h. The contamination of the uniform is to be noted in the Officer’s incident

report. A note is to be left in the appropriate Supervisor’s distribution box
advising that this procedure has been followed along with a brief
statement of the facts. Sergeant Withee should be contacted as soon as
possible (by phone or pager) as well to discuss the incident. A
determination will be made by Sergeant Withee and the contaminated
officer(s) concerning the level of exposure and how to proceed based
upon the level of contamination.



5.

At no time should an officer take contaminated clothing home. This is the
Department’s responsibility to clean the contaminated clothing. Personnel
should keep extra clothes readily available for use in such an emergency.

Contaminated squad

1.

The officer responsible for the squad (i.e. operating) shall clean the contaminated
squad at the time of contamination. A biohazard kit for this purpose is located in
the property room. If the rear passenger compartment is contaminated only the
rear compartment needs to be cleaned if the screen dividing the front and rear
compartments is closed. If the screen is not closed the officer shall clean the
entire interior.

All used material shall be placed into a biohazard bag and disposed of properly.
The Designated Officer needs to be notified so the biohazard kit can be
replenished.

Contamination within the department

1.

If any part of the department becomes contaminated the officer(s) responsible for
the contamination shall clean the area. The biohazard kit located in the property
room shall be used. All used material shall be placed into the biohazard bag and
disposed of properly. Sergeant Gregory needs to be notified so the biohazard kit
can be replenished.

Contamination of other equipment

1.

If any other part of any officer’s uniform or equipment is contaminated, this
equipment will be cleaned or replaced at the discretion of Sergeant Gregory.
Personal items that are contaminated will be replaced at the discretion of the
Chief of Police.

Disposal of waste

1.

2.

Sharps

a. Hypodermic needles encountered by employees shall be considered
contaminated. Safe containers must be closeable, puncture resistant,
leak proof and labeled or color-coded as biohazard. Items not being kept
for evidence must be promptly disposed of.

b. Portable containers for contaminated needles shall be easily accessible
to employees. A supply will be maintained in each squad car and in the
department property room. A sharps container is kept in the fire
department for final disposal of contaminated sharps. Containers shall
be kept upright and not filled beyond capacity. When moving such
containers, the lid must be securely fastened first. If leakage of the
primary container is possible, it should be placed in a secondary safe
container.

Other Regulated Waste

a. Any item or material, which an employee reasonably believes has
contacted blood or other potentially infectious material, shall be placed in
safe containers. Safe containers are closeable, constructed to contain



V.

all contents and prevent leakage of fluids. Waste must be labeled or
color-coded as biohazard.

b. Material that drips, pours, squeezes or flakes and is of such quantity that
it must be considered biohazard and is subject to this regulation.

C. Disposal of contaminated waste must comply with all applicable federal,
state, and local regulations of the Wisconsin Department of Natural
Resources.

d. Contaminated items that are being disposed of should be placed in red

biohazard bag(s) and taken to any hospital. The hospital will dispose of
the waste for the department.

Hepatitis B Vaccination

A.

The Department shall make available without cost to the employee the Hepatitis B
vaccination series. The decision to receive the Hepatitis B vaccination series is strictly
voluntary.

The regimen consists of three doses of vaccine given intramuscularly into the deltoid
muscle. First dose at an elected date; second dose one month later; and the third dose
six months from the first dose. Wait one month have Titer blood test. If negative the
employee should have three (3) doses of vaccine given again.

If employee is unsure if vaccinated the employee may have the Titer blood test to
determine if the vaccine is needed. This is not a requirement.

Vaccination is encouraged unless: 1) documentation exists that the employee has
previously received the series, 2) antibody testing reveals that the employee is immune,
or 3) medical evaluation shows that vaccination is contraindicated.



E. Vaccination for Hepatitis B or the Titer blood test will be provided by the Infectious
Diseases section of Dean Medical Center at 1313 Fish Hatchery Road, Madison,
Wisconsin. Their phone number is 608-252-8020.

F. Employees’ can receive this vaccination on duty time during scheduled work hours.
(Covered under OSHA Directive CPL 2-2.44D, (XIII) (F) (3).)

G. If an employee declines Hepatitis B vaccination, the employee will be required to sign the
OSHA waiver indicating refusal. At any time the employee wishes, the employee may
elect to receive the Hepatitis B vaccination series at no cost to the employee. On a
yearly basis, the employer will offer employees who have declined the Hepatitis B
vaccination this vaccination series.

VI. Procedure for Exposure Incident
A. Definition of Exposure
1. On the “Determination of Exposure to Blood/Body Fluids” form (Wisconsin

Division of Workforce Development, WKC-9319-P), a physician must certify a
significant bloodborne exposure as such. Such exposure in the occupational
setting is defined as the employee having sustained a contact, which carries a
potential for transmission of Human Immunodeficiency Virus (HIV), Hepatitis B
Virus (HBV) and other bloodborne pathogens by any of the following means:

a.

Transmission into a bodily orifice or onto mucous membrane of blood,
semen, vaginal secretions, cerebra spinal, synovial, pleural, peritoneal
or amniotic fluid, or other bodily fluid visibly contaminated with blood.
Exchange of such fluid due to penetrating wound.

Exchange of such fluid into eye, open wound, lesion, or where significant
breakdown in the epidermal (skin) barrier has occurred.

Other routes of exposure defined as significant in written directives by
the Department, as may be identified by the Centers for Disease Control
of the Federal Public Health Services.

If blood or other bodily fluid soaks through the clothing and touches the
skin or if an employee has contact with bodily fluid on the employees
skin, that employee should consider this incident a significant exposure
and respond to a hospital for an evaluation by a doctor.

Employer Duties and Responsibilities

1.

For occupational exposure to bloodborne pathogens, the Town of
Madison shall:

a. Offer Testing, counseling and follow-up, including vaccination of
the employee.

b. Require the employee seek medical assessment from Meriter
Hospital. The employer cannot require that the employee be
tested.

C. Initiate contact with the source individual and ask if he/she will

consent to testing for HIV, and to disclose results to the
employee. In requesting consent for testing, a Department
representative must inform the source individual as follows:

1) That his/her blood may be tested for HIV, antigen or
non-antigenic products of HIV or an antibody of HIV.

2) That the test results may be disclosed only to the
employee, unless the source individual consents to other
disclosure.
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3) That the employee may not reveal the identity of the
source individual, except for the purpose of having the
test(s) performed.

4) That a record of the test result may be kept only if the
record does not reveal the identity of the source
individual.

5) The Department shall offer and provide HIV/HBYV testing.

As of January 2001 Meriter Hospital will pay this bill.

If the source individual consents to testing and release of test

results to the exposed employee, a Department representative

(usually Designated Officer) will provide a “Consent to Release

HIV and HBV Test Results” form with the exposed employee

named, to receive test results. The name and address of the

medical provider conducting the test will be noted. The exposed
employee will be given a copy of the “Consent to Release HIV
and HBV Test Results” form.

If the source individual does not consent to testing, the

Department shall make a request to the District Attorney’s Office

for involuntary testing.

1) The exposed employee or Designated Officer must be
prepared to testify in court that the exposed officer uses
standard precautions against exposure as a general
matter, and specifically did so in this instance.

2) In the event the exposed officer was not using standard
precautions at the time of significant exposure, the
exposed officer must be prepared to explain what
emergency prevented him/her from using standard
precautions. The emergency must be that the time it
took to use standard precautions would have
endangered life.

3) The request for involuntary testing will be hand delivered
to the District Attorney’s Office and shall explain how all
of the above procedures were met, the circumstances in
which the exposure occurred (while arresting source
individual, while transporting source individual, etc.) and
will include a certification in writing from a physician that
the exposed officer received a significant exposure. This
request will also include where the blood draw shall be
conducted, and who from our agency will oversee the
blood draw.

4) Once this application is prepared and the District
Attorney’s Office has a date for a hearing, a member of
our Department will serve the source individual or
arrange for service of the application and hearing notice
at least 72 hours before the hearing date.

If source person is deceased.

1) If the source person is deceased the infected employee
shall make sure the coroner has been notified that a
significant exposure incident has occurred. The coroner
will need to obtain extra vials of blood for this testing.

2) The coroner also requires a letter from the infected
employee’s primary physician that a test of source blood
is requested. The coroner will not be able to test the
source blood without this letter. The test results will be
forwarded to the infected employee’s primary physician.
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3. Employee Rights and Responsibilities

a.

Employees are subject to the following:

1) Use standard precautions per the Department’s
Exposure Control Plan

2) Inform the employer when a potentially significant
exposure has occurred as soon as possible.

3) The employee shall complete the necessary Worker’s
Compensation forms and forward to Designated Officer.

4) Employee testing, counseling and follow-up services are
optional.

5) The exposed employee may obtain HIV/HBYV test results

of the source individual in any of the following
circumstances:

a) The source individual consents to testing and
consents to release of test results to the
employee.

b) Previous HIV/HBYV tests were conducted on the

source individual and the employee was
providing emergency care.

c) Through an involuntary court order by the
District Attorney’s Officer.

6) The employee must keep strictly confidential all
information about the source individual's identity and test
results.

4, Source Individual's Rights and Responsibilities

a. A Department representative shall inform the source individual of
the following:

1) That a potential significant exposure has occurred.

2) That he/she may refuse testing, unless a court order has
been obtained.

3) That his/her blood may be tested for the presence of
HIV, Antigen or non-antigenic products of HIV or and
antibody of HIV.

4) Those test results will only be released to the exposed
employee, unless the source individual consents to
release of that information to other persons.

5) Those test results may only be kept if the record does
not reveal his/her identity.

5. Employee Follow-up

a. The exposed employee shall promptly inform the Chief of Police
and Designated Officer of the occupational exposure.

b. If the source individual has been transported to an area hospital,
the exposed officer should respond to that hospital as well and
report the exposure to Emergency Department staff.

C. If necessary an officer should be called in to replace the exposed
officer’'s working assignment due to this process being very time
consuming.

d. Register as an Emergency Department patient.

Complete sections I, Il and IIl on the “Determination of Exposure
to Blood/Body Fluids.” Provide this form to the Emergency
Department staff. (Forms kept in squad room.)
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VII.

VIII.

e. A physician will examine the exposed officer and determine
whether a significant exposure has occurred.

f. If the physician determines that a significant exposure has not
occurred the Exposure form will be returned to the exposed
officer. The exposed officer may seek another opinion from
his/her personal physician or other health care provider off-duty.

g. If a significant exposure has occurred, you will receive
information on HIV and HBYV testing. After you have signed a
written consent a blood specimen will be drawn to determine
your baseline for HBV and HIV. Test results may be obtained
from your personal physician.

h. The source individual will be informed of the exposure. If he/she
consents, a blood specimen will be drawn for testing.

i The exposed officer will be sent a copy of the source person’s
test results when the hospital representative has received them,
usually within two weeks.

6. Post Exposure Evaluation and Documentation Procedures

a. The Designated Officer will review the circumstances of all
exposure incidents to determine:
1) Engineering controls in use at the time of exposure
2) Work practices followed
3) A description of the device being used at the time
4) Protective equipment or clothing that was used at the

time of the exposure incident

5) Location of the incident
6) Procedure being performed when the incident occurred
7) Employee’s training
8) Determine if this exposure could have been avoided

b. If it is determined that revisions need to be made, the

Designated Officer will ensure that appropriate changes are
made to this procedure.

Training and Information

A. The Department will provide the following training and information to employees:

1.

6.

The Department will provide initial and yearly refresher training to those
members who are classified “at risk” employees of coming in contact with
bloodborne pathogens.

Employees who are not classified “at risk” will be provided training on a voluntary
basis”

Employees will receive an explanation of this policy.
Location of PPE.
Information on Hepatitis B vaccination, including that it is provided free of charge.

Information on the course of action to take if an exposure occurs.

Record Keeping
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A. The Chief of Police shall keep medical records pertaining to this plan and the Department
policy on bloodborne pathogens, in accordance with OSHA Standard 29CFR1910.20.
These records shall be kept confidential and must be maintained for the duration of
employees employment, plus 30 years. Records shall include:

1. The name and social security number of the employee.

2. A copy of the employee’s Hepatitis B vaccination status, including dates of
vaccination.

3. A copy of all results of examinations, medical testing and follow-up procedure.

4, A copy of all information provided to healthcare professionals, including a

description of the employee’s duties as they relate to the exposure incident, and
documentation of the routes of exposure and circumstances of the exposure.

B. The Chief of Police shall keep training records pertaining to this plan and the Department
policy on bloodborne pathogens.

C. All bloodborne pathogen related employee records shall be kept and made available to
employees in accordance with OSHA standard 29CFR1910.20. All such records shall be
made available to the Assistant Secretary of Labor for Occupational Safety and Health
Administrations and the Directory of the National Institute for Occupational Safety and
Health upon request.

D. A copy of OSHA standard 29 CFR Part 1910.1030 will be available to any employee to
review or a copy of this standard will be provided at no cost to the employee. This
standard is on file with the Designated Officer and Chief of Police.

IX. Appendix

A. Hepatitis B Vaccine OSHA Waiver

B. Consent to Release HIV and HBV Test Results

C. Blank copy of Court Order testing of source individual
BY ORDER OF:

Scott T. Gregory
Chief of Police
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HEPATITISB VACCINE OSHA WAIVER FORM

A. Introduction

Thiswaiver isrequired as it relates to:

1. Bloodborne Pathogen Procedure and Exposure Plan
B. Waiver
| understand that due to my occupational exposure to blood or other potentially infectious
materials | may be at risk of acquiring Hepatitis B virus (HBV) infection. | have been given the
opportunity to be vaccinated with Hepatitis B vaccine at no charge to myself. However, |
decline Hepatitis B vaccination at this time.
| understand that by declining this vaccine | continue to be at risk of acquiring Hepatitis B, a
serious disease. If in the future | continue to have occupational exposure to blood or other

potentially infectious materials and | want to be vaccinated with Hepatitis B vaccine, | can
receive the vaccination series at no charge to me.

Name of employee:

Signature:

Date:
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Consent to Release HIV and HBV Test Results

I | | hereby give consent for the release of Human

Immunodeficiency Virus (HIV) and Hepatitis B Virus (HBV) test result information from

| |, ahealth care provider, to

| | , an employee of the Town of Madison
Police Department who was significantly exposed to my blood or bodily fluidsin an
occupational setting. | understand that these results will be given ONLY to the employee and
will NOT be given to the Town of Madison Police Department as employer nor reported to any
other agency. | further understand that access to this information by an occupationally exposed
individual is permitted by Wisconsin State Statute 252.15.

Signature Date

Last name Firg name Middle Name Birthday
Street address

Ci ty State zZIP Phone

The information will be sent to the exposed officer at:

Officer's Name

Work address

City State zIP
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State of Wisconsin IN CIRCUIT BRANCH DANE COUNTY

BRANCH

In the matter of

Case No.
Petitioner
VS

Respondent (Initials/date of birth only)
AFFIDAVIT OF M.D.
STATE OF WISCONSIN }

}  SS
DANE COUNTY }

M.D. Being first duly sworn, on oath states as follows:

A

Dated:

That he/she is a physician licensed to practice medicine in the State of Wisconsin.
That on a AM/PM he/she examined the petitioner, a
police officer for the Town of Madison, Dane County, Wisconsin.

That as aresult of that examination he/she believes that the petitioner suffered a
significant exposure as defined in section 252.15(em) of the Wisconsin State Statutes
which carries a potential for transmission of HIV.

That he/she believes that the significant exposure occurred while the petitioner was
performing his/her official duties as a police officer for the Town of Madison and was
providing care or services to the respondent.

That he/she make this affidavit in support of the petitioner’ s seeking court order
testing of the respondent pursuant to Section 252.15(2)(a)(7) of Wisconsin Statutes.

20

Subscribed and sworn to before me on day of , 20

Notary Public, State of Wisconsin Commission expires
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Town of Madison || Title:
Police Dept. Chain of Command
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 055 1 Replaced 004 dated 06/20/04
Reference: Distribution: All Personnel
Reevaluation Date: January 1, 2006 Index as: Chain of Command
PURPOSE

The purpose of this procedure is to define the Chain of Command for the Town of
Madison Police Department.

. POLICY
[1l.  DEFINITIONS
. PROCEDURES

A. The following list illustrates the official hierarchy of the Department:

1 Chief of Police
2. Sergeant
3. Police Officer/Detective
4, Police Officer/Part-time
B. If two or more persons of equal rank are on duty at the same time, the officer with

the most time in rank is responsible.
C. The highest ranking officer OR in the absence of a ranking officer, the most senior

officer on duty shall be designated as the Officer-1n-Charge (OIC), and shall have
the authority to act on behalf of the Chief of Police.

BY ORDER OF:

Scott T. Gregory
Chief of Police



Town of Madison || Title:

Police Dept. Payroll Procedures
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 058 2 Replaces 007 dated 06/20/03

Reference: Time Sheet Example, Payroll Procedure || Distribution: All Personne

for Supervisors
Reevaluation Date: January 1, 2006 Index as: Payroll Procedures, Time sheets

PURPOSE
The purpose of this procedure isto provide al personnel with guidelines on the
preparation and completion of individual payroll records.

. POLICY
[1l.  DEFINITIONS
V.  PROCEDURES

A. Payroll Time Sheets and Time Cards are to be turned in to the Office of the Chief
of Police (or his designee) no later than 8:00 a.m. on the M onday following the
end of a pay period. All employees are responsible to insure that their Payroll
Time Sheets and Time Cards are properly completed and turned in on time.

C. Payroll Time Sheets

1 Personnel shall use the most recently revised Payroll Time Sheet to record
payroll information.

2. Personnel shall not enter any information into any of the shaded areas on
the Payroll Time Sheet. These areas will be completed by the Chief of
Police or his designee.

3. The following fields on the Payroll Time Sheet shall be completed by the
employee (a sample form is attached):

a EMPLOYEE NUMBER

b. EMPLOYEE NAME

c. Number of hours worked each day of the payroll period differentiating
between the types of regular and overtime hours accrued. Separate
entries for the types of accrued and overtime hours should be entered
into the appropriate spaces.



d. Indicate days off with an “X” in the appropriate space
e. Date
f. Employee Signature

Payroll Time Sheets that have not been properly completed by the
employee, will be submitted with the minimal information

D. TIME/EXPENSE DOCUMENTATION forms (sample attached):

1.

The current version of this form will be utilized for: requests for time off,
requests for time earned, shift exchanges and expense reports.

The form must be completed in its entirety;
The form must be signed by a supervisor;

The form must be turned in as soon as possible upon obtaining a supervisor’'s
signature.

E Field Training Officer (FTO) Benefit

1.

BY ORDER OF:

FTO’ s shall accrue compensatory time at straight time rate at one-quarter the
time spent asan FTO. For example, for each eight (8) hour shift spent as an
FTO, the FTO will accrue two (2) hours of straight compensatory time; four
(4) hour shift spent as an FTO, the FTO will accrue one (1) hour of straight
compensatory time; two (2) hour shift spent as an FTO, the FTO will accrue
one-half (1/2) hour of straight compensatory time.

The FTO can determine whether to be paid-out for this time in cash or “bank”
the time in his’lher compensatory bank.

FTO benefits shall be recorded on the Payroll Time Sheet and via
TIME/EXPENSE DOCUMENTATION Forms.

Scott T. Gregory
Chief of Police



Town of Madison Police Department Payroll Time Sheet — Revised: 8/2002

CHECK NUMBER: EMPLOYEE NUMBER: EMPLOYEE NAME: PAY PERIOD:
FROM: 06/01/03 TO: 06/14/2003

Account Name & Sun Mon Tue We Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Number Total Paid
June Hours

Payroll Dates 1 2 3 4 5 6 7 8 9 10 11 12 13 14

Regular

Sick Leave

Vacation

Holiday

Comp Time Used

Other Used

Hrs worked on holiday

TOTAL REGULAR

Regular Overtime

Comp Time
Accrued

Grant Overtime

FTO Pay

FTO Comp

Afternoon Diff.
($.35/hour)

Night Differential
($.40/hour)

Clerk Shift Diff.
($.25/hour)

TOTAL OT/CT/OTH

Part-Time

Total

Notes:

Date: Employee Signature: Dept. Head Approval:

08/10/05 2:07 PM




Town of Madison Police Department Payroll Time Sheet — Revised: 8/2002

08/10/05 2:07 PM



Page: 1
[sG1] Total hours worked on the holiday from Midnight to Midnight. Only needed for WPPA
employees,

not needed for AFSME for non-union



Town of Madison | Title:

Police Dept. Secondary Employment
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 061 3 Replaces 010 dated 06/20/03
Reference: Request form Distribution: All Personnel
Reevaluation Date: January 1, 2006 Index as. Secondary Employment, Part-time

employment
PURPOSE

The purpose of this policy isto set forth guidelines to govern employment by members of
the Town of Madison Police Department.

POLICY

The policy of the Town of Madison Police Department is to provide guidelines to
employees to inform them of the types of secondary employement that are appropriate,
and to establish procedures to maintain accountability for the welfare of the agency.
These requirements are essential for the efficient operation of the agency and for the
protection of officers, agency, and the community.

DEFINITIONS

Employment: The provision of a service, whether or not in exchange for a fee or other
service. Includes owning your own business. Employment does not include volunteer
work for charitable organizations.

Extra-Duty Employment: Any employment that is conditioned on the actual or potential
use of law enforcement powers by the police officer employee.

Regular Off-Duty employment: Any employment that will not require the use or potential
use of law enforcement powers by the off-duty employee.

PROCEDURES

. Regular Off-Duty Employment

Employees may engage inregular off-duty employment that meets the following criteria:

1. Employment of a nortpolice nature in which vested police powers are not a
condition of employment; the work provides no real or implied law enforcement
service to the employer and is not performed during assigned hours of duty.

2. Employment that presents no potential conflict of interest between duties as alaw
enforcement officer and duties for the secondary employer. Some examples of
employment representing conflict of interest include, but are not limited to, the
following:



3.

a. Officers who work as a process server, repossessor, or bill collector;
towing of vehicles; or any other employment in which police authority
might be used to collect money or merchandise for private purposes.

b. Work involving personnel investigations for the private sector or any
employment that might require the police officer to have access to police
information, files, records, or services as a condition of employment.

c. Employment using the police uniform in the performance of tasks other
than those of a police nature.

d. Employment that assists (in any manner) the case preparation for the
defense in any criminal action or for either side in any civil action or
proceeding.

e. Officers who work for a business or labor group that is on strike.

f.  Officers who work in occupations that are regulated by, or that must be
licensed through, the police agency or its civil board.

Employment that does not constitute a threat to the status of dignity of law
enforcement as a professional occupation Examples of employment that
congtitute such athreat and should be denied include, but are not limited to,;

a. Establishmentsthat sell pornographic books or magazines, sexual
devices or videos, or that otherwise provide entertainment or services of
asexua nature,

b. Any employment involving the sale, manufacture, or transport of
alcoholic beverages as the principle business.

c. Any gambling establishments.

B. Extra-Duty Employment

1

2.

A police officer may be employed, on a part-time basis, as a police officer for
another jurisdiction.

UW Madison football games or other special events, while working for UW
Madison, but wearing Town of Madison uniform.

C. Limitations on regular off-duty and extra-duty employment

1

In order to be digible for off-duty employment, a police officer must be in good
standing with the agency. Continued agency approval of a police employee’s off-
duty employment is contingent on such good standing.

Those officers who are on medical or other leave due to sickness, temporary
disability, or an onrduty injury shall not be eligible to engage in regular or extra-
duty employment.

Prior to obtaining off-duty or extra-duty employment the employee will complete
the “ Secondary Employment Request” form. This will be completed on a yearly
basis, every January.

A police officer may work up to four (4) hours on aregular workday. This limit
shall not apply if the work is performed after that last shift immediately preceding
one or more days off. No limit shall apply to off-duty days.

Work hours for al off-duty employment must be scheduled in a manner that does
not conflict or interfere with the police employee’ s performance of duty.



6. A police officer engaged in any off-duty employment is subject to call-out in case
of emergency, and may be expected to leave hisher off-duty or extra-duty
employment in such situations.

BY ORDER OF:

Scott T. Gregory
Chief of Police



Town of Madison

... |
2120 Fish Hatchery Road - Madison, Wisconsin 53713

Police Department: 608-210-7262 - 608-210-7237 FAX

Request for Secondary Employment

Date:

Employee’s Name: IBM #:

Position:

Employer's Name:

Address:

Phone # where you can be reached through this employer:

Describe duties to be performed (be specific):

List working hours per day and length of employment:

| acknowledge and understand that Town of Madison’s worker's compensation leave will not be available
for any injury that is incurred as a result of this secondary employment.

Signed:

Chief of Police: Date:

Approved with following restrictions:

Disapproved:

Reasons for disapproval:







Town of Madison | Title:

Police Dept. Training Request / Summary

Effective Date: Number: No. Pages: Special Instructions:

January 1, 2005

063 1 Replaces 013 dated 06/20/03

Reference: Training Request Form

Distribution: All Personnél

Reevaluation Date: January 1, 2006

Index as: Training Request/Summary

PURPOSE

The purpose of this procedure is to provide guidance to department members who wish to
attend training courses sponsored by the department.

POLICY

It isthe policy of this department to provide training to officers above and beyond
training levels mandated by the state in conformance with the department’ s Mission and

godls.

[Il. DEFINITIIONS
[Il. PROCEDURES

A. Department members who wish to attend training must compl ete the most recent
version of the TOWN OF MADISON POLICE DEPARTMENT TRAINING
REQUEST / SUMMARY form prior to attending all department sponsored
training.

B. Completed forms shall be turned in to a supervisor for review as soon as possible.
1. Officers will be notified upon the completion of review of the request by

administration if the training request has been approved or denied.

C. Officers attending training are responsible for all receipts (hotel, related travel,
etc.). Receipts are to be forwarded to the Chief of Police or his/her designee as
soon as practical.

1 Officers are not required to obtain or submit receipts for meals.

D. Officers are to submit a photocopy of their training certificate to be placed in their
personnel file upon their return from or when received.

E The Chief of Police or his/her designee shall enter the training documentation into
the agency’ s training database upon completion of training. If no certificateis
issued, the information obtained from the Training Request/Summary Form will
be used as documentation for the database entry.

F. Supervisors may deviate from this procedure if necessary when circumstances
arise beyond their control.

BY ORDER OF:

Scott T. Gregory
Chief of Police



Policy 063 Revised: 04/20/05
Town of Madison Police Department Training Request / Summary

Instructionsfor Officer Requested Training
Requesting Officer shall:
Attach Course Information (Brochures, flyers, etc.)
Complete Sections 1-5 of this Request Form
Forward to immediate supervisor for approval
If approved and when notified the Requesting Officer shall:
i. Register for course (complete section 6)
ii. Reserve hotel room (complete section 7)
iii. Photocopy form and return to Administrative Sergeant and Chief
E If the courseis cancelled for any reason, the Requesting Officer isto confirm the
registration is cancelled and the hotel room is cancelled. If cancellation does not
occur, Requesting Officer may be subject to disciplinary action.
F. Incomplete Request forms will be returned to Requesting Officer.

oow>

Section 1: Officer Identification and Approval Information

Name: Date:

U Check if Department Required Training
Signature of Requesting officer

The below portion of “Section 1" will be completed by Department Supervisory staff.

Received by: Date received:

Supervisor Recommendation Reason for denid
Administrative Sergeant O Yes 3 No

Patrol Sergeant 0 Yes O No

APPROVED: [0 Yes O No DATE:

Section 2- Cour se Information | Total Registration Cost: $
Title:

Location:

Date(s):

Section 3—Travel Expense | Total Travel Cost: $

Method of Travel: O PD Vehicle O Personal Vehicle O Air O Other

Authorization must be received for personal vehicle use. Mileswill bereimbursed at current IRS rate.
For personal vehicle users, please approximate number of travel miles.

Section 4 — Accommodation Expense | Total Hotel Cost: $

Hotel/Facility Name Request:

Section 5—Meals | Total Meal Cost: $
Required Mesals

Number of Breakfast(s): X $.00 =%

Number of Lunch(es): X$.00 =%

Number of Dinner(s): X $15.00=%

Total Cost of Meal(s): $

NOTE: A request form may be forwarded to the Chief of Police prior to attending the training for meal
reimbursement prior to the start of your training.




Policy 063 Revised: 04/20/05

Section 6 — Cour se Registration Actual Cost:
Registered by: Registration Date:
Method of Payment O Billed to Dept. O Master Card 3 Other:
U Forwarded to Chief for payment prior to class

Comments:

Section 7 - Accommodation Reservation

Reservations made by: | Date Confirmation Number | Rate Total cost
Method of Payment O Billed to Dept. O Master Card 3 Other:

Address: City State Zip
Telephone Number FAX Number

Confirmation Number for cancellation if hotel was cancelled:

Tax Exempt Status
If you need ataxexempt form it will be provided. The department does not normally approve or pay taxes
for hotel stays.

Department Credit Card

When possible the department will pay for the room ahead of time with the credit card. Due to security
concerns we may not be able to issue the credit card to the officer. If the officer uses apersonal credit card
or pays by personal check he/she will be reimbursed in the next “bills payable” cycle. A receipt must be
turned in to the Chief of Police for these reimbursement requests.

Section 8 — Follow-up items

Training Database
Certificate of Training received O VYes 0 No
Training entered into database O VYes O No

TRAINING EXPENSE WORKSHEET

Expense Item Officer Actual
Egtimate Cost

Course Cost — Section 1

Travel Cost — Section 2

Accommodation Cost —
Section 3

Meal Cost — Section 4

Overtime— To be completed
by Sergeant
TOTAL




Town of Madison | Title: |
Police Dept. Media Releases
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 064 4 Replaces PO06 dated 06/20/03

Reference: 005 Release of Records, 023 Juvenile Distribution: All Personn€g

Records, Media Release Template

Reevaluation Date: January 1, 2006 Index as. Media Releases

PURPOSE

The purpose of this policy isto provide police officers with guidelines when releasing
information to members of the media without harming the department's interests or the
rights of the accused and/or suspects.

POLICY

A well-informed public is imperative to the productive operation of any police
department. This policy isintended to foster a professional working relationship between
the police and members of the media so both may achieve their goals. Media members
are encouraged to pursue their activities as long as they perform them within the
boundaries of the law. Information will be released to the media without partiality for
any one media organization. Police officers are encouraged to assist the media when
possible.

DEFINITIONS

Formal Press Conference - A pre-announced interview with media representatives for the
purpose of releasing written or oral information and responding to questions.

Media - Persons who represent public print, radio, television, or film sources of news
information, commentary and/or entertainment.

PROCEDURES
A. DEPARTMENT MEMBERS

1. At all times, officers dealing with the mediawill be honest, fair and
impartial.

2. Officers will not display anger or frustration to the media, especially
during interviews. REMEMBER, "The microphone is always on."

3. Officers may not seek publicity through the media for personal notoriety.




4, Officers will politely respond to media requests for information as soon as
practical and within the parameters outlined in this policy.

a Officers will obtain the necessary facts surrounding a particular
incident and prepare the information that can be released.

b. Mediareleases can be in either written or verbal form.

C. Officers will make every reasonable effort to return telephone calls
from media personne.

B. CHIEF OF POLICE

1 If an incident involves a major crime, approval for any release must be
obtained from the Chief of Police or his designee.

a See Policy P012 for further information.

2. Formal Press Conferences will be scheduled only with the approval of the
Chief or his designee.

C. INFORMATION THAT MAY BE RELEASED

1 The following information about criminal matters can be released upon
request:

a Arrested person(s)

Q) name

(2 age

3 residence
4) race

(5)  sx

(6)  employment (optional)
(7)  marital status (optional)
(8) similar biographical information (optional)

b. The charge(s), its text

C. Identity of complainant (optional)
d. Amount or conditions of bail (optional)
e Identify of arresting officer and agency (optional)

f. Duration of investigation (optional)



s} Circumstances of arrest, including

Q) time

2 place

3 other information (optional)
h. Victim

(1) age

(2 sex

3 general location (optional)
4 injuries to victim (optioral)

Optional information may be released by the officer if deemed
appropriate.

If media representatives inquire about information that is known by the
officer, but is deemed inappropriate for release, the officer may inform
media representatives that the information will not be released at this time.

INFORMATION THAT MAY NOT BE RELEASED

Generally, it is not appropriate to disclose or report the following information
because of the risk of prejudice to the rights of anaccused for afair trial.

1.

2.
3.

4,
5.
6.
7.
8

9

10.
11.
12.
13.
14.

Existence or contents of confessions, admissions or statements given by
the defendant including any refusal to make such a statement.

Opinions concerning guilt, reputation, or character of an accused.
Results of any examinations or tests taken by an accused including any
refusal to take them.

Information leading to discovery.

Identity of witnesses or victims when clear danger to them or an ongoing
investigation exists.

Identity of victims of sexual assaults or other sex crimes.

Prior criminal record.

Identity of any critically injured or deceased person(s) prior to the
notification of the next of kin.

Any "off the record” remarks/comments.

Names of individuals who are merely suspects.

Names of juvenile suspects or defendants.

Socia security numbers.

Medical records.

Graphic descriptions of wounds or crime scenes.

PHOTOGRAPHS



The members of the media should recognize the need to ensure that both freedom
of speech and afair tria are allowed.

1

Law enforcement personnel may not pose a person in custody deliberately
for purposes of mediatelevising.

Media members may respond to the scene of incidents for overage and
freely photograph the scene as long as the investigation or its prosecution
is not jeopardized.

Officers may take protective measures, such as securing a scene because
of imminent danger or covering a body to prevent photographing or
televising by the media or the public, if such measures are deemed

necessary by the officer.

Officers will not persuade victims or withesses from not speaking to the
media. However, person(s) in police custody shall not be allowed to
discuss the situation with media members.

F. MEDIA RELEASES (FORMAT)

1.

BY ORDER OF:

Generally, media releases may contain basic information about an event
that answer questions concerning who, what, where, when, and how.

Specific information that should be part of all media releases include:
a Date of mediarelease

b. Who prepared media release (name and rank)

C. Type of incident

d. Date, time and location of incident

e Case Number

Scott T. Gregory
Chief of Police



Town of Madison || Title:
Police Dept. Police I nternship Program
Effective Date: Number: No. Pages: Special Instructions:
January 1, 2005 065 6
Reference: Distribution: All Personnel
Reevaluation Date: January 1, 2006 Index as: Police Internship Program, Internship
Program
Purpose

To establish a program that will allow selected students from recognized colleges and
universities who are pursuing a degree in the field of Criminal Justice to experience and
observe the day-to-day operations and functions of the Town of Madison Police

Department.
. Policy
[11. Definitions

V. Procedure

A. Eligibility
In order to participate in the Town of Madison Police Department Internship
Program, the student must be attending an accredited college or university, be a
student in good standing and be enrolled in a crimina Justice Program or a
program related to the Criminal Justice field. Preference will be given to those
students who are enrolled in a Criminal Justice Program.

B. Compensation
Student interns are not employees of the Town of Madison or of the Town of
Madison Police Department and will not receive any compensation or benefits.

C. Application Process

1

Any person wishing to participate in the Internship Program will be
required to submit the following:

i. A completed DJE-LE-330 form with an attached letter of interest
and resume.

ii. A letter from the college or university detailing the intitution’s
policy on participation in an internship program.




iii.  Letter of referral from a current criminal justice instructor and/or
advisor

2. Agreeto participate in an Oral Interview with the Internship Coordinator
and a minimum of three (3) officers. The purpose of the interview will
be to determine the following:

i.  Applicant’s suitability for the program
ii.  The applicant’s interest in law enforcement
iii.  Theapplicant’s capability to successfully complete the program

3. Intern applicant may be requested to do atwo (2) hour ride along with
am intern mentor.

D. Acceptance into Internship Program
1. Acceptance into the Internship Program is based on successful
completion of the application process, oral interview and/or ride along,
and a background check.

2. Upon natification of acceptance into the Internship Program, the
applicant shall provide the Town of Madison Police Department with the
following:

i.  Proof of medical insurance and a certification of coverage

ii.  Written certification from the institution the intern attends which
show that the institution has a general liability policy
a. Insures and indemnifies the Town of Madison for bodily
injury and property damage resulting from the actions of
the student or by the student while participating in this

program.

3. The applicant will complete an Agreement Assuming Risk of Injury or
Damage Waiver and Release of Claims and Indemnity agreement



E. Rulesof Conduct

1. During the course of the internship, the intern will be responsible to the
assigned intern mentor or another official of the Town of Madison
Police Department.

2. At al timesthe intern will wear an identification badge that will identify
the person as a Town of Madison Police Department Intern, this will be
supplied by the Town of Madison Police Department.

3. Interns are prohibited from carrying any type of weapon whether that
weapon is offensive or defensive in nature. Any intern found to be in
possession of any weapon will be immediately terminated from the
program.

4. Interns agree to abide by the Rules and Regulations of the Town of
Madison Police Department, which are known as the Town of Madison
Police Department Policy and Procedure Manuel.

5. Interns will not divulge to any person not affiliated with the Town of
Madison Police Department any official information learned while
participating in the Internship Program.

6. Internswill be expected to dressin casual business éttire at al time.
Exceptions to this rule will depend on the assignment that the Internis
given.

i.  Trousers/Slacks will be dark blue, black, khaki or tan in color.

ii.  Shirt will have acollar, in good condition, and advertisement
free

7. Interns will not under any circumstance, undertake any type of
investigation of any official matter, unless specifically instructed to do
so by the Chief of Police or his designee and then only under the direct
supervision of a sworn officer appointed by the Chief of Police.

F. Scheduling
1. The intern will provide a schedule of available days and hours. The
Intern Coordinator and/or the Intern Mentors will then evaluate this
schedule.

2. This schedule isto be completed at the end of each month to be used for
the following month.



3.

The schedule is considered a binding document. Any deviations from it
(i.e. family emergency, illness, etc.) will be approved on a case-by-case
basis. The hours lost will need to be made up at alater time agreed upon
by the Intern and the Intern Coordinator. Any requests for changes in the
schedule will be handled in the following way:

i.  Contact the Town of Madison Police Department as soon as

possible.

ii.  TheIntern will need to request to speak to the Intern
Coordinator.

iii.  If they are not available, they will need to speak to an Intern
Mentor.

iv.  If they are not available, the officer taking the call will make
notation of the request and forward it to the Intern Coordinator
as soon as possible.

G. Evauation

1

The Intern will be evaluated daily by the Intern Mentor the Internis
assigned.

These will include a Daily Observation Report, a Weekly Progress
Report, and An End of Program Evaluation.

All of these evaluations will be forwarded to the Intern Coordinator for
evaluation and review.

The Intern will have the opportunity to view each of these reports and to
make appropriate comments on them.

The Intern Mentors will complete an End of Program memo describing
the internship, any weaknesses and strengths, and recommendations.

H. Program Coordinator

1

2.

Serve as point of contact with educatioral institutions

Coordinates internship student assignment with Intern Mentors or Town
of Madison Police Officers as needed

Serves as resource for Intern Mentors and internship students among
Town of Madison Police Department personnel as well as the
educational institution



4. Provides direction to the internship program and mediates any issues
that cannot be resolved at the Mentor level

5. Servesasdesignee of Chief of Police directing overall program activities

6. Recommends Internship Mentor candidates to the Chief of Police for
selection

[. Internship Mentor

1. Providesoveral direction and serves as primary point of contact with
the internship student and Town of Madison Police Department

2. Works with the internship student to create an individualized learning
experience that is beneficia to the student and the Town of Madison
Police Department

3. Creates reports and grades involving the internship students progress
and activities

4. Provides direct supervision of the internship student

5. Internship mentors are to immediately report (both verbal and written)
any and all activity of the internship student that may bring discredit
upon the Town of Madison Police Department including but not limited
to violations of the code of conduct described in this policy.

6. Internship Mentors will be required to complete training for this duty,
which may include Instructor Development and Field Training Officer.

7. Internship Mentors understand that the Mentor position is voluntary and
serve at the pleasure of the Chief of Police. Internship Mentors do not
receive any additional compensation for this duty.

8. Internship Mentors will serve on the Internship Committee and assist the
Committee Chair in any tasks that he/she may require.

J. Internship Committee

1. TheInternship Committee will consist of the Chief of Police, the
Internship Program Coordinator and Internship Mentors.

2. The Internship Committee meetings are open to al Town of Madison
Police Department personnel and the Town of Madison Police
Department invites participation by all department personnel.



3. TheInternship Program Coordinator and the Internship Mentors will
confer on al final grades for internship students prior to submission to
the educational institution.

4. The Internship Committee will have overall responsibility for the
successful operation of the Town of Madison Police Department
Internship program.
5. The Internship Committee will conduct interviews and background
checks of internship candidates and make final recommendations to the
Chief of Police.
K. Discipline

1. Any @nflicts that arise between the Intern and Intern Mentor will be
handled at that level when possible.

2. Any conflicts that are not resolved at that level will be forwarded to the
Intern Coordinator for resolution.

3. The Intern Coordinator has the authority to terminate an Intern from this
program, for good cause, at his’her discretion.

BY ORDER OF:

Scott T. Gregory
Chief of Police



Town of Madison | Title:
Police Dept. Céllular Telephone Use

Effective Date: Number: No. Pages: Special Instructions: None

August 8, 2005 066 3

Reference: 035 Employee Contact Information Distribution: All Personnéel

Reevaluation Date: August 31, 2006 Index as. Cellular Telephone Use, Department issued
Cellular Telephones, Personal Use of Cellular
Telephones

Purpose

The purpose of this policy is to establish guidelines for the use of cellular telephones,
pagers and other electronic communication devices that are department issued and
persona cellular telephones and other electronic equipment use while members are on
duty.

Policy

The Department recognizes that officers need a variety of types of communications to
effectively conduct day-to-day business. To that end the Department issues cellular
telephones to certain members and reimburses other certain members for off-duty
business use of their personal cellular phone.

Definitions
A. Department issued cellular telephone: Nextel cellular telephones owned and
paid for by the Town of Madison
B. Personal cellular telephone: Cellular telephone owned and paid for by an
individual employee
C. Other éectronic device: Includes, but is not limited to, pagers and handheld
computers

Procedure
A. The following positions and assignments may be issued cellular telephones.
Chief of Police
Administrative Sergeant
Patrol Sergeant
Detective
Detective
Records (not set up for cellular telephone use, only to be used with the
direct-connect feature)

Sk wWNE

B. The following positions and assignments may be issued cellular telephones to use
during their shift. The phone is then left in squad room; other officers who may
be conducting similar tasks can use the cellular telephone.

1. Patrol Officer



2. Patrol Officer (second phone)
3. Patrol Officer (third phone and a spare phone)
4. Court officer and K-9 officer

C. The following positions and assignments may be reimbursed $10.00 per month
for off-duty business use of their personal cellular telephone. 1f the employee has
identified their cellular telephone as their primary home telephone number under
policy 035 (Employee Contact Information) they will not be entitled to
reimbursement under this policy.

1. K-9Officer
2. Evidence Technicians

D. This payment is for off-duty use. The above-identified officers have department
issued cellular phones available during onduty hours. If an officer identified
above has their persona cellular phone damaged while onrduty it will not be
repaired or replaced by the department.

E. If an officer continuously does not answer hig’her cellular telephone when called
by department members, the Department, at the Chief’ s discretion, may cancel the
payment of the cellular telephone. The K-9 Officer is exempt from this section
due to the CBA.

F. Guidelines for Department issued cellular telephones

1. Patrol Officers will ensure the cellular telephones assigned to patrol are
charged.

2. Patrol Officers will carry the cellular telephone with them in the squad
and have it activated.

3. When calling from department-issued cellular telephone to department-
issued cellular telephone employees should use the direct-connect
feature whenever possible.

4. In general, do not provide department issued cellular telephone numbers
to suspects, witnesses or informants. You should provide your office
voicemall number, then check your messages using the cellular
telephone and return the call.

5. Directory assistance calls should not be placed.

6. While onduty the department-issued cellular telephone should be
activated, unless the current task the officer is involved in could create
officer safety issues, the officer is attending meetings, or any other time
the cellular telephone would interfere with police business.

7. Persona use of a department-issued cellular telephones should be kept
to a minimum. Non-represented employees may use their department-
issued cellular telephone for personal business.

G. Guidelines for Persona cellular telephones
1. Ingeneral, personal business should be conducted on personal time.



Personal use of an officer's personal cellular telephone or other
electronic device while driving is prohibited.

Excessive personal use of a persona cellular telephone or other
electronic device may lead to the termination of the employee’s ability
to use and carry their persona cellular phone or other electronic device
while on-duty.

The department will not repair or replace personal cellular telephones or
other electronic equipment should they be lost, stolen or damaged while
on duty.

An employee should not use their persona cellular telephone while in
the Police Department or Town Hall while in view of the public or when
the employee should be available to assist the public.

Personal photographs with cellular telephones or other type of camera at
a crime scene are prohibited.

H. Celular telephone use while driving

BY ORDER OF:

1
2.

The Department recognizes that cellular telephone-related crashes occur.
Although the Department understands that on occasion an employee
may need to use a department-issued cellular telephone while driving,
the use of a cdllular telephone while driving is discouraged.

Scott T. Gregory
Chief of Police
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Town of Madison Police Department
2120 Fish Hatchery Road

Madison, WI 53713

608-210-7262

Fax: 608-210-7237

GENERAL ORDER
General Order Number: 2005-100

X Chief of Police, Scott T. Gregory
FROM:  [] Administrative Sergeant, Wayne Stolpa
[] Patrol Sergeant, Daniel Withee

X Police Department

TO: [] Police Officers
[] Civilian Staff
[ ] Others
Date Issued: 01/10/05 Date Release; 12/31/05

RE: Gerneral Orders

A Genera Order is defined as a short or long-term standing order. The department expects the
Genera Order to be adhered to during the time frame indicated on the General Order. Discipline
may occur for violating a General Order. Only the Chief of Police and Sergeants are authorized
to issue a General Order. A General Order may supercede Departmental Policy and Procedures.

A General Order will be given a sequential number by the supervisor issuing the General Order;
each General Order will indicate who issued the order and who the recipients of the General
Order are intended. Each order will include a starting date (Date Issued) and the final date that
the order isrequired to be followed (Date Release). Each General Order will aso have a short
description (RE: line).



Town of Madison Police Department
2120 Fish Hatchery Road

Madison, WI 53713

608-210-7262

Fax: 608-210-7237

GENERAL ORDER
General Order Number: 2005-101

X Chief of Police, Scott T. Gregory
FROM:  [] Administrative Sergeant, Wayne Stolpa
[] Patrol Sergeant, Daniel Withee

[] Police Department

TO: X Police Officers
[] Civilian Staff
[] Others
Date Issued: January 13, 2005 Date Release: December 31, 2005

RE: Vacation and Holiday scheduling

In accordance with Article V111, Section 1 of the agreement between the Town of Madison and
the Town of Madison Professional Police Association, the following general order will govern
the procedure for scheduling vacation and holiday time.

Officers must submit a Time/Expense Docuementation form to Sgt. Withee requesting the
vacation or holiday time off. Officers are required to submit requests for all vacation and
holiday time in the following manner:

Employees must schedule a one (1) week block of vacation at least sixty (60) days in advance.
(Article XII, section 4)

Requests for vacation or holiday time for 2005 will be accepted until February 14, 2005. These
requests for vacation and holiday time off will be approved based on senority. The amount of
time requested off (6 days or 1 day) will not effect the approval process.

The week blocks already requested and scheduled will take precedence over these requests.

Any requests for time off received on February 14, 2005 or later will be approved on a "first
come first serve’ basis.



Supervisor's Approval Process

Generally, no more than 16 hours of overtime will be scheduled in a given day to cover vacation
or holiday requests.

No more than one officer will be granted vacation or holiday time off per shift, with the
exception noted below.

Understanding the department has no control over military time off and Federal and State
Medical Leave requests this time off will not be considered when approving vacation and
holiday time off, unless the department would be required to have more than 16 hours of
overtime to cover the time off.

Without exception, on the named holidays in the WPPA contract no more than one officer per
shift will granted vacation or holiday time off.



Town of Madison Police Department
2120 Fish Hatchery Road

Madison, WI 53713

608-210-7262

Fax: 608-210-7237

GENERAL ORDER
General Order Number: 2005-102

X Chief of Police, Scott T. Gregory
FROM:  [] Administrative Sergeant, Wayne Stolpa
[] Patrol Sergeant, Daniel Withee

[_] Police Department
TO: X Police Officers
[ Civilian Staff
X Others Schmidt's Auto and Mike's Towing

Date Issued: March 2, 2005 Date Release; December 31, 2005

RE: Department Paid Tows

All vehicles that an officer has authorized to be towed and PAID for by the Town of Madison
shall have a case number written on the tow bill along with the officer’s name or IBM number.

Thiswill include al tows related to a Town owned vehicle or vehicles towed for evidentiary
purposes.



Town of Madison Police Department
2120 Fish Hatchery Road

Madison, WI 53713

608-210-7262

Fax: 608-210-7237

GENERAL ORDER
General Order Number: 2005-103

[] Chief of Police, Scott T. Gregory
FROM: X Administrative Sergeant, Wayne Stolpa
[] Patrol Sergeant, Daniel Withee

[] Police Department
TO: [] Police Officers
[] Civilian Staff
X Others Detective
Date Issued: 04/08/05 Date Release; 04/08/05

RE: Case Management

The following will be the procedure for the assignment of cases for investigation by Detectives
of the Town of Madison Police Department:

1. Assignment of cases are generally made by the Administrative Sergeant. Detectives may also
be assigned to work on cases by the Chief of Police and the Patrol Sergeant. Thiswould
generally occur in absence of the Administrative Sergeant. Detectives may also assist patrol
officersin their investigative work as needed.

2. A Detective may take over ainvestigative case from a Patrol Officer when circumstances
dictate an immediate need.

3. Detectives will be assigned to cases viathe Incident Status Log (ISL).

4. Detectivesinitiating origina cases will also complete an ISL and note their investigative
activity onthe ISL. See General Order on ISL completion.

4. Detectives will note on ther ISL their investigative activity on the assigned case.

Investigative activity would include but is not limited to: interviews conducted, persons that
need to be interviewed, items that have been and will be submitted to the state crime lab separate
from the initia report all along with a completed date and the assigned Detectives initials.

5. On abi-weekly basis, ISL's will be inspected by a supervisor.

6. Once investigative activity has lead to an arrest or there are no further investigative leads or
the case is unfounded or exceptionally cleared, will be noted on the ISL aong with date and
initialled by the assigned Detective. The ISL will then be submitted to the Administrative
Sergeant.






Town of Madison Police Department
2120 Fish Hatchery Road

Madison, WI 53713

608-210-7262

Fax: 608-210-7237

GENERAL ORDER
General Order Number: 2005-104

[] Chief of Police, Scott T. Gregory
FROM: X Administrative Sergeant, Wayne Stolpa
[] Patrol Sergeant, Daniel Withee

[] Police Department

TO: X Police Officers
[] Civilian Staff
[ ] Others
Date Issued: 4/20/05 Date Release; 04/20/06

RE: Incident Log

All officers:

Prior to the end of each shift, the least senior officer will run the incident log from New World.
The instructions are as follows:

Access the TMPD menu by typing TMPD at the command line, press enter.

The screen will then list reports specific to TMPD

To access the Incident History Log type 1 <enter>on the Command Line while in the TMPD
Menu screen.

Tab twice and arrow (eight spaces) to the end of the case number shown (68067).

Type the last case number that is in the Incident History Log and hit the enter key. New World
will run the query and send it to the printer in records.

The officer will then take the printout from the printer and enlarge the log by using the copier.
The officer will press the enlarge selection on the copier. Thefirst choice of 121% isto be
selected.

The enlarged log will then be placed in the log book, (after it has been 3- hole punched) which
will remain in the squad room.

To be completed by all officers:



Officers will date and initial when they have completed a report.

This procedure is similar to the case number log book that we have completed in the past.
There is no need to initia “no reports’.

All officers will complete their original reports within 4 days of taking the case number.



Town